Document Work List Scheduling Department Faxes
Scripts Faxed to Scheduling

To access the Document Worklist in Fuji
Log in to Fuiji

On the welcome screen under Worklists click on Document Worklist
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If you do not have a link to the Document Worklist on the welcome screen, or you are in another screen, you can access
via the Worklist tab

Click on the Worklist tab and navigate to Quick Links=> Document Worklist
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You can then filter to populate the Scheduling Dept Faxes folder

To do so click on Expand Filters
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Multiple filter options display

Navigate to the Document Folder and click on Deselect All under Document Status and Document Folder
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Under Document Status check off the box next to New
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Under the Document Folder look for Scheduling Dept Faxes and ensure a check mark is in the box
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Scheduling Department Faxes

The worklist will now filter to those files contained in the Document Worklist=>Scheduling Dept Faxes

Document Worklist: 79 items

Filters

Assigned To |
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Expand Filters »

Received Date Name Status Assigned To Patient Mame Referrer Exam Modality
Scheduling Dept

3/12/2021 11:.38 AM Scheduling Dept Neww
Faxes
Scheduling Dept

3/12/2021 11:38 AM MNew
Faxes
Scheduling Dept

3/12/2021 11:43 AM MNew
Faxes
Scheduling Dept
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3/12/2021 1153 AM Neww
Faxes

Explanation of each of the columns is below.
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Received Date

Name

Status

Assigned
To

Patient Name

Referrer

Exxarrm

Modality

This column will display the date the fax was received

The name will match the type of file received once the file has been
worked. All new incoming faxes will be named with the generic naming
convention of Scheduling Dept Faxes.

Once the file has been reviewed it will be renamed to match the file type
using the same naming convention as scanned in documents

Examples include but are not limited to
Scheduling Dept Faxes- Prescription 1
Scheduling Dept Faxes- Authorization 1
Scheduling Dept Faxes- Prescription On File 1

Status refers to the status of the file not the exam. Statuses should be
marked as New or To be Deleted.

Assigned To column refers to staff that have been specifically assigned to
work that file. It is typical for this column to be blank.

Patient Name will be listed if the file has been reviewed and tagged. If the
file has not been reviewed/tagged or patient is not in Fuji this column will
remain blank

Referrer name will be listed if file has been reviewed and tagged. If the file
has not been reviewed/tagged or the referrer is not in Fuji this column will
remain blank

Exam will be listed if the file has been reviewed and tagged. If the file has

not been reviewed or tagged the exam column will remain blank

Modality will be listed if the file has been reviewed and tagged. If the file
has not been reviewed or tagged the modality column will remain blank
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To open and view each file click on the Schedule Dept Faxes under the name column.

Received Date @ Status Assigned To Patient Name Referrer Exam Modality

Scheduling Dep

3/12/2021 11:38 Al MNew

3/12/2021 11:43 AM - MNew

The file will open and display on the left and on the right will be options to add the file to a patients account or an
order/scheduled exam. At this time scheduling is working this list and will tag the files at this step.

Penn Medicine 573/2021 5:25:37 PM DAGE  1/002  Fax Sexrver Document Information
o Document Type W
=RNCYCHIPS | ‘
igned To | | Assign To me
Status [New v
Penn Medicine R v
Move to folder ‘ hd ‘
& Penn Medicine
Order Information
Fax Cover Sheet Referrer | | B8
To: Modality = Start typing a modality M
AMI Exam -
609-646-3555 Patient Information
. Search Patient | | Search | ¥4
rom:
Patient ID | New Patient
Erica Martelli
First Name
Last Name
PENN INTERNAL AND FAMILY MEDICINE BUCKS COUNTY
777 TOWNSHIP LINE ROAD Date of Birth
SUITE 200
YARDLEY PA 19067-5552 Gender
215-860-0775
Phone
Comments:
PENN MEDICINE BUCKS
215-860-0775

Mitchell Porten

Confidential Health Information Enclosed: You should handle the enclosed information in a safe,

If you are in need of the file that you have viewed please print and scan to patient’s chart. You can do so by clicking the
print button on the file
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In the event a warning such as this pops up click continue to view the file. You can still print the file and scan to patients
account by following instructions above.
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