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NEXTSTEP Shared Queue Admin Guide

Overview

Concord Technologies’ NEXTSTEP platform offers both a web portal to view and manage faxes and other
documents in a shared workflow environment, as well as a set of tools to leverage the content found in
those documents in more meaningful ways.

Whether your business is in healthcare or another highly regulated industry, documents likely play a
critical role in your operations. NEXTSTEP helps bring those documents together to create more efficient
and auditable workflows.

This guide describes the Shared Queue Administrator capabilities available in NEXTSTEP. A Shared Queue
Admin is a specially designated NEXTSTEP user that has admin capabilities for one or more specific Shared
Queues. Queue Admins can add existing users to queues, manage queue settings and pull reports for the
gueues they have administrative access to.

Disclaimer

THE MATERIAL IN THIS GUIDE IS FOR INFORMATIONAL PURPOSES ONLY AND IT INCLUDES NO
WARRANTY WITH RESPECT TO THE SERVICES DESCRIBED HEREIN. THE PRODUCTS AND
SPECIFICATIONS IT DESCRIBES ARE SUBJECT TO CHANGE WITHOUT PRIOR NOTICE. CONCORD IS NOT
RESPONSIBLE FOR ANY DAMAGES OF ANY NATURE WHATSOEVER RELATED TO OR ARISING FROM
RELIANCE ON THE INFORMATION CONTAINED HEREIN.
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Navigating to Shared Queue Administration

NEXTSTEP Queue Admins represent a user account that has been empowered to make administrative
changes to a set of NEXTSTEP Shared Queues. This may include adding or removing user access to
qgueues, editing the settings of the queue itself, or querying for reports on activities in these managed
queues.

Any changes that can be made by a NEXTSTEP Queue Admin will be done by navigating away from the
NEXTSTEP User interface to the NEXTSTEP Admin interface.

To navigate to NEXTSTEP Queue Administration, click the + Screen icon at the top-right of the screen
and choose NEXTSTEP Admin:

E‘} - @ @Jchn McFadden NS -

MEXTSTEP Admin

[y delete (=) resubmit &k editview

This will open the NEXTSTEP Queue Admin Screen and display of all Shared Queues you have access to
manage:

AL i
l‘ Concord | administration G- ® @ John McFadden NS ~
Workflow Settings No Filter
@
NAME FAX NUMBER
9

Fax Queue 17327900125
Practical Al Queue 17328538626 7

Workflow Queue 17327900104
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Mapping NEXTSTEP Users to a Shared Queue

NEXTSTEP Queue Admins do not have the ability to add new users to the Concord platform. New user
additions must be performed by a fully provisioned Concord Administrator or via a customer’s
integrated user provisioning process.

Once a NEXTSTEP user account has been created, a NEXTSTEP Queue Admin may map a user to any of
the Shared Queues the Queue Admin has access to manage.

When the NEXTSTEP Queue Admin Portal opens, you will be placed in the Workflow Settings section,
which is where Shared Queues are created and managed, and where users can be mapped to a Shared

Queue.

From here you can select a Shared Queue by double-clicking to open, or you can search for a Shared
Queue by Name or associated Fax Number.

To search for a specific Shared Queue, choose the search criteria (Name or Fax Number), enter your
search criteria, and click the search icon:

Mame - Training x| Q

From the list of results, double-click the Shared Queue you want to add the user to. Alternatively, you
can also hover over the specific shared queue and click the pencil icon that pops up to the right to edit
as well.

Once the queue is displayed, click Users to access options for single or bulk user mapping to the Queue:

6 Fax Queue (ID: 63e64820ec5cr3c¢591e50498)
Queues Properties Fields Queue Admin Lookups Processes Settings
Name * Queue Admin Fax Number
Fax Queue Concord Technologies - NEXTSTEP John McFadden NS - 17327900125 - ) B Stream

This will open the User Management section of the Shared Queue:
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(— Fax Queue (ID: 63e64820ec5cr3c591e50498)
Queues Properties Fields Users Queue Admin Lookups Processes
=) e
[ select Al Can Archive Document

Can Copy Document
D Allie Zhang (azhang@concord.net)
Can Create New Document

[J John McFadden NS (mns@concord.net) Can Delete Document

D Pranjal Shah (psha

Privileges

Clicking Assign allows an admin to select one or more NEXTSTEP enabled users that were not previously
added to this queue:

Assign User(s) X

Select an option Search

Mame - John x [Q

John ARNS (j.mcfadden-mcfadden@concord.net)
[] John Demo (towsondemo@concord.net)

[] John McFadden FIB (jmcfadden@concord.net)
[] Keith Johnsen (kjohnson@concord.net)

[] Kyle Johnston (kjohnston@concord.net)

SEIECtEd - c”

Here you may search for a user by Name or Email.

Click the checkbox next to the user(s) you want to add to select them for access.

Once selected, clicking Assign will map any selected users to the NEXTSTEP Share Queue.
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Clicking Import allows the admin to import a spreadsheet file in CSV (comma separated) format
containing the columns User Name and User Email to identify and map existing users to a NEXTSTEP
queue in bulk. A template for the CSV file is available for download by clicking Template.

Note that users included in your CSV must exist in Concord and be NEXTSTEP enabled, and the email
address must correspond exactly to the email associated with the user:

Queues Properties Fields Users Queue Admin Lookups
[] Select All Can Archive Document

Can Copy Document
[] Allie Zhang (azhang@concord.net)

Can Create New Document

[] John McFadden NS (jmns@concord.net) Can Delete Document

D Pranjal Shah (pshah@concord.net)

Privileges

To Delete user(s) from a Shared Queue you can select one or more users from the user list associated
with that queue and click Unassign.
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Shared Queue Permissions

Workflow Permissions for Users Working in Shared Queues

Upon creation of a new Shared Queue, the default Permissions for the queue will be displayed. These
control user access to a variety of behaviors in a NEXTSTEP Shared Queue.

Queue Admins can control what permissions users have when accessing each NEXTSTEP Shared Queue.
The default permissions displayed will correspond to the Company Level defaults, which can be edited
for this queue:

& New Training Queue (ID: 655267d25415d18876badafd)

Queues Properties Fields Users Lookups Processes Settings Retention

B Request Inventory # Default View

New Training Queue Concord Technologies - NEXTSTEP 14252141674 v B Suweam

Manage

Can Archive Document
Can Copy Document

Can Create New Document

Can Delete Document

Privileges

Can Move Document To Organization
(Enforced by Concord Technologies - NEXTSTER)

Can Move Document To My Personal Folder
(Enforced by Concord Technologies - NEXTSTER)

Can Move Document To Workflow

Sharing

Can Download Document
Can Email Decument
Can Fax Document

Can Print Document
(Enforced by Concord Technologies - NEXTSTEF)

Hold For Review
Can Hold For Review

[ Hold For Review - Default

Modify Document

Can Modify Document Content

Can Madify Document Custom Fields
Can Modify Document Description
Can Modify Document Layout

Can Modify Document Status

Can Modify Document Tags

Can View Original Document Version

Note that double-clicking an existing Shared Queue will display the Permissions of that queue for review

and editing as needed.

Permissions are categorized and defined as follows:

Manage

Can Archive Document Enables or disables the ability for users to move documents to the

Archived Items folder.

Can Copy Document Enables or disables the ability for users to copy a document to another

queue or folder.
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Can Create New
Document

Enables or disables the ability for users to create a new document via
upload.

Can Delete Document

Enables or disables the ability for users to delete a document completely
from NEXTSTEP.

Privileges

Can Move Document to
Organization

Enables or disables the ability for users to move documents to any
Shared Queue or Personal Folder in their organization from this queue.

Can Move Document to
My Personal Folder

Enables or disables the ability for users to move documents to their
Personal Folder from this Shared Queue.

This option is automatically enabled when Can Move Document to

Organization is enabled.

Can Move Document to
Workflow

Enables or disables the ability for users to move documents to other
NEXTSTEP Shared Queues.

This option is automatically enabled when Can Move Document to

Organization is enabled.

Sharing

Can Download Document

Enables or disables the ability for users to manually download a
document.

Can Email Document

Enables or disables the ability for users to send a document via email
from within NEXTSTEP.

Can Fax Document

Enables or disables the ability for users to send a document as an
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outbound fax.

Can Print Document

Enables or disables the ability for users to print a document.

Hold for Review

Can Hold for Review

Enables or disables the ability for users to hold a document for review by
another user when sending an outbound fax.

Hold For Review — Default

Enables Hold for Review as the default option when users are sending
outbound faxes from this queue.

Modify

Can Modify Document
Content

Enables or disables the ability for users to modify document content.
This includes annotation, redaction, signatures, etc.

Can Modify Document
Custom Fields

Enables or disables the ability for users to modify a document’s Custom
Fields.

Can Modify Document
Description

Enables or disables the ability for users to modify a document’s
Description field.

Can Modify Document
Layout

Enables or disables the ability for users to split or merge pages within a
document.

Can Modify Document
Status

Enables or disables the ability for users to modify Document Statuses.

Can Modify Document
Tags

Enables or disables the ability for users to modify document Tags.

10



NEXTSTEP Shared Queue Admin Guide

Can View Original
Document Version

Enables or disables the ability for users to view the original document
image (prior to any modifications made within NEXTSTEP such as
redaction, erasing, annotating, etc).

11
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Shared Queue Properties

Tags, Documents Statuses and Folders
Shared Queue Properties can be configured from the Properties tab of the Shared Queue edit window.

From here, a NEXTSTEP Admin can add and edit workflow elements such as Tags, Document Statuses
and Folders for a specific Shared Queue:

(— New Training Queue (iD: 655267025415018876badard)

Gueues Properties Fields Users Lookups. Processes Settings Retention

:

& (Shared Access Foiders)

Archived ftems

Deleted Items

Tags
Tags are color-coded workflow identifiers that may be added by users to documents as they are worked

on. Tags can be used to define urgency, display approval/rejection, show user assignment, and/or can
be configured to support your specific needs.

To create a Tag, click +Tags, enter the text for the Tag and choose a color. You can also enter a
Hexadecimal value for the color. When ready to save, click the Save button:

. Lane = %
Sara

John

12
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Statuses

Statuses (or Document Statuses) are typically used to represent steps in a workflow process, where
users will update the Status via a dropdown in NEXTSTEP, as documents are processed through various

steps in workflow.

A change in Status can also be used to trigger a workflow rule to, for example, move the document to
the archive and also make the document available for download when the status is set to Completed.

Other rules options may apply.

To create a Status, click +Status and enter the first item in the Status dropdown. When ready to save,
click the Save button and you can then enter additional Statuses that will appear in the drop-down:

Q New

In Progress

Meeds Information

Completed

If you wish to make one of the Statuses the default, meaning this will be assigned to new documents as
they arrive in NEXTSTEP, click the check next to the Status name.

Folders

Folders are used to store documents in independent containers based on the needs of the document
workflow in your Shared Queue. By default, you will see an Archived Items and Deleted Items folder for
each Shared Queue. These cannot be deleted, but additional Folders can be added to support your
needs.

Folders can also be nested within other Folders to create Sub-Folders, as needed, to support the
granularity required for your documents and processes. Because of this nesting capability it is important
that you always click on the proper level when adding a new Folder.

To add a new Folder at the top-most level, first click Shared Access Folders and then click +Folders.

To add a new Sub-Folder to an existing Folder, first click the existing Folder and then click +Folders:

13
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B Referrals

Rejected

Accepted

Archived ltems

Deleted ltams

NEXTSTEP Shared Queue Admin Guide

+ Folders

The above example includes a Folder in the form of Referrals, which has two Sub-Folders, Rejected and

Accepted.

14
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Shared Queue Custom Fields

Text Fields for Manual and Automated Population

Custom Fields are used to capture discreet data points related to or extracted from documents during
NEXTSTEP processing. Custom Fields may be populated manually by users working in the NEXTSTEP
interface or may be automatically populated using NEXTSTEP’s Al-based data extraction services.

Automated data extraction combines Optical Character Recognition (OCR) and machine learning
technologies to extract specific information from unstructured documents, without the need for forms

or templates.

Please contact your Concord Account Manager for more information about the current supported list of
extraction fields and how to leverage Concord’s Practical Al to streamline document processing.

To add or edit a Custom Field, navigate to the appropriate Shared Queue and click Fields:
& New Training Queue (ID: 655267025415018876basard)
Queues Properties Fields Users Lookups Processes Settings Retention

Fields Behavior

+ Fields

No Fields Found!

If you have not yet added any Custom Fields, click +Fields to add one of four different types of Custom
Fields:

Select List (Single Choice)

This Custom Field will appear in the NEXTSTEP interface as a drop-down list of options for users to select

from during document processing:

15
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Select List (Single choice) ®
Field Name *
Insurance Carrier

Required Field [] Hidden Field

Option(s) (One option is mandatory) e Default Option + Opti
Display Mame *
Hum;na Substitution Value o m
Display Mame *
Cign; Substitution Value o m
Display Mame * Substitution Value
Blue Cross Blue Shield BCBS Q ﬂ

You must add a Field Name, which will be displayed in the NEXTSTEP interface and would form the label
for exporting Custom Field data from a Shared Queue.

At least one Option must be added, which will be selectable by NEXTSTEP users working in the interface.
Add Options as needed to complete your Select List.

You can include a Substitution Value for any Option if needed. This value will be substituted for the
Display Name when data is exported from NEXTSTEP.

By clicking the Check next to an Option, you can set it as the Default Option, which will populate the
Select List field with that value, unless changed by a user.

Any Custom Field can be set as Required and/or Hidden:
Required Fields must be populated during processing for a user to save data.

Hidden Fields will not be displayed in the NEXTSTEP interface for users to populate but may be
populated via data extraction or field mapping for use in data integration.

Short Text (Plain Text Only)

This Custom Field appears as a text box, where a specific, labelled piece of data would be entered. This
data may be entered by users manually or populated through the use of data extraction, if enabled:

16
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Short text (Plain text only)

Field Mame *
Provider Name

[ Required Field [] Hidden Field

Cancel Save

You must add a Field Name, which will be displayed in the NEXTSTEP interface and may be used form
the label when exporting Custom Field data from a Shared Queue.

You have the option of making the field Required and/or Hidden.
Date / Date Time Picker

This Custom Field will appear as a date / date & time selector that users will set when managing
documents in the NEXTSTEP interface:

Date / DateTime Picker *
Field Name *
ETA

[ Rrequired Field [] Hidden Field

DateTime format option(s) @ Alow Time

Select datetime format *

mm-dd-yyyy hh:mm:ss

You must add a Field Name, which will be displayed in the NEXTSTEP interface and would form the label
for exporting Custom Field data from a Shared Queue.

Use the Allow Time slider to select whether you want to include Time along with Date in the selection.

17
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Choose your date & time format, which will form the basis for displaying and/or exporting date & time
selections.

You have the option of making the field Required and/or Hidden.
Custom Format

The Custom Format Field acts in similar fashion to a Short Text Field, but allows for the configuration of
specific requirements for the data that will be entered into the field, including character type and

length:
x
Custom Format
For a custom format enter preferences and click save to finish. Or click build to further specify each character *Required Field

Field Name *
Provider Number

Required Field [ Hidden Field

Minimum Character(s) Maximum Character(s)
10 10

Must select at least one of the following options as “Yes”

Allow Algha *

No

Allow Numeric * Allow Special Characters *

Yes Ne

Cancel Build

You must add a Field Name, which will be displayed in the NEXTSTEP interface and may be used as the
label when exporting Custom Field data from a Shared Queue.

You have the option to set the Minimum and/or Maximum number of characters the field can contain.
You must select whether the field may contain Alpha, Numeric and/or Special characters.

If Alpha characters are allowed, you must specify Case.

You have the option of making the field Required and/or Hidden.

Click Build to specify the exact format of the data expected in this field.

18
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Custom Field Advance Mapping

Advanced Mapping of custom fields is used when documents may be moved or copied from one Shared
Queue to another, and field data needs to be retained in the transfer. This may be configured for Short
Text fields only.

To configure, click the Advanced Mapping box at the bottom of the screen to expose this portion of the
configuration:

Advance Mapping

Then you can configure what Custom Fields from your Shared Queue you want to be able to copy to
another Shared Queue, when documents are moved between the two queues:

€ New Training Queue (/D: 655267d25415018876bagard)

Fields Behavior

B Name HC Plus Training - Patient Name -

In the above example, the “Name” field from the New Training Queue is mapped to the “Patient
Name” field in the HC Plus Training queue to ensure that documents moved from the New Training
Queue to HC Plus Training (or vice versa) will maintain the patient name that was originally entered or

captured.

19
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Configuring the Columns of Data Displayed to Users in a Shared Queue

Once a Shared Queue has been created and configured to use the workflow tools best suited to the

process being handled by this queue, a NEXTSTEP Admin can configure what columns will be displayed

to users when they first access the queue, and in what order.

This will form the basis of the Shared Queue Default View which the users will have the option to edit

for themselves, if needed, once they access the NEXTSTEP Shared Queue.

To configure a Default View, navigate to the Shared Queue and click the Default View button:

£ Default View

This opens the Default View configuration for this Shared Queue:

Available Column(s)

General
Description
Actions
Start Date
Custom Fields
MName
DoB
Document Attributes
Reference ID

Duration

Craris Nacrrintinn

*Removing all the selected columns will display the default columns

Selected Column(s)

Direction

Date and Time
From

To

Pages
Document Status
Process Status

Tags

x Cancel B Save

To the right, under Selected Columns, are the columns of data that will be displayed by default when
users first log into NEXTSTEP and view that Shared Queue.

To the left, under Available Columns, are columns of data that could be added to a default view but are

20
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currently not being displayed in that queue.
Available Columns will vary depending on what you have configured for a particular Shared Queue.

To add an Available Column to the Default View, drag the available column to the Selected Columns
area and place the column where you want it to be visible. Items at the top of the Selected Columns list
will display furthest to the left in the Shared Queue when users access it.

If you want to release a Selected Column from the Default View, drag this over to the Available
Columns list and it will be removed from the Selected Columns and will not be displayed in the queue by
default.

If you want to reorder columns in the list of Selected Columns, click and hold the mouse on that column
and then drag it into place.

Once the Default View is configured properly, click Save.

Note that updating the Default View will apply changes only for users who have not edited their own
View. Existing users that have edited their View may click Restore Default View to see the default view
updates

21
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Shared Queue Retention Settings

The settings for Retention allow you to dictate the queue-level behavior for archiving and purging data
from NEXTSTEP. Here you would only edit the settings if you needed to set data retention and purge
durations that depart from your Company-level standards

Note that Archiving documents will move these to the Archived Items folder in a NEXTSTEP queue or
Personal Folder, while Deleting documents will move them to the Deleted Items folder.

When documents are Purged, they are fully removed from the NEXTSTEP platform and cannot be
recovered.

To configure, navigate to Retention:

€ Fax Queue (iD: 63e64820ec5ci3c591e50498)
Queues Properties Fields Users Queue Admin Lookups Processes Settings Retention

QUEUE RETENTION POLICY
As per contract your minimum Purge Limit is days

Retain All Documents for 10 Then: Move to Archived Folder

Retain Archived Documents for 20 Then: Move to Deleted Folder

Retain Deleted Documents for
ments 5 Then: Purge

Here you will find the Retention settings for this Shared Queue, which may be configured with the

following options, where X, Y and Z are a number of days:
Retain documents for a period of X days and then Purge — or -

Retain documents for a period of X days, then move to the Deleted Items folder for Y days, then Purge —

or -

Retain documents for a period of X days, then move to the Archived Items folder for Y days, then move
to the Deleted Items folder for Z days, then Purge.

Once retention settings have been saved, new documents will be treated according to the updated
settings.

22



NEXTSTEP Shared Queue Admin Guide

Shared Queue Processes

ﬁ Configuring Default and User Initiated Processes

This section will review the NEXTSTEP Admin function of configuring Processes for a Shared Queue.
Processes may contain OCR and Al-driven functions like Document Classification or Advanced Capture,
settings required for integration, and/or other automated or user-triggered activities used in a

workflow.

While this section will provide an overview as to how Processes are configured, it is highly
recommended that you consult with your Concord Sales Representative, your Implementation Manager
or Concord Premium Support before configuring your first Process.

To begin, navigate to the Shared Queue on which you want to add a Process and click the Processes tab.
To configure a new Process, click +Process

This opens the Add/Edit Process form:

Add/Edit Process
Create new process by adding a name, description and associates activities for this process

ndicates a required field

Process Name * Process Description Please select your default process behaviour Is this the default process?

Document Process ‘ ‘ Process config for NEXTSTEP Admin Guide ‘ ‘ Inbound Fax, Uploaded Dacuments - | @vs OMo

Here you will enter information to help identify this process, establish when this process will be run and

for what documents:

Process Name Identifier for this process.

Process Description Description of the process to help you identify what this process is
for or does.

Default Process Behavior This will be revealed if “Is this the default process?” is set to Yes
and dictates what kind(s) of documents will be run through this

23
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process:
. Inbound Faxes: Fax documents received into this queue
° Outbound Faxes: Fax documents sent via users
operating in this queue
) Partial Faxes: Inbound fax documents that are tagged
as a possible partial receipt
. Uploaded Documents: Documents uploaded via

manual or automated methods

Default Process

This is a Yes/No selection and will determine whether this process
is run automatically when new documents enter a queue (Yes) or
whether some subsequent or manual trigger will be used to run this
process (No).

When all information is entered, click Save.

This will create the Process and then you must add one or more Activities that will be used in your

process. Each Activity has its own purpose and configuration. These are described in detail in the next

section.

24
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Shared Queue Process Activities

In this section we will review the Activities that can be configured within a Process. Specific Activities
and the order in which they are configured can be heavily dependent on what you are trying to achieve
and what additional Activities need to be added to your process.

The typical order of operations in a process will begin with OCR, where pages are scanned to capture
text, but processes such as Document Cleanup could precede this. Below we will define the possible
Activities and their configuration in the order they appearin the dropdown selector, but the orderin
which they are added (and thus run) will depend on what is required of the process.

Again, it is highly recommended that you consult with your Concord Sales Representative, your
Implementation Manager or Concord Premium Support before configuring your first Process.

To add an Activity, click +Activity

Barcode Recognition

This Activity allows you to configure your process to recognize and capture barcode data on documents:
Barcode Recognition

Choose 1D, 2D barcode types and page to be recognized. If pages range is l=ft blank, all the pages will ke recognized.

Individuals

| Select Individuals... - |

Barcode Type

| Select Barcode Type - |

Page Rangs

[ Aggressive Scanning @

Configurable elements of the Barcode Recognition Activity are defined as follows:

Individuals Optional selection for the general type of barcode you wish to scan for,
All 1D, All 2D or both. Used in place of Barcode Type below.

Barcode Type Optional selection of specific Barcode Type to only scan for that type.
Used in place of Individuals above.

25
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Page Range Optional selection of specific page to scan for the presence of a barcode.

Aggressive Scanning Option toggle for document rescan if no barcode is found on initial scan.

Document Cleanup

This activity can be run to help clean up documents, typically received via fax, for better subsequent

processing of OCR-related Activities:

Document Cleanup
Optimizes the image based on the selected cleanup type. If page range is left blank, all pages will go through cleanup; else only the specified pages will perform cleanup. If "Update Document” is enabled, it will overwrite the

source document.

Type *

@  Enable File Download @

Select Type - |

Cleanup type is required File Name *

Page Range |

Update Document

Configurable elements of the Document Cleanup Activity are defined as follows:

Type Required field to select the type of cleanup you want to have performed.
Note that only one Type can be selected, and additional Document
Cleanup Activities should be added for any additional cleanup types you
want to run.

Page Range Optional page range selection for where in the document Concord
should perform cleanup. If blank, all pages will be run through this

Document Cleanup Activity.

Update Document This selector allows the Activity to overwrite the source document with
the cleaned-up version of the document.

Enable File Download Enables optional download of cleaned-up document.

26
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File Name Required only if Enable File Download is selected. Provides filename

convention for downloading cleaned-up documents.

Page Rotation

This Activity can be used to rotate documents based on the presence of a barcode, which may be used
by NEXTSTEP to understand the alignment of a document as it is received:

Page Rotation
The page will be rotated to 90, 180, 270 degrees; if the orientation angle falls between given Min and Max Angle.
Detection Method @
| BarcedeCrientation A |
Min Angle Max Angle Rotate to angle
2575 | | 2825 | | 90 |
Min Angle Min Angle Rotate to angle
| 1675 | | 1025 | | 180 |
Min Angle Max Angle Rotate to angle
| 775 | | 1025 | | 270 |

Here there is only one item to configure: Detection Method. You must select Barcode Recognition to

utilize this in your process and must configure Barcode Recognition in addition to the Page Rotation

Activity.

Document Conversion

This activity is used to set a specific document type for output that is typically associated with

integration via APl or automated export:

Document Conversion
Converts the file to given file formaw(PDF, TIF, JPG, PNG).

File Format™

| Select File Format -

Document Conversion Field is required.

I Enable File Download @
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Configurable elements of the Document Conversion Activity are defined as follows:

File Format Required file format setting allows for selection of PDF, TIF, JPG or PNG file
type for documents that will be retrieved or pushed from the NEXTSTEP
platform.

Enable File Download Enables optional (but expected) download of documents in the format
selected above.

Document Delivery

This Activity is used to configure HTTPS push settings to transmit documents and/or data from
NEXTSTEP a client endpoint and provide notification if there is an issue with processing or file delivery.

Note that configuring this service requires that you add a Delivery URL and Bearer Token to the Shared
Queue / Settings tab for the Shared Queue you will be configuring:

Delivery Settings

hitps/fyourURL com/receiver

XXX KK

Once these details are added, you can configure the Document Delivery Activity:

Document Delivery

Select searchable PDF & choose the files to be delivered from list of activities. Add required recipient email address for transient and permanent failures. If Attach Failed Document is
selected, the document will be sent as attachment to the listed recipients.

Activity™

| Select Activity - ‘

Transient Failure Notification Permanent Failure Notification
Transient Activity Permanent Activity
| Select Transient Activity A ‘ ‘ Select Permanent Activity - ‘

Email* Email®

In the top section of the Document Delivery Activity configuration, we have the following settings:
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Activity

Here you will select the components that will be incorporated into the
delivery process output. The options available will depend on what
Activities you’ve already added to your process, but this will typically
include Metadata Transform and a file type.

Transient / Permanent
Failure Notification

These settings are used to configure notifications on process and/or
delivery failure, to notify customer contact(s) of a problem with an
Activity or the delivery of data to a customer’s endpoint.

File Naming

Workflow Fields

File Name Pattern

Select Workflow Fields

Headers

Static Headers

Custom Field Headers

Select Static Headers

v | Select Custom Field Headers v

o Any null values entered here, will be replaced with
hyphen in the resulting header. For example,
‘Patient name' would become ‘Patient-name’

In the bottom section of the Document Delivery Activity configuration, we have the following settings:

File Naming - Workflow
Fields

Here you can select what elements will be used to create the file name
for documents that are pushed via the Document Delivery process.
Options will vary depending on the Shared Queue configuration

File Name Pattern

Based on selection made in Workflow Fields above, this will display the
naming convention that will be used to create your files.

Static Headers

Fixed data to be inserted in an HTTP header upon transmission. Typically
used for authentication.

Custom Field Headers

Variable data representing Custom Fields created in the Shared Queue
to be inserted in the HTTP header upon transmission. Typically used for
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authentication.

Document Retrieval

This Activity enables the downloading of documents from NEXTSTEP using an APl Document Retrieval

call or Concord’s Folder Monitor application:

Document Retrieval

Listed documnents will be enabled for Download. This also includes the files generated by other activities(Enable File Download).

Searchable Version (POF) [[] original Version (TIFF) [ Current Version (TIFF)

B Streaming Notification €

Here you can configure the version of the document you want to be able to retrieve:

Searchable Version (PDF) PDF output including any edits or annotations made in the NEXTSTEP

User Interface.

Original Version (TIFF) TIFF output in the form the document was received or uploaded,
without any edits or annotations made in the NEXTSTEP User
Interface.

Current Version (TIFF) TIFF output including any edits or annotations made in the

NEXTSTEP User Interface by users working on documents.

In most instances Streaming Notification should remain Off.

Document Separation

This Activity is used to separate documents based on a pre-configured Separation Type:
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Document Separation

Separates one document into multiple documents based on 1he "Separation Type". Tne selected process will be triggered after separation. If "Process to tigger” Iz not selected, only default conversion will haopen

Aute Archive Original Document

Configurable elements of the Document Separation Activity are defined as follows:

Separation Type Select the separator that will be used to identify when separation should
take place:

Document Type: Documents will be separated according to pages
corresponding to a particular document type, as determined by the
Document Classification process. You also have the option to use the Fax
Cover Sheet as your separator via this method.

Patient Name: Documents will be separated according to the pages that are
relevant to a specific patient. This requires that Patient Name Extraction is
enabled as an Activity on this process, which will automatically extract
patient name data and use this to assemble sub-documents according to the
patients they pertain to.

Barcode: Documents will be separated according to the presence of
barcodes. As a new barcode appears in a document, pages from that point
forward will be associated with this barcode, until a new barcode is found to
repeat the process of assembly and separation.

Page number: Documents will be separated according to a specific page
count, assuming each sub-document will be of a like page number.

Process to Trigger Optional secondary Process. If you have another process added to the queue,
you can select that process to be triggered after page separation has run.

Auto Archive Original | Optional selection to enable the archiving of the original document, as it was
Document received or uploaded, prior to separation. The original document will be
placed in the Archive Items folders of this Shared Queue if enabled.

31



NEXTSTEP Shared Queue Admin Guide

Extraction (Advanced Capture)

This Activity is used to configure automated extraction of specific data fields from within documents
received or uploading to this Shared Queue.

Concord supports the extraction of many fields including Patient Name. Date of Birth and Insurance
Provider. For a complete listing of supported Extraction Fields, please contact your Concord Sales

Representative, Implementation Manager or Concord Premium Support.

You must have the License for Advanced Capture enabled in your Company Settings to complete the

configuration.

You must also have at least one Custom Field created, which will become the placeholder for data that
is extracted from documents processed in this queue. You should create a Custom Field for each
element you wish to extract, and then you can proceed to configuring Extraction:

Extract Configuration
Extracts the value from the given page like patient name, SSN, MRN, DOB, DOE, NFI, ID

[ oo _oame T] [ <] = ] ®

Extracted Valus® Mapping Configuration® Workflow Field®

Workflow Field*

Extracted Value®

Mapping Configuration®

| Select Extracted Valus

- | ‘See:t Mapping Configuration - ‘ |i-elec:'v".'ork‘\owFﬂ.\d - | o

Configurable elements of the Extraction Activity are defined as follows:

Extracted Value

This is a dropdown selector of currently supported extraction fields. Select the
field you wish to configure for extraction.

Mapping
Configuration

This dropdown will display the formats the Extracted Value can be presented
in. The selected field will dictate what options are available but in general:

e Original will preserve the data in the format it was extracted.

e Standardize will reformat the data to output in a consistent format.

Workflow Field

This dropdown allows you to select what Custom Field will be the repository for
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the extracted data.

Metadata Transform

This Activity is used to construct the format of metadata output files, usually used in conjunction with
NEXTSTEP integration via Document Retrieval (pull) or Document Delivery (push) Activities.

This configuration may be very specialized to support your requirements and it is highly recommended
that you consult with Concord Sales, your Concord Implementation Manager or Concord Premium

Support to assist with configuring the appropriate metadata output for your needs:

Metadata Transform

Retrieves the result of configured activities & fax metadata, applies XSLT and produces single output file with the selected format.
Generated XSLT can be customized using the Advanced Viewer button.

Data Source
| Select Data Source - ‘ + Add

O Version 1 @ Version 2 . Enable File Download @

Type

@xe (O uson (O Hm

Data Source

Configurable elements of the Metadata Transform Activity are defined as follows:

Data Source

include this source in your output.

Dropdown selection of all possible sources of data that may be included in
metadata that is exported from NEXTSTEP. Select Data Source and click Add to

Version XSLT version used to transform data, Version 1 is legacy, and Version 2 should be
selected for most new processes.

Type This dictates the format the export data will take: XML, JSON or HTML.

Enable File Enabling this allows you to retrieve document content along with selected

Download metadata.
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Datasource This will relate the data to the source ID for each message.

Metadata Processing

Metadata Processing is used to compile the elements that will be incorporated into the output format
configured in Metadata Transform. Data may be pulled from multiple sources, including fax call data,
extraction and Document Classification to populate your output format with meaningful information:

Metadata Processing

Populates the document metadata using various activity results. Set XPath for each workflow field either Extraction XPath Info @ @& Advance Viewer

using XSLT or manual.

Data Source
| Select Data Source b | m

Here you can select the data source(s) you wish to incorporate into your output.

It is not recommended that you utilize Advance Viewer or edit any XSLT configuration. Please contact
your Implementation Manager, Sales Engineer, or Concord Premium Support for assistance with

additional customization.
Notification

The Notification Activity is used when email notification is required following some eventin a NEXTSTEP
Shared Queue. This could relate to new faxes being received, messages being moved to a new Shared

Queue or Folder, or the result of a Process run in that queue:

Notifications

Customize Email Notifications with the selected files from the list. Add multiple recipients with required files as attachments. Email scheduling is optional

Subject® Body Format® Schedule email
| [ il | = @
Route Configuration + Add Dependencies m
Activity
ncord.net | Select Activity - |
To* Map From Field
‘ |AND| Select Field - | MetadataTransform ]
cC BCC
Files to be artached Email bedy content®
[ select Files to be attached = | [ select Email body content - |
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Base configurable elements of the Notification Activity are defined as follows:

Subject

The subject line that will be used when email notifications are sent.

Body Format

The content-type of the notification email message body, text or HTML.

Schedule Email

Calendar selection for a one-time notification.

Dependencies

Any Activity that may be used as a prerequisite to trigger notification.

The Route Configuration elements are defined as follows:

From

Default email “from” address that email notifications will come from.

To

The email address to which notifications will be sent.

Map From Field

Optional variable field to use as notification recipient based on data populated
to a Custom Field.

CcC/ BCC

Additional email addresses that may be notified as CC or BCC recipient(s).

Files to be Attached

Selection of possible source documents to attach to the notification, based on
previously configured Activities.

Email Body Content

Selection of possible email message body content to attach to notification,
based on previously configured Activities.

Signature Detection

This Activity allows for the scanning of documents for the presence of a signature. The configuration of

this Activity requires that you upload an example document that should contain a signature when
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received and select the area within the example where a signature would be found.

Once enabled, NEXTSTEP will look for the presence of a signature in that area when new documents are
received:

Signature Detection £ Upload Image
Enter Page Number and click Upload Image te populate the signature coordinates.

Page Number

Page No @

1

Click Upload Image to upload your example document in PNG or JPG formats and select signature
detection area.

Choose the Page Number on which a signature scan should be performed.
Data Lookup

This Activity is used to configure a data lookup process using Custom Fields as the query item(s). In
order to select a Lookup Activity to add to your Process, you must first configure Lookups on the Shared
Queue you wish to add this to.

To begin, navigate to your Shared Queue, click Lookups and +Create:

Enter Lookup Name * Select Connection v Description P Lookup Button Name

Key Field(s) Mapping Resuli(s)

Select Field List - Operator - Select Workflow Fields - Select Workflow Field ¥ jg  SelectFieldList M

Here you will configure the Lookup utilizing a pre-configured Data Connection added at the Company
level. You must have this Data Connection in place to proceed with completing the form fields for

Lookups:
Enter Lookup The identifier that will be used for this Lookup, which will be selected in the
Name Data Lookup Activity configuration.

Select Connection | The pre-configured Data Connection that will be used to access the database
from which to pull results based on Custom Field input.
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Description

Description of the Lookup for identification purposes.

Lookup Button
Name

The button label that will appear to users performing a Lookup in the NEXTSTEP
ul.

Lookup Button
Position

Where the lookup button will appear in the NEXTSTEP Ul, based on the Custom
Fields that are added in Key Field Mapping.

The Key Field Mapping configuration allows you to select what field(s) will be used as query variable(s),

and how the query will be performed:

Select Field List

Add fields from the integrated application that you wish to be used as
query elements in a data lookup.

Operator

Select the operator (equals, does not equal, greater than, less than, etc.)
that will be used to hone your users’ queries.

Select Workflow
Fields

Choose the Custom Field that will be used be contain each query
element added via Select Field List.

The Results configuration allows you to select what field(s) will be used to populate results following

the Lookup:

Select Workflow
Field

Choose what Custom Field(s) will be used to display the results of a data
lookup.

Select Field List

Choose what field(s) from the integrated application will be populated to
Results Custom Fields.

Integration
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This Activity allows for the configuration of integrations with specific applications provided by third

party organizations. Documentation pertaining to these Integrations are provided outside of this
document.

Please contact your Implementation Manager, Sales Engineer, or Concord Premium Support for more
information on integrations.
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NEXTSTEP Reports

o
ﬂﬂ’ Aggregated and Share Queue Metrics

NEXTSTEP provides a series of reports pertaining to activity in Shared Queues. In this section, we’'ll
review what Reports are available and how to produce them.

To access Reports in NEXTSTEP, click the Reports icon:

@)

This will open the default Reports display, showing activity in all Shared Queues for the past 5 days in

Reports
Choose o date
11/26/2023 - 11/30/2023 ] All Workflow -
Documents In Workmow Documents Read By User
40
DM - Classification (37%) . Lane Rude
B Rich Bo (29%) B Reh Bore
30
1 Referrels (21%) [ Nicolas Pescuier
Fax Queus Training (13%) Zack Reily
Jon Spengler (0%) 20 B HDugas
[ UL NEXTSTER FAX
B Jon Spengier
10 (B John McFadden NS
0o . . . .
rl Documents In Workflow User Folders r| Total Documents
— P o = 7
| AVG. Time to View ‘-‘ AVG. Time to Print
=’ sivaos —

B Chant

From this screen, you can select the parameters you would like to use to create a report.

First, choose a Date Range:

Choose a date

1/26/2023 - 11/30/2023 1]
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Next, choose whether you want to include all Shared Queues (Workflows) or select the specific Shared

Queue you want to report on:

All Workflow

When you have entered your parameters, click Generate Report.

By default, the results will be displayed with the following metrics:

Documents in
Workflow

The total documents received or uploaded into your selected Shared Queue(s)
during the selected time period.

User Folders

The total documents received or uploaded into users’ Personal Folders during
the selected time period.

Total Documents

The total documents received or uploaded into your selected Shared Queue(s)
and any Personal Folders during the selected time period.

Average Time to
View

The average amount of time, based on all documents included in your results,
that it took for documents to be first viewed by users working in your Shared

Queue(s).

Average Time to
Print

The average amount of time, based on all documents included in your results,
that it took for documents to be printed by users working in your Shared
Queue(s).

The Documents in Workflow results are also displayed in a separate chart, showing the breakdown of

the percentage of documents in Shared Queues and user Personal Folders (if applicable) during the

selected period:
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Documents in Workflow

DM - Classification (32%)

B Rich Bott (22%)

. Barcode Splitting & Extraction (14%)
Referrals (11%)
Jaida Chapman (5%)

. Rich-Test (5%)

) ISNS Demo (4%)

. Fax Queue Training {(4%)

@ HC Plus OCR (2%)

B L5 Training (2%)

An additional chart displays Documents Read by Users which provides a tally for the number of
documents viewed by users during the selected period:

Documents Read By User

40

B Lzn= Rude

B Rich Bott

) H Dugas

[ Nicolas Pasquier
B NEXTSTER DEMO

20

@ Griffin Fish

B John McFadden NS
1 B Kevin Hodak

0 Zack Reilly

B MJL NEXTSTEP FAX
0.0

By hovering over each colored listing, you can see the number of documents handled by that user.

3.0

o

Grid Reports

The Reports module also allows you create exportable, table-based reports that allow for message-

specific viewing of status, user and timestamps.

To access Grid Reports, shift the slider in the top-left of the screen from Chart to Grid:
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@ Grid

This opens the Grid Report query screen where you can enter the parameters you wish to report on:

Reports & Grid

Time to First Print - 11/26/2023 - 11/30/2023 i) All Workflow -

DOCUMENT PAGES SENDER RECEIVED DATE & TIME TAG DOCUMENT STATUS ~ USER TIME TO FIRST PRINT

You have the option of pulling four report types:

Time to First Print Document list indicating which user first printed each document and when.

Time to First View Document list indicating which user first viewed each document and when.

Time to First View or | Document list that reports on first view or first print, the user and action
Print taken, and the time the first print or view occurred.

Unread Report List of documents that have not been viewed by any user within the time
period requested.

Choose your report type, the time period you wish to search within and the required Shared Queue /
Folder (or All Workflows) and click Search to generate your report.

To export a list of your results, click Export and an XLSX file will be generated for download.
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NEXTSTEP User Audit Details

Auditing Users and Shared Queues for Admin Activity

The User Audit Details section allows NEXTSTEP admins to query the NEXTSTEP platform for Admin
activity related to mapping and un-mapping NEXTSTEP Users to Shared Queues.

This can be helpful if there is a need to understand what users are mapped to what Shared Queue, when
specific users were added or deleted from Shared Queue access, and/or what Admins are responsible
for making changes to user/Shared Queue access.

User Audit Details activity can be queried for up to 12 months, using pre-built and custom time period
filters to hone results.

Note that only activities which took place during the time period used in the query will be displayed in
the results.

To access User Audit Details, click the User Audit Details icon:

9
This opens the User Audit Details query screen:

User Audit Details

t

Choose a date
11/30/2023 - 12/04/2023 i) Queues - Select Queues - M

QUEUE NAME ADMIN ACTION USER NAME USER EMAIL DATE OF CHANGE

Here you have the option to search based on Shared Queue or User.

Searching based on Shared Queue will return results pertaining to Admin activity in that queue, and
details regarding any users that were added or deleted from that Shared Queue, when that action took
place and what Admin made the change:

User Audit Details

Choose a date Select Workfiow
09/01/2023 - 12/04/2023 [i:] Queues - ISNS Demo -
QUEUE NAME ADMIN ACTION USER NAME USER EMAIL DATE OF CHANGE
ISNS Demo John McFadden Added Jaida Chapman jchapman@concord.net 09/22/2023 08:55 AM
ISNS Demo John McFadden Added Griffin Fish gfish@concord.net 11/08/2023 02:21PM
ISNS Demo John McFadden Added Shiloh Gillespie sgillespie@concord.net 11/08/2023 02:22 PM
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Searching based on User will return results pertaining to Admin activity associated with that user
account, any Shared Queues the user was added to or deleted from, when the action occurred and
what Admin made the change:

User Audit Details

0710v203 - row2023 ® - Rl Katole -
QUEUE NAME ADMIN ACTION USER NAME USER EMAIL DATE OF CHANGE
Incoming Heath Dugas Added Rupali Katole rkatole@concord.net 1/13/2023 03:39 PM
Admission/ Referrals Heath Dugas Added Rupali Katole rkatole@concord net 1M/13/2023 03:40 PM
Clinical Records Heath Dugas Added Rupali Katole rkatole@concord.net N/13/2023 03:40 PM
Lab/Rad Ordering and Results Heath Dugas Added Rupali Katole rkatole@concord.net 1/13/2023 03:40 PM
Nursing Workflows Heath Dugas Added Rupali Katole rkatole@concord net 1M/13/2023 03:40 PM

Note that, when searching for activity based on either the Shared Queue or User Account, you have the
option of selecting multiple search criteria to search by more than one queue or user, as needed.

To query User Audit Details, select your time period, enter the appropriate Shared Queue or User
details and click Search.

To clear your query, click Reset.
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Getting Help

Concord Premium Support
Concord’s customer service team is available Monday-Friday from 6:00 AM to 6:00 PM (Pacific Time).
Phone: +1 (206) 441-3346

Email: psupport@concord.net

Web: https://concord.net/technical-support/
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