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Message Center: Attachments

Sending Attachments from Cerner Message Centerto MyChildren’s Portal

Policies Governing Attachments

To enhance efficiency in communication with patients/families, Children’s staff can attach documents to
My Children’s portal messages.

A policy to governuse was developed by legal /compliance with endorsement by the HIM committee to guide
appropriate use of this feature.

Click here to viewthe complete Children’s policy.

Authorized Attachments at Any Time
e Patient specific documents, forms and questionnaires, handouts and education materials which
would be given to the patient in person at the clinic

¢ Documentsthat can be givento patients/families by the front desk staff without prior conversation
between clinicians and families
Note: These documents are also available on childrensmn.org
Examplesinclude:

o Patient-specificdocuments
o Blank formsand questionnaires
o Handoutsand education materials

Authorized Attachments After Speaking with Families

The following documents are authorized to send once a conversation between the clinician and patient/family
has occurred:

e Documents containing sensitive information
e Documents containing abnormal results
Examples include abnormal pathology, radiology or genetics results

Prohibited Attachments

¢ Documentstransmitted through the portal that would be a violation of law or regulation
Examplesinclude:
o A prescriptionforacontrolled substance
o Confidential information documented in the chart

Attachments: From Cerner Message Center to MyChildren’s Portal

1. Click Communicate to create anewmessage.
2. Complete the appropriate message fieldsi.e. patient, subject, etc.
3. Clickto selectthe To consumerbox to send the message to the patient’s portal.

Two attachment options are available: Browse Documents and Other Attachments
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Browse Documents
Browse Documents allows youto attach a clinical document from within Cerner.

1. Click Browse Documents.
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2. Selectthe document(s)to attach and click OK.
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3. Yourattached document displays under the Browse Documents option.
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Attachments

| Browse Documents | | Other Attachments |
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Dear Mrs. Zzztest, ~
Please complete the attached form regarding the prior authorization for your daughter's medication... H
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Other Attachments

Other Attachments allowsyou to attach adocument from anetwork drive or attach a Cerner document not

found within the Browse Documents option.
Attach a document from a network drive
1. Select Other Attachments.

Message Center: Attachments
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2. Click the Browse buttonwhich allows you to search the network folders onyour Children’s computer.

Choose a file to attach:

- Attach

Current file attachments:

Previous file attachments (view only):

Remaove

Cancel

3. Tolocateadocument, expand
the PCfolder to display the
network drives.

4. Selectthe appropriate network
drive.

5. Selectthe document to attach.

6. Click Open.

Note: Documents saved to the
desktop are not visible here to
attachin Message Center. The
document must besavedtoa
network drive.
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7. Theselected file displaysinthe Choose a file to attach field. Click Attach.

Choose a file to attach:

" Childrens Confidentiality Agreement_1.pdf" Browse... |' Attach I

Current file attachments:

Remove

Previous file attachments (view only):

[ ok || cancel |

8. Thefiledisplaysin the Current file attachments: section. Click OK.

Choose a file to attach:

| | Browse... |"| Attach

Current file attachments:

"W Client F54 Childrens Confidentiality Agreement_1.

Previous file attachments (view only):

| ok || cancel

9. Thedocument nowdisplaysunder the Other Attachments option.
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Attachments
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Dear Mrs. Zzztest,
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Attach a Cerner document not found within the Browse Documents option
1. Select Other Attachments.
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2. Click the Browse down arrowand click MultiMedia Manager.

Choose a file to attach:

Browse... Tl Attach

MultiMedia Manager

Current file attachments:

Remove

Previous file attachments (view only):

3. Selectthe document youwould like to attach and click Include.
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4. Theselected filedisplaysinthe Choose a file to attach field. Click Attach.

Choose a file to attach:

"Childrens Confidentiality Agreement_1.pdf" Browse... |' Attach I

Current file attachments:

Remove

Previcus file attachments (view only):

5. Thefiledisplaysin the Current file attachments: section. Click OK.

Choose a file to attach:

| | Browse... |"| Attach

Current file attachments

WClient F$4Childrens Confidentiality Agreement_1.

Previcus file attachments (view only):

[ ok || Ccancel |

6. Thedocument nowdisplaysunder the Other Attachments option.

Task Edit

? High L Notify 38 Message Journal (8) . Portal Options ﬁLaun(h Orders

Patient: | Zzztest, Clinic |8 cater: | Zzztest, Clinic Caller #: |
To: | | [ Include me
CC: | | Provider: ”Tlain . Providerl Xl | [ To consumer [ ] Disable further replies

Subject: | Information needed for prior authorization v| []Saveto Chart As: |Phona Msg

Attachments
| Browse Documents | | Other Attachments

[ 1 Childrens Confidentiality...[ X |

Message
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Dear Mrs. Zzztest,

& B F

1E

Once the message is sent from Cerner Message Center, it will display with attachment(s) in My Children’s
Portal.
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