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DIRECT INBOX

Direct Inbox and Provider Directory Help

Getting Started with Direct Inbox

To get started using Direct Inbox, review the topic titled Direct Inbox Overview, then request access to your own
and/or a shared mailbox. To request access, perform one or more of the following:

e Request your own Direct mailbox of your own
e Request access to a shared mailbox
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Direct Inbox and Provider Directory Help

Direct Inbox

Overview

The Direct Inbox portlet is used to send and receive encrypted health information directly to and from known,
trusted recipients. Use the Direct Inbox features to view and compose patient-related messages.

Each Direct Inbox message relates to one specific patient. A message can include attachments such as clinical
and administrative documents. For each message, you can view the sender, subject, recipient, date sent and
the attachments.

Messages are listed in the messages section of the portlet, and marked as described in the table below to help
you determine which messages you need to view or act on.

Convention Description

Bold font Unread messages are marked with a bold font.
standard Read messages are marked with a normal font.
weight font
Mail ¥ New @ Prirt @ Delete @ i @ Regly @Reply All gForward mContact List =earch Inbox -, Search &)
= HM§iIbe - DefautCommunityhailko: From Subject Date
Ilj:::: o William Smith201 2@ direct healthvault-stage..  Re: Rad Report Jun 1
-EU;D ~ Willism Smith201 2@direct heatthvault-stage..  Re: Rad Report Mar 30
o Dratt
[5 Trash

&Persona\ Folders

o Page 1loft | B B & Displaying 1 - 2 of 2

From: Wiliam.Smith2012@direct. healthvault-stage.com Jun 1
Tor  defaultCommunityMalbox2@direct qa.covisint, com
Subject: Re: Rad Report

From: defautCommunityMailbox2@direct. qa.covisint. com
Date: Fri, 30 Mar 2012 11:43:04 -0500

To williarmn, Smith2012@direct healthvault-stage.com
Subject: Rad Report

Message Sorting

Sort messages by clicking the column heading (i.e., From, To, Subject, or Date).

Field & Menu Bar Descriptions

The following tables describe the Fields and Menu Options on the Message section of the Direct Inbox.

FIELD
NAME DESCRIPTION
From The name of the person that sent the message.
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Subject The subject of the message.

To The name of the person which the message was sent.

Date The date on which the message was received or sent.

page Use the page controls as required to navigate through messages that are
controls displayed over multiple pages. Hover your cursor over an icon to view its

function. Note: Click the refresh icon to display to ensure you are viewing all
the available messages.

4 4 | Page 1 of1 LA | @

The following options display on the menu bar depending on the Mail folder you have selected (e.g., Inbox,

Sent, Draft, Trash).
MENU BAR OPTIONS

New Click to Compose a Message.

Print Click to print a message.

Delete Click to delete a message.

Move Click to move a message to a different Inbox folder (e.g., Inbox, Sent, Draft, Trash).

Reply Click to reply to a message.

Reply All Click to reply to all of the recipients of a message.

Forward Click to forward a message to different recipient.

Contact Click to access the contact list feature.

List

Restore Click to restore a deleted message.

Empty Click to empty the Trash folder of all messages. Warning: this action cannot be
undone.

© (Help) Click & (Help) on the menu bar to display the Inbox Help topics.
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Request a Direct Owner Mailbox

The Request Direct Owner Mailbox feature is used to request a Direct Inbox mailbox address.

To request a

Direct mailbox address:

1. Onthe menu bar, click Direct Inbox. The Request Direct Owner Mailbox portlet display.
2. Complete the following fields. A red asterisk indicates a required field:

Direct Inbox EatrllIas g ey, Communily Admeestraion

Direct Mailbox Registration

Request Direct Owner Mailbox o

Matbox Name™:
Drect Addres":

L
Cordym W91

f.

Enter a Mailbox Name. This is the display name, the name by which others will view your
mailbox. This name will appear in the Display Name column in the Approved Direct Addresses
section. It will typically be the user's first and last name.

Enter the Direct Address (e.g., drSmith, or sally.smith, etc.), but DO NOT include the domain
name (e.g., @domain).
Select the Direct Inbox Domain from the drop-down list.

Select the Organization (optional).
Note: This field is only required if an organization has decided to use the organization
functionality (see Manage Direct Organizations) for reporting purposes.

Enter your provider NPl number (optional).
Note: If the requestor has a NPl number assigned, it should be included here. This will ensure
that the user’s direct mail address will be automatically added to the Provider Directory.

Re-enter your provider NPl number to confirm (optional if NP1 field is left blank).

3. Click Submit. A confirmation message displays.
4. Click OK to close the window.

Info

i ’ The request of maibox kmcdirect3@direct.sta.tn.gov was received.

vy
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address requested is already in use.
e If the address is not in use, a confirmation message displays.
e The system places the request in the pending approval queue.
e Approved and Pending Direct addresses are displayed in the
Approved Direct Addresses section of the portlet

E— e The system receives the request and verifies if the direct mailbox

Request Direct Owner Mailbox

Mailbox Name™:

Direct Address™:

Domain™: |
Organization : v
NPI:

Confirm NPI:

| submt || Reset |
Approved Direct Addresses

Display Name Direct Address Status Last Action Date «
KiMcQueen kmcqueen@direct.stg.tn.gov APPROVED 28-Apr-2014

RESULTS:

You have successfully completed and sent a request for a Direct mailbox address.
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Access Your Direct Inbox

In the Messages List section of the Direct Inbox portlet, you can view and save attached documents and reply
to, forward, print, delete, or move the message to a different Mail folder.

To access your Direct Inbox:

1. Onthe menu bar, click Direct Inbox. The Direct Message Web Mail portlet displays.

2. In the Mail section of the portlet, if All Inbox initially displays, click the down arrows to display a drop-
down list.

3. Locate and click the name of your Inbox from the list.

Direct Message Web Mail

{ Mail 4= v| Cdnew | (Siprint @ pelete | BxlReply GelReply A1l L Forward [ Contact List
= {1 L .
E  Allinbox From Subject Date +
L All Sert tems 2 3 | gthanadminlive@direct myheatthaccess-st...  testmsg Aug 30
’ GTHAN Live gthanadinive (internal) - gthanadminlive@direct myhealthaccess-st...  processed: test msg Aug 30
l | mail_service@direct. myhealthaccess-stg.c...  Message Undeliverable - Subject(test mail) Aug 30

When the screen refreshes, your Mailbox and Personal Folders display.

Note: If your default mailbox property is to "Individual Mailbox," it will display as
shown below when you open your Direct Inbox. To choose your default mailbox
settings, see the Set direct Inbox Properties topic.

Ml 5 Ldew HErgty o o e L Contma st | o ir Tian | Smarch Ab
= R Moo . GTIAN Live giraraanerl feom Suect
“ o
oot
/Dt
(3 Trash
4 Ppecronad Foksery
| CYE Folder

RESULTS:

You have successfully accessed your Direct Inbox.
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Set Your Direct Inbox Properties

The Properties feature is used to set up and manage the following properties pertaining to your Direct Inbox:

account settings (i.e., selecting an organization and alias)
email tracking options

email notification options

default mailbox options

To view your Direct Inbox properties:

3.

On the menu bar, click Direct Inbox. The Direct Message Web Mail portlet displays.

In the Mail section of the Inbox, put the cursor over the Mailbox name and right click on the mouse to
display the Account Properties box.

Direct Message Web Mail

Mail B Cgnew  (3Pm i) Dewse (o Move Gl Rugly gl Mol A1 (g Forward () Contact List 2an
= R Mattiox - XiicQy=-=" " ==
ol S el I
» Sent 1 e Py IO
& Oraft
3 7o
. Debvery Rotificaton
A Personal Foiders

Actaum S opertes

Click Account Properties to display the Properties window.

To select an organization:

1.

In the Account Setting section, select the organization from the drop-down list to associate to your
Inbox, if needed. This is an optional field.

Note: 1) This is an optional feature, which an organization may not require a user to select, 2) The
greyed out fields include the values that were set when a user registered for a Direct mailbox and are
not editable.
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Properties

Account Setting - 2

r =1 Maibox Name™ :

Direct Address™ :

Domain™ :
Organization : <empty> v
Alias

@ kmcgueen@direct.stg.tn.gov

() adminDept@direct.stg.tn.gov

m

Tracking options
= |V Request delivery receipt
= Request read receipt
Notification |
options
| [¥] Send alert notification
= Alternate Email Address :

omcqueen@covisint.com

Note: Alert notifications will be sent to the registered email
address unless an alternate address is entered.

Default Mailbox - =

To select an email alias:

If you have more than one email alias, select the one you want as your primary email address by
clicking on the appropriate radio button in the Account Setting section. This is the address that displays
in an email.

Note: 1) Contact you Direct Administrator to request an additional email alias. 2) When you change your

default alias, the system requires you to submit a reason. A dialog box will display after you click
Submit.



Scroll to the bottom of the Properties window and click the Submit button.

Properties

Account Setting
=1 Maibox Name™ :

%

Direct Address™ :

Domain™ :

Alias
@ kmcgueen@direct.stg.tn.gov
) adminDept@direct.stg.tn.gov

Tracking options
= [V]Request delivery receipt
=" Request read receipt
Notification
options
| [¥] send alert notification
= Alternate Email Address :

omcqueen@covisint.com

Default Mailbox

Organization : <empty>

m

Note: Alert notifications will be sent to the registered email
address unless an alternate address is entered.

To select email Tracking options:

1.

Direct Inbox

If you want a delivery receipt when sending an email, click the Request delivery receipt checkbox in

the Tracking options section.

If you want a read receipt from the when sending an email, click the Request read receipt checkbox in

the Tracking options section.

Scroll to the bottom of the Properties window and click the Submit button.

10



Direct Inbox User and Admin Guide

Properties

Account Setting - 2

r =1 Maibox Name™ :

Direct Address™ :

Domain™ :
Organization : <empty> M
Alias

@ kmcgueen@direct.stg.tn.gov

() adminDept@direct.stg.tn.gov

m

Tracking options

F! [¥] Request delivery receipt
= Request read receipt
Notification |
options

r_:! [¥] send alert notification

2 Alternate Email Address :

omcqueen@covisint.com

Note: Alert notifications will be sent to the registered email
address unless an alternate address is entered.
Default Mailbox

Note: When either option is enabled, it displays as a default setting when you send a new email as
shown in the example below. You may disable either option by unchecking the Request Delivery
Receipt or Request Read Receipt checkbox prior to sending an email.

Direct Message Web Mail
ol : s Sent L] Sove X Coocel | g Aactments [V Reauest Delvery Aecent |/ Recuest Read Recert
) . Nafoax - KMcQueen
box

& Sent ol

o/ Deatt Ce

§ Trash (1)

-, Delvery Notication Subgect: Mark as brportant?:

2 personsl Foldars
Totoms v BZ YU AN &Y EEA LT

To select email Notification options:

1. Select the email notification option by clicking the Send alert notification checkbox in the Notifications

options section.

Optionally, enter an alternate email address in which to receive the notifications.

Note: Alert notifications will be sent to the registered email address unless an alternate address is
entered.

11
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Scroll to the bottom of the Properties window and click the Submit button.

Properties

Account Setting - 2

{ =1 Maibox Name™ : duer

Direct Address™ :

Domain™ :
Organization : <empty> v
Alias

@ kmcgueen@direct.stg.tn.gov

() adminDept@direct.stg.tn.gov

m

Tracking options

=1 [V]Request delivery receipt
-7 [¥]Request read receipt
Notification L}
options

=1 [¥] send alert notification
—— = Alternate Email Address :

omcqueen@covisint.com

Note: Alert notifications will be sent to the registered email
address unless an alternate address is entered.

Default Mailbox

When the Info window displays, click OK. You will be sent a system generated email with a link to verify

the alternate email address you listed. When you receive the email, click on the link to confirm the email
address.

Info 1%
i ) A verification email has been sent to the email address you have listed above. In order to

activate notifications to this email address, please verify the address by clicking on the
verification link in the email.

To select your Default Mailbox:

1. Scroll to the bottom of the window to view the Default Mailbox section,
2. Select your default mailbox by clicking the appropriate radio button.

12
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Scroll to the bottom of the Properties window and click the Submit button.

Properties x|
L T e R VIV

~
) adminDept@direct.stg.tn.gov

' Tracking options

— Request delivery receipt
Z [¥] Request read receipt

' Notification '

. options

—] Send alert notification

-

2 Alternate Email Address :

omcqueen@covisint.com

Note: Alert notifications will be sent to the registered email
address unless an alternate address is entered.
' Default Mailbox

! El ) All Inbox

@ Individual Maibox

m

@ Make this Mailbox as Primary

(Mailbox KMcQueen is the current Primary Mailbox)

ISubmﬂ|

You have successfully set the properties for your Direct Inbox.
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View Your Messages

In the Messages List section of the Direct Inbox portlet, you can view and save attached documents and reply
to, forward, print, delete, or move the message to a different Mail folder.

To view a message:

Mail ¥ m ey [B] Prirt @ Delete @ dove EReply @ Reply All Q Forward mCDntad Li=st search Inkbox -, Search &)
=] a aibosx - DefautCommunityhailko: From Subject Date =
inbo,
Ilgs = | Willizm Smith201 2@direct heatthvault-stage...  Re: Rad Report dJun 1
1=l
LDratt e l | William Smith201 2g@direct heathvault-stage...  Re: Rad Report hdar 30
B
[T Trash

&Personal Folders

U4 | Page 1 of 1 L | l%" Displaying 1 - 2 of 2

From: illiam, Smith2012@direct. healthwault-stage.com Jun 1
Tor  defaultCommunityMailbox2@direct. ga. covisint. com
Subject: Re: Rad Report

From: defaultCormmunityMaibox2@direct. ga.covising. com
Date: Fri, 30 Mar 2012 11:43:04 -0300

To: willam. Srith2012@direct . healthyault-stage.com
Subject: Rad Report

1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.

2. Sort (i.e., From, Subject, Date) the list as needed to view messages. For details, go to Direct Inbox
Overview.

3. Inthe list of messages, double click on the message you want to view. The portlet refreshes displaying
the entire message. From this view, you can reply to, forward, print, delete, or move the message. Click
Back to return to the message list section.

Mail ¥| | &= Back @Rep\y @Heply Al gForward @Prin{ @ Dilete @Move
= aw“al:b:x - 4 200@uirect o covisi From:  Liza.Smith2012@direct. healthvault-stage. com Mar 16
Efinkox To:  df200@direct.qa.covisint.com
Ijier:t Subject:  mail from HY
L)
i Trash (1) (P ExampleCCD-2.xml (89,7 KE)
&Personal Folders Attached is a CCD

Field & Menu Bar Descriptions

The following table describes the Fields and Menu Options on the Messages List view.

FIELD

NAME DESCRIPTION

message The message date displays in the upper right corner of the screen. The “Sent

date date/time” or “Received date/time” is displayed in the viewing user's time
zone.

From Displays the name of the facility or practice that sent the message.

To Displays the message recipients.

Subject Displays the subject of the message.

14
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Attachments  Displays the list of documents attached to the message. You can click
individual attachments to view or save them.

message Displays the message.

area

Back Click to return to the messages section.

Reply Click to reply to a message.

Reply All Click to reply to all of the recipients of a message.

Forward Click to forward a message to different recipient.

Print Click to print a message.

Delete Click to delete a message and move it to the Trash folder.

Move Click to move a message to a different Inbox folder (e.g., Inbox, Sent, Draft, Trash).

RESULTS:

You have successfully opened a message for viewing.
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Search Messages List

The Direct Inbox Search feature is used to search sent and received messages in the Inbox. The feature is

located on the menu bar in the Messages List section.
To search messages:

1. Go to your Direct Inbox. For details, go to Access Your Direct Inbox.

2. Inthe Messages List section enter the search information in the search Inbox field located on the menu

bar.
3. Click Search. The results display in the messages list section.
4. In the search results section, click a message to view it. For details, refer to View Messages.

Mail ¥ ENEW [E]Print @ Delete @Move E‘Reply @Raply Al gForward L] cortact List =earch Inbo 4 Search &
= a Mailboz - DefautCommunityhailbo: Fram Subject Date «
inbox -
lLT:S ot L William Smith201 2@direct heatthvaultt-stage... Re: Rad Report Jun
&
g ) willam Smith201 2@direct heatthwault-stage...  Re: Rad Report Mar 30
i
[T Trash
[} Personal Folders
i Page 1 of1 L | @ Displaying 1 - 2 of 2
From: Wiliam.Smith2012@direct. healthvault-stage.com Jum 1

To:  defaultCommunityiaibox2@direct, ga, covisint, conmn
Subject: Re: Rad Report

From: defaultComrmunityMaibox2@direct.qa.covising. com
Date: Fri, 30 Mar 2012 11:43:04 -0500

T williarn. Smith2012@direct. healthvault-stage.com
Subject: Rad Report

Message search results are listed in the messages section of the portlet, and marked as described in the table

below to help you determine which messages have been read or are unread.

Convention Description

Bold font Unread messages are marked with a bold font.
standard Read messages are marked with a normal font.
weight font

Field & Menu Bar Descriptions

The following table describes the Fields and Menu Options on the Messages List view, which includes the
search Inbox feature.

FIELD

NAME DESCRIPTION

search Enter the search information.
Inbox

New Click to Compose a Message.
Print Click to print a message.

16
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Delete Click to delete a message and move it to the Trash folder.

Move Click to move a message to a different Inbox folder (e.g., Inbox, Sent, Draft, Trash).
Reply Click to reply to a message.

Reply All Click to reply to all of the recipients of a message.

Forward Click to forward a message to different recipient.

Contact Click to access the contact list feature.

List

Search Click to search for a message.

button

o (Help) Click & (Help) on the menu bar to display the Inbox Help topics.

RESULTS

You have successfully searched for and found messages.

17
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Compose a Message

The Compose Message section of the Direct Inbox portlet is used to create and send patient-related
messages to other facilities or practices. A message can be sent to multiple recipients (i.e., facilities or
practices) along with one or more attached documents.

To compose a message:

1.
2.

©o~N®

Go to your Direct Inbox. For details, go to Access Your Direct Inbox.
On the Messages List section of the Direct Inbox portlet, click New in the menu bar. The portlet
refreshes displaying the Compose a Message view.

Mail ¥ ENEW [B]Prirrt @ Delete @ane E Reply @ Reply Al EForWard mCordad List search Inbox -, Search &)
= aMai\hnx - DefaunCnmmunrtyM From Subject Date +

|'_-,’\an><

g et

. Dratt

[H Trash
&Persona\ Falders

L Wilism. Smith201 2@direct heatthvault-stage...  Re: Rad Report dun 1
o Whiliam Smith201 2i@direct healthvault-stage Re: Rad Report Mar 30

4| Page 1 ofi L | %‘ Displaying 1 - 20f 2

From:  williarn, Srith20 12@direct, healthvault-stage. com Jun 1
Tor defaultCommunityMaibox2@direct ga.covisint, conm
Subject: Re: Rad Report

From: defaultCormmunityMailboy2@direct .ga. covisint.com
Date: Fri, 30 Mar 2012 11:43:04 -0500

T williarn, Smith20 12@direct healthvault-stage.com
Subject: Rad Report

Select the recipients:

a. Click To. The Search window displays.

b. On the Search window, select either the Contacts, Provider, or Entity tab. Enter or select search
criteria field. The Search window closes and the selected recipients display in the To field of the
Compose Message view.

Select additional recipients to send a copy of the message:

Click Cc. The Search window displays.

a. Onthe Search window, select either the Contacts, Provider, or Entity tab. Enter or select search
criteria field.

b. Click the Search button.

If needed, add the selected recipient to your contact list:

In the Search Results section, click the checkbox in front the name of the recipient.

Click the Add To button to add the recipient to your contact list.

Click the Back To Email button. The Search window closes and the selected recipients display in the
To field of the Compose Message view.

Enter a subject in the Subject field.

Optional - Enter a message in the Message field.

Attach documents (optional):

Click Attachments. The Attachments window displays.

Click Add to select an attachment:

When the File Upload window opens, select the file you want to attach to the message.

. Click Open. The File Upload window closes, and the selected document displays in the
Attachments window.

h. Repeat steps b through d until you are finished selecting attachments.

i. Click Close. The Attachments window closes, and the selected documents display in the Compose
Message screen Attachments section.

@~oooow

10. Click Send.

18
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Search for a Contact

You have the ability to search for a specific contact when creating a new message or replying or forwarding a
message using the Search feature.

To search for a contact:
1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.

2. Click New in the menu bar. The portlet refreshes displaying the Compose a Message view. If you are
replying or forwarding a message, in the messages list, click on the message you want to send a reply

or forward.
Mail vl Cdnew (Pt @ Delete [lmove | GReply G Reply s [l Forward [ contact List search Inbox ., Search @)
= mManbox - Defauncammunrtthﬁ.* Fram Subject Dite ~
= Inbo
= ey William Smith201 2@ direct healthvault-stage Re: Rad Report dun 1
._¢ 1=
Draft William. Smith201 2@@direct heatthvault-stage...  Re: Rsd Report Mar 30
e
[3 Trash
Iﬁpersona\ Folders
0 Page 1ot b bl @& Displaying 1 - 2af 2
From: wiliam. Smith2012@direct. healthvault-stage. com Jun 1

To  defaultCormrmunityMaibox2@direct. ga.covisint,corm
Subject: Re: Rad Report

From: defaultCommunityMalbox2@direct .ga.covisint. com
Date: Fri, 30 Mar 2012 11:43:04 -0500

To: williarn, Srith20 12@direct healthwault-stage, com
Subject: Rad Report

3. Click Reply, Reply All, or Forward on the menu bar. The portlet refreshes displaying the Compose a
Message view

Mail ¥l | Cgnew  (Zhprint @ Delete [imove | GlReply G Reply s [l Forward [ contact List search Inbox ., Search @)
= mManbox - Default CommunityMailba; Fram Subject Dste
= Inbo
= ey ” William Smith201 2@ direct healthvault-stage Re: Rad Report dun 1
[ S 2
Draft f William. Smith201 2@@direct heatthvault-stage...  Re: Rsd Report Mar 30
B
[3 Trash

Iﬁpersona\ Folders

0 Page 1ot b bl @& Displaying 1 - 2af 2

From: wiliam. Smith2012@direct. healthvault-stage. com Jun 1
To  defaultCormrmunityMaibox2@direct. ga.covisint,corm
Subject: Re: Rad Report

From: defaultCommunityMalbox2@direct .ga.covisint. com
Date: Fri, 30 Mar 2012 11:43:04 -0500

To: williarn, Srith20 12@direct healthwault-stage, com
Subject: Rad Report
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4. .Click To. The Search window displays.

Mail ¥

= send k] save ¥ cancel @Aﬂachmerﬁs o Reguest Delivery Receipt J Request Read Receipt
=) [ Moo - DefautiComm)

[ Inbox

[ Sent | Tow. | Wiliam.Smith2012@direct healthvadlt-stage.com
o Dratt [

[T Trash

o T e
[ Personal Folders Subject! | RE: Re: Rad Report Mark as Impartant?: [

Tahoma /B 7 U X i AW

]
1]
il
i
I
&

From: Wiliam.Smith2012@direct. healthvault-stage.com
Sent: Fri, Jun 1 2012 12:47 PM

To: defaultCommunityMailbox2@direct. ga. covisint. com
o

Subject: Re: Rad Report

Direct Inbox

5. On the Search window, select the Contacts tabs, enter the contact's name in the search criteria field
and click Go. (You can also select the contact's name from the list). The search results displays at the

bottom of the Search window.

~ Search
Mail

= ﬁ Wil Contacks Provider Entity

n Search Contackis)

=t
50 smith |Go|
G
A perg Mame Direct Address -
Liza Smith liza smith201 2@ cirect heatbeault-stage .com

[

6. Click the contact name and then click OK to select the message recipient.

RESULTS:

You have successfully searched and selected a contact as a message recipient.
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Search for a Default Community Mailbox Contact

When selecting message recipients from your default community mailbox, the Contact Search feature only
searches for members within your community. You can select multiple contacts from the search results to copy
contact email addresses in the TO or CC message fields

Note: The Community search feature is only available if you have selected your

: default community mailbox from the drop-down list in the Mail section on the
Message screen. The Contact List option on the menu bar will be disabled when
conducting a contact search from a default community mailbox.

To search for Community Mailbox contacts:

1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Select your default Community Mailbox from the drop-down list in the Mail section of the screen.
3. Click New in the menu bar. The portlet refreshes displaying the compose message view.

Mail ¥ @New @Prim @ Delete @ o Eﬁep\y @Rep\y Al @Forward mComad List =earch Inbox - Search &)
= aManbox - Defauncammunrtwmd Fram Subject Date

'—_I.:bf: William. Smith201 2idirect heatthvault-stage...  Re: Rad Report dun 1

IjD;ﬂ Wyillism. Smith201 2g@direct heatthvault-stage...  Re: Rad Report Mar 30

[T Trash
&Persona\ Folders

4 Page 1 |of1 ] %‘ Displaying 1 - 2 0f 2

Frorm:  williamn, Srmith20 12@direct. healthvault-stage.com Jun 1
To:  defaultCommunityMaibox2@direct ga.covisint, com
Subjert: Re: Rad Report

From: defaultCormmunityMalbox2@direct .ga,covisint, conm
Date: Fri, 30 Mar 2012 11:43:04 -0500

Ta: william,Smith2012@direct healthvault-stage.com
Subject: Rad Report

4. Click To. The Search Contacts window displays.

Mail ¥
a = = send I Save 3 Cancel @Aﬂachments ] Reguest Delivery Receipt | Request Read Receipt

= a Msailkox - Defaut Community Mailbo:
[ Inbox
[ Sent | .| |
kg Dratt -

T Trash

& Subject: Mark as Important?: [~

&Persona\ Folders

=
=
>1
+3
]
1
Il
i
I
<&

Tahoma *|' B I

5. Onthe Search Contacts window, enter either the contact's first or last name in the search criteria field
and click Search. (You can also leave both fields blank to return all contacts within your default Mailbox
community). The search results displays below the Search button.

@ Note: Special characters (e.g., @, ! #) are not allowed in either the first or last

name fields.

21



Direct Inbox

6. Select one or more contact names from the list and then click Add "To" to select the message

recipients.

7. You can also click Add "CC" to select recipients to receive a copy of the message.
8. Use Delete button on your keyboard, if you need to delete any recipients from either the Add "To" or

Add "CC" fields.

9. Click Done to allow the selected contacts to be copied to the compose message view, or click Cancel to
cancel the searching activity and return to the compose message view.

|X_

Search Contacts
First Name:
Last Name:
Search
First Name Last Name Address
Defsult Communty 1 Campus Marts Detrott M
AlFrivs User 1 Campus Martius Detroit M

lAdd 0| Defauk.Community Sdeact gaprav covent.com; sysasdminideact gaprev.covent.com

Done

|Add 'CC'| Delaul.Community Sdract.gaprev.covent.com; sysadmndeact.gaprav.covsnt.com

Cancel

RESULTS:

You have successfully searched and selected default mailbox community contacts as message

recipients.
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Reply to a Message

The Compose Message view includes an option on the menu bar used to reply to messages from other facilities
or practices. A reply can be sent to multiple recipients (i.e., facilities or practices) along with one or more
attached documents.

To reply to a message:

1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Inthe messages list click on the message you want to send a reply.
3. Click Reply or Reply All on the menu bar. The Compose Message screen displays.

Mail ¥ ENEW E]Prirrt @ Delete @. Move Eﬁep\y @Rep\y Al EForWard E:lCordad List search Inbox -, Search &)
= mMai\hnx - DefaultCommunitybzilo; From Subject Dete -
'j.:b:: o Wilism Smith201 2@direct heatthvault-stage...  Re: Rad Report Jun 1
f D?art ﬁ Willizm Smith201 2i@direct healthvault-stage Re: Rad Report htar 30
[H Trash

I5Personeﬂ Falders

I 4 Page 1aft | bkl &2 Displaying 1 - 2 of 2
From:  williarn, Srith20 12@direct, healthvault-stage. com Jun 1

Tor defaultCommunityMaibox2@direct ga.covisint, conm
Subject: Re: Rad Report

From: defaultCormmunityMailboy2@direct .ga. covisint.com
Date: Fri, 30 Mar 2012 11:43:04 -0500

T williarn, Smith20 12@direct healthvault-stage.com
Subject: Rad Report

4. Add or remove recipients as required in the To field.

Edit the Subject and Message fields as needed.

6. Attach documents (optional):
a. Click Attachments. The Attachments window displays.
b. Click Add to select an attachment. The File Upload window opens.
c. Select the file you want to attach to the message.

d. Click Open. The File Upload window closes, and the selected document displays in the
Attachments window.

e. Repeat steps b through d until you are finished selecting attachments.

f. Click Close. The Attachments window closes, and the selected documents display in the Compose
Message screen Attachments section.

7. Click Send on the on the menu bar to send the reply.

o

Mail ¥

= send Ikl Save 3¢ Cancel GAﬂachments ] Request Delivery Receipt [ Reguest Read Receipt
=] aMallbox - DefautCommunityfailoo:
[ Inbox
[ Bent | To.. | wiliam. Smith2012@direct. healthvault-stage. com
o Draft |Ce |
e Subject: | RE: Re: Rad Repart Mark as Important?: [~

5Persanal Folders

Tahoma “|/B 7 U A & AP

]
il
il
i
&

Fram: willar.Smith2012@direct, healthvault-stage.com
Sent: Fri, Jun 1 2012 12:47 PM
To: defaultCommunityMaibox2@direct .ga. covisint. com

o
Subject: Re: Rad Repart]
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Field & Menu Bar Descriptions

The following describes the Fields and Menu Options on the Compose Message view when replying to a
message. An asterisk * indicates a required field.

FIELD NAME DESCRIPTION

To * Displays the recipients for the message. Click the To button to search for and select
recipients.

Cc Displays additional recipients for the message. Click the Cc button to search for and
select recipients.

Subject Enter the subject of the message.

Message Displays the message. Enter a message, if needed. Text can be typed, or pasted
from another application.

Mark as Check to mark the message as important.

Important?

MENU BAR OPTIONS

Send Click to send the message.

Save Click to save the message.

Cancel Click to cancel the message.

Attachments  Displays the list of documents attached to the message. Click Attachments to attach
documents stored on your computer, or patient documents.

Request Check to request a delivery receipt from the recipient.
Delivery
Receipt

Request Check to request a receipt when the message is read by the recipient.
Read
Receipt

RESULTS:

You have successfully replied to a message.
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Forward a Message

The Compose Message view includes an option on the menu bar used to forward a message from other
facilities or practices. A reply can be forwarded to multiple recipients (i.e., facilities or practices) along with one
or more attached documents.

To forward a message:

25

1. Go to your Direct Inbox. For details, go to Access Your Direct Inbox.

2. Inthe messages list click on the message you want to forward.
3. Click Forward on the menu bar.

Mail ¥|| [ Egnew | (Siprit © Delste [elMove | BReply BgReply &I Dl Forward C Coract List
=] a Mailbox - DefautCommunitytailbo: From Subject
'—‘":b:: Willsim Smith201 2direct heatthvaut-stags.. Re: Rad Repart
Ij D?art [ William.Smith201 2gdirect heatthvault-stage Re: Rad Report
[H Trash

&Persona\ Falders

Page 1 ofi okl %‘

From:  williarn, Srith20 12@direct, healthvault-stage. com
Tor defaultCommunityMaibox2@direct ga.covisint, conm
Subject: Re: Rad Report

From: defaultCormmunityMailboy2@direct .ga. covisint.com
Date: Fri, 30 Mar 2012 11:43:04 -0500

T williarn, Smith20 12@direct healthvault-stage.com
Subject: Rad Report

4. Select recipients:
a. Click To. The Search window displays.

=gatch Inbox
Date -
Jun 1
htar 30

- Search @

Dizplaying 1 - 20f 2

Jun 1

b. On the Search window, select either the Contacts, Provider, or Entity tab. Enter or select search
criteria field. The Search window closes and the selected recipients display in the To field of the

Compose Message view.

5. Edit the Subject and Message fields as needed.

6. Attach documents (optional):
Click Attachments. The Attachments window displays.
a. Click Add to select an attachment:

e When the File Upload window opens, select the file you want to attach to the message.
e Click Open. The File Upload window closes, and the selected document displays in the

Attachments window.

e Repeat steps b through d until you are finished selecting attachments.
e Click Close. The Attachments window closes, and the selected documents display in

the Compose Message screen Attachments section.



Direct Inbox

7. Click Send on the on the menu bar to send the reply.

Mail ¥
al = = send Ikl Save 3¢ Cancel @Aﬂachments ] Request Delivery Receipt [ Reguest Read Receipt

= aMallbox - DetautCommunityMailo:

[ Inbox -
[ Sert | Ta... \ ‘wiliarn, Smith2012@direct. healthvault-stage. com
b Dratt | o ‘

[ Trash

-
&Persanal Folders Mark as Important?: [~

Subject: RE: Re: Rad Report

Fram: willar.Smith2012@direct, healthvault-stage.com
Sent: Fri, Jun 1 2012 12:47 PM
To: defaultCommunityMaibox2@direct .ga. covisint. com

o
Subject: Re: Rad Repart]

Field & Menu Bar Descriptions

The following describes the Fields and Menu Options on the Compose Message view when forwarding a
message. An asterisk * indicates a required field.

FIELD NAME  DESCRIPTION

To * Displays the recipients for the message. Click the To button to search for and select
recipients.

Cc Displays additional recipients for the message. Click the Cc button to search for and
select recipients.

Subject Enter the subject of the message.

Message Displays the message. Enter a message, if needed. Text can be typed, or pasted
from another application.

Mark as Check to mark the message as important.

Important?

MENU BAR OPTIONS

Send Click to send the message.

Save Click to save the message.

Cancel Click to cancel the message.

Attachments  Displays the list of documents attached to the message. Click Attachments to attach
documents stored on your computer, or patient documents.

Request Check to request a delivery receipt from the recipient.

Delivery

Receipt

Request Check to request a receipt when the message is read by the recipient.

Read

Receipt

RESULTS:

You have successfully forwarded a message.
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Move a Message to a Different Folder

The Compose Message view includes an option on the menu bar used to move a message from one mailbox
folder to another.

To move a message to a different folder:

1. Go to your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Inthe Direct Inbox portlet, a list of all of the messages are displayed in the messages list section.
3. Inthe messages list click on the message you want to move.
4. Click Move on the menu bar.
Mail ¥ @New [E]Prirrt @Dalete @ane Eﬁep\y @Rep\y Al @Forward mComad List =earch Inbox - Search &)
= HM?I\bDX - Default CommunityMailba; Fram Subject Dste
Ilj::;x | William Smith201 2@direct healthvaul-stage Re: Rad Report dun 1
jDraﬂ - f ~ 0 Wiliam Smith201 2@@direct. heatthvault-stage ... Re: Rad Report Mar 30
[3 Trash

iﬁPersona\ Folders

U4 4 | Page 1 ot L | r%’ Dizplaying 1 - 20f 2

From: wiliam. Smith2012@direct. healthvault-stage. com Jun 1
To  defaultCormrmunityMaibox2@direct. ga.covisint,corm
Subject: Re: Rad Report

From: defaultCommunityMalbox2@direct .ga.covisint. com
Date: Fri, 30 Mar 2012 11:43:04 -0500

To: williarn, Srith20 12@direct healthwault-stage, com
Subject: Rad Report

5. When the Move Items window display, select the folder in which to move the message.
@ A message cannot be moved to its original folder, Trash or Sent folders.

6. Click OK.
Mail ¥ Cdmew | (Ziprint @ Delete [ Mave | GlReply Gl Reply &1 [l Farward [ Contact List rad L Sesrch &)
= *Mailbux - DefaulCommunityhaillbo: Fram Subject Date «
¢|g::tx William Smith201 2@direct heathyvault-stage Re: Rad Report dur 1
L Draft William Smith201 2@@direct healthvault-stage ... Re: Rad Report Mar 30
[0l Trash Move Items *

£ Personal Folders
Move the selected items to the Folder:

m Mailbo: - DefautCommunityhlailboe? | Ok ‘
\&Persunal Folders

Cancel ‘

Displaying 1 - 2 of 2

m Jun 1
am

RESULTS:

You have successfully moved a message to another folder.
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Delete/Restore a Message

The Compose Message view includes options on the menu bar used to delete and/or restore a message from

other facilities or practices.
To delete a message:

1. Go to your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Inthe messages list click on the message you want to delete.
3. Click Delete on the menu bar.

Mail ¥ ENEW E]Prirrt @ Delete @ Move Eﬁep\y @Rep\y Al EForWard E:lCordad List search Inbox -, Search &)
=2 mMai\hnx - DefaultCommunitybzilo; From Subject Date +
'j':b:ﬂx Wilism Smith201 2@direct heakhvaul-stage... Re: Rad Report dun 1
Ij D?art [ William.Smith201 2gdirect heatthvault-stage Re: Rad Report Mar 30
[H Trash

&Persona\ Falders

I 4 Page 1aft | bkl &2 Displaying 1 - 2 of 2

From:  williarn, Srith20 12@direct, healthvault-stage. com Jun 1

Tor defaultCommunityMaibox2@direct ga.covisint, conm
Subject: Re: Rad Report

From: defaultCormmunityMailboy2@direct .ga. covisint.com
Date: Fri, 30 Mar 2012 11:43:04 -0500

T williarn, Smith20 12@direct healthvault-stage.com
Subject: Rad Report

To restore a message:

1. Inthe Direct Inbox portlet, click the Trash folder in the Mail section (see image above).The portlet
refreshes, displaying the Restore feature in the menu bar.

2. Inthe messages list, click on the message you want to restore.
3. Click Restore on the menu bar.

Mail ¥ mNew @ Delete ,j Restore ﬁ Empty Eﬁepw @ Reply Al gForward m Contact List | search Trash 4 Search &)
=] mMa\Ibux - di200@direct ga covisin From Subject Date
[ b (1) ) -
o healthcareuser@direct.ga.covisint.com RE: Test from dv 200 Mar 16
L el
LDratt - heatthcareuser@direct ga covisint com RE: processed: RE: Test from dv 200 Mar 16
i
[Fi Trash - lisasmith201 2@direct heafthvault-stage com  processed: Test from dv 200 Mar 16
Iﬁparsonal Folders - heatthcareuser@direct.ga covisint.com processed: Test from dyv 200 Mar 16
e " 2 PP e AP it s et o e P £ o]

Menu Bar Descriptions

The following describes the Fields and Menu Options on the Compose Message view when deleting a
message from folders other than Trash such as Inbox or Sent.

MENU BAR OPTIONS

New Click to Compose a Message.

Print Click to print a message.

Delete Click to delete a message and move it to the Trash folder.

Move Click to move a message to a different Inbox folder (e.g., Inbox, Sent, Draft, Trash).
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Reply Click to reply to a message.

Reply All Click to reply to all of the recipients of a message.

Forward Click to forward a message to different recipient.

Contact Click to access the contact list feature.

List

Search Click to search for a message.

button

e (Help) Click & (Help) on the menu bar to display the Inbox Help topics.

The following describes the Fields and Menu Options on the Compose Message view when restoring a
message from the Trash folder.

MENU BAR OPTIONS

New Click to Compose a Message.

Delete Click to delete a message. IMPORTANT!: If deleting a message within the Trash
folder, this is a permanent delete and cannot be undone.

Restore Click to remove a message from the Trash folder to the Inbox folder.

Empty Click to empty the Trash folder. IMPORTANT! This will permanently delete all the
messages in the Trash folder and cannot be undone.

Reply Click to reply to a message.

Reply All Click to reply to all of the recipients of a message.

Forward Click to forward a message to different recipient.

Contact Click to access the contact list feature.

List

Search Click to search for a message.

button

el (Help) Click & (Help) on the menu bar to display the Inbox Help topics.

RESULTS:

You have successfully deleted and/or restored a message.
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Print a Message

The Compose Message view includes an option on the menu bar used to print a message from other facilities or
practices.

To print a message:

1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Inthe Direct Inbox portlet, a list of all of the messages are displayed in the messages list section.
3. Inthe messages list click on the message you want to send a reply.
4. Click Print on the menu bar.
Mail ¥ @New @Prim @Dalete @' o Eﬁep\y ERep\y Al @Forward mComad List =earch Inbox - Search &)
= mManbox - Default CommunityMailba; Fram Subject Dste
'j.::;x ” William Smith201 2@ direct healthvault-stage Re: Rad Report dun 1
IjDraﬂ //I‘L William. Smith201 2@@direct heatthvault-stage...  Re: Rsd Report Mar 30
[3 Trash

Iﬁpersona\ Folders

0 Page 1ot b bl @& Displaying 1 - 2af 2

From: wiliam. Smith2012@direct. healthvault-stage. com Jun 1
To  defaultCormrmunityMaibox2@direct. ga.covisint,corm
Subject: Re: Rad Report

From: defaultCommunityMalbox2@direct .ga.covisint. com
Date: Fri, 30 Mar 2012 11:43:04 -0500

To: williarn, Srith20 12@direct healthwault-stage, com
Subject: Rad Report

5. When the message window opens, click Print.

Mail ¥ Cgnew Sherint @ Delete [ Mave I reply g Reply &1 Cegl Forward [ Contact List , Search 6
= ﬁﬁ izl - DefautCommunityhiailba; v
Inka
o Sent DefaultCommunityMailbox?
i Dratt unl
A Trash From: ‘Williarn,Smith2012@direct. healthvault-stage. com

To: defautCommunityMalbox2@direct. ga.covising, com

Ap | Fold
ersonal Folers Subject: Re: Rad Report

From: defaultCommunityMailbox2@direct. ga.covisink, com
Date: Fri, 30 Mar 2012 11:43:04 -0500

To: william.Smith201 2@direct . healthvaul-stage..cam
Subject: Rad Report

Dizplaying 1 - 2 of 2

Jun 1

| Print

Cloze |

6. When the Print window opens, select a printer.

7. Click OK. The Print window closes and the message is sent to the selected printer. The message
window displays.
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Mail ¥ x| | Inbm: L Search &)
=2 mMallbe - DetaultCommi DefaultC e -

) Imbaoe im ﬂﬁl B

wSent '  Piinter Wil

“Draft Fron r 30
Eﬂrash — Ll Hame: |\\rduhlem \RDUO2POZ [HF Color L) CF’352j ml
. jec
[} Perzonal Folders Status: Ready

Type HF Color LaserJet CP3525 PCL B
Where:  HPDIL_172.22164.46

________ Comment: I Frint ta file
Fram: defe

Date:uFri, 1~ Print range Copies

Ta william,

Subject: R o« all Number of copigs: 1 3:

" Pages  from: |1_ to |1_ ! I Col
oflate
£ Gelection Ijl -
Dizplaying 1 - 20f 2
Ok | Cancel | Jun L

{ Prirt I | Close ‘

8. Click Close on the message window.

RESULTS

You have successfully printed a message.
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Add a Contact

Direct Inbox

The Direct Inbox Contact List feature is used to add contacts. The feature is located on the menu bar in the
Messages List section.

To add a contact:

1. Go to your Direct Inbox. For details, go to Access Your Direct Inbox.

2. Onthe Messages List section click Contact List located on the menu bar.

Mail ¥ L new @ Frint (&) Delete [l Move | Gl Reply Ll Reply A1l Lol Forward (L Contact List
=] ﬂ Mailbox - DefautCommunityMailbo: From Subject
| Nk ) . .
Gy sent William. Smith 201 2@cirect. heathwaut-stage com Re: Rad Report
{'}Draﬂ William Smmith 201 2@direct heathvaut-stage com Re: Rad Report
[ Trash

&Persnna\ Folders

<

3. When the Contact List window displays, click Add New Contact.

Mail

=2 ﬁ Mailbox - DefautCommunityhailba:
o Eent

[T Trash
A personal Folders

¥ | L new @Prim @ Delete [ iMove | GudReply G Reply 21 Lol Forward [ Contact List

Contact List
Search Contact{s) |Ga | Add New Contack
hlame Direct Address »
<
| Close

search Inbox - Search &)
Date: ~
Jun 1
Mfar 30
I
search Inbox % Search &)
% Date ~
Jun 1
hdar 30
I— I
Dizplaying 1 - 2 of 2
Jun 1

4. When the New Contact window displays:

a.

b.
c.
d

Enter the individual's or entity's name.

Enter the individual's or entity's name phone number.
Enter the direct address.

Enter, if needed, additional notes.
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5. Click Save.

MNarne (Individual or Entity )

Phine

. Direct Address

RESULTS:

You have successfully created a new contact.
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Edit a Contact

The Direct Inbox Contact List feature is used to edit contacts. The feature is located on the menu bar in the
Messages List section.

To edit a contact:

1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Onthe Messages List section click Contact List located on the menu bar.

Mail | g new @Print @ Delete [ilvove | LulReply G Reply 1 g Forward [ Cortact List =search Inbox 4, Search &)
=] ﬂ Mailbox - DefautCommunityhsilbo: Fram Sukject Date -
,_—|'Igb:tx Wiliam Smith201 2@direct heathvaut-stage.com Re: Rad Report Jun 1
If:Dr:ﬂ Wiliam Smith201 2@direct heathvaut-stage .com Re: Rad Report Mar 30
[H Trash

5Personal Folders

‘ | 2

3. When the Contact List window displays, double click on the name of the contact you want to edit.

Mail * x_:;]New [Ef]Pr\m =) Delete [t Move E,_nReply E,{_-Reply' Al L.;';Forward |.'.]Corrtac1 List search Inkbox s Search
=1 [ Mailbo: - DefaultComimi
L Contact List | Al
Inka
Sert Jun 1
=it Seatch Contact(s) |Go | Add Mew Contact Mar 30
o Dratt
N QI Trash Name Direct Address «
=P | Falch
FrsanalFalErs Liza Smith liza 2mith201 2@ direct healthvault-stage com
Peter Greaves peter greaves@direct healtthvault com
William Lee wlee@direct healthvaut.com

Displaying 1 - 2 of 2
Jun 1

| Cloze

S

4. When the Contact edit window displays, make the necessary changes.
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5. Click Save.

RESULTS:
You have successfully edited a contact.

Marne (Individual or Entity ) |Wi||iam Lee

Phone [

- Direct Address

@ ‘Wlee@direct‘hea\thvault‘cam

MNotes
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Delete a Contact

The Direct Inbox Contact List feature is used to delete contacts. The feature is located on the menu bar in the
Messages List section.

To delete a contact:

1. Goto your Direct Inbox. For details, go to Access Your Direct Inbox.
2. Onthe Messages List section click Contact List located on the menu bar.

Mail | g new @Print @ Delete [ilvove | LulReply G Reply 1 g Forward [ Cortact List =search Inbox 4, Search &)
=] ﬂ Mailbox - DefautCommunityhsilbo: Fram Sukject Date -
,_—|'Igb:tx Wiliam Smith201 2@direct heathvaut-stage.com Re: Rad Report Jun 1
If:Dr:ﬂ Wiliam Smith201 2@direct heathvaut-stage .com Re: Rad Report Mar 30
[H Trash

5Personal Folders

‘ | 2

3. When the Contact List window displays, double click on the name of the contact you want to delete.

Mail * x_:;]New [Ef]Pr\m =) Delete [t Move E,_nReply E,{_-Reply' Al L.;';Forward |.'.]Corrtac1 List search Inkbox s Search
=1 [ Mailbo: - DefaultComimi
L Contact List | Al
Inka
Sert Jun 1
=it Seatch Contact(s) |Go | Add Mew Contact Mar 30
o Dratt
N QI Trash Name Direct Address «
=P | Falch
FrsanalFalErs Liza Smith liza 2mith201 2@ direct healthvault-stage com
Peter Greaves peter greaves@direct healtthvault com
William Lee wlee@direct healthvaut.com

Displaying 1 - 2 of 2
Jun 1

| Cloze

S

4. When the Contact edit window displays, click Delete.
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Mamne (Individual or Entity) |Wllllam Lee

Phone |

- Direct Address

@ ‘Wlee@dlrect‘hea\thvault‘cam

MNotes

5. When the Delete confirmation window displays, click Yes. The Delete confirmation window closes and
the contact is now removed from the Contact List window

6. . Click Close on the Contact List window.

Liza Smith liza smith201 2i@direct heathvault-stage.com

Peter Greaves peter.greavesi@direct heafthvault.com

RESULTS:

You have successfully deleted a contact.
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View Shared Mailboxes | Have Access

The Shared Mailboxes | Have Access To feature is used to view the list of shared mailboxes to
which you have been granted access. In this view of the screen, you are also able to discontinue
your access to a shared mailbox.

To view the shared mailboxes list:

1. Click the Mailbox User Management tab to display the menu options.
2. Click Shared Mailboxes | Have Access To to display the shared mailbox list.

— m“m-“—

My Mailbox Management

*  Shared Mailboxes | Have Acoess To

Shared 4daress States Lasi Agtieo Oate <
el bt (cdract 4g in gav APMROVED I6-4pe-2014 Cmcontrue
tret eattadem Goiruct 34 in gev APIROVED A4 Damentrue

To discontinue access to a shared mailbox:

1. Click the Mailbox User Management tab to display the menu options.
Click Shared Mailboxes | Have Access To to display the list.

Click the Discontinue button at the end of the row of the mailbox in which you no longer
need to access.

4. When the dialog window displays, enter the reason for discontinuing access to the
shared mailbox.

5. Click OK.

w N

Enter reason to discontinue

| 0K || Ccancel |

6. When the Info window displays, click OK. The shared mailbox is removed from the list in
the Shared Mailboxes | Have Access view.
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Info (%
i ) Mailbox share access was revoked successfully

ook |

RESULTS:

You have successfully viewed the list of shared mailboxes in which you have
access. You also know how to discontinue access to a shared mailbox.
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Request Access to a Mailbox

The Request Access to a Mailbox feature is used to request access to an existing Direct mailbox.
This view includes a feature which allows you to search for existing mailboxes, as well as a listing
of the Addresses.

To request access to an existing Direct mailbox:

1. Click the Mailbox User Management tab to display the menu options.
2. Click Request Access to a Mailbox to display the feature.

3. If needed, search for an existing address by keying in full or partial owner's name or
Direct address in the Search Requests field.

4. Click Go.
5. When the search results display, enable the checkbox of the address for which access is
requested.

6. Click Submit.

My Mailbox Management

*  Shared Madboxes [ Have Access To

*  Request Access to a Mailbox

Search Raquaest(s) o

Crwrat Srmed Asdrees

Veane (2 returi lgtn GaTect 1 M gev 4.
Vs Lo medatie 8 nteQdruct sl 0 gev w

Sutma Hessy

: Note: If you have already submitted a request, the following error message
displays.

Error %]

One or more of the mailboxes already has a request in an Approved or Pending state and
cannot be re-requested.

s

| oK

RESULTS:
You have successfully requested access to an existing Direct shared mailbox.
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View Status of My Access Requests

After the system processes a request to access an existing Direct mailbox, the information (i.e.,
Shared Address, Status, and Last Action Date) now displays in the Status of Access Requests |
have Made section. This section is located below the Request Access to a Mailbox section. The

request will display with a Pending status. The system receives the request and places the
request in the pending approval queue for the user who is the Owner of the Direct Address for
which shared access was requested. The system also sends an email to the user (Owner)
mailbox.

To view a request status:
1. Click the Mailbox User Management tab to display the menu options.

2. Click Status of Access Requests | Have Made to display the status information. The
request status (i.e., Pending, Rejected, or Revoked) is displayed in the Status field.

My Mailbox Management

*  Shared Matlboxes 1 Have Access To
*  Request Access to a Madbox

“  Status of Acvess Requests | Have Made
Shared Addrens Status Lant Acton Date o
melane wtinBdrect sl 0 gov PERDMNG 28-Ap 2014

——

RESULTS:

You have successfully viewed the status of the request you have made to access
an existing Direct mailbox.
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Approve/Reject a Request to My Mailbox

Users may request access to your Direct mailbox. The Approve a Request to My Mailbox feature
is used to approve/reject shared mailbox access requests placed when the user is the owner of
the Direct mailbox to which access is requested. You will receive a system generated email
alerting you of a pending request.

To approve arequest for access to your Direct mailbox:

1. Click the Mailbox User Management tab to display the menu options.
2. Click Approve a Request to My Mailbox to display the feature.

Directinbox | Provider Directory | Community Administration Mailbox User Management-

My Mailbox Management

v Shared Mailboxes I Have Access To
¥ Request Access to a Mailbox

¥ Status of Access Requests I Have Made
> Approve a Request to My Mailbox

> Users Who Have Existing Access to My Mailbox

~| Request an Additional Direct Mailbox

3. Select a request using one of the following procedures:
a. Select the request from the list.
i.  To select all requests, click the checkbox at the end of the header row.

ii. To select one or more requests, click the checkbox at the end of the row
of that request.

b. Or search for a request by using the Search Request(s) feature. Enter part or all
of the Direct address in Search Request(s) field.

i. Click Go.
ii. When the search results display, click the checkbox to select a request.

4. Click the Approve button. System receives the approval and creates the mailbox for the
Direct address.
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Provises Dueciory  Commuinity Admenistrason [ EULT RILTS2 Nl".wm'—

My Mailbox Management

* Shared Maillboxes I Have Access To
*  Request Access to a Mailbox

*  Status of Access Requests 1 Have Made
= Approve a Request to My Madbox

Search Request(s) |Ga
User Name Orect Address Requesied Date of Regeest «
Kam § McOoeen xmoguesn@drect aig ¥ gov 20 Apr 204 ¥

Approye Fegoct Resat

To reject arequest for access to your Direct mailbox:

1. Click the Mailbox User Management tab to display the menu options.
2. Click Approve a Request to My Mailbox to display the feature.
3. Select a request using one of the following procedures:
a. Select the request from the list.
i. To select all requests, click the checkbox at the end of the row.

ii. To select one or more requests, click the checkbox at the end of the row
of that request.

b. Or search for a request by using the Search Request(s) feature. Enter part or all
of the Direct address in Search Request(s) field.

i. Click Go.
ii. When the search results display, click the checkbox to select a request.
4. Click the Reject button.

5. When the Reject Access window displays, enter a reason for the rejection in the Reason
field.
6. Click Done. The requestor will be provided the reason for the rejection via an email.

Reject Access (%]
Direct Address Reason ‘
adminDept@direct stg.tn.gov |

| Done | | cancel |
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RESULTS:

You have successfully approved or rejected another user's request for access to your
Direct mailbox.
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View Users With Access to My Mailbox

The Users Who Have Existing Access to My Mailbox feature is used to view the list of users that
you have granted access to your Direct mailbox. You may also use this view of the screen to
discontinue a user's access to your Direct mailbox.

To view the users who have access to your mailbox:

1.
2.
3.

Click the Mailbox User Management tab to display the menu options.
Click Users Who Have Existing Access to My Mailbox to display the list.

If needed, search for an existing user's address by keying in full or partial Direct address
in the Search Requests field.

Click Go. The search results display beneath the Search Request field.

O A —

My Mailbox Management

= Shared Madboxes 1 Have Access To
*  Reguest Access to a Madbox

*  Status of Access Requests I Have Made
= Approve s Request to My Mailbox

= Dsers Who Have Existing Access to My Mailbox

Search Request(s) ke [
User hane Drect Adcress Requested Date of Appraval «
Kom B NoGuees kmogueen@divect siy i gev 2[Ap 208 ¢!

Dacmumus Scoxee rarel

To discontinue a user's access to you Direct mailbox:

ok PR

45

Click the Mailbox User Management tab to display the menu options.
Click Users Who Have Existing Access to My Mailbox to display the list.
Select the user by clicking the checkbox at the end of the row.

Click the Discontinue Access button,

When the Discontinue Access window displays, you may enter a reason for discontinuing
access in the Reason field.

Click the Done button.
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Discontinue Access

| Direct Address Reason v

kmcqueen@direct.stg.tn.gov ]

| Done | | Cancel

7. When the Info window displays, click OK.

Info %!

i ) Selected mailbox requests were revoked successfully

RESULTS:

You have successfully viewed the list of users who have access to your Direct

mailbox. You also know how to discontinue a user's access to your Direct
mailbox.
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Request an Additional Direct Mailbox

The Request Additional Direct Mailbox feature is used to request access for an additional Direct
mailbox.

To request access for an additional Direct mailbox:

1. Click the Mailbox User Management tab to display the menu options.
2. Click Request Additional Direct Mailbox to display the feature.
3. Complete the following fields. A red asterisk indicates a required field:
a. Enter your Full Name. This is the display name, the name by which others will
view your mailbox. This name will appear in the Display Name column in the
Approved Direct Addresses section. It will typically be the user's first and last
name.
b. Enter the Mailbox Name (e.g., drSmith, or sally.smith, etc.), but DO NOT include
the domain name (e.g., @domain).
c. Select the Direct Inbox Domain from the drop-down list.
d. Select the Organization (optional).
Note: This field will only be required if an organization has decided to use the
organization functionality (see Manage Direct Organizations) for reporting
purposes.

e. Click the Yes checkbox if you want to add this email address to your existing
entry in the Provider Directory.

4. Click Submit.
e

My Mailbox Managemnsent

= Shared Matboxes I Have Access To

*  Reguest Access to a Madbox

* Status of Access Requests 1 Have Made

= Approve a Request to My Maibox

T Users Who Have Existing Access to My Maibox
*  Reguest an Additional Dirsct Mailbox

Full hame™:

Malox Name*:

Your Dorran*: Y,
Your Qrganeaton -

Do you wank o add Vo No
this amad address to
Your exsting entry n
Prowder Directory * ¢

Swes et
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5.  When a confirmation message displays, click OK to close the window.

Info X!
| i ) The request of maibox kmcdirect3@direct.stg.tn.gov was received.
i

| 4 OK ,
. e The system receives the request and verifies if the direct mailbox
@ address requested is already in use.

e If the address is not in use, a confirmation message displays.

e The system places the request in the pending approval queue.

e Approved and Pending Direct addresses are displayed in the
Approved Direct Addresses section of the portlet.

| Request an Additional Direct Mailbox

Full Name™*:

Maibox Name*:

Your Domain*: X
Your Organization : h
Do you wanttoadd () Yes () No

this email address to
your existing entry in
Provider Directory * :

| submit ||  Reset |
Approved Direct Addresses
Display Name Direct Address Status Last Action Date ~
KiMcQueen kmcgqueen@direct.stg.tn.gov APPROVED 28-Apr-2014
K McQueen kmcdirect3@direct.stg.tn.gov PENDING 29-Apr-2014

RESULTS:

You have successfully requested an additional Direct mailbox.
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Search for a Local Provider

You have the ability to search for local providers' (i.e., providers using Covisint Healthcare
solutions) information and Direct and regular email address using the Provider Directory search
feature. When searching for a provider, you can refine the search by the provider's name,
location, specialty, gender, or language spoken.

@ Note: You must enter search criteria in the following sections using a combination
of:
1) Search by Location and Provider Last Name OR
2) Search by Location and Search by Specialty.

The Advanced Options allow you to further refine your search.

To search for a local provider:

1. On the menu bar, click Provider Directory. The Provider Directory portlet displays.
2. Click the Provider tab.
3. Enter the search criteria in the appropriate fields.
a. Search by Name section:
i. Enter the provider's last name.
il Optionally, enter the provider's first name.

b. Search by Location section: Enter search criteria in at least one of the following
fields regarding the provider's location:

i. Select the address type by clicking the drop-down list.
il Enter the city.
il. Select the state from the drop-down list.
iv. Enter the zip code.
c. Search by Specialty section:

i. Select the specialty from the list and click the >> arrows. You can remove a
selection by selecting it and clicking the << arrows.
d. Advanced Options:

i. Gender: Select the provider's gender by clicking the radio box in front of either
Male or Female.

il Language Spoken: Select the provider's language spoken from the list and
click the >> arrows. You can remove a selection by selecting it and clicking the
<< arrows.

4. Click Search.

@ Note: You can clear all of the data entry fields by clicking Clear.
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Provider Directory

Provider Entity

Search by Name

Last Name:
First Name:

Search by Location

Address Type:
City:

State:
Zipcode:

Cross

Practice Address

Michigan

H

Search by Specialty

Acute Care
Addiction (Substance Use
Addiction Medicine

i| <<
Addiction Psychiatry “

Administrator

Advanced Options

Gender:

Languages Spoken:

English

English- Micdle (1100-1500 _‘
English- Old (ca 450-1100) ;
<<

Erzya
| Esperanto

4|
1

i |

" Male C Female

s

The screen refreshes displaying the search results.

5. Click on any of the links in the search results in either the Name, Address, Specialty, or
Direct Address columns to view all of the available provider information.

Provider Ditectory

Search Criterin

S70 Maadw Creed.
| Dstroet, Mchigan, 48225

Back Te Seareh

Last Name ;. cross Oy : Specialty :
State | Mchigan Gender :
First Naone : Zip Code © Langauges :
Search Results
Specaty Dwect Address

G, oesibadract amal oM e

6. Click Return to List to return to the search results screen.
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Provsder Directary

RS

313-212-2120
S crossBemet. com
davd, crassideect. ermad coo, Jeroonint. aby, com kst comen, covist Jamaicomart v com 2est doman J JO0WIrect, Ga.covint com, Sestie

Acds Cue

Retum to Limt

RESULTS:

You have successfully searched for a local provider.
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Search for a Local Entity

You have the ability to search for local entities (e.qg., clinic, center, practice, etc. using Covisint
Healthcare solutions) information and Direct and regular email address using the Provider
Directory search feature. When searching for an entity, you can refine the search by the entity's
name, location, specialty, or language supported.

Note: You must enter search criteria in the following sections using a combination of:
1) Search by Location and Search by Name OR
2) Search by Location and Search by Specialty.

The Advanced Options allow you to further refine your search.

To search for a local entity:

1. On the menu bar, click Provider Directory. The Provider Directory portlet displays.
2. Click the Entity tab.
3. Enter the search criteria in the appropriate fields.
a. Search by Name section:
i. Enter the entity's name.

b. Search by Location section: Enter search criteria in at least one of the following
fields regarding the entity's location:

i. Select the address type by clicking the drop-down list.
il Enter the city.
iii. Select the state from the drop-down list.
iv. Enter the zip code.
c. Search by Specialty section:

i. Select the specialty from the list and click the >> arrows. You can remove a
selection by selecting it and clicking the << arrows.

d. Advanced Options:

i. Languages Supported: Select the language supported by the entity from the list
and click the >> arrows. You can remove a selection by selecting it and clicking
the << arrows.

4. Click Search.

@ Note: You can clear all of the data entry fields by clicking Clear.
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Provider Directory

Search by Name
Entity Nama:

o
Practice Address [«
Mchigan [~ |

Search by Specaity
mmmwmu‘g
A Care Hooe >
Adut Day Care
A Mertal Healn
e T =l
Advanced Options
Languiages Supportad:
Atdhazien fl
e
Acol
Adign ) |

The screen refreshes displaying the search results.

5. Click on any of the links in the search results in either the Name, Address, Specialty, or

Direct Address columns to view all of the available entity information.

CAthermg, Detroit Mchoan,

Provider Directory
Search Critenia
Entity Name 1 ey City © Specialty @
State Mchizan
2ip Code = Langauges
Search Nesuts
e o Addhesy Somdsty Cwect Adthess
Gy Mescl Canter 1000 Ete Custoeniad Eguorment st et OLGrect, v ashhac cess

stg.coviant .com

HBack To Sesrch

6. Click Return to List to return to the search results screen.
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Provsder Ditectory

Bty Infarmation
Narve

Addressinel
Gy |

Sate |

Fae
Ereed :

Goay Mydicdl Certw

1000 St Cittherne

Detyrat

Hdngm

301111

wiyheathOl@cdvect myheathactess sty covisen ocn

Roturn te List

RESULTS:

You have successfully searched for a local entity.
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Search for a Remote Provider

You have the ability to search for remote providers' (i.e., providers not associated with the
Covisint Healthcare community) information and Direct and regular email address using the
Provider Directory search feature. When searching for a provider, you can refine the search by
remote provider directory and the provider's name and location.

To search for a remote provider:

1.

2.
3.

On the menu bar, click Provider Directory Outbound Search. The Provider Directory
Outbound Search portlet displays.
Click the Provider tab.
Enter the search criteria in the appropriate fields.
a. Search by Remote Provider Directory section:
l. Select a provider from the drop-down list.
b. Search by Name section:
l. Enter the provider's last name.
Il Optionally, enter the provider's first name.
c. Search by Location section: Enter search criteria in at least one of the following fields
regarding the provider's location:
l. Select the address type by clicking the drop-down list.
Il Enter the city.
II. Select the state from the drop-down list.
\VA Enter the zip code.
Click Search.

@ Note: You can clear all of the data entry fields by clicking Clear.

ider Directory Outbound Search

Provider Entity

Search by Remote Provider Directory

Health Bridge X

Search by Name

Last Name:

First Name:
Search by Location

Address Type: Practice Address i

City:

State; s

Zipcode:

| Search | Clear

The screen refreshes displaying the search results.
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5. Click on any of the links in the search results in either the Name, Address, Specialty, or

Direct Address columns to view all of the available provider information.

Provider Directory Outbound Search

Provider = Enfty

Search Criteria

Search Results

Name Address Speciaty Direct Address «

BETH MUNDY primary -402 NORTH ROGERS STREET -BLOOMINGTON -IN -, - beth mundy@directheathiine org

Last Name: City: Provider Directory: Health Linc
First Name: State:
2ip code:

6. Click Return to List to return to the search results screen.

Provider Directory Outbound Seaich

Provider Enkity

Providein};)mation

Full Name: BETH MUNDY

Gender;

AddressLinel: 402 NORTH ROGERS STREET
AddrassLine2:

City: BLOOMINGTON

State: IN

ZipCode: 47404

Phone:

Fax:

Emall:

Drect; beth.mundy@directhealthinc.org
Medical Speciality:

Return to Lt

RESULTS:

You have successfully searched for a remote provider.
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Search for a Remote Entity

You have the ability to search for remote entities (e.g., clinic, center, practice, etc. using Covisint
Healthcare solutions) information and Direct and regular email address using the Provider
Directory search feature. When searching for an entity, you can refine the search by remote
provider directory and the entity's name and location.

To search for a remote entity:

1.

2.

On the menu bar, click Provider Directory Outbound Search. The Provider Directory
Outbound Search portlet displays.
Click the Entity tab.
Enter the search criteria in the appropriate fields.
a. Search by Remote Provider Directory section:
l. Select a provider from the drop-down list.
b. Search by Name section:
l. Enter the entity's name.
c. Search by Location section: Enter search criteria in at least one of the following fields
regarding the entity's location:
l. Select the address type by clicking the drop-down list.
Il Enter the city.
II. Select the state from the drop-down list.
V. Enter the zip code.
Click Search.

@ Note: You can clear all of the data entry fields by clicking Clear.

Provider Entity

Search by Remote Provider Directory

Health Bridge 5

Search by Name

Entity Name:

Search by Location

Address Type: Practice Address ¥
City:

State: X
Zipcode:

Search Clear

The screen refreshes displaying the search results.
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5. Click on any of the links in the search results in either the Name, Address, Specialty, or

Direct Address columns to view all of the available entity information.

Provider Directory Qutbound Search
Frovder | Entity
i
Search Criterta
Entity Name: City: Provider Directory:  HealthBridge
State:
‘ Zip code:
|
||~ Search Results
Name Address Spedialty Direct Address «
Eagle Software primary -2312 Far Hills Avenue -Dayten -OH 45419 .US - brisnteeneman@direct healthiridge cog -
Caregivers - - caregiven@direa healthtridge o |5}
CHAS Admin primary -3333 Burnett Avenue -Cincinnati -OH 45227 . - chas admin@direct healthtridge.ong =
COA Admission .. primary <175 Tri County Parkway -Cinainnati -OH -452¢8... - o8 Sairet dge org
Crosscoad Liberty  primary -5 East Liberty Svest -Cincinnati -OH -45102.U... -~ libesty @ h o
Customer Service -~ - e G
Episcopal - - episcopal@direct heslthtridge og
Graater Cinginn,..  primary -150 Madison Road 2nd Floor -Cinginnati -OM ... Mentsl Health (... gcbhs@Sdirect healthbridge crg fe
Back To Search

6. Click Return to List to return to the search results screen.

RESULTS:

You have successfully searched for a remote entity.
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Approve Direct Mailbox Requests

A user who is granted a Direct Administrator role is able to approve or reject user's mailbox
requests for access to a Direct mailbox between users and within their organization.

: Note: This portlet is only available to users that have been granted the Direct
Approver role by their portal administrators.

To approve a user's request for a Direct Mailbox:

1. Click the Mailbox User Management tab to display the Direct Address Approval portlet.
2. Select a request using one of the following procedures:
a. Select the request from the list.

i. To select all requests, click the checkbox at the beginning of the header
row.

il. To select one or more requests, click the checkbox at the beginning of
the row of that request.

b. Or search for a request by using the Search Request(s) feature. Enter part or all
of the Direct address in Search Request(s) field.

i. Click Go.
il. When the search results display, click the checkbox to select a request.

3. Click Approve.
T

Direct Address Approval Portiet
Direct Address Approval e
Search Request{s) Ge
User Nare Drect Aderess Requealed Gane of Reguest »
Thetaathadmnivy Wl soTren@arect sty tn gav 27 Age20M
7. Kom WcQuesn AmosTectIgarect sty tn gav 29.400.20%
Basst

4. When the Info window displays, click OK. System receives the approval and creates the
mailbox for the Direct address.
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Info X
i ) Selected mailbox request approved successfully

To reject a user's request for a Direct Mailbox

Click the Mailbox User Management tab to display the Direct Address Approval portlet.
Select a request using one of the following procedures:
a. Select the request from the list.

i. To select all requests, click the checkbox at the beginning of the header
row.

il. To select one or more requests, click the checkbox at the beginning of
the row of that request.

b. Or search for a request by using the Search Request(s) feature. Enter part or all
of the Direct address in Search Request(s) field.

i. Click Go.

il. When the search results display, click the checkbox to select a request.
Click the Reject button.
When the Reject Request window displays, enter a reason for the rejection.
Click the Done button.

Reject Request (%
Direct Address Reason
kmedirect3@direct stg.tn.gov |

| Done | | cancel |

When the Info window displays, click OK. A system generated email is sent to the user to
let him/her know the request has been rejected and why.
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Info |X|
i ) Selected mailbox requests were rejected successfully

oK

RESULTS:

You have successfully approved or rejected a user's request for a Direct mailbox.
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Create an Email Alias Address or Change a User's
Organization

As a Direct Administrator, you are able to create an alias address for a Direct mailbox and
change the user's organization.

Note: The ability to use this functionality via the Direct Dashboard Portlet is
only available to those users of the portal that have been granted the “Direct
Administrator” service package and is not available to the typical user.

To create an email alias address or change a user's organization:
1. Click the Community Administration tab to display the Direct Dashboard portlet.

2. If needed, search for a Direct address by using the Search feature. Enter part or all of the
Direct address or Mailbox Name in Search Direct Addresses field.

a. Click Go.
b. When the search results display, double click the anywhere in the row to select a
mailbox.

c. Oryou may also display all the users by selecting the domain from the Domain
drop down list and then click Go.

Do D
Search Drect Addresses - o
[ e |
Wit Hams Privay Dwect Addrsss  Type of Inbox Status Creatud by User (CU Craatsd D L35t Lpdated Date
KMcQueenl bmcgueen2@croct. néredusl Actve Nsoswa 33 Aor 2014 11:12949
KMeQuasa arnDiptSdeects havdud Attve KZI452 1 May 2014 07:52:51
MoQueand rDrecT30ecT 5 vl Actve RSOSLUCY N Aor 2014 0911037

mm W =g

3. When the Mailbox Details window displays:

a. Enter only the mailbox alias name in the New Alias field. The system will
append the remaining information once the process is completed.
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b. Click the Add button.

Mailbox Details

Mailbox Name:

Direct Address:

Organization : <empty> 25
Alias
kmcgqueen2@direct.stg.tn.gov

New Alas: careCoordination

Domain:

| Save || Clear |

c. When the New Alias Reason window displays, enter a reason for creating the
new email alias address.

d. Click OK.

New Alias Reason | %

Please enter reason for new alias:

oK \

e. The Mailbox Details window redisplays, showing the new alias. Click Save.
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Mailbox Details

Mailbox Name:

Direct Address:

Organization : <empty>
Alias
kmcqueen2@direct.stg.tn.gov

careCoordination@direct.stg.tn.gov

New Alias:

Domain:

Save [ Clear

!

Add

To change a users' organization:

1. Complete steps 1 - 2 above.

2. When the Mailbox Details window displays, change the user's organization by selecting a

different organization from the drop-down list.
3. Click Save.

Mailbox Details

Mailbox Name:

Direct Address:

Organization : Department of Healt}jl

. Alias
kmcDirect3@direct.stg.tn.gov

New Alias:

Domain:

| Save [ Clear

Add
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RESULTS:

You have successfully created a new email address alias and changed a user's
organization.
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Using the Direct Administrator Dashboard

The Direct Dashboard portlet provides a Direct Administrator information regarding all of the
Direct mail accounts within a domain. If an organization has more than one domain, the Direct
Admin has the ability to select a specific domain. The dashboard includes a feature to search for
a Direct address. A Direct Admin is able to view the following information on the dashboard:

mailbox name

primary Direct address

type of Inbox (i.e., community or individual)
status of the Inbox

ID of the user who created the Direct mailbox
date the Direct mailbox was created

date the information was last updated

The dashboard information within a column may be sorted, and the Direct Admin can select
which column to display per session. The screen reverts to the default column view when a
session ends by the Admin logging out of Direct Inbox application.

Note: The ability to use the functionality of the Direct Administrator
Dashboard is only available to those users of the portal that have been
granted the “Direct Administrator” service package and is not available to the
typical user.

To select a domain to view Direct address information:

Click the Community Administration tab. The Direct Dashboard Portlet displays.
Select the domain from the drop-down list.

Click Go. The screen refreshes displaying the Direct address information for each
mailbox user.

To sort column information or select columns to display:

1.

After completing the steps above, click the down arrow to the right of a column title in
the header row to display the selection pop-up window.

Select the sorting order by clicking one either Ascending or Descending.
Select which columns to display by clicking the checkbox beside the column name.
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Click outside of the pop-up window to close it.
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RESULTS:

You have successfully displayed and viewed Direct address information.
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Manage Boilerplate Features

The Manage Boilerplate features allow an organization to 1) manage the content of the alert
mailers sent to users within its community, 2) the content of an email disclaimer, 3) to designate
virus scan report recipients, 4) to manage the default mailbox view.

Boilerplate portlet is only available to those users of the portal that have been
granted the “Direct Administrator” service package and is not available to the
typical user.

@ Note: The ability to use the boilerplate functionality via the Manage

The Manage Boilerplate portlet is used by a Direct Administrator to:

e Set up an alert mailer template, which sends a notification to users within a community
when they receive a Direct email message. This message can be sent to a user's
alternate email address, but only if the user has enabled the Notification options on the
Properties portlet.

e Set up an email disclaimer. The disclaimer is automatically attached to every outgoing
Direct email message within a community's portal. The user (i.e., sender) does not see
this message.

e Set up a virus report administrator and to add other recipients to receive virus scan
reports. The report is a summary which includes the type of virus, when it was detected,
etc. The system will automatically generate and send out a report to the designated
recipients if a virus is detected.

e Set the default mailbox view for a community.

To create an alert mail notification:

1. Click the Community Administration tab and then select Manage Boilerplate from the
drop-down list. The Manage Boilerplate portlet displays.

2. In the Community field, select a community from the drop-down list.
Note: An error message will display if a community is not selected prior to selecting the
Disclaimer View option.

3. Click the Alert Mailers option.
4. Inthe Subject field, enter the subject of the alert mail.
5. Inthe Body text field, enter the alert mail message.
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6. Click Save.
Manage Boilerplate Portlet
Direct Configurations for Community
Community™: Blue Ridge Health v

~ | Alert Mailers

Subject™:
Body:

Save | | Delete

To set up an email disclaimer:

Click the Community Administration tab.

In the Community field, select a community from the drop-down list.

Note: An error message will display if a community is not selected prior to selecting the
Disclaimer View option.

Click the Disclaimer option.
In the text field, enter the disclaimer message.

Click Save.
Manage Boilerplate Portlet
Direct Configurations for Community
Community™: Blue Ridge Health v

v | Alert Mailers

“ ' Disclaimer

Disclaimer™: Blue Ridge Health: The information contained in this message may be privileged and confidential. If you are
NOT the intended recipient, please notify the sender immediately and delete this message.

| .save || Delete |

To set up avirus report administrator and add other recipients to receive virus scan
reports:

1.
2.
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Click the Community Administration tab.

In the Community field, select a community from the drop-down list.

Note: An error message will display if a community is not selected prior to selecting the
Default Mailbox View option.
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3. Click the Virus Scan Report Recipients option.
4. If an administrator has not been assigned, first select the user for this role.
a. Inthe Virus Report Admin field, enter the email address of the designated virus
report administrator.

b. Click Save.
Note: The user's email address will display in the Virus Scan Report Recipient
section.

Manage Boilerplate Portlet

Direct Configurations for Community

Community™: Trenton Hearlth (26
'] Alert Mailers

| Disclaimer

¥ | Verification URL

|* Virus Scan Report Recipients

Virus Report Admin * || save || Delete || AddNew Recipients

‘ Virus Scan Report Recipient

5. After an administrator has been assigned, additional recipients may be added.
a. Click the Add New Recipients button.
b. When the Add Recipient window displays, enter the recipient's email address.
c. Click Save.
Note: The user's email address will display in the Virus Scan Report Recipient
section.

“ Jl Save | ‘

To set the default mailbox view for a community:

1. Click the Community Administration tab.

2. Inthe Community field, select a community from the drop-down list.
Note: An error message will display if a community is not selected prior to selecting the
Default Mailbox View option.

3. Click the Default Mailbox View option.

4. Select the default mailbox view (i.e., All Inbox or Individual Mailbox) by clicking the
appropriate radio button.
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5. Click Save.
Manage Boilerplate Portlet
Direct Configurations for Community
Community™*: Blue Ridge Health v
v | Alert Mailers
v Disclaimer

/| Verification URL
| Virus Scan Report Recipients

+| pefault Mailbox View
@ All Inbox
7 Individual Mailbox

save || Delete |

RESULTS:

You have successfully set up and used the Boilerplate features.
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Manage Direct Organizations

The Direct Organization portlet is used for creating organizational structures and assign users'
mailboxes for reporting purposes. When a report is generated, users are grouped by their
assigned organization. The report includes the total number of messages sent and received by
organizations (i.e., groups of users) and individual users. The Direct Organization portlet also
includes a feature to search for an organization and the ability to add, edit, or delete
organizations.

While creating an organizational structure is not required to use the reporting feature, it is
available if needed to group users for reporting purposes.

- Note: The ability to manage Direct organizations via the Direct Organization
. portlet is only available to those users of the portal that have been granted
the “Direct Administrator” service package and is not available to the typical
user.

To search for an organization:

1.

Click the Community Administration tab and then select the Direct Organization portlet
from the drop-down list. The Direct Organization portlet displays.

If needed, search for an organization by using the Search feature. Enter part or all of the
organization name in Search Organization field.

a. Click the Search Organization button.

b. When the search results display, double click the anywhere in the row to select
to select the organization to view.

To add an organization:

1.

Click the Community Administration tab and then select the Direct Organization portlet
from the drop-down list. The Direct Organization portlet displays.

Click the Add Organization button. The Add New Direct Organization window displays.

In the HISP (Health Information Service Provider) field select an entity from the drop-
down list

In the Organization Name field, enter the name of the organization.
In the Organization Type field, select the type from the drop-down list.

Click Save. The Add New Direct Organization window closes the new organization is
added to the list in the Direct Organization portlet.
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7.

8.

Add New Direct Organization [ x ] l

HISP*:
Organization Name™:

Organization Type™:

When the Confirm window displays, click Yes. The Confirm window will close.

Confirm X/
0 Are you sure to add this Direct Organization?

| Yes | No |

When the Status window displays, click OK. The Status window will close and the new
organization will display in the Direct Organization Portlet list.

Status X
Created direct organization successfuliy!!

oKk |

To edit an organization:

1.
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Click the Community Administration tab and then select the Direct Organization portlet
from the drop-down list. The Direct Organization portlet displays.

Click the Action button and then select Edit from the drop-down list. The Manage Direct
Organization window displays.

Direct Organization Portlet
[ s Organization | | | Add Organization |
Action HISP Organization Name Organization Type
Blue Ridge Health Blue Ridge Laboratory Clinical laboratory

Edit

Delete
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Make the necessary changes and click Save. The Manage Direct Organization window

closes.

I Manage Direct Organization

HISP*:
Blue Ridge Hesalth

Organization Name™:
Blue Ridge Laboratory
Organization Type™:
Clinical laboratory

Save Cancel

When the Confirm window displays, click Yes. The Confirm window will close.

Confirm

| Yes I No ;

6 Are you sure to modify this Direct Organization?

x|

When the Status window displays, click OK. The Status window will close and the
changes will display in the Direct Organization portlet list.

Status X
Updated direct organization successfully!!

o 0K |

To delete an organization:

1. Click the Community Administration tab and then select the Direct Organization portlet

from the drop-down list. The Direct Organization portlet displays.
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2. Click the Action button and then select Delete from the drop-down list.

Direct Organization Portlet
_ } Search Organization [ | !Add Organization [
Action HISP Organization Name Organization Type
PYETNEE  Blue Ridge Health Blue Ridge Laboratory Clinical laboratory
Edit
Delete

3. When the Confirm window displays, click Yes. The Confirm window displays.

4. When the Status window displays, click OK. The Status window will close and the
organization will no longer display in the Direct Organization portlet list.

Status (X
Deleted direct organization successfuliy!!

oK |

RESULTS:

You have successfully used the Direct Organization Portlet feature to search,
add, edit, or delete an organization.
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