Set Up Your Site to Send eReferrals

1. Link User EMR Accounts to Each person who will be sending Ocean eReferrals will need to link
Ocean User Accounts their EMR and Ocean user accounts.

Thisis especially important for auditing and tracking purposes.

2. Set Up eReferral User Email Configure which email addresses receive email notifications when
Notifications (for Senders) eReferrals thatyou've sentare changed or updated.

3. Set a Delegate User for Your If you work with an MOA, receptionist, nurse, resident, or student
Ocean Account* who will be sending eReferrals or Patient Messaging on your behalf,
you will want to invite them to create an Ocean user accountand set
them as your clinical delegate.

4. Add & Manage Favourites on If your clinic most often sends eReferrals to a specific destination
the Ocean Health Map* clinic or group of clinics, you may want to save these sites as
Favourites. This will allow for easy and efficient sending of Ocean
eReferrals to your preferred clinics.

Link User EMR Accounts to Ocean User Accounts

Each Ocean eReferral sender must link their EMR user account to their Ocean user account by following the steps below.

This will allow individual users to send eReferrals to enable alerts and track activity.

1. Initiate your eReferral.
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Select the CDS link to the Ocean Portal or the direct
"Refer/Find Health Service" CDS link.
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Select "Find Health Service" on the Ocean eForm or "Refer"
onthe Ocean toolbar.
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A. Initiating areferral will open the Ocean Healthmap in an
internet browser.

Note: If your defaultinternet browser is Internet
Explorer, the Ocean Health Map requires at least
Internet Explorer 11 to run properly.

Atthetop of the Ocean health map, you will see a banner that| o
says: "Hello [your EMR username]. Click hereto link to your | @

Ocean account.".

Click thisbanner (or the "Sign In" button" aboveit) to sign in
to Ocean with your Ocean username and password.

Your EMR username will now be linked to your Ocean user
account(an accompanying unlimited Ocean online user
license, if applicable).
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A. Logintothe Ocean Portal and click on your namein the top

. . a A Annie Admin
right corner, and choose the My Account button in the our | alerts eealtHosmtaHmagmg

AccountMenu here.

Annie Admin Galt Hospital Imaging
annie Site # 2616 (Default)
User Settings Switch Sites Sort By Number

) CMD Toronto Medical
Associates

Delegates 2592 Dr. J. Dawson Orthopedic
Surgery

2616 Galt Hospital Imaging

Support Supported Sites Sort By Number

Sign Out 2697 Dr. Ortho Specialist

B. Verifythatyour the "EMR Username" field is populated with )
the exact same name as your EMR username.

This article describes locations where you can configure your email addresses for eReferral notifications when sending
eReferrals. To learn more about the rules/logic that Ocean uses to determine which email address to send the eReferral
notifications to, please refer to "Where do eReferral notification emails get sent to?".

Several email address can be configured in the "View My
Account" section of the Ocean Portal. These will be the email
addresses of eReferral senders that get notified about changesin
specific referrals that they have sent (e.g. booking updates).

You can access this section by signingin to the Ocean Portal,
clicking on your name at the top right-hand corner of the screen
and selecting "View My Account" from the dropdown menu that
appears.

From there, you can set which email address receives specific 6

. N "l
Ocean notifications.

Email Address Thisis the personal email address associated
with each user with an Ocean account.

Clinical Thisis the email address that generally

Delegate Email receives clinical notifications, such secure
message notifications (patient responses,
eForm completions, etc.).

Referral Thisis the email address of thereferrer that
Notification will be sent referral notifications, such as
Email eReferral booking updates.

If you make any changes, ensure that you save your changes
before leaving this page.
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This step is an optional part of setting up an Ocean eReferral / Patient Messaging user who will be sending online messages
or eReferrals on your behalf.

A. Logintothe Ocean Portal. Click the "Menu" button in the top
leftcorner and select "Admin".

B. Enter the Userssection (selected from the menu along the
left.)

C. Clickthe"Invite Users To This Site" button (on the left hand
side of the page.)

D. Ifyour colleaguealready hasan Ocean user account, enter

their username. They will be added to your Ocean site il Address/ Username Fulltame Optiona)
. | x
directly.

x

If your colleague hasn't created an Ocean user account yet,
you can enter their email address. Ocean will send them an R
\nother Invitation

email invitation to instruct them to create an Ocean user
account.

When you are finished, select "OK".

A. Logintothe Ocean Portal.

B. Clickyour namein thetop righthand corner and select My
o ,‘ 9 Annie Admin

Account from the menu. From the User Settings page of GRSy TAlli o aning

Tour Alerts

your account, select the "Edit Delegates" button.

Annie Admin Galt Hospital Imaging
annie Site # 2616 (Default)
Switch Sites Sort By Number

) CMD Toronto Medical
Billing Associates

Delegates ’ > Dr. J. Dawson Orthopedic
Surgery

2616 Galt Hospital Imaging

Support Supported Sites Sort By Number
Sign Out Dr. Ortho Specialist

C. OntheDelegates page, clickthe "Add Delegate" button and
select the username(s) of the user that you want to add as

. . YYou may add any number of delegates. You may also select one primary delegate, who must be an MOA,
YO urc I Inica | d el egatE( S) . YO ucan ad d any num ber Of receptionist, nurse, resident or student. The primary delegate is covered under your Ocean Online
. . subscription.
delegates to be associated with your Ocean user account.
Name Username
Ryan Marble rpm \USEIEmER B
X Cancel +

+ Add Delegate

You are not listed as a clinical delegate for any providers.
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A. You can selectone of your delegates to be your primary

delegate. Only this primary delegate will be covered under
your own Patient Messaging subscription (if applicable.)

Note: The delegate user must be assigned one of the
following clinician types: MOA, receptionist, nurse,
resident, student, or physician assistant.

Under the "Actions" column, click the blue text labelled
"Make Primary Delegate."

Oncesset, the "Actions" column will read "Primary Delegate."
This confirms the chosen delegate is now associated with
your Patient Messaging subscription.

You may add any number of delegates. You may also select one primary delegate, who must be an MOA,
receptionist, nurse, resident, student or physician assistant. The primary delegate is covered under your
Ocean Online subscription.

Name Username  User Type Actions

Annie Admin  annie MOA /Secretary « Make Primary Delegate | % Remove Delegate

You may add any number of delegates. You may also select one primary delegate, who must be an MOA,
receptionist, nurse, resident, student or physician assistant. The primary delegate is covered under your

Ocean Online subscription.

Name Username User Type

Annie Admin annie

Actions

MOA / Secretary Primary Delegate % Remove Delegate

Note: An Ocean Administrative user can see and edit delegates for all users at their site in the Admin view. Refer to this

article: Edit Delegates Page.

This step is an optional part of setting your site up to easily and efficiently send Ocean eReferrals to preferred destination

clinics.

To begin, navigate to the Ocean Healthmap.

If you aren’talready signed into your Ocean account, do so using

the blue “Sign In” button located at the top right corner of the
screen or by clicking the “Sign In to view your favourites” link
located in the left-hand column of the screen.
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Note: You will not be able to add or manage favourite listings if you are notlogged into your Ocean account.

Adding a Favourite
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Search for and select the listing in the Ocean Health
Directory thatyou wantto add as afavourite.

B. You’llthen be presented with an overview screen
displaying such details as the listing’s contact
information, distance, and services offered.

C. Notethelightblue “Add to Favourites” button. Clicking CAMBP[Q“(’:&& C RIPGNEQ
this button will open a dialogue window that will ask you OSPITAL HOSHTAL
Cambridge Memorial Hospital - Diagnostic Imaging Cambr ial Hospital - D Imaging
where you would like to save the selected listing. 700 Coranation Bivd 7nocm
. o o NRaer MR , ,
D. Choosing “My Personal Favourites” will save the listing to | srone:s1s.621.230 | e
Fax: 519-740-4904 Fax: 51
your individual Ocean account’s Favourites. Other users | " e |

CMH CMH

belonging to your Ocean Site will notbe able to view any | sewieesoreres: - Servio

of these Favourites. Y —

E. Choosing“MySite’s List of Favourites” will make the 2 P
selection available to all the other users attached to your
Ocean Site.

Viewing Favourites

Atany time, you can view all the listings you or your team Ocaan
have favourited by clicking the star icon on the sidebar along eReferral
the left. This will open the Favourites panel for you to review. o

© Guelph M

Your Favourites Any listings you have favourited when selecting “My Personal Favourites” from a
listing’s summary page. These are only viewable by you and you alone.

Your Sit€e's Favourites Any listing favourited by yourself or other users on your site when selecting “My Site’s
List of Favourites” from a listing’s summary page. If other Ocean Site members have
favourited any listings, they will be visible to you in this area.

Popular Listings in Your Region Asuggested set of popular listings based upon your location.

Managing Favourites

Favouritesin any category (“Your Favourites” or “Your Site's Favourites”) can be reordered, grouped, or deleted by
selecting the “Edit” (pencil and paper) icon located in the top right corner of the Favourites panel.
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Clicking this “Edit” button will change the panel state into edit

Ocean
J eReferral

MNetwork

mode, allowing you to manage both your personal and site-

ideF ites. ;
wide Favourites v Your Favourites @
Whilein this edit state, you’ll be able to perform the following g © Guelph Medical Imaging (GMI) - Wyndham Street - Diagno...
options: ® Your Site's Favourites

Waterloo

© SuperMed Healthcare (CognisantMD Demo) - Diagnostic |...

Click thecircular red “Remove Favourite” icon to the right of
any Favourite entry to remove it fromyour list.

Note: Favourites will be removed immediately with
no promptto confirm. If you remove a favourite by
mistake, you will need for search for itagain in the
directory and re-add it to your Favourites.

To changethelisted order of Favourites, click and hold the

Ocean
/ eReferral

MNetwork

grey up-and-down arrow icon located on the left of each

Favourite. While continuing to hold the mouse button, drag | ¢

Editing Your Favourites v
the favourite to the desired position in the list then let go. Uncategorized
class="callout callout--info"> Note: You cannotdrag Guelph Medical Imaging (GMI) - Wyndham Street - Diagno... @
Favourites between “Your Favourites” and “Your Site's © *Addagrouwp
Favourites.” If you wish for a specific listing to show up in one Your Site's Favourites
list versus the other, you will have to first remove it totally Waterloo Ge
from your Favourites, search for thelisting in the main SuperMed Healthcare (CognisantMD Demo) - Dizgnosticl.. @
directory, and click the “Add Favourite” button Default “e
—> iCare Acupuncture & Massage - Massage Therapy 8
The Cambridge Centre for Health & Wellness - Optometry
Wentworth-Halton X-Ray and Ultrasound Inc. - Medical Ar... [-]
Extra Favourite Favourites CGe
CAMH Demo Site [-]
Doug's Site (-]
+ Add a group

Favourites Groups

By default, Favourites will be grouped under an “Uncategorized” heading.
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A. Clickthe“+ Add agroup’link under either “Your
Favourites” or “Your Site's Favourites” section to begin

Find any health service

setup of a new Favourites category. v Editing Your Favourites v
B. Apopup dialogue will appear asking you to name your a L= = et
group. Type in aname for your new category and then I Guelph Medical Imaging (GMI) - Wyndham Street - Diagno... Q
click the “+ Add Group” button to save your changes. © +addagrow
C. Usingthe “Managing Favourites” instructions for e
changingthe order of your Favourites, you can nowdrag Name: | My new group| 1240 | -
Favourites under your newly-created Favourites e
category. Cancel )
1 The Cambridge Centre for Health & Wellness - Optometry O

D. Categoriesor groups are helpful for organizing
favourites by location or health services provided, but
you are free to make any groupings that make sense for
your organizational needs. Just like individual Favourites,
groups can be deleted and moved around, as you see fit.

Note: you cannotdelete agroup if thereareany
favourites nested within it. Drag your Favourites to
another group before attempting to delete a

grouping.

If you wish to rename a group heading, simply click the
“Rename group” (pencil) icon located to theright of the

Find any health service

group title.

v Editing Your Favourites v
i| Uncategorized
I Guelph Medical Imaging (GMI) - Wyndham Street - Diagno... (-]
@©  +Addagroup
Your Site's Favourites
| Waterloo
! Rename group "Waterloo” (-]
. -]
! Name: Waterl00| 8/40 °
i (-]
1 Cancel (-]
1B )
When you are finished making changes to your Favourites, _ ' Ocean
— eReferral
click the “Finish editing” checkmark icon located in the top & Network
right of the "Editing Your Favourites" panel. You will then v Editing Your Favourites @
return to the default view state of the Favourites panel. Uncategorized
Guelph Medical Imaging (GMI) - Wyndham Street - Diagno... [-]

® <+ Add agroup

Ynuir Site'c Favniiritec
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