@Sefon Family of Hospitals

Accessing COMPASS from Your Home or Office

IMPORTANT: Please Read!

We encourage you to have your office manager or IT professional
establish access for you using these instructions.

. You can establish access using these instructions. Establishing access
takes about 10-15 minutes and, while not difficult, must be performed in the
correct sequence.

. If you need technical assistance, call the Seton ServiceDesk at (512) 324-
1675. When prompted, select option #5 (COMPASS). Tell the operator
you are a physician needing help establishing COMPASS access. The
Seton ServiceDesk is available 24 hours a day, seven days a week.

. If you need assistance learning to use COMPASS, a 30-minute lesson is
available online at Seton Learning Central (course code COMP-150EV).

Before Establishing COMPASS Access

1. Check that your computer meets all minimum technical requirements for running
COMPASS. You will not be able to access COMPASS from any computer not
meeting these requirements. The requirements are—

a. Windows 2000 operating system or later
b. Internet Explorer 5.0 or later
c. broadband Internet connection

2. Get your Seton Network and COMPASS logons. For an explanation of the
differences between a Seton Network account and a COMPASS account or for
instructions on how to request an account or password, see Appendix: Requesting
Accounts and Changing Passwords on page 10.
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For electronic versions of these documents,
please visit the COMPASS Help section of DoctorLink,

Seton’s new Internet physician portal.

DoctorLink can be found at http://doctors.seton.org.
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Step 1: Accessing COMPASS for the first time

Physicians can now access COMPASS from anywhere - even home - through a
secure, Internet-based portal. To safeguard patient health information, it is
recommended DoctorLink not be accessed from public computers outside of
your control, such as airport kiosks, internet cafés, hotel business centers,
libraries, etc.

Step 1A. Installing the Citrix Client

To connect to COMPASS, you must first download and install the Citrix ICA Web software.
This only has to be installed once and should only take one to two minutes. If you have
previously installed the Citrix software, proceed directly to Step 1B. Accessing COMPASS on
page five.

1. Connect to the Internet. In the address line of the web browser, type
http://doctors.seton.org.

i S ——
| Fle Edt View Favortes Tool ™ | Lnks @) Intranet

eBack M ) |ﬂ @ ;‘J /'-\‘Search ‘glffz/Favc

Address | http: fidoctors.seton.org| «

|Faza =

2. DoctorLink will appear. Please click on the COMPASS graphic or the word Login to the
right of the screen.

Announcements

Continuing Medical
Education Calendar

Physician Relations

nt Award

3. To install the software, click on the ICA Web Client link in the lower right-hand corner of the
screen.

3
For support, please call Seton Service Desk at (512) 324-1675. Option #5



4. If your system meets the minimum standards listed, select Continue. If your system does
not meet these minimum standards, you cannot download the necessary software. Select
Exit to stop the download. You (or your IT professional) will need to configure your system
correctly and then continue the ICA Web Client installation.

@) SETON Citrix Client Package - V. 1 (=)

SETON Citrix Cliertt Package

This package will check for minimum standards to support the installation of the Cirx clisrt and
provide information ta help resolve any problems thet may be experienced. The follawing minimum
standards are required for this installation to succsssfully complete:

OPERATING SYSTEM: Windows 2000 or Windows XP

BROWSER: Intemet Explorer 5.0 SP1 or higher/Mozillia Firefax 1.0.6

WINDOWS DISPLAY RESOLUTION: 1024 x 768 or higher

WINDOWS XP SERVICE PACK 2 USERS: You must have Administrative rights to install Citrbx

¥f your system does not meet thse standards, pleass select the EXIT button below and uparsde or
canfigure the necessary settings. ff your system does meet these standards, please select the
CONTINUE button bslow

If you have any questions or nesd assistancs with this software installation, please contact the
SETON Service Desk at 512-324-1675 and select option £5.

5. The actions automatically performed by the ICA Web Client will appear. The Web Client
will automatically.

(@ SETON Citrix Client Package - V. 1 =J

1 - Checking OS5 Version - Version is WIN_XP

2 - Checking Browser versions - IE is v 6.0.2500 2180

3 - Checking Resolution - Resolution is 1280 X 200

4 - Checking MSLicensing Registry Key - Key found - Deleting

5 - Checking Domain - Cumrently @ member of YOUR-4105E587BE - Continuing
5 - Deleting Temporary Intemet Files

6 - Checking Citrix ICA Client - Version is 0.0.0.0

7 - Installing Citrix ICA Cliertt - Please Wait

6. After the installation is complete, select Exit.

@ SETON Citrix Client Package - V. 1 =)

The Installaion of the SETON Citric Cliert completed Successfully!

I you have any problems using Citrix and need assistance immediately, please
vurilacl lhe SETON Servive Desh al 512-324-1675 and selecl uplion #5.

Please use the Exit button to close the window. Exit
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Step 1B. Accessing COMPASS

1. Connect to the Internet. In the address line of the web browser, type

http://doctors.seton.org.

e ———————
| Fle Edit View Favortes Tool ” Links @) Intranet §

@Back > ) @ @ ;j ;] Search *f::(Favc

{ Address | http://doctors.seton.org| h

[ =

2. DoctorLink will appear. Click the COMPASS graphic or the word Login at the right of the
screen.

Thes site will provide you with gusck.
Welcome to Doctor Link,  -eotis a medcs st Sretory
ameb 580 Gesignod spocicalyfor  {acity iformision and contact
Nm'sfmcsw Pryscins Pracice. monkes

Pacice managernent resaurce C

be accessed here a5 wel g:l':ll:;:“‘gc"::'::lr

Brack Recelves Award of Excalence from THF Health Cuaity Physician Relations
o Facility Info

Beack's Mexcal Staff achieved 50 to 100% on a8 natonal qualty measures for R —

acule myocardial rfarchon and heart faiure. These are two of he areas targeied

&5 national heath care priorbes by bom JCAHO and Uisdeare Mesbe a0 Chigren's Hospdal of
Seraces (11/0205) Auratn
a depariment of
Brackennage Hosptal]

SNW recetves TMF's Quality improvement Achievement Award. Seton Edgar 8 Davis

008 marks the first year for the Texas Heath Care ¥ d Livees
8 SHW 15 ona of cely s hes we & {110208)
Bt SNV 15 ona of oely 56 horspals 10 recene £ ) B

Seton Nofthwes!

3. Logon with your Seton Network user ID and password. For an explanation of the
differences between a Seton Network account and a COMPASS account or for instructions
on how to request an account or password, see Appendix: Requesting Accounts and
Changing Passwords on page 10.

NOTE: If this is your first time logging in with your Seton Network Account, you will be
prompted to change your password. Go to page 11 of this document for instructions. After
changing, continue with step four on the next page.

(G- cERNER eyt Cant
MANMAGED SEFAVICES

Thee Cemir Messsge Centor displays any informatianal of erroe messapus that may

o . |
Login ( =
| | erner Managed Services
[ g
PR Ta bag i to the anpbcatian po cradentials requred, and then didk Log In,
I you do nat knaw vour lagn infarmatian, please cortact your hela desk or system
Cant 557 - administratar,

gk here T, Ard thes Iink 10 ¥oue Fayontes

5
For support, please call Seton Service Desk at (512) 324-1675. Option #5



4. The COMPASS Application page will appear. Click the corresponding icon to launch your
desired application. The majority of physicians will use PowerChart. Emergency physicians
will most often use FirstNet.

Innovation you can trust]

Welcome to Cerner Mana

Comar Millennium Application Portal

Welcome to your personsiized view of Cemer Miennium
- + ” i ] Porial applcations. The Applcations box coniams icons for
AppBar Firstnet i i the appk that yau can use. Chek an icon to lsunch
Prod Prod Prod AH_MOD an apphcation, Click Refresh to view the latest applications.
AHAU_TX  AHAU TX  AHAU_TX Chck Settings to change your settings. Chck a folder icon

o display its contents. If you have problems using an
ﬂ ﬁ @ E application, please contact your hel desk ar system
administrator for more information.

« User
e ThoD Moprtodk  fide | [T
AHAU_TX AHAU_TX Prod Prod

AHAU_TX AHAU_TX The Cemer Message Center dsplays any informational or

error messages that may oceur.

Log OFf

5. Wait for the connection to complete.

6. Enter your COMPASS user name and password. Press Enter or click OK.

NOTE: This is different from the Seton Network Account information used in step three. For
information on the differences between your Seton Network Account and your COMPASS
account, see Appendix: Requesting Accounts and Changing Passwords on page 10.

MANAGED SERVICES

L ame :
rol

Darnain :

7. When finished using COMPASS, please exit all applications. The COMPASS Application
page will appear. Click the Log Off button.

(- cERNER Innovation you can trust

P—— |
|App el Welcome to
fal roe B us
Welcome to your persenakzed view of Cemer Milennium
- + W 0 Portal applcations. The Apphcations bax containg icons for
AppBar Firstnet HNACombine Medisource the apphcations that you can use, Click an icon to lunch
Prod Prod AH_MO an appheation. Chek Refresh to view the latest appheations.
AHAU TX  AHAD TX  AHAU TX - Clck Settings to change your settings. Clhck a folder ican
to desplay its contents. I you have problems using an
ﬂ ﬁ @ E apphcation, please contact your help desk or system
administrator for more information.
User
e b [ Raenk e |
AHAU_TX AHAU_TX Prod Prod
AHAU_TX AHAU_TX The Cemer Message Center displays any infarmaticnal or

error messages that may occur.

Now continue to Create a Visit Relationship List found on page seven.
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Step 2: Create a Visit Relationship List

The Visit Relationship list will create a list of all patients in the hospital with whom you have a
relationship. This list will automatically update each time you log on to COMPASS.

1. From the Patient List tab, click the List Maintenance button. The Modify Patient ?rgl
List box displays.

2. Click New. The Patient List Type box displays.
3. Click Visit Relationship.
4. Click Next. The Visit Relation Patient List box displays.
5. Place a check mark in the boxes beside the following:
e Physician-admitting
¢ Physician-attending
e Physician-consulting
e Physician-coordinator of care
e Physician-cross covering
6. Highlight everything in the Name box. Type “My Patient List” in the box.
7. Click Next. The filter status and type box displays.
8. Select Not Discharged from the select a status box (left side).
9. Click Next. The Proxy box displays.

10. Click Next. The Filter Facility box displays.
11. Click desired facilities to select.
12. Click Finish.

13. In the Modify Patient List box (left side) highlight “My Patient List” and click the ':t:’
blue arrow in the center of the Modify Patient List box to move your list to the
active column (right side).

14. Click OK. The My Patient List tab will appear.

Now continue to Create a Provider Group List found on page eight.
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Step 3: Create a Provider Group List

The Provider Group List will create a list of all patients in the hospital being treating by any
member of your medical office. This list will automatically update each time you log on to

COMPASS.

1. From the Patient List tab, click the List Maintenance button. The Modify Patient ,)@l
List box displays.

2. Click New. The Patient List Type box displays.

3. Click Provider Group.

4. Click Next. The Provider Group Patient List box displays.

5. Select your Provider Group. NOTE: If your Provider Group does not display, call the
SETON Service Desk: (512) 324-41675 Option #5 for assistance.

6. Click Finish.

7. In the Modify Patient List Type box highlight “My Patient List” and click the blue
arrow in the center of the Modify Patient List Type box to move your list to the active ':I.r:}|
column.

8. Click OK. The My Patient List tab will appear.

Now continue to Create Custom List found on page nine.
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Step 3: Create a Custom List for Tracking Patients

Unlike a provider group list or a visit relationship list, which are based on admission records, a
custom list is built and maintained by the user — allowing for the highest level of
personalization.

To Create a Custom List:

1. From the Patient List tab, click the List Maintenance button on the horizontal //fyl
toolbar at the top of your screen.

Click New. The Patient List box displays.

Click Custom.

Click Next.

oakwnN

Name the custom list, click Finish.

Select the list in the Available lists window, and click the Add arrow to move the il
list to the Active list window.

7. Click OK.

Once a custom list is created, search for and add patients to your list by:
1. Select the custom patient list so it is open. Click OK.
2. Click the Add Patient button on the horizontal toolbar at the top of your screen.
3. Search for the patient with the patient’'s name, MRN, or SSN.
4. Click Search or press the ENTER key.
5. Select the patient you wish to add. Click OK.

Jrm
-

Patients will remain on a custom list until you remove them by:
1. Select the custom patient list so it is open.
2. Select the patient to be removed from list.
3. Click the Remove Patient button on the horizontal toolbar at the top of your screen. )ﬂ,ﬁ.,

To print a custom list from within a Seton facility:
1. Select the tab for your custom list.
2. Click the Printer icon in the toolbar. =
3. Select a printer from the list.
4. Click Print.

To print a custom list from outside a Seton facility:
1. Select the tab for your custom list.
From the Task Menu, select Print Screen.
3. Verify your printer is in the print dialog box
4. Click Print (note: you may have to scroll down in your list and repeat this as Print
Screen only prints the viewable area of the list).

This completes the instructions for accessing COMPASS for the first
time from your home or office.
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Appendix: Requesting Accounts and Changing Passwords

Seton Network and COMPASS Accounts Explained

Your Seton Network Account was issued when you were credentialed at Seton. This is what
you use anytime you log into a computer within a Seton facility to check your email, visit to a
website, etc. When accessing COMPASS from your office or home, the Seton Network Account
(sometimes called an Active Directory Account) allows you past the Seton security firewall and
into the Seton Network to access various applications.

Once inside the Seton firewall, your COMPASS account allows you to access COMPASS.

How to get a Seton Network Account or Password

If you do not have a Seton Network Account or cannot remember your Seton Network Account
password, contact the Seton ServiceDesk at (512) 324-1675 for assistance.

How to get a COMPASS Account or Password

If you are a Seton credentialed physician and do not have a COMPASS Account, please contact
Kathleen Lawson with MedStaff Services at 324-1287 If you are a resident and do not have a
COMPASS Account, please contact Mary Matus with AMEP at 324-7864. If you cannot
remember your COMPASS password, contact the Seton ServiceDesk at (512) 324-1675.

Seton Family of Hospitals Electronic Password Guidelines

Passwords must be least eight characters in length. Strong passwords are recommended
whenever feasible and usually include:

e Upper and lower case characters,

e Numeric digits, and

e Punctuation characters.

Password should not be:
e Based on personal information,
o Easily guessed, or
e Written down.

It is strictly prohibited to share password(s) with any other person. It is also forbidden to use
systematic saving/caching features which allow systems to store password information.
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Changing Your Seton Network Password

NOTE: If this is the first time logging on with a Seton Network account, a prompt will appear
requiring you to change your password. Follow the instructions below to reset this password
when necessary. If you encounter any issues while trying to log on, please contact the Seton
Service desk at 324-1675.

1. Enter your Seton Network Account user credentials into the Username and Password
boxes.

(G- cERNER Innovation you can trus
MAMNAGED SERVICES

) Welcome to Cerner Managed Ser

Ta lig in to the application portal, enter the credentials required,
and then click Log In.

seen b 1f you do not knew your login information, please contact your belp
dietk or System sdministrator.

Log In
)

The Cermer Message Center displays any informational or error
messages that may occur.

2. A prompt will display indicating the password must be changed as noted in the oval below.
If not already filled in, enter the old password. Then enter a new password twice and click
OK.

CERNER
MANAGED SEFVICES

Tnnovation you can tr

Change Password ) Welcome to Cerner Managed Services

8 pasmward: 1 Carmer Millonnium Application Portal
Hawr prrrworks Consult your system administrater for any relevant password
Audehnes,

[ok] [ cancal Carmar Masaags Contar

The Cerner Mesdage Center duplays any mformational or ermar

e
i The MetaFrame servers reported that the specified user's
\.J credentials have expired.

Confirm panwwends

3. After changing your password, the COMPASS application set will display.

e’ CERNER' Innovation you can trus|
PANAGED SEFVICES

Applications EEX2VN G welcome to Gerner Managed Services
Welcome to your perscnakzed view of Cemner Milennium Portal
EJ L o [ 5i] i ] applcations. The Apphcations box contars scons for th
. - coemblng Rsource apphcations that you can use. Chck an icon to lunch an
A e ottt epCombing e appbcation. Chick Refresh to vew the latest appkcations. Cick
RHALTX  AMMLTC  AHAMTX AT Sattngs ta changs your satbngs. Cick 3 foldar icon to display its

contants. If you have problems using an apphcation, plaase
contact your halp dask e system sdmrestrator for more

8 o = oiak
Powsrchart  Scheduling  User Polder
e e et

AMAU_TX  Prod Test  AMALTX
- AU TX - The Camer Message Centar desplays any informational or armor
messages that may oo

ek hare be add thes bok bo vour Favenbes

[Log off |
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4. If, for any reason you need to change your password before it expires or if you feel the
password has been compromised, you can select the key icon at the top of the Application
Screen to change the password.

Applications ) &P

B e B s
= &+ @& o
Appbar Firstnet HNACombine Medisource
Prod Test Prod Test Prod Test Prod Test
AHAU_TX AHAU_TX AHAU_TX AHAU_TX

@

Powerchart Scheduling User Folder

Prod Test Appt Book Prod Test

AHAU_TX Prod Test AHAU_TX
AHAU_TX

5. If not already filled in, type the old password. Then Enter a new password twice and click
OK.

G CERNER Innovation you can trust
MAMAGED SERVICES

Change Password LM ) Welcome to Cerner Ma

Gemer Millennium Application

Consult your system admmistrator for any relevant password
guidelines,

o] [Sancel ) *  Comer Message Center

The Cerner Message Center displays any informational or error
massages that may eccur.

aged Services

Ol panwmard: I

M password:

A —

ik har B E;
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Changing Your COMPASS Password

COMPASS account passwords must change every ninety days. However, you may
reset your COMPASS password any time you chose. This is particularly helpful if you
like to synchronize your COMPASS password with other system passwords.

1. With your COMPASS application open, select Task from the toolbar at the top of your
screen.

5_ “owerChart Organizer for Warren, Kristen A. Communication Specialist
# dit Wiew Patientlist Help

REGAD@Bre¥ B|_siuss || pE» NN (S|EDBR|(aE

Patient Lisl] Scheduling ]

2. A drop down box will appear. Select Change Password.

Q‘_ PowerChart Drganizer for Warren, Kristen A. Communication Specialist

i Batient List  Help
# EC“E”QEP“SW”-“5 r 2K @ | bs0f1455CST ‘ B iy &) % || B 2@

Print...
Priot Screen. .
Publish Medical Record. ..

Beports...
Drganizer Actions 3

Eind Patient. ..
Open Additional Chart

Close Organizer

1. TRAWEEK, TERESA S

2, DELACRLZ, GABRIEL

3, WARREM, KRISTIN L

<, GROMALA, DIAMNE

5. JONES, BREKEL LASHON

Exit...
I

3. If not already filled in, enter the old password. Then enter a new password twice and click
OK.
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