Imaging and Therapeutic Services (ITS)
How to Sign a Report Electronically
 

Patient Care Inquiry
 

Benefits of Electronic Signature
· Electronic signature is an essential component of the complete electronic patient record.
· Electronic signature capability enables health care providers to sign or authenticate documents on-line at a PC as the hospital, in the office, or at home.
· Electronic signing of reports and orders results in a decrease in the number of incomplete and unsigned records and as well as improved turnaround times for compliance.
· Reports can now be edited on-line in PCI by the signing user. This allows changes to be made to the document for accuracy. The user may also "remove" the document from PCI, restricting any further viewing of the document.
· An authorized user "signs" a document by entering his or her unique, encrypted Personal Identification Number (PIN) code or password into the system. The signed document instantly becomes part of the computerized patient record.
· The electronic signature capability streamlines the entire process by which documents are signed, stored and accessed.
· Orders and patient reports can be enabled for electronic signature. Documents that require more than one signature to be authenticated also can be electronically signed. This is important in instances in which a patient has more than one major care provider or when a physician is overseeing an intern's work. When all required signatures are recorded, the document is officially authenticated.
· Authorized health care providers can be designated as "signature alternates" for fellow clinicians. This feature enables the alternates to electronically sign documents for colleagues who are unavailable. 
 

 

Electronically Signing in PCI
1. The "Sign" verb strip appears on the Identify Patient menu for users who have orders and/or reports which need to be electronically signed. 

Selecting the verb strip brings the user to the sign screen. If the user is signing through the PCI Sign Routine (located off the ITS desktop) the user will be prompted to identify their password if the Level 1 Signature Check is required once they access this routine in ITS.
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2. After the user selects the "Sign" from the verb strip they will be prompted with a screen to select which provider they are to sign for, if a provider has access to sign for more than one provider. 
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3. Once a provider has been selected the user will be prompted to identify what type of report they will be signing. This list will typically be sorted by department. 
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4. When a report type has been selected then the provider is brought to the Sign Reports Screen. To select a patient(s) report to sign use the right <Ctrl> key or the special function key from the verb strip or the <shift> + right <Ctrl> keys. 
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5. A check mark will appear to identify which report(s) have been selected. The number of report(s) selected will also be displayed within the Sign Reports Screen. Select 'Sign' from the verb strip.
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6. Once they have selected the reports to sign the user can preview the reports before signing and brought to the e-sign screen. At this screen the user can sign the report and continue onto the next report, sign the report and not continue, edit the report just previewed, send a message to the transcriptionist using the messaging functionality, continue onto the next report without signing, or abandon signing any reports and exit. 
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7. The user will be prompted for the Level 2 Check as defined in the MIS Tool box parameters.
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Electronically Signing in ITS Process Reports
Within the ITS Process Reports Routine providers have the ability to X-Sign. This functionality allows users who are enabled for electronic signature to electronically sign reports. This routine will only allow the user who is signed onto ITS to electronically sign the reports and not any alternates. 
When selecting multiple reports to sign using the X-Sign function within the ITS Process Reports Routine the following screen will appear:
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