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R4™ SYSTEM MANUAL

Introduction

The R4 system is a complete e-filing dental records system. Introduced in KAUFD in
the academic year 2010-2011 this system has completely obliterated the use of paper-
based record keeping. The R4 system serves several essential goals: 1- Keeping with
the ever changing world-wide technologies in record keeping, 2- Optimizing the
quality of patient care, and 3- Improving the monitoring of clinical outcomes for the
faculty.

The R4 system is based on the unique use of a username and password, which
customizes the access for every user. There are several levels of access depending on
the categorization of the user, with varying levels of privileges. Users categorized as
“supervisors” have complete access to editing the record with the exception of the
Patient’s Basic Information. Users categorized as “students” may only edit the
patient’s chart, treatment plan and progress notes with the approval of the supervisor.
Users categorized as “Dental Records auxiliaries (such as receptionists and DPAs)
may only edit and organize patients’ visits and appointments.

The R4 system is a system that greatly aides the mission of the faculty in adhering to
the strict Patient Confidentiality Rules as required by the Ministry of Health of the
Kingdom of Saudi Arabia. The system does not allow for the removal or inappropriate
access of a patient’s medical record. Should any mishandling of a patient’s record
occur, the system highlights it (thru the generation of reports), and enables the Faculty
to reinforce rigorously the professional and ethical conduct in patient care.

Step-by-Step Instruction:

1. Starting your PC and logging onto the R4 system

Once in the clinic, the first thing that must be done when starting the PC is to log
onto the University website in order to log onto the internet.
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1. Enter your Computer Number Ex 0555588
2. Enter your ODUS password
3. Select KAAU from drop down list

Once connected to the web, double click on the R4 icon found on the desktop

This will open the R4 interface that will enable you to logon with your unique 1D
(username). Please note that you must never disclose your password to anyone at
any time.
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First time users: if you have just been issued a new username, then you will have

been given a generic password (7788). You must log onto the R4 and change your
password to a unique one that must only be known by yourself.

To change your password:

2.
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4.

main menu click “Edit”
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Enter 7788 as the old password
Enter your new password and confirm.
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3.

Whenever you log onto the R4 system, you will find that your patients will have
been booked in your clinic by your DPA and receptionist at the specified clinical
times. Note that each patient record will be available for you only during that
particular clinical session. Once the clinical session is over, the record will not be
available to you. In order to access the record it must be re-booked by the DPA and/or
receptionist based upon approval by the Clinical Course Director.

Once you are in your clinic:

Open the waiting list from the main tool bar to see your patients. Patients must
register at the reception as soon as they arrive. Once they do, your screen will
show the patient “waiting”.

) ® & = B Bl a

Log Cut Clinics Patients Messages Financial Walting List Chat Reminders

:- Today'’s Waiting List .. ALl Appointments

How do I use this list for checking in patients?

Latest Update

ednesday, November 03, 2010
10:19:00 AhA Clear

Appaintment’, Group-Appointment Status

Waiting Call Patient Left Surgeny Check Dut

Appt | Patient Status For Treatnent Duration
b 1300 MR IAD JAkAL MERDAD Pending - Examination 0:30
1330 MR FIVAD MARMAN HAMAD Pending - Exarnination 0:30
1400 MSESARAH HUSSEIN AL SAGGAF Pending - Examination 0:30
1430 MES QEINA MOHANNAD MAHLY Fending - Examination 0:30
1500 WS AD MOHAMMED Pending - Examination 0:30
1530 M5 AR OMAR NASSIF Pending - Exarnination 0:30

Open Chart

Choose the first patient
Click on “Call Patient”
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The receptionist will send your patient in to your clinic.
. Once the clinical session is over you must click on “Left Surgery”
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Once “Left Surgery” is clicked, a pop-up window will appear in order to set up the
patient’s next appointment.
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6. Once the Patient is in the Clinic

1. Clinical Chart

Once you have chosen your first patient from the waiting list, you can open his/her
chart by clicking on open chart:
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Open Chart

This will open the Patient Clinical Chart.
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The Medical History can be viewed and edited by clicking on the Medical
Information tab.
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Opening this tab will give access to the following information:
Chief Complaint and History of present complaint.
Medical History.

Dental History.
Social History.
Family History.




Click on the “Open Medical Screen”
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This will give access to the medical history. By clicking on “New Medical” history
may be taken.

Close
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Are you currently taking any prescribed medicines {eg kablets, cintments or
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Medical History questions can be checked in a “yes” or “no”. In case there is a need
to add information, it may be done by clicking on “Notes”
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Once History Taking is complete click on “Apply”
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To access Soft Tissue Examination, select from the drop-down menu “View”

@ R4 - Treatment Plan

File| View Tools H

)| (5 | B mpeperRecord o WedcalInfo, | B Users Adnd | B Close Chart

& Cical Cha o/
== periodontal Charting 3
[+ Treatment Planning 3

R Jlsoft Tissuer emination
K! Waiting List
Orthodontic Assessment
A Patient Information A2
= Patient Medical Information
Patient Pictures.

& Treatment Plans Ctrl+T
ept Plan Cirl+A

JB Show Deleted tems

Slolna

[pate  [status [Tooth [Surface [Scheme |Code |Provider [ Pat Cost |Description
IYNDILA 45 PGIY 1112 OPD37(DADOLS)  $0.00 Primary Teeth extraction
o vist4
= visits
gumA 0 PGI9 6931 Adn0(DAOOZD)  $0.00 ClassIAmalgan
Prelaminary TxPlan

[KaAU-Patient Reg. v |

To Cliical Exam

o <|>

This will open the Soft Tissue Examination
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6. Treatment Plan

In order to view the Treatment Plan click on the icon at the bottom right.
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Right-click on the teeth with problems and choose the ideal treatment for that case.
This will generate a problem-list. This list can be ordered in a sequential Treatment
Plan that is divided in the known phases by “dragging” the items below the Treatment
Phase.

Radiographs

In order to view the patient’s radiographs click on the X-Ray icon at the top of the
Clinical Chart view
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View the patient X-ray from the main tool bar of “Kodak Dental Imaging”

Age: 40 Type: KAAU-DC-V
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To see the list of all images of the patients, click on the open history. And double
click to open the image
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Progress Notes

Progress Notes are written under the “Add Note” section.
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The note is written and signed and is then “Add & Save”
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9. STUDENT USERS: Completing Treatments
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All treatments to be carried out on the patient can be viewed in the Treatment Plan.

Once a treatment has been completed:

Item must be changed from active “A” to complete “C”.

Pat Cost
$0.00

Status | Tooth |Surface |Scheme |Code |Provider
3f13/2012 A 17 o} PG1o 6990 04674

Description | Grading Proposer | Grading ... | Grading Su..*
Class I Co... 704674

ok Add Code

8 Delete Item

3f13/2012 A FG1o Periodic ©...

100 704674 $0.00 F04674
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Ta Clinical Exam

Once this is activated, a supervisor approval pop-up window will appear with the

Supervisor Division, Supervisor Username and Password:



w

6.

SRIBAEF | PTRF

)| W | & Mew aliali = Medical Infa,

/B, User: 704674 | " Close Che

R4 - Grading Supervisor, Login

€ Grading Supervisor

The grading supervisor g
ikem({s) can be complpeEa,

0 enter their credentials before the treatment
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Cancel
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o Complets Item Date S... Tooth |5. Scheme |Code |Provider |Description Grading Proposer | Grading Wark Comp... | Grading Supervisor Pat: $0.0
3]13f2012 & 17 O PGIY 6990 704674 Class I Composite 04674
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b oo I
B ik e Kidl-Patient ReqL -
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8 Delete Item

mﬂ Class I Composite 516173
3132012 A PG19 160 704674 Soft Tissue Examinat... 704674

3132012 A FG19 100 704674 Periodic Oral Evalust... 704674

To Clinical Exarn

-

The supervisor name must be selected from a drop down list (sorted by Division)
For the item to be completed the supervisor must approve the treatment by

entering his/her username and password.
Should the need to “undo” an item arise, the same pop-up window will appear
requesting the same supervisor approval.

Date 5. Tooth |s..|Scheme |Code |Provider | Description Grading Proposer | Grading Work Comp... | Grading Supervisar [Pat:
T 3j13fz01z & 17 O PGLI 6990 704674 Class I Composite 704674
Tetal:

- (R R R ST —
313/201Z & 27 E PGl9 £996 516173 Class ¥ Composite 516173 jRAAL-Patlan
3j13/2012 A 37 B PGl 6990 516173 Class I Composite 516173 To Clinical
3/13/z012 A PG13 100 704674 Periodic Oral Ev... 704674

Writing the Progress Note
The progress note is written as “Add Note”
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Date [Status [Tooth [Surface [Scheme |Code | Provider [Cost |Description [Grading ... Grading ... |Grading Supervisor
0 11/16/2011 10:22 % 630153 Change: Missing Tooth
11162011 [ 11/16/2011 10:21 P a7 B 630153 Carious Carious
[ 11/16/201110:21 P 47 0 630153 Filings
] 11/16/2011 10:21 P % B 630153 Filings
] 11/16/2011 10:21 P % 0 630153 Filings
[ 11/16/201110:21 P 45 0 630153 Filings
] 11/16/2011 10:20 P “ 0 630153 Filings
[ 11/16/201110:20 P 15 630153 Root Filing
[ 11/16/2011 10:18 P 35 ] 630153 Filings
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] »

KAAU-Patient RegL |

To Treatment Plan

<[>

This will open the “Patient Notes” window. The progress is written and in order to
close and save the Note, the supervisor username and password must be re-entered.

Tooth Provider Mote —

R4 - Grading Supervisor Login
& Grading Supervisor

The grading supervisor needs to enter their credentials before the note can be
signed off and locked.

Supervisors,

Superyis)

ital signs -
-Pulse rate: =
-Blood pressure:

™ wiew Deleted

-Respiratory rate: Cancel
~

Supervisor Sign
Off
o m
rs Username |S4912) - Dr Suzan brahim (1) ~ 38

= Password: [ — ! :

« Complete

2
3f13/2012 A 17 [=] PGE19 6990 7FO4674 $0.00  Class I Composite To4E74

$0.00

== Add Code
[ edi tem
B edi Frice

3/13/2012 A PG19 100 7O4E74 $0.00 Periodic Oral Evaluation-Established Patient 704674
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Do not forget to LOGOFF the R4 system at the end of every clinical session.
Failure to do so will be considered a Patient Confidentiality violation and will be
treated as a felony.



