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Purpose of the Manual

All research related radiology orders must be ordered in the Epic system if you are utilizing UPHS services
regardless of payor (research grant or third party insurance) (See Appendix 1).

This manual has been developed to assist research staff with understanding the new research process for ordering
and scheduling radiology tests when using an Imaging Core/Service Center. Tests that are NOT considered
standard are to be performed through an Imaging Core (also known as a Service Center).

Imaging Core/Service Centers

Penn Center for Biomedical Imaging (CBI) administration operates a range of core facilities to support investigators
interested in biomedical imaging. The Imaging Cores/Service Centers include MRI, PET, SPECT, US and CT and
may have to be utilized for protocols that modify any type of standard of care imaging or patient management that
is considered routine care at the Hospital of the University of Pennsylvania (See Appendix 2). If you are unsure if
your protocol would require Imaging Core/Service Center utilization, please contact, CBI Administration (See
Section 7).

In general, a radiology service center is utilized when a protocol includes radiology studies that specify standards
through design and/or guidelines that DO NOT reflect the same standard imaging that UPENN patients would
otherwise receive for their disease. If the protocol the Investigator is conducting requires changing aspects of
already established policy and procedure of UPENN radiology clinical services, the investigator will need to conduct
this study through a service center. Exceptions to this need to be vetted through CBI.

Non-Perelman School of Medicine protocols will follow an alternative process. Please contact the
Core Imaging/Service Center Manager for more information (See Section 7).
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1 PRA Submission

All research protocols utilizing UPHS services/procedures and/or Radiology Service Center(s) must complete a
Prospective Reimbursement Analysis (PRA). Please see Research Billing Initiative (RBI) website. For more
information: www.med.upenn.edu/ohrobjects/secure/prod/RBl/site/site.htm

2 Radiology Core Imaging/Service Center Regulatory Approval

The Study Coordinator must submit (via email) the following documents to Radiology Imaging Core/Service Center
Administrators when applying for Core Imaging/Service Center(s) approval. For more information,
www.penncbi.org

— Core application (CACTIS, CAMRIS, Nuclear Medicine, or Ultrasound)
— HS-ERA application

— Protocol

— Informed Consent Form (ICF)
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3 Study Registration in the Research Billing Application

All studies utilizing UPHS services/procedures and/or Imaging Core/Service Center(s) will need to be registered in
the Research Billing Application (RBA), regardless of the payor (insurance or research grant). A Research Billing
Number (RBN) will be generated for those studies where all or a portion of visits/tests/procedures associated with
the research protocol are being billed to the research grant.

For more information: www.med.upenn.edu/ohrobjects/secure/prod/RBl/site/site.htm

The RBA will ask the requestor to identify what radiological services will be required for the protocol and to state if
they are Service Center or Non-Service Center (Routine Care). See Screen Shot below. If unsure of whether or
not to use a Service Center, please contact the particular Clinical Imaging Core Manager (See Section 7).

Research Billing Account Request
Please note: Items with asterisk = are required.
Service Information

= William Pepper Lab services require the approval of all test at the time of IRE submission. All correspondence with Path/Lab (Mike Weinberg (michael.weinberg@uphs.upenn.edu)
needs to reference the IRB protocol number.
Services will be provided at: (Select one or more.) *
Ohue =
Oeemc =
CIpan =
[ pathelogy and Laboratory Medicine William Pepper Labs
Ocrre
Occa
Services will be provided at the following Radiology service centers: {Select one or more.)
DRad\ologv - MRI |Serice Center v
DRad\ologv - CT |Semice Center L4
DRad\ologv - Nuclear Medicine | Senice Center v
DRad\ologv - Ultrasound | Semice Center A
DRad\ologv - Intervention/Senvice Center

Non-Service Center

Patient type: (Select one or more.) *
Dlnpat\ent
DOL\tpatlemt

Study Details
IRB Protocol *

« Begin by entering at least 5 digits of an IRB protocol number. If you can't match your IRE number, please use SEND FEEDBACK tab to let us know your
issues with the IRB number you tried to enter.

Study Name *
« 25 characters or less

Study Start Date *
« mm/dd/yy @

Study End Date *
« mm/dd/yy @

Enrollment End Date *
« mm/ddfyy @
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4 Place Radiology Order in Epic

STEP 1- Enrolling Subject and Creating a Research Guarantor in Epic

Prior to placing the order in Epic, the Research Coordinator must enroll the research subject into the appropriate
research study and link the research guarantor (RBN) to the research participant’s registration (if applicable). For
more information: www.med.upenn.edu/ohrobjects/secure/prod/RBl/site/site.htm

STEP 2- Placing a Radiology Order in Epic

When placing the order in Epic, regardless of who will be billed for the procedure, (routine care- third party
payor, or research- research grant), the Research Coordinator must answer all of the Questions including these
research-specific questions:

e Study to be performed/reviewed at HUP Perelman Center? Yes/No
e Responsible Party Account Type: Personal/Family or Research

e Which Research Study: Select the appropriate research study

IMPORTANT: The question, “Study to be performed/reviewed at HUP Perelman Center?” must be answered
“YES” to ensure the order flows to the Radiology Scheduling Queue.

The diagnosis code(s) must be associated with the order.

STEP 3- Creating an Ordering SmartPhrase

For each study utilizing an Imaging Core/Service Center, the research coordinator must communicate specific
information for the Radiology Schedulers when ordering the procedure. This information is to be provided using
Epic functionality of SmartPhrases. The SmartPhrase needs to include the following study specific information:

— Service center (CAMRIS, CACTIS, Nuclear Medicine, Ultrasound)

— Billing code (IRB Number)

— Exam type/code- Included in the Imaging Core/Service Center Approval Letter

— Modifier (RNR, RES, RESREPORT)- Included in the Imaging Core/Service Center Approval Letter

— Resource code (scanner)- Included in the Imaging Core/Service Center Approval Letter

— CRC Contact Information

— Requested and Alternate appointment date & time fields (to be completed by CRC when
placing an order)

Any additional study specific information can be entered into the SmartPhrase. This information can always be
edited at a later date. Instructions on creating SmartPhrases can be found in (Appendix 3).

Once the SmartPhrase is created the Research Coordinator can select the SmartPhrase each time a radiology
order is placed on that particular study and the comment box will automatically be populated with the study-specific
information.

The SmartPhrase will need to be titled so it can be accessed in the future. The research coordinator can choose

any naming convention that will work for him/her. One suggestion might be RAD followed by the IRB number
(RAD#HHH1HHE).

IMPORTANT: If a SmartPhrase is not created the Research Coordinator will need to type in the study specific
information each time a radiology order is placed.
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Epic -~  PrReview §fRessarch Sudiss {3 Patient Station B Patient Lists 1wy Reports B Review workgueus JhAppts 4§ Telephans Call B Encounter | £ Chart
© |2 | B | antJake x

Ant,Jake 442130639 Advy Dir: No Allergies: Unknown: N... | PatientFy|s: None  ryPennbedicine: Inacti.. CSN: 75786

42 y.0., Male, 04/05/197 1 PCP CROOK. Code None Health Maintenan. Flns: Nong

Research: None

u (<] Place orders (Enc Date: 4/18/2013) - Wi: (Mot entered for this visit) Ht: (Not entered for this visit)

»5 Q@& -| Mo

Alternate Appointment Date & Time:

Order -- Associate Diagnoses:

? | Res
Chart Review @ e a R =8 By '3 4 | = i 1]
Mew Order PrefList Interactions Pharmacy Providers CC Results Eend Orders Sign Orders SmantSets References
Wedview
MNew order: Search MNest || Edit My
Flowsheets
Mew order defaults Mot using defaults
Graphs 1. Studyto be performedireiewsd at E Mo
Resuts Review HUP/PERELMAN Center?
2. Pacemaker or [CD? ves (0
Demagraphics 3. Metallic o electranic implants or ves |03 l—
devices? -
L SNARLES 4. Ifthis order is for storage of outside films,  [NotApplica, )]
Letters specify type of request (anly for use by
ClearCanvas pilot practices).
e 5. Responsible Pary Account Type Research | Q| | Personalifamily @ MVATPL | Corporate | Occupational Medicine
YWorkers Compensation
History 5. \Which Research Study? 91001 GEAD: I
Allergies Single response ‘Chuuse guarantar. Use Comments for Corp Acct Num only,
Medications Last Resulted: Patient enrolled in the following Research Studies
No aciive Research Sty emoliments
Order Entry .
Status: Normal |
nniEtens Class: Radiology () Mormal | Historical Order
et | prote  [Roune 0] (G Tosey T
Doc Flowsheets Comments FE) | @ abg | 0w | (D gD o [nsed SmanText [=IECE=r 4=}
MaR Service Center; Billing Code; Exam type/code; Madifier; Resource Code E
CRC Contact Information
T e Requested Appointment Date & Time:

JT=Fq |

Sched Inst IMPORTAMT SCHEDULING INFO - DO NOT DELETE! UPHS Iocations that can pe Ant, Jake
GG Results: oD [Modifier Adh
Add b
Buildl é“.}
Cle LY,
3
Perfarming Dept 2 FREADMISSION TESTING PERELMAN - HUF PREADM
PREADMISSION TESTING PPMC % MRI BRAIN W &W0D IV CONTRAST [70553) ‘|/
O E—
Pickupto 4
» Diagnoses | Associate | Diagnosis: + Accept Cancel | ]

P T =Y TS A TaT ST YR R LTa =L KR

IMPORTANT:
— The order will appear in the Radiology Scheduler’'s queue once the order has been signed.

— The Radiology Schedulers will schedule the appointment within 48 hours of the order being signed.

— If the Scheduler is unable to make the appointment for the requested date and time, or if they have any
guestions about the order, they will contact the CRC listed in the SmartPhrase.

IMPORTAN

T:

If the appointment needs to be scheduled within 48 hours —

Place the order in Epic and call Radiology Scheduling (215-662-3000) as soon as the order has been signed.

If the appointment needs to be scheduled that day

Place the order in Epic, call Radiology Scheduling (215-662-3000) and contact the Service Center Lead for
approval prior to calling. (See Section 7 for Contact Information).
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5 Confirm Appointment

Once the appointment has been scheduled it will appear on your patient’s appointment desk in Epic. If you do not
see the appointment within 48 hours of the requested appointment date, contact Radiology Scheduling (215-662-
3000).

IMPORTANT: The Research Coordinator can call Radiology Scheduling to schedule the appointment if they do
not feel comfortable waiting up to 48 hours for appointment confirmation; however, the order must be placed in epic
and signed by authorized provider.

If an error was made in EPIC when ordering a procedure:

— If patient’s appointment is not in the epic appointment desk—
o Cancel the order in Epic and call Scheduling (215-662-3000)

— If patient’s appointment is scheduled in epic as seen in the epic appointment desk —
o Do not cancel the order in Epic and call Scheduling (215-662-3000)

If appointment needs to be cancelled:

— Call Radiology Scheduling (215-662-3000).

6 Arrive Patient in Radiology

Research Coordinators must accompany the participant to the reception area and the appropriate imaging area if
data collection or additional procedures, beyond those routinely performed by Radiology Staff, are being
conducted.

— All research participants are responsible for arriving at the appropriate reception area thirty minutes prior
to their scheduled appointment.

IMPORTANT: If order is placed in Epic, the Radiology Script is no longer required to accompany the research
participant.
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7 Support and Contact Information
PRA Submission/Research Billing Application/Placing Orders in Epic:

The Research Billing Initiative Website:
www.med.upenn.edu/ohrobjects/secure/prod/RBI/site/site.htm

The Office of Human Research
— ohr@mail.med.upenn.edu
— 215-746-7400

Radiology Core Imaging Administration & Service Centers: www.penncbi.org

The Center for Advanced Computed Tomography Imaging Services (CACTIS)
Deborah Arnold
— Deborah.Arnold@uphs.upenn.edu
- 215-662-4595

The Center for Advanced Magnetic Resonance Imaging Spectroscopy (CAMRIS)
Shannon Long
— Shannon.Long@uphs.upenn.edu
- 215-898-6557

Nuclear Medicine
Lisa Dunnwald
— Lisa.Dunnwald@uphs.upenn.edu
— 215-349-8149
Ultrasound
Susan Schultz
—  SchultzS@uphs.upenn.edu
- 215-573-0972

Radiology/CBI Research Administration:
Kathleen Thomas
— Kathleen.Thomas@uphs.upenn.edu
— 215-746-0352
Norman Butler
— Norman.Butler@uphs.upenn.edu
- 215-615-8053

Radiology Scheduling:
Katie Sheldrick
— Katie.Sheldrick@uphs.upenn.edu
- 267-414-2432

Radiology Check-in:
Christina Mauger
—  Christina.Mauger@uphs.upenn.edu
— 215-615-5932

Radiology Billing:
Ronald Bright
— Ronald.Bright@uphs.upenn.edu

— 267-414-2731
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8 Appendix 1: Radiology Services Research Process

CRC

Human
Research

Radiology Radiology Office of
Scheduling Manager

Radiology
Reception
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Finalize
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9 Appendix 2: When to Use a Radiology Imaging Core/Service Center

L

Protocols requiring scans with specific guidelines and/or parameters described through Manuals
2. Protocols that specify which resource (scanner) is to be used
a. This specificity may be due to scanner capability
b. This specificity may be due to desired protocol stability
Protocols that specify that the same resource (scanner) must be used for each scan throughout the study

3

4. Protocols that require QA submissions

5. Protocols requiring specific Subject regulatory documentation and or patient care
6

Protocol requesting specific data manipulation or post-processing

**|f you are uncertain as to when to use a Radiology service center/imaging core, please contact the CBI
administration**
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10 Appendix 3: Creating and Using SmartPhrases

Creating SmartPhrases

Place the order in EPIC via either a “Research Non-Chargeable” or “Orders-Only” encounter type based upon your
credentialing.

When placing the order in Epic, the Research Coordinator must answer all of the Questions including these
research-specific questions:

e Study to be performed/reviewed at HUP Perelman Center? Yes/No
e Responsible Party Account Type: Personal/Family or Research

e Which Research Study: Select the appropriate research study

IMPORTANT: The question, “Study to be performed/reviewed at HUP Perelman Center?” must be answered
“YES” to ensure the order flows to the Radiology Scheduling Queue.

- eview esearch Studies atient Station atient Lists v Reports gk Review wiorkgueue ppts & Telephone Ca ncounter | SJCha 0g Out =
Epic R R h Stud Patient Stati BB} Patient Lists {BIMy Report: R Works Appt Teleph Call E It S Chart » Log Qut
@ 2 & B e Ant,Jake x EpicCare
Ant,Jake 442130639 Adv Dir: No Allergies Unknown: N... | PatientFyls: Mone  myPennbiedicing: Inacti Research: Active
41y.0., Male, 04/05/1971 FCP: CROQK.. Code:Mone Health Maintenan... P Ins None CEMN: 64371
uv Place orders (Enc Date: 3/5/2013) - Wt: (Not entered for this visit) Ht: (Not entered for this visif) ? | Resize %
Chart Raview @ o4 R m By % & ¢ | = i
Mew Order PrefList Interactions Pharmacy Providers CC Results Pend Crders  Sign Orders SmartSets References
Medligw
Mews order: Search Mext || Edit Multiple
Flowsheets
Mew order defaults Mot using defaults

Graphs Procedures (1 Order) =
Results Review MRI BRAIN WO [ CONTRAST (70551) Accept | Cancel || Removs

Radiology, Routine
Demographics Study to be perfarmedireviewed at HUP/PERELMAN Center? Yes

Pacemaker or 1ICD? Mo
el Metallic or electronic implants or devices? Mo
Letters Ifthis order is for storage of outside films, specify type of request (only for use by ClearCanvas pilot practices): Not Applicable

Responsible Party Account Type: Research

Wihich Research Study? 310056324-U15402
Proklem List

Reference LInkS: ¢ prap nstructions
Histary i
Questions Prompt Answer Comments

Allergies 1. Study to be perfarmedireviewed at E Mo

HUP/PERELMAN Center?

Medicsti
eieaens 2. Pacemaker or ICD? Yes ({0 l—
Order Entry .
3. Metallic or electranic implants or es 5

Imimunizations devices?

4. Ifthis order is for storage of outside films, ND‘App“Ea
Hesith Mairtenance specify type of request tonly far use by
Doc Flowshests ClearCanvas pilot practices).

5. Responsible Parly Account Type PersonalFamily @ MVATPL | Gorparate | Occupational Medicine
MAR | Workers Compensation |

6 Which Research Study? 910056324  —
psiieyiostoy Single response |

Last Resulted: Patient enrolled in the following Research Studies
Study Code Research Studv ‘ LI
» Diagnoses Associals | Level of service: | Edit |

More Activities  » | [ Auth Prow: GLICK, JOHN H [101311] Pharmacy: <none selected= 1 order entered
RESEARCH COORDIMATOF £/ 12:37 PM

Scroll down to the “Comments” section of the order and select the green + icon “Create SmartPhrase”.

Medications ormments IFE T @ ah@ o M| D g s |".|SBrt P——— ||EI| = @ %

Order Entry

Imtnunizations

Heafth Maintenance

Doc Flowsheets
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This will open the “SmartPhrase Editor”.

SmartPhrase Editor x |

Marre: || [ | o8 Type: User
Content | Owners & Users | Synonyms I Rich text (bold, italics, etc.)
SmartLists
= B W 59 [nsert SmadTed (BB | = |p|
& Default i And
0 Or i Nor
= Mone i Paragraph

 Sentence

== Add |

Short Description
(250 characters max.)
O Populate from SmanPhrase text

The SmartPhrase should be titled RAD followed by the IRB number “RAD8#####".
The SmartPhrase should include the following study specific information:

— Billing code (IRB Number)

— Exam type/code

— Modifier (RNR, RES, RESREPORT)

— Resource code (scanner)

— Service center (CAMRIS, CACTIS, Nuclear Medicine, Ultrasound)

— CRC Contact Information

— Requested and alternate appointment date and time fields (to be completed by the CRC each time
an order is placed)

Select “Save” and then “Accept & Insert”.

| SmartPhrase Editor > |

Mame: [RADBOGEEE | ID: Type: User
Content | Owners & Users | Synanyms ¥ Rich text (bold, italics, etc.)
SmartLists
= B = &) (Inzert SmartText E) | = |P|
IRE 808888 E
Exam type/code @« Default 0 And
Modifier < Or 0 Mor
Resource code ' Mone " Paragraph
Service center " Sentence
CREC Contact Information @ Al
Reguested and alternate| gppt date and time fields —I—

Short Description
(250 characters max.)
Fopulate from SmatPhrase tesxt

Ereview | Save I Accept & Insert I Accept Cancel
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The “SmartPhrase” will now be listed in the Comments section of the order. This will be visible to Radiology

Schedulers once the order is signed and hits their work queue.

Dot Flowshests Comments (F6)

Sy o | (DD | [insent SmantText [SR=PIY 4N

Epic ~ ZrReview g Research Studies (RPatient Station BEjPatient Lists SIMy Reports g Review Warkqueue @pAnpts & Telephane Call 93 Encounter ‘ & Chart »o Q& ‘ 2o
@ 2| & B Antdake % E
Ant,Jake 442130639 Ay Dir Mo Allergies: Unknown: N... | Patient Fyls:Nane  myPennhiedicing: Inacti CSN: 75786
42 y.0., Male, 041051971 FCP: CROQK... Code: None Health Maintenan.. FIns: Naone
Research: None
Place orders (Enc Date: 4/18/2013) - Wt: {(Not entered for this visit) Ht: (Hot entered for this visit) ? | Res
L~
Chart Review @ B & 4 R it By ' o ' . = i}
Mew Order PrefList |nteractions Pharmacy Providers CC Results Pend Orders  Sign Orders SmarSets References

Mediiew

MNew order: Search Dext || Edit M
Flowsheets

Mew order defaults Mot using defaults
Graphs 1. Studyto he performedireviewed at E Mo
Resulls Review HUP/PERELMAN Center?

2. Pacemaker or ICD? Yes W
Demographics 3. Metallic or electronic implants or Yes W l—
- devices? -
Ll 4. [fthis order is for storage of outside films, NmAppuga
Letters specify type of request (only for use by
ClearCanvas pilot practices):
— T 5. Responsible Party Account Type PerauﬂallFamny@ MVATPL | Corporale | Occupational Medicine
Wiarkers Compensation
History E. "Which Research Study? 910016880
areloies, Single response \ Choose guarantar. Use Comments far Corp Acct Mum only
Medications Last Resulted: Patient enrolled in the Tollowing Research Studies
No active Research Study enraliments
Order Entry
Status MNormal ;‘

Immunizations Class Radiology (EEEEE) Mormal | Histarical Order |

Service Center; Billing Code; Exam type/code; Modifier, Resource Code
CRC Contact Information

Requested Appointment Date & Time:
Alternate Appointment Date & Time

MaR

Visit Mavigetor

Order -- Associate Diagnoses

i [=[E3}1

Sched Inst IMPORTANT SCHEDULING INFO - DO NOT DELETE! UPHS Incations thatean bt | At Jake
©C Resulls o e [modifier | Ad:

| A by

Build s
Cle Sl
=
Performing Dept P PREADMISSION TESTIMNG PERELMAN - HUP PREADM
PREADMISSION TESTING PPMC @) MRI BRAIN W & WD Iv CONTRAST (70553 | 4/

e e— -
Pickupto 4

» Diagnoses |Associate

Diagnosis: e

" ot P = YT AR TaT ST R NZ T2t - N1

Accept

Cancel

I}

Associate the order with the diagnosis code(s). Remember, if the research order is to be billed to the subject’s
insurance (P/F) you must also associate the V70.7 diagnosis code with the order — but not in the primary position.

Place orders (Enc Date: 3/5/2013) - Wt: (Not entered for this visit) Ht: {(Not entered for this visit)

G v

SmanSets References

_| | of service:

chart Revisw ] ) & 4 R, 2 By b & v | B
Association Mew Order Preflist Interactions Pharmacy Providers CC Results Fend Orders  Sign Orders
hdedigw
Mew order: Search
Flowwsheets
Mew order defaults Mot using defaults
Graphs Procedures {1 Order)
Results Review MRI BRAIN'WO [V CONTRAST (70551) Order -- Associate Diagnoses ;Iglﬁl
- Radiology, Routine Ant, Jake
Demographics Study to be perormedit
i § FPacemaker or ICD? Mo
e S hetallic ar electronic im
Ifthis order is for starac
Leth B
=rs Respansible Party Accc
Which Research Study” é’é
Problem List Vi
P
Hiztory
) @ MRI BRAIN WO IV CONTRAST [70551) 1/
Alleroies
Medications
Order Entry -
= reEete Accep Cancel
BN ~ Diaghoses | Assotiate
Hesith Maintenance | | Diagnusisl:l ﬁ& Edit | Remove | | Mews Prablem |
Doc Flowsheets P Diagnosis Code Link Prahlem
AR
Wizt Mavigator 9
s

Mo problems defined

April 24 2013



Manual of Procedures Page 13 of 16

The order can now be pended or signed. The order will show up in the Radiology Scheduling work queue once it
has been signed.

w (<] Place orders (Enc Date: 3/5/2013) - Wt: {Not entered for this visif) Ht: {(Hot entered for this visit) ? | Resize %
Chart Review @ & 4 R o) By - 4 ' . g il
Azsociation Mew Order PrefList Interactions Pharmacy Providers CC Results Pend Orders Sign Orders SmarSets References
Medview -
Hew arder: || [Search | text | Edit Multipla
Flawshests
Mew order defaults Mot using defaults
(RIS Procedures (1 Order)
Resulls Review MRI BRAIN WO I CONTRAST (70551) Gi | Remowe
D Radiology, Routine
Demographics Study to be performedireviewed at HUPIPERELMAN Center? Yes
5 Pacemaker or ICD? Mo
Patient Files Metallic or electranic implants or devices? Mo
e Ifthis arder is for storage of outside films, specify type of request (onky for use by ClearCanyas pilot practices): Mot Applicahble

Responsible Party Account Type: Research
Wihich Research Study? 910056324-1015408
Froklem List F7- Prev Order F8- Next Qrder

Using SmartPhrases

After a study specific SmartPhrase has been created you will place subsequent orders for that study in Epic
following the same procedures:

e Order will be placed in EPIC via either a “Research Non-Chargeable” or “Orders-Only” encounter type
based upon your credentialing.

e Answer all of the Questions including the Research Specific Questions:

o The question “Study to be performed/reviewed at HUP Perelman Center? Yes/No” must be
answered “Yes” for the order to flow to the Radiology Scheduling Queue.
o Responsible Party Account Type: Personal/Family OR Research

o Which Research Study: Select the appropriate research study

© &= | iy B | BeetieJake x EpicCare
Beetle,Jake 442130886 Adv Dir: Mo Allergies Unknown: N... | PalientFyls: Mone  myPenniledicine: Inacti Research: Active
41y.0., Male, 04/05/1971 PCP: CROOK... Code: None Health Maintenan Flns None CSMB43T4
w <] Place orders (Enc Date: 3/5/2013) - Wt: {Not entered for this visit) Ht: (Not entered for this visit) ? Resize ¥
— @ & 4 R B * & v | &= &
Mew Order PrefList Interactions Pharmacy Providers CC Results Pend Orders  Sign Orders SmanSets References
Mediiew =
MNew order. Search DMesxt | Edit Multiple
Flowsheets
Mew order defaults Mot using defaults
Graph e, B
e Raialngy, Rautine B
Results Revigw Study to he performedireviewed at HUPIPERELMAN Center? Yes

Facemaker ar [CD? Mo
Metallic or electranic implants or devices? Mo
Ifthis order is for storage of outside films, specify tyoe of request (only for use by ClearCanvas pilot practices). Not Applicable
Patiert Files Responsible Party Account Type: Research
Wwhich Research Study? 910058324-U15408

Demagraphics

Letters .
Reference Links: Prep Instructions

Gue L Tes Guestions Prompt Answer Comments

History 1. Studyto be performedireviewsd at E Mo

HUF/PERELMAN Center?

Allergies 2. Pacemaker or|CD? Yas W l—
Medications 3. Metallic or electranic implants or Yas W l—

devices?
SidenFoty 4. [fthis order is for storage of outside films, NmApp\ma
Immunizations specify type of request (only for use by

CleatCanvas pilot practices):

Heslth Maintenance 5. Responsible Party Account Type PE[SUHElJ’FamIlV@ MYATPL | Corporate | Occupational Medicine

Wiarkers Compensation
6. ‘Which Research Study? l—
MAR Single response
T — Last Resulted: Patient enrolled in the following Research Studies
Study Code Research Study
15408 910056324-U15408
T —

Doc Flowshests

- B
» Diagnoses Asspociate Level of service: || Edit
More Activities  » | [ Auth Prow: GLICK, JOHN H [101311] Fharracy: <none selecteds 1 order entered
RESEARCH COORDINATOR E\i{t 1:20 PM
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Scroll down to the “Comments” section of the order and select the icon “List My Phrases”.

Medications commernts FE T 5 ah@ M| LD ™ |lnsm [ |E| a0 % %

Order Entry

Imtnunizations

Health Maintenance

Doc Flowsheets

This will open the “SmartLink/Phrase Builder” which will list all of the phrases that you have created.
Highlight the SmartPhrase that you want to insert into the Comments section and then select “Add and Close”.

v SmartLink/Phrase Butler i'
|Seamh--- |ﬁ| T Eull text Clear filters | Filter Sart
| IAbhre\t | Expansion I Showe
8% RADBOSEAS |IRE 808883 Exam type/code Modifier Resource code Service ce...

L W My SmartFPhrazes
[T System SmartPhrases
[T SmarLinks

[T Favarites Only
Edit | Yiew | Add to Text Add and Close Close

The SmartPhrase will now appear in the Comments Section.

NOTE: the text in this field can be edited. For example: you can change the requested appt date and time
fields each time you place another order.

Cormments (FE): b =
Doc Flowsheets ;B | u | DD + |Insert SmartTexd || | = ‘ %
Wodifier
MAR Resource code
Service center
isit Mavigatar CRC Contact Infarmation
Requested and alternate appt date and time fields - TEXT CAN BE EDITED
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Associate the order with the diagnosis code(s). Remember, if the research order is to be billed to the subject’s
insurance (P/F) you must also associate the V70.7 diagnosis code with the order — but not in the primary position.

Resutts Review

Demooraphics
Patient Files

Letters

Frobilgm List
Histary

Allergies
tedications

Order Entry
Immunizations
Health Maintenance

Doc Flaveshests

AR

Wisit Mavigator

[GR=:) E; | Deetle,Jake %

Beetle,Jake 442130886 Adv Dir: No Allergies: Unknown: N... | Patient FYle: None  myPennhbledicing: Inacti.. Research: Active

41 y.0., Male, 04/05/1971 FCP: CROOK... Code: None Health Maintenan... P Ins: Naone CEM: 64374

u (<) Place orders (Enc Date: 3/5/2013) - Wit: (Not entered for this visit) Ht: (Not entered for this visit)

Chart Review @ @ @ a‘ K‘ I%% @ k ﬁ Qf . Eﬁ ﬂ
Association Mew Order Preflist Interactions Pharmacy Providers CC Results Pend Orders  Sign Orders SmartSets References

e e
ey arder: Search

Floweshests
Mew order defaulis Mot using defaulis

Graphs Procedures {1 Order)

Order -- Associate Diagnoses

MRI BRAIN WO IV CONTRAST (70551)

=10l x|

Radiology, Routine

Study to be performedit
Pacemaker or ICD? Mo
Metallic or electranic im
[fthis order is for starac
Respansible Party Acce
Which Research Study’

Beetle, Jake

=]

% MRl BRAIN W0 I¥ CONTRAST [70551)

Diagnosis ccep: Cancel |
~ Diagnoses | Associate | — ll of service:
AddDiagnosis| | i oo it Remae New Problern
F Ciagnoszis Code Link Frablem

[

Mo problems defined for the

The order can now be pended or signed. The order will show up in the Radiology Scheduling work queue once it
has been signed.

' v

Place orders (Enc Date: 3/5/2013) - Wt: (Not entered for this visit) Ht: (ot entered for this visit)

@ 53 4 R, ” s 3 off U

Chart Review
Medvisw
Flowsheets

Graphs

Association Mew Order PrefList Interactions Pharmacy Providers CC Results

New arder: || [ Gearch |

Mew order defaults Mot using defaulls
Procedures (1 Order)

Pend Orders Sign Orders -

Results Review

Demographics

MRI BRAIN WO N CONTRAST (70551)

D Radiology, Routine
Study to be performedireviewed at HUPIPERELMAN Center? Yes
Pacernaker or [CD? Mo

Patient Files Metallic or electranic implants or devices? Mo
e Ifthis order is for storage of outside films, specify type of request (only for use by ClearCanvas pilot practices): Not Applicable
Responsible Party Account Type: Research
Wihich Research Study? 910056324-1015408
Fraiem List F7- Prev Order FB- Next Order
Histor

7 | Resize ¥
= il
SmanSets References
[ext Edit Multiple
5 Remave

L I,
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11 Appendix 4: Responsibilities and Definitions

RESPONSIBILITIES

e The Principal Investigator (PI) is responsible for meeting Good Clinical Practices (GCP) and government
regulations concerning clinical research conducted at this site.

e The Clinical Research Coordinator is responsible for submitting the Prospective Reimbursement Analysis
(PRA) to the Office of Human Research, registering the study in the Research Billing Application (RBA),
and completing all of the steps when ordering and arriving research participants within UPHS.

e The Business Administrator is responsible for entering the account information and approving the request
from a financial perspective in the RBA.

e The Radiology Business Office (RBO) is notified of a new RBN request via email from the OHR web portal.
For existing accounts that need to be updated to have Radiology services included, the RBO receives a
call/lemail from the study coordinator. Once the RBO is notified an email is sent to the Radiology IS team
(the Core Manager for the account is copied on the email) to add the IRB, RBN and Study name into
Imagecast. Upon completion of the system setup, The IS team sends a f/u email back to all stating “Done”.
At this point Radiology exams can be scheduled for the protocol.

e The Office of Human Research is responsible for approving the PRA and registering the research study
into Epic APM.

e Core Manager is the person responsible for managing the daily operations of the service center, and
assigning approval of all research protocols.

o Radiology Reception is a central area in which patients must arrive to be checked-in for their scheduled
exam.

¢ Radiology Scheduling is a central unit responsible for scheduling radiological exams within Imagecast (IDX
v.10) system.

DEFINITIONS

e Imagecast is a RIS radiologic information system (includes ‘PACS’) that replaces paper requisitions with
digital imaging & scheduling procedures/exams

e The new Epic APM system (Epic) is one database spanning clinical, access, and revenue functions across
UPHS. Epic is replacing the IDX system currently in use. Epic software will be used for registering patients,
placing orders, charge capture and patient management.

e Research Billing Application (RBA): a web tool used for tracking of protocols utilizing UPHS services.

e Research Billing Number (RBN): a protocol-specific number used by the University of Pennsylvania Health
System (UPHS) billing systems to bill research only services/procedures to a School of Medicine (SOM)
fund set up for the protocol (ex: research funds, departmental funds, etc...).
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