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Add/Review Screen Shots, Free

Graphics, Captured Measurements,

and File Attachments as needed.

Next Step

—

Choose a Standard Phrase from the
dropdown or start typing so the
“smart suggestions” appear as you
go. You can also Enter Custom Text
by clicking in the white text field for
a custom statement. Hit Enter or
click the + icon to add it. Select the
Normal button and the normal
phrases will populate on each field.
Click the ... icon to add the phrase
to the Conclusions. Use the trash
can icon to delete phrases.

Once the report is
complete, click
Save.

—

Warning: Clicking Save will not
finalize the report as Prepared or
Signed. Additional steps are
required to complete and finalize
the report.

Additional Info

Click Review to
begin the final
review process.

The Finalized Action should be set

to Signed.

Question/Review

—

You can add measurements 2
ways: Free-text directly into the
text field (click Save after). Or click
the measurement name itself (not
the text field) to perform an offline
measurement by clicking the
mouse to start the measurement
on the actual image and click
again to end.

When the report is
complete, click
Finalize.

The report will close, and you'll be
returned to the Patient List
screen.

FINISH

Important to Note:

e \When a user opens a report template, it is automatically locked for editing.

® This prevents multiple users from editing the same report at the same time.

e A message stating “Report being edited by [User]” will appear on the Patient List screen or the Report
Selection page.

® There are two options to close the report. You can click Cancel Report > click Cancel Changes > then
select Delete Report. This will discared all changes made during the editing session!

e The other option is to Review and Finalize. Click Review > then select Finalize. This will save all changes
and lock the report as complete.

MAKE SURE YOU ARE NOT IN THE REPORT IF YOU ARE NOT WORKING ON IT!
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