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Introduction

Concord Technologies’ NEXTSTEP platform offers customers a web portal to
view and manage incoming faxes and other image-based documents.
Whether your business is in healthcare or another highly regulated industry,
managing documents can play a critical role in your operations. NEXTSTEP
lets you bring those documents together and create faster and more efficient
workflows that are easy to use, secure and auditable. NEXTSTEP is a
document management solution allowing users to view, edit, and manage
documents via an “inbox” on the Concord Web Portal, all within a
customizable folder-based structure that can be shared amongst multiple
users within your organization.

Every authorized user can access and manage documents in the queues they
are assigned to. Administrative functions, such as creating and adding new
users, creating tags, and adding new shared workflow queues and subfolders,
can only be performed by designated NEXTSTEP Administrators within a
customer’s organization.

This guide describes the basic user experience within NEXTSTEP. Additional
features are available to automate processes with workflow rules, track
additional information about documents using custom fields, perform
barcode recognition, automatically classify documents by their type, and
extract patient and other demographic information from incoming
documents. For more information on these features and to discuss how they
relate to your use case, please contact your Concord account manager.
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9 Concord

NEXTSTEP Login

To access the NEXTSTEP portal, navigate to https://nextstep.concord.net.
You will first be prompted to enter your Username. Click NEXT to proceed to

enter your Password.

Enter your Username

& USERNAME 5

& nextstep.user

B i !

@ Forgot Password

Back

After entering your password, click ENTER to complete the login process. If you
do not know, or have forgotten your password, click on Forgot Password and
follow the ensuing prompts.

Note that Concord also supports the use of Federation for portal-based
services such as NEXTSTEP, which allows a customer to leverage their existing
Identity Provider when accessing NEXTSTEP (and/or other Concord services).
Via Federation, a user's process to log into NEXTSTEP will be different from
one whose account is not Federated with Concord and the process will vary
according to a customer’s Identity Provider. For more information on
Federation, please contact your Concord account manager.
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Grid View

Upon logging in to NEXTSTEP, you will land in the Grid View with a view of
your Personal Folder and any Shared Queues to which you have access.
Personal Folders are only accessible to the Personal Folder owner, and no one
but that user can view the contents of a Personal Folder at any time. Access
to Shared Queues can be granted to multiple users to allow them to share
responsibilities for triaging incoming documents and collaborating on
processing them. Any sub-folders that are associated with your Shared
Queues will also be listed.

Click on your desired Shared Queue to view and manage faxes and uploaded
documents via the Grid View:

ONCORD . R . o o

Al Activities & upoadfie 4 sendfox g5 move [ copy @ archve f delete & editview
> My Personal Folder Date & Time - Document Type From T Pages  Document Status Process Status  Tags
V. Shared Queues N 4 04/08/120226:38 PM 1 default Complete

123

> 1Btest 4 04/08120226:36 PM 1 default Complete
> ARetrieval

¢ 04/08/2022 3:39 PM 12065551234 18591119660 2 default Complete
> All Activities

7 04/08/2022 3:38 PM 18591119660 2 default
> Anthem44

¢ 04/08/2022 11:26 AM 12065551234 18591119660 2 default Complete
> DNDSignal r Test

7' 04/08/2022 11:25 AM 18591119660 2 default
> Doc Class Training

7' 04/07/2022 10:04 AM 17961114544 2 default
> NEXTSTEP UI

& 04/05/2022 8:14 PM 2 default Complete
> Nextstep_QA

A 04/05/2022 1:12 PM 17961114544 2 default
> NEXTSTEPS

A 041042022 12:25 PM 18591115369 2 default
> TestQAFax
> Testest

Bl coore 1 ot © ems per page. Showing 1-100f 10 Lasc Update: 10:55:22 AM refresh
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Preferences

The Preferences menu can be accessed by clicking on the gear symbol just to
the right of the Help option and to the left of your username on the top banner
as shown in the image below:

CONCORD Support Re [EVYINTRM  © Help 3 | Logged in as Benjamin Frankiin K | Log out

Preferences

X

All Activities 2 wploadtie 4 s B moe @ copy @ archive e & edtven
> My Personal Folder Date & Time Document Type From To Pages Document Status. Process Status  Tags
Vv shared Queues > 4 04/11/2022 11:23 PM 1 default Complete

> 123test Updated 4 04/11/2022 11:23 PM 1 default Complete
> ARetrieval

1 04M1202211:21 PM 1 default Complete
> Al Activities

& 041112022700 PM 1 default Complete
> Anthema4

B 04112022 4:13 PM 18591119660 1859119660 6 defaut Complete
> DNDSignalr Test

Y 041112022 3:44 PM 18501119660 1859119660 2 default In Progress
> Doc Class Training

Y 041172022 3:44 PM 18591119660 1859119660 2 defaut Complete
> NEXTSTEP UI

0411112022 3:41 PM 18591119660 1859119660 2 default In Progress
> Nextstep QA

V0411112022 3:35 PM 18591119660 1859119660 2 default In Progress
> NEXTSTEPS

Y 041112022332 PM 18501119660 18591119660 2 defaut Complete
> TestQAFax

© 041112022 12:24 PM 12065081800
> Testest

04/08/2022 6:38 PM 1 defaut Complete
+ 04/08/20226:36 PM 1 defaut Complete
Gotwpage 1 ot 0 e GEmImeE Lt Update: 124226 AM refresh

Once you open the Preferences menu, you have a few options to configure,
which are defined below:

Preferences
General
Auto-Refresh Interval 5 Minutes -
Activity Timeout 60 Minutes -
Default Shared Queue Fax Training -
Audible Alerts Default v
Preview

Enable Email Notification

Document Preview E| |:| &

B Enable Warning popups ] Show Tooltips B show Toast Notifications

Insert/Update Notification

Cancel Save
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Preferences Definitions

Auto-Refresh Interval: This setting controls how often your screen refreshes
to show new updates in the Grid View. Note that a new message arriving in
NEXTSTEP will force an update regardless of settings and the Insert/Update
Notifications preferences may also play a role in updating the view.

Activity Timeout: This controls how long you will remain logged into
NEXTSTEP following a period of inactivity.

Default Shared Queue: This setting dictates which Shared Queue will open
when you first log in to NEXTSTEP. You may also choose your Personal Folder
as your default.

Audible Alerts: This setting controls whether to play a sound when a new
message is received and what specific sound to play. You can preview each
sound and choose which, if any, you want to hear.

Enable Email Notification: Enabling this setting will trigger an email
notification back to the user’s email address when an outbound fax
transmission is sent (success or failure).

Document Preview: This allows you to select what version of the Document
Preview you want to see when previewing a document; thumbnail, expanded
or full.

Enable Warning Popups: This setting enables warning notices when an error
or potential for error occurs.

Show Tooltips: This enables tooltips when hovering over elements in the
NEXTSTEP interface.

Show Toast Notification: This setting enables "pop-up" notifications when
new messages are received.

Insert/Update Notifications: Allows for updates made to document
properties to be displayed in the Grid View, independent from the refresh
interval. This may also apply to new messages depending on Refresh Interval
settings.
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Toolbar Options

The options in the toolbar can be used to upload a JPG, PNG, TIF or PDF
document, send an outbound fax, move or copy one or more document to
another queue or folder inside NEXTSTEP, move one or more documents to
the built-in archive or delete folders and edit your column view. Note that
options may vary according to what permissions are set for your organization,

queue or user account.

X uploadfile s sendfax pm move [ copy g archive J delete  f£F editview
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Edit View

The Grid View displays a column-view listing of messages and associated
data in a given Queue or Folder. This will initially be displayed with a default
set of columns. You can modify the columns using the Edit View button to
display the most relevant data, in the order preferred.

To begin, click on the Edit View button in the top right of the Grid View screen:

© Help % | Logged n 35 Benjamin Frankin K | Log out

o Al Activities L uploadfile ok sendfex g move [l copy @ archive fy delere BB edicview
> My Personal Folder Date & Time - Document Type From To Pages  Document Status Process Status  Tags
v Shared Queues > 4 0400812022 6:38 PM 1 defauit Complete

> et & 040082022 6:36 PM 1 defaut Complete
> ARetrieval

0410812022 3:39 PM 12065551234 18591119660 2 default Complete
> AllActivities

A 040812022 3:38 PM 18591119660 2 defauit
> Anthemd4

/0410812022 11:26 AM 12065551234 18591119660 2 default Complete
> DNDSignal r Test

7 041082022 11:25 AM 18591119660 2 default
> Doc Class Training

A 040712022 10:04 AM 17961114544 2 defauit
> NEXTSTEP Ul

& 040052022 8:14 PM 2 defaut Complete
> Nextstep_QA

A 040512022 1:12 PM 17961114544 2 default
> NEXTSTEPS

7 0410412022 12:25 PM 18591115369 2 default
> TestQAFax
> Testest

- Gotopage 1 of 1 50 items per page Showing 1-10 of 10 Last Update: 11:30:41 AM refresh

This will open the Column Selection window. Here you will see the Available
Columns and Selected Columns separated in two frames. By selecting items
in the Available Columns list and clicking the right arrow, you can add these
columns to your Selected Columns, so they appear in the Grid View:
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© Haip  © | Logged in as Benamin Frankin K | Log out

2
All Acuvities " 3 dit vie:
= Column Selection s S
I My Personal Foiiter Date & Tirse = oo Document Status Process Status  Tags
Avaiiable Column(s) Selected Cohmn{s)
" Sheed Queties 04111720221 detautt In Progress
+ v General Direction
> 123test Updated
& om0z G B B default Compiete
> ARetrieval
& oatuze2y scsons Cocument Type detault Compiet
> All Actiities
+  ownzozi Descrpton Frars default Complete
> Anthemsd ~
B Ownzo224 v CusomFieids T default Complete
> DNDSignalrTest wm "
¢ o420z Pages default In Progress
> Doc Class Training ssn i S
¢ 04120224 P default Complete
> NEXTSTEP UI sk pmme Process Sians
¢ oamzozzt o defautt in Progress
> Nextstep_QA b Tage
v oa12022¢ default In Progress
> NEXTSTEPS )
v w2024 O Restore default settings n defauit Complete
> TestQAFax
O ounzozi
> Testest
& 04/08/2022 6:38 PM 1 default Complete
+ 041082022 6:36 PM 1 default Comlete
Bl coome 1 o 0 = |t perpage Showing 1210021 Lasc Update: 11:27:28 PM refresh

Selection Arrows will be highlighted depending on whether you will be adding
or deleting columns from you Selected Columns. You can remove Selected
Columns from the Grid View by selecting what you no longer want displayed
and using the left arrow to return these to Available Columns.

Also, by selecting items in the Selected Columns, you can move these up and
down in the Selected Columns list to reorder your columns as needed.

Upon saving, you will see an updated version of the Grid View showing
selected columns in the requested order.
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Upload File

You can upload a variety of file types to collaborate on documents and/or
allow NEXTSTEP to process the document for added services such as

document classification or data extraction.

Upon clicking Upload File, NEXTSTEP will request that you choose a document

from your local PC or shared drive:

>

> My Personal Folder

v Shared Queues

123 test
A Retrieval

All Activities.
Anthemdd

DND Signal r Test
Doc Class Training
NEXTSTEP Ul
Nextstep_QA
NEXTSTEPS

Test QA Fax

Testest

* AllActivities

Date & Time

04/08/2022 6:38 PM

33

04/08/2022 6:36 PM

04/08/2022 3:39 PM

04/08/2022 3:38 PM

04/08/2022 11:26 AM

04/08/2022 11:25 AM

N Y K VY K bp

04/07/2022 10:04 AM

04/05/2022 8:14 PM

3

04/05/2022 1:12 PM

NN

04/04/2022 12:25 PM

Gotopage 1 of1

Document Type

From

12065551234

12065551234

items per page Showing 1-10 of 10

Support Request Give Feedback © Help & | Logged In as Benjamin FrankiinK | Log out

k3

Uploadfile 4+ send fax

To

18591119660

18591119660

18591119660

18591119660

17961114544

17961114544

18591115369

&

B move @ copy @ archve [ delece £ ediview
Pages Document Status Process Status Tags
1 default Complete
1 default Complete
2 default Complete
2 default
2 default Complete
2 default
2 default
2 default Complete
2 default
2 default

Last Update: 10:58:14 AM refresh

Currently supported file extensions are: jpeg, .jpg, -png, .pdf, .tif, .tiff

The uploaded document is pictured as shown below with an upload indicator

icon to differentiate this document from documents sent or received via fax:

FA

04/08/2022 6:38 PM

1 default

Complete
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Send fax

To send a fax, click the Send Fax button in the Grid View:

P Alaavites
> My Personal Folder Date & Time Document Type From
v C
Shared Queues . P —
> 13test & 0400812022 6:35 PM
> ARetrieval
040082022 3:39 PM 12065551234
> All Activities
A 0408/20223:38 PM
> Anthemas
0400812022 11:26 AM 12065551234
> DND Signal r Test
A 0410812022 11:25 AM
> Doc Class Training
A 04/07/2022 10:04 AM
> NEXISTEP UI
1 040512022814 PM
> Nextstep_QA
A 04052022 1:12 PM
> NEXTSTEPS
A 040472022 12:25 PM
> TestQAFax
> Testest
Gotapage 1 ofl 50 s per page Showing 1-10 of 10

18591119660

18591119660

18591119660

18591119660

17961114544

17961114544

18591115369

K

Document Status.

default

default

default

default

default

default

default

default

default

default

© Help 8 | Logged in as Benjamin Frankin K | Log o

B delete & editve

Process Status
Complete
Complete

Complete

Complete

Complete

Last Update: 10:56:2

Tags

Upon clicking the Send Fax button, a Create Fax window will be displayed.

Create Fax
Concord Chicago Concord
Sales
Concord Technologies NEXTSTEP Training
7326048654
o
Fax Training - Concord Default

Updates Document

Please Process

Preview

13125489942

@ Include Coverpage

Health Survey. pdf (177.62 KB)

Add New Contact

Add More Recipients

3ot for Review
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Here, you must enter a fax number at minimum. Other fields, such as Recipient
Name and Company, as well as Subject and Body may be populated for
inclusion on a fax coversheet if this is being added to your transmission.

Note that it is HIGHLY RECOMMENDED that you DO NOT include any
Personal Health Information (PHI) or Personally Identifiable Information (PII)
in any of the fields pertaining to the fax coversheet as this creates a separate
record of this data apart from the content of the fax message.

Including at least one document to fax is also mandatory. Multiple documents
may be included to build the full set of pages you want to fax.

You can preview the coversheet by clicking Preview.
When ready, click Send.

Upon sending the fax, the status of the fax message will be displayed in the
Grid View.

© A owzszzzzasem 17320599542 3 John MeFadden Sraes
Note that outbound faxes will display a blue arrow pointing up and to the
right (vs an inbound fax which will show a green arrow pointing down and to
the left).

Note also that column headings in the Grid View can be adjusted to display
the most appropriate information for a given queue or folder. You may wish
to adjust default column headings to display data related to outbound fax
status. As per the above example, Status Description has been added to
capture status. Sender Name and Sender Company Name may be added also
to track sender information and Recipient Name and Recipient Company
Name may be added to track recipient information. We will cover editing your
view later in this document.
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9 Concord

Hold for Review

You can choose to hold an outbound fax document for review, which places
the fax transmission into a “paused” state to allow you or another registered
user to validate the document and fax transmission details prior to the fax
being sent.

You can find the Hold for Review button at the bottom of the Create Fax
Window. This may be enabled by default. If not already checked by default,
check the box for Hold for Review to have your message held, and click Save
as shown in the image below:

Create Fax

Add New Contact

NEXTSTEP QA Benjamin Franklin K

All Activities A4 Concord Default wr ® Include Coverpage

The held document is pictured in the Grid View as shown below, with an
indication that the document is “paused” in the Hold for Review state:

(@ 04/11/2022 12:24 PM 12065081800
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Address Book

The Address book allows you to save and manage fax contacts so you do not
need to enter these as new each time you send a fax message from NEXTSTEP.

To navigate to the Address Book click and NEXTSTEP will display the
Address Book window. Contacts may be stored specifically for your own
individual use in My Contacts or may be stored for use amongst all users in
your NEXTSTEP account as Global Contacts. Access may vary depending on
permissions.

CONCORD T [ e——
Address Book - Create new or import existing contacts X
‘_
dy Per
> My Persony s Tags
v sheredQd g myconacs @ GlobalConaas &R Group Contacts
> 123test]
> Al A
Company Name Fax Number Email Department  Phone Number Impart

» Anthemy
> DNDSig & embe atwin Roop 115055144767 charlene roop@aegritudine . dembase 12212212399
> DocClag ¥ 3 Automation -Personal 1020122217
> NEXTSTE

a ATBCDEFGHIJKLMNOPQRSTUVWX [ 12345543212
> Nextstef

a benjs 12645012302
> NEXTST
> TestQAl 2 ARCTIEFGHIKI MNOPORSTRUWYY Reniamin 44

Bz s a5 el7[a[v]n] 0 - nemsp
y Testest
- Gotwopage 1  of! 50 = | itemsperpage Showing1-4af4 Last Update: 11:0240 PM refresh

To create a new Contact, click Create Contact and enter the required fields
(First Name and Fax Number) at minimum, and complete the rest of the form
as needed to create your contact. When finished click Save:

Create Contact

John 17328538542
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If you need to send to a group of recipients on a regular basis, you can create
a Group and include multiple contacts in that Group, up to 50 recipients per
Group. To do this, click Create Group in the contacts window, add a name for
the Group, and use the arrows to move contacts into the Group:

Create Group

JM Fax Group

Type Name or Select Group Members ( 2 )

Healthcare Training JM Fax Assist

John Desktop

When finished, click Save.

Stored Contacts and Groups are auto-suggested in the recipient information

when submitting a new fax message:

ONCORD T

Create Fax

‘Add New Contact

omiad |

> My Personal Folder @ a one Nextstep - 12065081800 - [ API_Test R D | . Tags

1 |
‘mplete
@ aaa ddd - 1245635698 - [ new queue ] | i

123 test_Updated
@ Abcce - 011254585258 - [ Globalfaxinbox ] mplete

v Shared Queues

Benjamin Frankiin K

» ARl @ abcd testekg - 1254525452 - [ test123] Progress
> All Activities @ admin testv - 13243545435 - [admin]
smplete
> Anthemds
Progress
DND Signal r Test
? e retes All Activities - Concord Default ~ @ Indude Coverpage —
> Doc Class Training
smplete
> NEXTSTEPUI
> Nextstep_QA
mplete
> NEXTSTEPS
smplete
> TestQAFax
= >mplete

Testest

mplete

{
| O Hold for Review m m Update: 11:08:56 PM refresh
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Release Hold

Documents held in Hold for Review status can be released in two ways. First,
by a context (right) click on the document, which provides a menu of options
including Release Hold. After clicking Release Hold to send the fax, the
document will be processed and transmitted to the recipient:

:ii: CONCORD supportnequest [l cive recavac R IIE T e Caper

¥ All Activities 2 fle o sendfox  Bs g = @ & editview
> My Personal Folder Date & Time. Document Type From To Pages Document Status Process Status  Tags
v Shared Queues > @ 04111202212 12065081800
® Markas read
123 test
’ + owerx226: | 1 default Complete
> ARetrieval
ES 04/08/2022 6: ] 1 default Complete
> All Activitles
¢ 04/08/2022 3: 12065551234 18591119660 2 default Complete
> Anthemd44
A 0400820223 18591119660 2 default
> DND Signal r Test
0408202211 B Delete 12065551234 18501110660 2 default Complete
» Doc Class Training §
/' 04/08/2022 11 © Properties 18591119660 2 default
> NEXTSTEPUI
A 4720221 & Download 17961114544 2 default
» Nextstep_QA # Release Hold
E3 04/05/2022 8: 2 default Complete
> NEXTSTEPS
A 04/052022 1:12 PM 17961114544 2 default
> Test QA Fax
A 0410412022 12:25 PM 18591115369 2 default
» Testest
Bl cowpe 1 oft 50 irems per page Showing 111 of 11 astUpdare- 12:29:09 PM refresh

The Release Hold function is also offered in the Document Viewer section so
faxes may be released directly from the document view following content

review:

@ Help | Logged in as Benjamin Frankiin K

~  Previous Document  Next Document —
.} B @
Thumbnaifs Document Details
’ e
AT oemss
owTHOPEDICS
Signature
Downiosd
a8
1 Pages Faint

NEXTSTEP User Guide | concord.net| sales@concord.net | +1(206)-441-3346

17


https://concord.net/
mailto:sales@concord.net

Copy

A NEXTSTEP user can copy a document to any Queue or Folder they have

access to. Copying a file means that one or more “copies” of the document will

be placed in the designated Queue(s) or Folder(s) you are copying to, while

an original “copy” will remain in the Queue or Folder you are copying from. It

is possible to copy a single document to multiple destination Queues or
Folders.

To begin, right-click and select Copy, or check the box next to the document

you wish to copy and select Copy in the toolbar:

>

>

CONCORD

> My Personal Folder

v Shared Queues

123 test
A_Retrieval

All Activities
Anthemd4

DND Signal r Test
Doc Class Training
NEXTSTEP Ul
Nextstep_QA
NEXTSTEPS

Test QA Fax

Testest

x

All Activities

Date & Time

04/08/2022 6:38 PM

04/08/2022 6:36 PM

04/08/2022 3:39 PM

04/08/2022 3:38 PM

04/08/2022 11:26 AM

04/08/2022 11:25 AM

N Y K vV Kb b

04/07/2022 10:04 AM

04/05/2022 8:14 PM

133

04/05/2022 1:12 PM

NN

04/04/2022 12:25 PM

Gowpsge 1 of1

Document Type

From

12065551234

12065551234

items per page Showing 1-10 0f 10

To

18591119660

18591119660

18591119660

18591119660

17961114544

17961114544

18591115369

sendtex g moe @ op @ arcnne
Pages Document Status
1 default
1 default
2 default
2 default
2 default
2 default
2 default
2 default
2 default
2 default

Support Request [EXSICICN  © Help % | Logged in as Benjamin Franklin K | Log out

& el
Process Status Tags
Complete
Complete

Complete

Complete

Complete

Last Update: 11:17:27 AM refresh

This will open a dialog box that allows you to select one or more locations to

copy your document to. You can also add text notes in the Description field:
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enjamin Frankiin i

' All Activities F 3 + = s & '] o
¥y Rersonal Folger Date & Time Document Type. From T Pages Document Status. Process Status Tags
2 9 QRS 2 041172022 7:00PM 1 detautt Complete
> 123test Updated B o "
® 12022 4:13 PM opy Docume 6 defaul Complete
" ¢ 0411172022 3:44 PM 2 default In Progress
> All Actmities
¢ 0411172022 3:44 PM All Activities - 2 default Complete
» Anthemds
¢ 041172022 3:41 PM 2 default In Progress
DND Signal r Test
¢ 04/11/2022 3:35PM 2 default In Progress
> Doc Class Training
¥ 04112022332 PM 2 defauit Complete
@ 041172022 12:24 PM
Nextstep_QA
1 04/0820226:38 PM 1 default Complete
> XTSTEPS
2 04/08/2022 6:36 PM 1 default Complete
Test QA Fax
¢ 04/08/2022 3:39 PM 12065551234 18591110660 2 default Complete
> Testest
A 041082022 3:38 PM 18581119660 2 default
W 04/08/2022 11:26 AM 12065551234 18591119660 2 default
K - v e % or page S gor1s

Select your intended destination(s) and click Copy to complete the copy
process:

VTSN o o | Logged n as Benjamin Fankin k| Log ot

Al Activities L uploadfie o sendfax gs move @ copy @ archive . e
> My Personal Folder Date & Time Document Type From T Pages  Document Status Process Status  Tags
v Shared Queues & 04/11/20227:00 PM 1 default Complete

123 test_Updated
> est Update B 04112022 413 PM 6 default Complete
> ARetrieval -
¢ 04/11/2022 3:44 PM 2 default In Progress
A Retrieval
> AllActivities
¢ 04/11/2022 3:44 PM » Al Activities 2 default Complete
> Anthemad
¢ 04/11/2022 3:41 PM » Anthem44 2 default In Progress
> DND Signal r Test
¢ 04/11/2022 3:35 PM 2 default In Progress
> Doc Class Training
¢ 04/11/2022 3:32 PM 2 default Complete
© 04/11/2022 12:24 PM
> Nextstep_QA
& 040082022638 PM 1 defauit Complete
> NEXTSTEPS
& 04/08/2022 6:36 PM 1 default Complete
> TestQAFax
¢ 04/08/2022 3:39 PM 12065551234 18591119660 2 default Complete
> Testest
7' 04/08/2022 3:38 PM 18591119660 2 default
1/ 04/08/2022 11:26 AM 12065551234 18591119660 2 default Comblete
Gotopage 1  ofl 50 items per page Showing 1-18 of 18 Last Update: 10:44:43 PM refr
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Move

A user can move a NEXTSTEP document to any Queue or Folder they have

access to. Unlike Copy, the Move function does not create additional copies

of the document, but instead moves the current version of the document to a

new Queue or Folder. After moving, the document will be removed from the

current Queue or Folder and added to the destination Queue or Folder.

To begin, right-click and select Move, or check the box next to the document

you wish to move and select Move in the toolbar:

-£:CONCORD

> My Personal Folder
v Shared Queues

123 test

A_Retrieval

All Activities

Anthemd4

DND Signal r Test

Doc Class Training

NEXTSTEP Ul

Nextstep QA

NEXTSTEPS

Test QA Fax

Testest

3

All Activites

Date & Time

04/08/2022 6:38 PM

(3

04/08/2022 6:36 PM

04/08/2022 3:39 PM

04/08/2022 3:36 PM

04/08/2022 11:26 AM

04/08/2022 11:25 AM

04/07/2022 10:04 AM

N vy RNy K p

04/05/2022 8:14 PM

04/05/2022 1:12 PM

N N Bk

04/04/2022 12:25 PM

Bl oo o o

Support Request

E 3
Document Type From
12065551234
12065551234
50 items per page Showing 1-10 of 10

18591119660

18591119660

18591119660

18591119660

17961114544

17961114544

18591115369

Give Feedback

B oo 8 con @acwe @
Pages Document Status
1 default
1 default
2 default
2 default
2 default
2 default
2 default
2 default
2 default
2 default

Last Update: 10:59:56 AM refres

Process Status
Complete
Complete

Complete

Complete

Complete

© Help & | Logged in as Benjamin Franklin K | Log out

Tags.

This will open a dialog box that allows you to select a location you want to

move the document to:
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© Hep @ L

vin Franilin K i

¥ Al Acives & + e & oo @ & o L
3 My Personal Folder
b Dats & Time Document Type From T Pages Documant Status Process Stus  Tags
v Shared Queues
1 04/11/20227.00 PM 1 default Complete
> 123test_Update
et Upclated B 04112022 4:13 PM e — 6 defaull Complete
> ARetrieva
¢ 041172022344 PM 2 default In Progress
> AlActvities
04112022 3:44 PM Al Activities - B default Complete
» Anthemd4
¢ D4/1172022 3:41 PM 2 defaut In Progress
» DNDSignalr
¢ 04/11/2022 3:35 PM 2 default In Progress
> DocClass Tra
04112022332 PM 18591119660 18591119660 2 defaull Complete
> NEXTSTEP U
@ 041120221224 PM 12065081800
> Nextsiep_QA
F 3 04/08/2022 6:38 PM 1 default Complete
» NEXTSTEPS
£ 04008/2022 6:36 PM 1 default Complete
> T
/0410812022 3:33 PM 12065551234 18501118660 2 default Complete
> Testest
7 040872022 3:38 PM 18591119660 2 default
W 04/0812022 11:26 AM 12065551234 18501119660 r default Complete
Bl e 1 o % e Shoving 11 of 18 Losc Updove: 104443 PH

To complete the process, select the desired location and click Move:

CONCORD © Help & | Logged in as Benjamin Franklin K | Log out

F o AlActivities L wpoadfie 4 sendfex gs move [ copy ve .
> My Personal Folder Date & Time 1 Pages Document Status Process Status Tags
v shared Queues > 2 04/11/20227:00 PM v AllAcuvities 1 default Complete

First
> 123test Updated B 04/11/2022 4:13 PM 6 default Complete
> ARetrieval »  Anthemdq
¢ 04/11/2022 3:44 PM 2 default In Progress
> DND Signal r Test
> All Activities
¢ 04/11/2022 3:44 PM All Activities - 2 default Complete
> Anthemd4
0411112022 3:41 PM 2 default In Progress
¢ 04/11/2022 3:35 PM 2 default In Progress
> Doc Class Training
¢ 04/11/2022 3:32 PM 18591119660 18591119660 2 default Complete
> NEXTSTEP UI
@ 0411172022 1224 PM 12065081800
> Nextstep_QA
1+ 04/08/20226:38 PM 1 default Complete
> NEXTSTEPS
2 04/08/2022 6:36 PM 1 default Complete
> TestQAFax
¢ 04/08/2022 3:39 PM 12065551234 18591119660 2 default Complete
> Testest
A 040812022 3:38 PM 18591119660 2 default
o/ 04/08/2022 11:26 AM 12065551234 18591119660 2 default Comblete
Bl coeorse 1 ot 50 items per page Showing 118 of 18, Last Update: 10:44:43 PM refresh
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Archive

NEXTSTEP offers an option to archive a document. This places the document
into an Archive Folder where it can be held for a desired period of time. If the
document needs to be recovered to a Queue or Folder, you can restore it from
the Archive Folder.

To archive a document, right-click and select Archive, or check the box next
to the document you wish to archive and select Archive in the toolbar. This
willmove the document directly to the Archived Items folder within the Queue

you are working in:

All Acuvities L ow g v = = DETE @i B
> My Personal Folder Date & Time - Document Type From T Pages Document Status Process Status Tags
v sl Qiieves, s 2 04082022638 PM 1 Gefault Complete

123 test
¥ 15ms & 040872022 6:36 PM 1 cetaut Compliete
> A Retrieval
"4 04/08/2022 3:39 PM 12065551234 18591119660 2 default Complete
> All Activities
A 0410872022 3:38 PM 18591119660 2 default
» Anthemds
¢ 0400872022 11:26 AM 12065551234 18501119660 2 default Complets
> DND Signal r Test
A 04i08/2022 11:25 AM 18501119680 2 default
> Doc Class Training
A 0410772022 10:04 AM 17861114544 2 default
> NEXTSTEPUI
K3 04/05/2022 8:14 PM 2 aefault Complete:
> Nextstep QA
A 04i0572022 1:12 PM 17961114544 2 defaul
> NEXTSTEPS
A 0410412022 12:25 PM 18501115069 2 default
> Test QA Fax
» Testest
P BN cowr 1 o B v e SR T LascUpdous 1119540 Abd vt

If a document needs to be restored from the Archive Iltems Folder, navigate to
that folder in your queue and find the document you want to restore. Then,
either right-click and select Restore or check the box next to the document
you wish to restore and select Restore in the toolbar:
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Archived Items + = @ o
3 Mty Dl koute Date & Time Document Type From To Pages Document t Status. Process Status  Tags
S £ 02008:20223:02PM MedicalRecordRequest 1 admin Complete
123 test_Updated
d g A 021082022 1008 AM 18591115061 4
s A Retrieval
e & 020072022 10:16§ PM Referrals 1 Complete
w Al Acuvities
X 0200772022 9:56 PM 1 Complete
First
1 02007/2022 5:586 PM 1 Complete
1 02/07/2022 9:58 PM 1 Complete
L 0200712022 9:57 PM 1 Complete
> Anther
Y 02/07/2022 9:57 PM 1 Complete
> DND Signal r Test
2 0210772022 9:57 PM 1 Complete
» Doc Class Training
& 0200772022 9:34 PM 3 In Progress
> NEXTSTEP UI
& 0200412022 4:20 PM 12065551234 18501115364 1 Complate
> Nextstep. QA
¢ 02004/2022 4:20 PM 12065551234 18591115364 1 Complete
5 NEXTSTEPS
> Test QAFax Bl o 1 ot = vems per page Shomng 1-120112 Last Update: 10:51:20 PM refresh

This will open a window that allows you to select what Queue or Folder you
want the document to be restored to. When you have selected the location,
click Restore to move the document to that destination:

CONCORD Suj est Give Feedback © Help @ | Logged in as Benjamin Frankiin K

2

Archived tems # wnotax @ resore @ ocke @
» My Personal Folder
Date & Time Document Type From T Pages  Document Staws Process Sutus  Tags
v Shared Queue:
Shared (ueues 1 020872022 3:02PM MedicalRecordRequest 1 admin Complete
> 123 test_Updated g
22 CHUSLXZ, 1308 A Restore Document(s) 3
> ARetieval )
& 020712022 10:15 PM 1 Complete
v AllActivities
& 0200772022950 PM Archived ltems - h Compiete
First
1 020772022 658 PM 1 Complete
1 020772022 8:58 PM 1 Complete
1 020772022 0:57 PM 1 Complete
> Anthemd4
1 0200772022 9:57 PM 1 Complete
> DND Signal r Test
1 0200772022 9:57 PM 1 Complete
> Doc Class Training
4 020772022934 PM 3 InProgress
> NEXTSTEP Ul
¢ 02042022 4:20 PN 12065551234 18591115364 1 Complete
> Nextstep QA
¢ 0200412022 4:20 PM 12065551234 18591115364 1 Complete
> NEXTSTEPS
> TestQAFax . .
Bl oo of 50 fems perpage Showing 1-12of 12 Last Update: 10:51:20 PM refresh

Note that the Archive function may be enabled on your NEXTSTEP Queue as
an automated process, whereby documents are sent to the Archived Iltems
Folder after a predetermined period of time. Please check with your NEXTSTEP
administrator for details on how archiving is configured.
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Delete

NEXTSTEP offers the ability to delete a document by moving it to the Deleted
ltems folder, from which the document can be purged from the NEXTSTEP
service and Concord’s platform. Note that, while documents are still available
to access and retore while in the Deleted Items folder, once they are purged
from the Deleted Items folder they can no longer be restored.

To delete a document, right-click and select Delete, or check the box next to
the document you wish to delete and select Delete in the toolbar. This will
move the document directly to the Deleted Items folder within the Queue you

are working in:

All Activities & upicadtic 4 sendf B o @ o @ ve ) delee £ cotve
.My Peman Foklar Date & Time Document Type From 13 Pages Document Status Process Staws  Tags
V" ShirediGueties > & 040872022638 PM 1 defautt Compiete
i
» 1B 2 0408/20226:36 PM 1 default Complete
> ARetrieval
W 041082022 3:30 PM 12065551234 18591119660 2 default Complete
> All Activities.
A 041082022 3:38 PM 18691119660 2 default
> Anthemds
¢ 041082022 11:26 AM 12065551234 18501119660 2 default Complete
> DND Signal r Test
A 040082022 11:25 AM 18591119660 2 detault
3 Doc Class Traiing
A 040772022 10:04 AM 17861114544 2 default
> NEXTSTERUI
L 04052022814 PM 2 defautt Compiete
> Nexstep QA
A 04052022 1:12PM 17961114544 2 deraur
> NEXTSTEPS
A 04042022 12:25 PM 18591115369 2 default
3 TestQAFax
> Testest
Bl coowe| 1 o 30 |uamspupage Showng 10T Losc U 12232 refres

If a document needs to be restored from the Deleted Items Folder, navigate
to that folder in your queue and find the document you want to restore. Then,
either right-click and select Restore or check the box next to the document
you wish to restore and select Restore in the toolbar.

This will open a window that allows you to select what Queue or Folder you
want the document to be restored to. When you have selected the location,
click Restore to move the document to that destination:
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@ Hep @ | Logged i 35 Banjamin Frankiin K | Log out

*  Deleted tems W oedter g rewe ) dekte. 0 ediview

My Personal Folde
> My Persor r as— Document Type From T Pages Document Status Process Statis  Togs

v Shared Queues 021072022 8:48 PM

» 123test Updated e 5
GA 0002 SASTH Restore Document(s) Conple

A_Retrieval

All Actvities

<

1
3

021072022 5:19 PM 1 Complete
1

L A

0210472022 4:20 PM Delered items Complete

First

Anthermdd
DND Signal r Test
Doc Class Training
NEXTSTEP Ul

Nextstep_QA

NEXTSTEPS

> TestQAFax
Bl coore 1 o 5 v |remsperpage Showngldofd Last Upaiate: 11,0240 PM refresh

If you want to permanently purge a document from NEXTSTEP, that document
must be in the Deleted Items folder. To purge it, navigate to the document
and follow the same steps as deleting a document. If the document is in the
Deleted Items folder when you perform a delete you will see the below notice:

Are you sure you want to permanently delete the selected
document(s)?

If you choose Continue, the document(s) will be purged and can no longer be
recovered or restored.

Note that Delete and Purge functions may be enabled on your NEXTSTEP
Queue as an automated process, whereby documents are sent to the Deleted
Items Folder and/or purged after a predetermined period of time. Please
check with your NEXTSTEP administrator for details on how Delete and Purge
are configured. NEXTSTEP administrators should take care to review Delete
and Purge settings to ensure proper disposal of documents.
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Thumbnail Image & Document Preview

NEXTSTEP provides a Preview option that allows you to view a document
without opening it to the Document View page. The behavior of Document
Preview can be set in your preferences, such that a small, medium or large
version of the document will be displayed when previewing. In the below
example, the large preview is selected within Preferences:

Document Preview g

To invoke a thumbnail Preview, mouse over on the eye icon to the left of any
message displayed in the Grid View. Upon clicking the eye icon,
the Document Preview is displayed in the left pane or as a full document,

depending on preferences:

Al Activities & wpiosdfile g sendiex  gn move f copy @ achwe | deee @
/My Peronel folder e e Document Type From T Pages  Document Staius Process Status | Tags
v Shared Queues 5 — 1 defauit Complete
O B 18681119660 18591119660 6 defauit Complete
> ARetrieval
- 18551119660 18501119660 2 defauit In Progress
> All Activities
18581119660 18591119660 2 default Complete
> Anthemas
18591119660 18501119660 2 detault In Progress
> DNDSignal rTest
¢ vemives ssorm 18591119660 18591119660 2 default in Progress
> Doc Class Traning
W 04112022 332 PM 18531119660 18591119660 2 defauit Complete
> NEXTSTEP LI
© 04112022 1224 PM 12065081800
> Nexistep QA
& 04082022 6:38 PM 1 defaut Complete
> NEXTSTEPS
& 040872022 6:96 PM 1 detaut Complets
> TestQAFax
04/0812022 3:38 PM 12085551234 18591118660 2 default Complete
> Testost
A 0410872022 336 PM 18591118660 2 detaut
W/ __DAI0B/2022 11:26 AM 12065551234 18591119660 2 default Comolete
Gompws| 1. joft | @ v |nensperpae Swowigtets Laoc Upcce 102315 P et

From the Document Preview, you can navigate to the document viewer by
clicking Edit Document and can view the Thumbnail image in the Full View by
clicking the Expand Icon:
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Y Concord

TECHNOLOGIES

CONCORD supportreques [ cve reeavack R IR L L AT

B 7 X miactvities & uploa + sen )
Date 8 Time Document Type From T Pages | Document stams Process status | Tags
& 04/11/20227:00 PM 1 default Complete
B 04/11/2022 4:13 PM 18691119660 18591119660 6 default Complete
® ¢ 04/11/2022 3:44 PM 18591119660 18591119660 2 default In Progress
¢ 04/11/2022 3:44 PM 18591119660 18591119660 2 default Complete
¢ 04/11/2022 3:41 PM 18591119660 18591119660 2 default In Progress
v 04/11/2022 3:35 PM 18591119660 18591119660 2 default In Progress
. . V041112022332 PM 18591119660 18591119660 2 default Complete
@ 04/11/2022 12:24 PM 12065081800
& 04/08/2022 6:38 PM 1 default Complete
& 04/08/2022 6:36 PM 1 default Complete
¢ 04/08/2022 3:39 PM 12065551234 18591119660 2 default Complete
2 0410812022 3:38 PM 18591119660 2 default
1/ 04/08/2022 11:26 AM 12065551234 18591119660 2 default Comblete
e ] e ol > ems per page. Showing 1-18.f 18 Last Update: 10:27:48 PM refresh
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Full Preview View:

Support Request VYRS © Help & | Logzed in as Benjamin Franklin K | Log out

Preview

4 1 o2 b M

Stanford Children s Health

494 GREEN HILL ST.
Mail Code: 5025
MODESTO, CA 95350 i

| FAX COVER SHEET

RECIPIENT:

18591119660 2 default

s AT 0470872022 338 PM
/___04/08/2022 11:26 AM 12065551234 18591119660 2 default Comblete
Last Update: 10:32:57 PM

[ ] Gowpage 1 of1 50 Items per page Showing 1-18of 18

efresh
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Search

By default, the Grid View will display documents that arrived within the last
10 days. If there are no documents within this timeframe in the queue, you
will be prompted to load the most recent documents:

No record(s) found for the past 10 days
Click here to view last transaction(s)

To further refine the time period shown to filter documents, users can click on

the Search icon. This exposes a pane on the right with options to build

the search criteria. If the date range is all that is important, click the calendar
to choose the appropriate dates and click Search:

&) 04-03-2022 - 04-12-2022 - ‘ [:]

All Activities - Al Folders =

-

All Actives - Al Folders - Inbound ©

nn

NEXTSTEP's basic Search allows users to search within a queue using
properties of the document such as the sender’s fax number, applied tags,
document statuses, custom fields, description, etc. It is possible to add
multiple search filters to find a specific message or set of messages that meet
the search criteria.
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To add criteria, choose which filter you wish to use and click Add. To include
additional criteria, select additional filter(s) and choose Add. This will layer
the search criteria. Some filters, such the "From” field shown below, require
additional data to complete. In this case we are adding a specific "from” fax
number. We are also indicating a specific tag. When you are ready, click

Search:
) 08-23-2022 - 09-02-2022 - ( o
HC Training - All Folders  ~

HC Training - All Folders - and From is Equal to 12066735982 ©

HC Training - All Folders - and Approved Tags €@

When you wish to return to the standard Grid View, click Clear Search.

Note that NEXTSTEP’s Advanced Search allows you to search for keywords
within the text of documents. This feature must be enabled specifically for
your account. If you want to be able to search across Queues and Folders for
data that exists within documents, please contact your Concord Account
Representative.
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Adding a Description

A Description is a text field that can be used to relay information in a
collaborative setting or simply to make a note on a message for your own use.
To add a Description to a document from the Grid View, simply single-click on
the row of the item (a double click will open the image). Upon clicking on the
item, the following box will be displayed, prompting you to enter the
Description you want attributed to the document:

ONCORD T

x

All Activities & uploadfie 4k sendfax gg move [ copy @ archive [ delere & edicvier
> My Personal Folder Date & Time Document Type From o Pages  Document Status Process Status  Tags
v shared Queues o 4 04112022 1:23PM 1 default Complete

> 123test Updated
Please have Mr. Jacobs review thig

> ARetrieval
> All Activities
> Anthemdd Tags here.
> DND Signal r Test
4 041112022 11:23 PM 1 default Complete
> Doc Class Training
4 041112022 11:21 PM 1 default Complete
> NEXTSTEP Ul
£ 04/11/20227:00 PM 1 defauit Complete
> Nextstep_QA
B 041112022413 PM 18591119660 18591119660 6 default Complete
> NEXTSTEPS
04112022 3:44 PM 18591119660 18591119660 2 defauit In Progress
> Test QAFax
Y 041112022 3:44 PM 18591119660 18591119660 2 default Complete
> Testest
Y 041112022 3:41 PM 18591119660 18591119660 2 default In Progress
V041112022 3:35 PM 18591119660 18591119660 2 default In Progress
Gotopage 1  of1 50 items per page Showing 121 of 21 Last Update: 8:23:05 AM refresh

If the “Description” column is included in your Inbox view, the text will be
displayed:
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@ Help | Logged in as Benjamin Franklin K | Log out

[& By ¢

® AlActivities 2 upoadfie e sendfax El & & edicview
> My Personal Folder Date & Time - From To Pages Deseription Process Status  Tags
v Shared Queues N 4 041112022 11:23 PM 1 Please have Mr. Jacobs review this Complete
> 123 test Updated 1 0411112022 11:23PM 1 Complete
> ARetrieval
1 0411112022 11:21 PM 1 Complete
> All Activities
& 041112022700 PM 1 Complete
> Anthemas
> B 04112022 4:13PM 18591119660 18591119660 6 Complete
> DNDSignal r Test
V041112022 3:44 PM 18591119660 18591119660 2 In Progress
> Doc Class Training
041112022 3:44 PM 18591119660 18591119660 2 Complete
> NEXTSTEP Ul
0411112022 3:41 PM 18591119660 18591119660 2 In Progress
> Nextstep_QA
041112022 3:35PM 18591119660 18591119660 2 In Progress
> NEXTSTEPS
> V 04/11120223:32 PM 18591119660 18591119660 2 Complete
> TestQAFax
@ 04112022 1224 PM 12065081800
> Testest
1 04082022 6:38 PM 1 Complete
N + 041082022 6:36 PM 1 Complete
Gotopage 1 of1 50 ~ itemsperpage Showing1-21of21 Last Update: 8:26:29 AM refresh

The description text can also be used when performing searches:

Advanced Search

£ 04-03-2022 - 04-12-2022 -« o
All Activities - All Folders  ~
Description -

Jacobs Equals

You can also add a Description from the Document View when a document is
opened in NEXTSTEP. The Description field can be found at the bottom of the
Document Details tab in any NEXTSTEP document:
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= @
Thumbnails Document Details Timeline
Document Status View History
Awaiting Review -
Tags
Tags here...

Custom Fields

Steven Olufson E E

07/13/1987 paeorsirH | B

Male GENDER W =

09-06-2022 AD | DATE ]
Description

Message Description
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Using Tags

You can add one or more color-coded Tags to documents in NEXTSTEP, to
readily identify common characteristics of Shared Queue documents. The text
and color of each Tag is custom to that Queue and Tags may be used to
represent many different forms of information. Tags are created and
managed by your Concord NEXTSTEP Administrator and may be edited as
needed. New tags may be added to a Queue by the admin at any time.

To apply a Tag to a message, first click on the message where the Tag will be
applied. Just below the Description field, you will see a second field, where

2

“Tags here...” is displayed. By clicking on this field, a drop-down menu of all
available Tags will be listed. Select the Tag you wish to apply and the Tag will
be applied automatically. Additional Tags can be applied as needed. Click

the X on Tags to remove them from the document:

Support Request Give Feedback © Help | Logged in as Benjamin Franklin K | Log out

All Activities. &L uploadfie o sendfax @g move [l copy @ archive ) delete & editview
> My Personal Folder Date & Time - From To Pages Description Process Status  Start Date
v Shared
ared Queues o & 04/11/2022 11:23 PM 1 Please have Mr. Jacobs review this Complete 041112022

v

123 test_Updated
Please have Mr. Jacobs review this

> ARetrieval
> All Activities
p— [
> DND Signal r Test

4 0411112022 11:23 PM 1 Complete 0411112022
> Do Class Training

& 04/11/2022 11:21 PM 1 Complete 04/11/2022
> NEXTSTEP UI

4 04112022 7:00PM 1 Complete 04/1112022
> Nextstep QA

[ 04/1120224:13 PM 18591119660 18691119660 6 Complete 04/1112022
> NEXTSTEPS

¢ 04/11/2022 3:44 PM 18591119660 18591119660 2 In Progress 04/11/2022
> TestQAFax

V04112022344 PM 18591119660 18591119660 2 Complete 04/1112022
> Testest

¢ 04/11/2022 3:41 PM 18591119660 18591119660 2 In Progress 04/11/2022

/ 04/1112022 3:35 PM 18591119660 18591119660 2 In Progress 0411112022

g Gowopage 1 of 1 50 + itemsperpage Showing1-21of21 Last Update: 8:58:40 AM refresh

Tags can be displayed in columns in the Grid View and can also be used as
Search criteria:

NEXTSTEP User Guide | concord.net| sales@concord.net | +1(206)-441-3346

34


https://concord.net/
mailto:sales@concord.net

Y Concord

‘ TECHNOLOG

ES

Support Request Give Feedback © Help ¥ | Logged in as Benjamin Franklin K | Log out

> My Personal Folder

v Shared Queues

123 test_Updated

A_Retrieval

Al Activities

Anthema4

DND Signal r Test

Doc Class Training

NEXTSTEP Ul

Nextstep_QA

NEXTSTEPS

Test QA Fax

Testest

All Activities,
Date & Time
2, 04/112022 11:23 PM

04/11/2022 11:23 PM

133

[

04/11/2022 11:21 PM

04/11/2022 7:00 PM

04/11/2022 4:13 PM

04/11/2022 3:44 PM

04/11/2022 3:44 PM

04/11/2022 3:41 PM

04/11/2022 3:35 PM

04/11/2022 3:32 PM

04/11/2022 12:24 PM

P & N K KKK @& b

04/08/2022 6:38 PM

[ Gotopage| 1

of 1

From

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

18591119660

12065081800

items per page Showing 1-21 of 21

kS

pload file

Pages.

1

1

4 sendfox g move @ copy @ erchive [y delete & editview
Tags Description
([BEWESSRD (instrance) Please have Mr. Jacobs review this
Emergency
() Emerency

Last Update: 9:02:22 AM refresh

Tags can also be set and displayed in the Document View when a document

is opened in NEXTSTEP. If Tags are available in your Queue they can be found

in the Document Details tab:
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Thumbnails Document Details Timeline
Document Status View History
Completed -

Tags

Custom Fields

Steven Olufson

o

07/13/1987 . | B

Male senper v | B

09-06-2022 ADMISSION DATE | (#
Description

Message Description
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Custom Fields

Custom Fields are text boxes, dropdown selections and date/time selections
that have been added to a Shared Queue to capture specific information
while processing a document. In some instances, Custom Fields may be
populated automatically by the NEXTSTEP service through the use of Al-
based data extraction. This may be true for a Patient Name or Date of Birth
for example. For the purposes of this guide, we will show the different types
of Custom Fields and how these can be populated in NEXTSTEP by a user
manually.

As the name implies, Custom Fields may be customized per customer and per
Shared Queue so the fields, labels and layout will vary according to how these
are being used. Custom Fields may be designated as required or hidden.
Required fields must be completed while hidden fields will not be displayed in
the NEXTSTEP Ul and may serve another purpose in the workflow.

Custom Fields can be viewed and edited from the Document View screen
upon opening a document. They can also be accessed by right-clicking a
message in the Grid View and selecting Properties. Custom Fields are found
under the Document Details tab.

The below example shows three different types of custom fields:
MNAME E*

Select dropdown value cenoer ¥ |
MM-DD-YYYY SERVICE DAT =
NAME = A standard text based custom field that you would complete by

adding text. This field has been designated as Required.

GENDER = A dropdown selection list that you would complete by selecting the
appropriate value from the dropdown list. Only one value may be selected.

SERVICE DATE = A date selection that you would complete by selecting the
appropriate date from a calendar display. Only one date value may be
selected.
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Viewing Documents

To open and view a message from the Grid View, double click on the message

or single click and then click Open to access the Document Viewer.

CONCORD @ Help % | Logged in as Benjamin Frankiin K | Log out
«— PreviousDocument | Next Document — B & = A s O~ G~ © Hep
] B o] 4
Thumbnails Document Detalls Timeline
Send
Stanford Children s Health Y
494 GREEN HILL ST. Tools
Mail Code: 5025
MODESTO, CA 95350
FAX COVER SHEET 88
Edit Documen
RECIPIENT:
REFERRING PHYSICIAN: Reid, Henry Jackson, MD
- PHONE#: 209-608-5088 N
FAX#: 209-608-5078 L4
DATE/TIME: 1/03/2018 22:05 E—
3 4
B a SENDER: 3
Physician Partner Relations -
- — 494 Green Hil I St. Download
— = . Mail Code: 5025
=7 - Modesto, CA 95350
(=]
6 Pages « < 1> > prine

By default, you will be brought to the Thumbnails tab and the document will
be displayed to the right.

Thumbnail images of each page are displayed in the left-side pane. To view
a particular page, you can either click on the thumbnail you wish to open or
navigate using the buttons in the menu bar at the bottom of the document

page.

On the top menu bar, there are options to further customize your view of the

document:

Images can be viewed in either wider or narrower layouts, using either the

n n buttons.

e
To magnify the image, click on the - button.

s )
To rotate the current page or all pages, use the . buttons.
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Searching Within Documents from

the Document View

By default, documents received or uploaded to NEXTSTEP are run through an
Optical Character Recognition (OCR) process to convert images to accessible
text. This means that you can search and copy data from these documents.
To search, click the magnifying glass icon and the top menu will display
the options used to search for text within documents:

+ medication x| Q| €€ Aa W B* *E % O

You can simply enter a search term and click the magnifying glass to perform
a basic search. Hovering over the other options provides details on
performing more advanced searches for exact matches, begins with, ends
with, etc.

After performing the search, NEXTSTEP will display the results with the option
to click on each result to jump to the appropriate place in the document:

3 Results Found.

AlY
Page Results

1 ..ss, memory loss Present
medication/Suggestions: No
current...

1 ...aluation required. Past
medication/Suggestions: Has
used o...

1 ...as used over the counter
medication such as
acetaminophen an...
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Copy / Paste from Document Viewer

Also, a function of the OCR scanning process is the ability to copy text from a
document and paste this data into text areas within NEXTSTEP, such as the
Description field, as well as to other applications external to NEXTSTEP.

I

To copy text, first select the copy icon:

Once selected, you will have the ability to click and hold to highlight text for
a copy. You can manipulate the selection by dragging across the text you
want to copy:

FACSIMILE COVER LETTER

Date & Time: | 09-08-2022 11:39 AM

Deliver To: ®3x Training

I l A > ; Fax Number: 19082064714.
From: John McFadden CF
Phone: 7326048654

Regarding: New Fax

Please process.

When you are ready to copy, use Ctrl+C to copy the text. You can now paste
this text within NEXTSTEP or to external applications as needed.
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Document Viewer Tool Bar Options

The Tool Bar in the right-hand margin of the Document View provides several
features that allow users to manipulate the document, move it within the
NEXTSTEP platform, or send it externally. The following actions can be taken:

The Send button will allow you to Move or Copy documents to other folders or
Shared Queues for which you have access. Email and Fax allow you to send the
document to external destinations. Click on the Send button to display these
options:

Send

Move

Copy

Email

5]

NEXTSTEP User Guide | concord.net| sales@concord.net | +1(206)-441-3346

41


https://concord.net/
mailto:sales@concord.net

Iy

Sending an Email

You can email a document from the NEXTSTEP Document Viewer screen by
clicking on Send and then Email. This will open the Email Document window:

Email Document

Select File Format

® rDF Current TIFF Original TIFF

Cancel Send

Complete the form with a minimum of a “"To” recipient address and an email
Subject line. You may also include a "CC” Carbon-Copy address and a text
email body.

You also have the option of setting the file type for the document, which will
be attached to your email when you send. When ready, click Send.

Note that it is HIGHLY RECOMMENDED that you DO NOT include any
Personal Health Information (PHI) or Personally Identifiable Information (PII)
in any of the fields pertaining to message subject or body as this creates a
separate record of this data apart from the content of the attached
document.
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9 Concord

Tools

By clicking on the Tools icon, you will have the option to add o
shapes to the document, redact (blackout) or erase (whiteout) Shapes
text that should be obscured, add text with the annotate
option, highlight important text, and add a watermark. s

The Shapes option allows you to highlight areas of the

-4
document:
Erase
m 0 H
B~ FE20% - T
ANNOLat
Dr. Steven P. Morrissey I
Health Institute of America
Manchester Rd, USA Highlignt
Tel: 888-111-2222
Fax: 732-B75-1983
Email: spm@hica.com
Date: 4/1/2019 _l_

Watermark

To hide content on the page, click either Redact or Erase and mouse over to
the area which you would like obscured with a black or white box. Continue
this process, as needed, until all information is redacted. With either option,
you can size the area you wish to Redact/Erase by clicking and dragging your

mouse.
REFERRAL FORM
Date: 10/27/2016
Referring Doctor's Information to (D . Clinic):
Name mné
R 450 Brookline Ave
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Note that, while Redact and Erase areas are present in the document, text
behind these “boxes” will not be visibile or searchable. However, it is possible
to remove these and display redacted or erased data by clicking "Reset All
Annotation” in the toolbar following edits. This may be applied to other
document content edits such as annotation, highlighting and shapes.

By clicking the Annotate icon, you can enter comments or any text that you
wish to add to your document. Mouse over to the area of the document where
you wish to make your annotation. You will see a small Annotation Tool Bar,
allowing for the placement of text:

—

mO s o=
- g% - 1

MNotes ——

Type in your comments and they will be automatically saved. You can click
the pencil icon to go back and edit your text.

You may click and drag the annotation box to move it or resize it using the
text box controls.

Text

APPROVED

Orientation
abe ,gb:'

Text Size

The Watermark feature allows you to add text across the page of the

document in the size and orientation of your choice:
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Edit Document

By clicking the Edit Document icon, you have the option to Edit Pages or
Merge.

oo
o+

Edit Pages

Document

The Edit Pages feature allows you to delete pages from a document or split a
document into multiple destination documents. To begin, mouse over the
thumbnail of each page and click the delete icon to remove it or use the arrow
to move one or more pages to the destination document. The plus sign in the
middle pane allows you to add a new destination document for the purposes
of splitting documents into multiple destination documents. You can split a
document into one or more page groups according to your needs.

In the following example, the first page is deleted, pages 2-4 are moved to a
new document, pages 5-7 are moved to a second new document, and pages
8-9 remain in the original document.

+ save and Exit Cancel

Document1 X  Document2 X 4
Source Document —

Qe 2m 21 Ko - 9423278 +avm poat

Moved 10 Moved to
Document 1 Document 1

Deleted

Test Fax

Moved to Moved to Moved to
Document 1 Documnent 2 Document 2

n . a Test Fax

Test Fax Test Fax
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When you are finished, click Save and Exit to commit the changes and return
to the Grid View. Any documents that you have split off will be displayed as
new documents in the Grid View. The Timeline will reflect that a split was used
to create the new document and reference to the original Document ID will
be displayed.
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Merge

The Merge feature allows you to combine two or more separately received or
uploaded documentsinto one. A Merge can be accomplished from within the
Document Viewer, by clicking Edit Document / Merge or by clicking the check
box next to the documents you want to merge in the Grid View and selecting
the Merge Button. After clicking Merge, an indication appears in the top
toolbar to show the user that this document has been added to the Merge

queue.

Merge In Progress

The user can add more documents to the Merge queue by repeating the

process in other documents or selecting messages in the Grid View and
choosing the Merge option. After the desired documents have been added to
the Merge queue, click the icon to review and finalize the merge process will
display the number of documents added, in this case two:

The next step is to confirm the Merge by opening the Merge window,
reviewing your documents and clicking Merge. This will begin the Merge
process. Once the Merge icon turns green, the pages are merged and you can
click the Save button to complete the merge.

Merge Document(s) @ Remove all documents
Document #1 Document #2 M 4 1 o2 p M

Fad Usges  fulEe—

@ Source Document o O Source Document o
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Adding a Signature

By clicking on the Signature icon, you have the option to place a typed or
hand drawn signature, or use an uploaded signature image. Through either
method you have the option to include a digital stamp, noting which user
applied the signature and the date/time it was applied.

To use a typed or hand-drawn signature, click Place Signature. If you have
not created a signature, you will have the option to draw one or type one. You
will only need to do this once, unless you choose to change the signature(s).

In the below example we have a drawn signature ready for use and will
include the Digitalstamp via the checkbox:

it

il = Use Signature Signature

With Digitalstamp

In this example we have a typed signature:
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John A Snih

[JWith Digitalstamp

Done

After clicking Use Signature, click your mouse on the area where you wish the

signature to be displayed. Click directly on the signature to move it. You may
magnify (or shrink) the signature by expanding the border:

W)

Digitally ssgned by John
McFadden NS
09-06-2022 15:53:00

The Digitalstamp sits below the signature by default, but can be moved, sized
and deleted independently.
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The Image Signature option will allow you to directly upload an image of a
signature that you have on file. To use this, you will first need to upload a
signature image by clicking Upload Image. From here you can browse for an
image file that displays the signature and crop to fit.

To use, click Image Signature and use your mouse to drag the image to the
exact location and size it to your desired height and width. As with the
previous signature methods, you will have the option to add a digital stamp
to the signature.

O = o i
[~ 0% -~ t

KA

‘ allv ~aned by by

i wdak
12-31- 2:.‘2{;9? 45 31
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Downloading Documents

To Download documents from the Grid View, click on the Download icon. A
Download menu will be displayed, allowing you to save the document as
either a PDF (.pdf) or TIF (.tif) file. Select the page ranges you wish to
download in the Set Range area and specify the file name, if desired.

Click Download and the document will be either saved to your
default download location or you will see the prompts to “Open”, 3

”

“Save”, “Save as”, etc., depending on your browser settings.
Download

Download Document

pdf -

C112254241358-20161027122713757-273-74.pdf

® Al Pages
Page Range
1,3-6

Enter page numbers and/or page ranges separated by commas.
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Printing Documents

To print documents from your Workflow, click on the Print icon. This allows you
to print the document along with supplementary workflow data such as the
Description, Tags, Activity Timeline, Document Details and Custom Fields. This
additional data will be printed to one or more pages following the document
itself. To complete the Print, select what you wish to include,

adjust print settings as needed and click Print: a

Print

Print Document

P Include Document r Include Activity Timeline

r Include Description r Include Document Details

r Include Tags r Include Custom Fields

Pages Orientation

(® Print All Portrait -

() Print Current

,

([ Letter -

Following this, your standard print menu will be displayed.
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Viewing Document Timeline Details

An integral part of NEXTSTEP is the logging of activity as it pertains to each
document and actions taken by associated users. When a document is viewed
by a user, moved to a queue or folder, annotated, signed, forwarded, etc., a
log entry is made indicating who did what, and when. This logging is viewable
under the Properties section of the document after single-clicking it in Grid
View or from the Timeline tab in the left-hand pane in the Document Viewer:

s B Q

Thumbnails Document Details Timeline

@ Benjamin Franklin K viewed this

: document
Properties -

04/12/2022 09:37:53 AM

2
Activity Timeline Default View (@

Clicking on Timeline will display the event history of actions taken, including
the end user performing the action, the date and time the action was
executed and the elapsed time since the last event. The Timeline lists actions
in descending order, starting with the most recent:
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:i: CONCORD © Help 4| Logged n as Benjamin Frankiin K | Log out

«— Previous Document | Next Document — § B & C >~ © Hep
B o 4
Thumbnails Document Details Timeline
send
Activity Timeline Default View @ @
@ Benjamin Frankiin K viewed this omnggllﬁé s Tools
document
5301 ol Avenue North
12/2022 093753 AM sk Park Hlghts, MIN 55082.2177
T 65149-8807 or 800-423-1088
Fes a0 88
Keith, Silvia - 07/18/2010 MRN: TAB27835A Edit Document
@  Benjamin Frankiin K viewed this DOE: 04/21/2015 s#: 365-11-8680
document
12/2022 09:37:15 AM WHAT: Left knee. r 4
HISTORY OF PRESENT ILLNESS
The patient is known rhe id i who h he is here. Stgnature
today. She s tired of putting up with her left knee. She has been through Remicade and prednisone.
Benjamin Franklin K added tag New She has had multiple injections. She has not had any ability to improve. She is tired of putting up with
A I J her knee. She understands significant concerns given her age with arthroplasty, but at this point feels.
Patient she has no other options and that she cannot continue with her life the way it i. 3
12/2022 08:57:50 AN -
PAST MEDICAL HISTORY o load
Past medical history, surgical history, review of systems, family history, social history, medications and ownloa
allergies. ind thoroughly today.
RADIOGRAPHIC EXAMINATION
@  Benjamin Frankiin K added tag Insurance X-rays of the eft knee at age =
1 Pages €< 10> Prine

Within the Timeline, aniconisincluded with each action that is taken. The end
user performing the action, and the date and time of the action are also
noted. Timeline Icons are as follows:

The Print icon indicates that the document has been printed by a user.
The user performing the action, and the date and time of the action are also
noted.

The View icon indicates that the document has been viewed by a user.
The user performing the action, and the date and time of the action are also
noted.

The Annotate icon indicates that a notation has been added to the
document. The user performing the action, and the date and time of the
action are also noted.

3
The Download icon indicates that a document has been downloaded.

The user performing the action, and the date and time of the action are also
noted.
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The Signature icon indicates that a signature has been added to the
document. The user performing the action, and the date and time of the
action are also noted.

The Folder icon indicates that a document has been moved to a new
folder. The user performing the action, and the date and time of the action
are also noted.

The Watermark icon indicates that a watermark has been applied to a
document. The user performing the action, and the date and time of the
action are also noted.

The Fax icon indicates that a document has been faxed to a new
recipient.
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Viewing Transmission Details

In the Document view, you will note there is a second tab, named, “Document

Details”. Via this tab, you can see the original fax call activity details in relation

to the initial transmission of the fax document by clicking the ID#:

] =

Thumbnails

ID: 62546b33a83a96918dde3533

Document Status

Needs Review

Tags

Custom Fields

Kei

07/18/2010
Keith, Silvia
Keith, Silvia
Re!

TAB27835A

Document Details

Q

Timeline

View History

-

Btn

Get MRN

L B ©

Thumbnails Document Details Timeline

ID: 62546b33a83a969f8dde3533

tory

Message ID 62546b33a83a969f8dde35

33 v
Message Date 04/11/2022 11:23:55 PM
Edited False
Downloaded False
Hold For Review False
Source Document Id
Printed False
Viewed True n
Document Type -
Converted Page Count 1
Partial Fax False
Pages 1
PartitionKey 5ee8b8c340923f2bf4a87ba

4-3
Needs Conversion False
Needs Pdf Conversion False

Reference ID

Alternative Source Id - l

Description Please have Mr. Jacobs

review this X
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Getting Help

Concord’s customer service team is available Monday-Friday from 6:00 AM
to 6:00 PM (Pacific Time).

Phone: +1(206) 441-3346

Email: premiumsupport@concord.net

Web: https://concord.net/about/contact-us/
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