
Imaging and Therapeutic Services (ITS)
Various ways of Signing Reports: Alternate, Other Signer, and Co-Signing
ALTERNATE SIGNERS: Alternate signing would allow providers to electronically sign documents and reports for other providers. Alternate providers can sign the original provider's forms when the original provider is unavailable. 
OTHER SIGNERS: The Other Signer functionality allows for the Resident Physician or Intern to be listed as the Dictating by Doctor, and the Attending Physician to be listed as an Other Signer. This functionality requires that both Resident and Attending sign the report for the report to update to a Signed status but both have equal signing authority over the report. When the Attending doctor signs off on the report prior to the Resident, it would update the status of the report to ISIGNED. The Resident is still required to Sign the report, essentially verifying their own report and having the report update to a Signed status. This works the same in reverse. If the Resident Physician or Intern signs off on the report first it will go to ISigned and update to Signed status once the Attending doctor signs off on the report.
CO-SIGNERS: This functionality can be used in situations where a Resident Physician must have all transcription reports verified and signed off on by an Attending Physician.   individual Providers can be set up in the MIS Provider Dictionary as Co-Signers for individual Providers. This enables the Co-Signer to verify a report and bring the status to Signed, with or without the initial signature of the Dictating Provider. 
 Alternate Signers
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The Alternate signer routine is located in MIS under Electronic Signature which is under the User Menu. Identify the provider for whom you want to designate alternates for. Once you have identify all alternate providers file the screen. 
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The alternates who can sign for a provider appear in the Provider Dictionary, and on the List Alternate Signees Report. 
Security Checks
· All alternates must first be granted electronic signature privileges in the Provider Dictionary.
· If a provider is inactivated in the Provider Dictionary, the system automatically deletes the list of alternate providers for that provider, and removes the provider from the list of alternates for any other provider.
· A user can only enter or edit his own list of alternates.
Steps to use Alternate functionality
1. Enter a report using the Provider (i.e.: MEDITECH) as the Dictated by doctor in the Enter/Edit Reports routine.
2. Verify the report appears in the Sign Documents routine for the Provider. 
3. Sign out to the front end of ITS and sign on as the alternate user.
4. Go to the Sign Documents routine. Hit the exit key. The cursor will then display at the Documents for Provider prompt. Linefeed out the alternate user’s mnemonic and put in the original Provider mnemonic. The alternate signer can now sign off on the report and the report will be removed from the Sign Documents routine. 
5. Next go to the Process Reports routine and pull up the report. Pull up the Patient Report Information and notice who the report was signed by and for whom. The report Signed by should be the alternate doctor while the Signed for should display the Providers mnemonic. 
* You can view the signers by using the Special Function- View Signers in Enter/Edit Report at the Report prompts.   This is indicated by an asterisk.
 

OTHER SIGNERS
Steps to use Other Signer Functionality
1. Enter a report using the Resident Physician or Intern as the dictated by doctor and the attending doctor as the other signer.
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2. Verify off the process Reports button on the Patient Report Information routine there are two dictated by doctors listed. 
3. Electronically Sign off on the report as the dictated by doctor. Verify the status gets updated from Draft to ISigned. 
4. Go to the Incomplete Reports routine and verify the report appears on this list in ISigned status.
 5. Now sign off on the report as the Attending doctor and verify the report goes to Signed status.
6. Review the Patient Report Information routine and verify the report goes to ISigned and then to Signed. 
 

C0-SIGNERS
Steps to use Co-Signing Functionality:
1. Set up a Provider in the MIS Provider Dictionary to be Co-Signed for. 
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2. In ITS, Enter a report for the Provider being Co-Signed For. Confirm that all required fields have been entered, and the status is Draft.
3. Confirm that the report appears in the Sign Documents Tracking Routine for both the Dictating Provider (Co-Sign For) and the Co-Signing Provider. 
4. Confirm that the report appears on the Incomplete Reports Report.
5. Have the Dictating Provider Electronically Sign the report. The status is now ISigned.
6. Confirm that the report still appears on the Incomplete Reports Report, but now at ISigned status. The Co-Signer is still required to sign the report.
7. Have the Co-Signer electronically sign the report. When the Co-Signer views the report in Sign Documents, the reports Signer appears in the Signature Line. This notes that the Dictating Provider has signed the report. After the Co-Signer Signs the report, the status of the report is now Signed. (Note: In order to see the signature line, the rich text template for the report must be set up with the appropriate datafields.)
8. In Process Reports, Access the Report Information Report, and note that both the Signer and Co-Signer appear.
9. In Amend Report, note that there is now a COS flag in the upper right-hand corner, indicating that this report has a Co-Signer. Then, using the Special Function, View Signers.
10. Repeat the above but have the Co-Signer Sign the report. Note that the Dictating Provider cannot sign the report, as the status is automatically updated to Signed.
11. Repeat above, but manually sign the report. Note that the report is updated to Signed.
 Set up a Provider in the ITS Co-signer Dictionary to be Co-Signed for.
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1. Identify a provider who will be co-signed for in ITS.
2. Identify the providers/provider group the will co-sign for the identified provider from step 1.
 


