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GETTING STARTED

A Beginner’s Manual

GETTING STARTED WITH NDoc(
Your Guide to Technical Support
If you have a technical question about the NDoc Home Care product, start by reviewing the Getting Started with NDoc manual or consult our integrated Help system (by pressing your F1 key).  For more detail, consult the more comprehensive NDoc Reference Guide.  If you are unable to find the answer to your question in any of these, we offer other types of technical support and services.  Below is a brief description of these services to help you figure out which option is right for you.

Find Answers On Your Own

Go online, point your internet browser to our web site at:  http://www.website.com and click on the [image: image2.png]


 button on our start page.  When prompted, enter the user name of “xxxxx” and the password of “12345”.  There are a number of items that may help you find the answers to your questions, as pictured below:

Picture removed for confidentiality purposes
Click on any items that may appear to be helpful and explore the area.

Direct Assistance from Our Customer Service Representatives

If you still need answers to your questions, we have live personnel available to assist you twenty four hours a day.  All help requests are logged into our sophisticated Help Star database, which enables us to find the answers to just about any question in a timely and helpful way.

For easiest access to customer service, send e-mail to help@website.com.  All messages are logged in automatically, and our customer support staff are alerted to any new messages as they come in.  Answers are researched and replies are forwarded to the agency via e-mail or telephone as quickly as possible.
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1.1  Introducing NDoc( & OBQI

NDoc provides a unique solution to the clinical system requirements of home health care providers.  It combines powerful, flexible, clinician-oriented point of care technology with unique features required by home health agencies.  It is a multi-disciplinary approach to computerizing patient information that surpasses the clinical “add-ons” offered by traditional, billing-oriented home care systems.

Home care agencies across the country face challenges from HCFA, JCAHO, CHAP,  OASIS XE "OASIS"  and ORYX.  They translate into opportunities for the home care user to measure and improve patient care outcomes, using NDoc.

1.1.1  What is NDoc?

NDoc is cutting-edge computer software for clinical documentation with features such as:

· truly integrated OASIS-compliant assessments with electronic submission

· statistical and management reporting

· electronic links with billing systems for integration without duplication

NDoc is designed to operate both in the office and in the home (or on the road).  The patient’s record is available to anyone who needs it at the press of a key.

Agency field staff carry the NDoc system on laptop computers.  A telephone connection is required only to transfer the information charted earlier that day.  Each night, the laptop uses the employee’s home telephone line to silently exchange information with the NDoc file server located in the office.  The day’s charting activity is uploaded to the server, and relevant new patient information from that day is downloaded to the notebook.

Your organization has purchased a “plug and play” version of NDoc, which means that you can use it right out of the box, with minimal customization.  However, NDoc is fully customizable by the agency if desired. One of the most important advantages of any automated system is that it creates a clinical database – for monitoring, reporting, performance improvement, staff development planning and research.

The clinical content of NDoc is maintained in tables XE "tables"  of information, which allow for programmer-less development and customization.  Your system manager can make changes and additions to these tables at any time, without waiting for authorization or intervention by Thornberry Ltd.  This allows greater control over the content to reflect changes in agency policy or procedure.  It means flexible operation, convenient and timely updates and cost-effective in-house maintenance.

By encouraging charting at the point of care, NDoc minimizes the risk of field staff missing important data elements in your assessment recordings.  And NDoc decreases documentation time by eliminating duplicate data entry.  Patient information is entered once into the database from any source, and is available on demand to caregivers throughout the agency.  Referrals and assessments “pass” from one discipline to another … allergies and demographics “flow” from one episode of care to the next.

1.1.2  The OBQI XE "OBQI"  Connection
As a software provider dedicated to clinical documentation for your point of care, it is Thornberry’s job to keep pace with the ever-changing mandates of the home care industry.  Outcome Based Quality Improvement (OBQI) is an initiative from the Health Care Financing Administration (HCFA) and the Joint Commission on the Accreditation of Healthcare Organizations (JCAHO), which is being achieved through the use of OASIS.

You will use the comprehensive admission, recertification and discharge assessments that are continually updated to ensure compliance with the latest OASIS requirements.  All areas of patient assessment are covered, from health status to quality of life issues.  OASIS data has not merely been added to NDoc; it has been integrated.  Standard OASIS selections have been extended to include non-OASIS data elements for consistency and better charting.

Your system manager exports the OASIS data set to HCFA’s HAVEN interface for submission to your State agency.  Pre-formatted reports compute the improvement and stabilization measurements for key OASIS elements for instant, ad hoc reporting.  And you can also use these performance indicators to meet your ORYX requirements for JCAHO.

1.1.3  Preparing for Automation

It is important for both the system manager and individual users to be prepared for automation of the clinical assessments.  To use NDoc successfully, the user should be familiar with the use of a computer keyboard, basic computer concepts and the care and maintenance of a laptop or notebook computer.  Typing experience is also useful, though not a requirement.  For more information on computer and NDoc terminology, see the Glossary in Part 8, beginning on page xx.
Each field user should be assigned a laptop computer with modem, duplex phone jack and phone cord, and optionally, a car battery adapter, for greatest efficiency.  Laptops can run for one to two hours off battery, but should be plugged into a standard AC outlet whenever possible to conserve battery life.  The modem phone cord can be plugged into any standard wall jack.  The duplex adapter allows the user to keep the telephone plugged in to the phone jack at the same time as the laptop.

Users who have no computer experience should be given the opportunity to practice keyboarding skills and use simple menu commands before starting NDoc training.

1.1.4  Roles and Responsibilities of Key NDoc Participants

Successful implementation of an automated clinical record system requires the commitment of staff and managers in every department of the home care organization.  Automation is expensive and affects nearly every operational procedure within the agency.

Managers at each level must be committed to the benefits of automation and prepared to support their staffs through the challenges of implementation.

A System Manager should be chosen to assume primary responsibility for coordinating installation, maintenance and support of the NDoc system in the agency.  In some organizations, it works well to share system manager responsibilities between two or three individuals.  This job demands a large time commitment, particularly within the first year of implementation.  Typically, these functions might be split between the MIS person, a clinician and perhaps hardware support technician.  Primary responsibilities of the System Manager include:

· hardware and software maintenance and repair

· table modification and maintenance

· customization of the clinical content within NDoc

· coordination of the Implementation Task Force (see below)

· coordination of communication regarding NDoc throughout the organization

· coordination of the training plan

The System Manager also functions as the main liaison with Thornberry Ltd.

An Implementation Task Force, consisting of representatives from each section of the organization that will be impacted by clinical automation, assists in planning and coordinating the implementation schedule and processes, and in evaluating progress.  Suggestions for modification of the clinical content of the NDoc system are also funneled through the Task Force to the System Manager.

Although typically a home care organization is unable to dedicate an individual solely to NDoc implementation, it is important that each person assigned to work on implementing the system be fully committed to this role and be given adequate time to perform the associated duties.

1.1.5  Using This Book

This book teaches the basics of NDoc.  It is a quick reference manual aimed at individual users.

· Part 2 through 6 of this book offer a series of tutorials.  These tutorials show you how easy it is to get NDoc patient charting up and running.  Each stage is described in step-by-step detail.  Among the topics covered are: accessing NDoc, building the patient database, transferring records to and from the laptop, charting  an admission, a revisit, a discharge, the recertification process and non-visit charting, as well as clinical manager functions.


· A reference chapter offers removable quick reference sheets (which can form a sort of mini-manual for field staff), frequently-asked questions and a glossary of terms.


· Hints, tips and timesavers appear in a box like this:   
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	TIP: Helpful hints, timesavers and tips are posted in these boxes having to do with the process being described.




