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Accessing The File Sharing Display

Note: From any event, after you click ‘Save’, the ‘File Share’ icon at the top of the event will display.

neworg.com,

[ {4 The user NewOrg Support has a conflict with this event. ]

Eve Nt Edit Standard Sunj = Print 4 History |z Outlook

Creare Recurrence

Contact: Type:

NewOrg Management System: |ared P Ferguson (1) Client Self Assessment »

Date: Start Time: End Time: Minutes: Remind me:
60 g
(mm/dd/yyyy) days before this event.

Description: Assigned To:

NewOrg Support v

Funding Source

Status: Open/Closed: Access: El Camine Hospital m
Pending Open |~ Public

Available Forms/Surveys

Client Self Assessment 11172020 - {Pre Active) t

Created: 12/03/2020 By: NewOrg Support Modified: 12/03/2020 By: NewOrg Support

1) Click the ‘File Share’ icon
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Note: This will then navigate you to the File Share Display

Prompt Contact to Upload Fi

Client Self Assessment:

Date: 12/03/2020

Contacts

Jared Ferguson

Email: fferguson@neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Files

Print Forms

Authorization To Disclase Conf Info (Contact)
Client Information Form (Contact)

WMassage Therapy Form (Contact)

Request For Notification (Contact)

Forms/Surveys

Client Self Assessment

Shared Files

No shared files

Time: 1:00 PM-2:00 PM

Expired

File Upload Requested
Shared undi - Dec 3 2020 74PM by: NewOrg Suppore

Client Seff Assessment
Shared - D 3 2020 622PM by: NewOrg Support

Authorization To Disclose Conf Info
Shared - D 3 2020 637PM by: NewOrg Support

Saved Print Forms

Request For Notification

Jared Ferguson (Contact)

(111372020 43028 PV

Autharization To Disclose Conf Info
Jared Ferguson (Contac)

(121372020 50611 PV

Saved Forms/Surveys

Client Self Assessment

NewOrg Management System: Jared P Ferguson
(312020 41434 PV

Client Self Assessment

NewOrg Management System: Jared P Ferguson
(32020 43406 PV

Saved Files

o

Show Files Shared on This Evert

Tt UpRT
Jared Ferguson
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Determining Which Surveys/Forms/Print Forms Are Available

Note: Depending on the ‘Event Type’ selected will determine which ‘Surveys/Forms’ are available.

The ‘Event Type’ will determine which ‘Print Forms’ are available as well (Forms available in the
‘Standard Summary’ dropdown of the ‘Event’.).

Related to Print Forms, depending on the ‘Contact Group’ the contact is in, will also determine which
‘Print Forms’ are available for sharing.

X | B NewOrg M: X [ NewOrg Ma

in @ e

-
!)JN ewOrg ‘
Client Self Assessment:
Datei2 032020 Time: 1:00 PM-2:00 PM e
Con tacts Show Files Shared on This Event v
Jared Ferguson Shared Files Expired
Email: jfergusen@neworg.com
Client Self Assessment No expired files
Home Phone: 814-312-2575 Shared ik Do 3 2020 622PM by Neworg Suppor: (PLComy Link
Work Phone: 814-312-2575 Authorization To Disclose Conf Info a
Cell Phone: 814-312-2575 Shreduns D 3 202 537PM b Newrg Spor: @LComLink
\Fues
Print Forms baved Print Forms

Authorization To Disclose Conf Info (Contact) equest For Notfication

Client Information Form (Contac)

4] Fﬂﬂﬂ

Forms/Surveys aved Forms/Surveys

Client Self Assessment lient Self Assessment 8
lewOrg Management Syscem: Jared P Ferguson ([0
barsi2020 41434 P

Saved Files

& Prompt Contact to Upload Files No Files

Company Files No Company Files
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Sharing A Survey/Form

Date: 12/03/2020

Contacts

Client Self Assessment:

21 Neworg Manageme: X [0 Newrg Manageme: X

Time: 1:00 PM-2:00 PM

Content Manager X < [+ &

Jared Ferguson

Email: fferguson@neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Shared Files

No shared files

Expired

No expired files

Show Al Shared Files

Files

Print Forms

Authorization To Disclose Conf Info (Contact)

Request For Notification (Contact)

Forms/Surveys

Client Self Assessment.

& Prompt Contact to Upload Files

Company Files No Company Files

'

Saved Print Forms

Saved Forms/Surveys

Client Self Assessment
NewOrg Management System: Jared P Ferguson [IE0)
(232020 41834 Py

Saved Files
No Files

= @

n @ e

1) The Contact Details will be displayed below the name of the contact in the event.
2) You can view historical ‘Files Shared on this Event’ or ‘Show All Shared Files’.
3) To Share a file, click the ‘File Share’ icon next to the file name. Be it a ‘Survey/Form’ or

‘Print Form’.

12/4/20




Note: If there is more than once contact in the ‘Event’, each contact details will be displayed.

In @ e
®)\Ncuworg

Time: 1:00 PM-2:00 PM &

Client Self Assessment:
Date: 12/03/2020

Contacts [Show Files Shared on This Event <

Jared Ferguson Shared Files Expired

Email: jferguson@neworg.com E— d
i fle Upload Requeste

Home Phone: 814-312-2575 R stz iz & Z

Sharec - Dec 3 2020 7-14PM by NewOrg Support
Work Phone: 814-312-2575

Cell Phone: 814-312-2575

Client Seff Assessment
Shared - Dec 3 2020 6:22PM by: NewOrg Support

Authorization To Disclose Conf Info
Shared unt-Dec 3 2020 6:37PM by: NewOrg Support

Nick Rowan Test Shared Files

Expired
Email: jaredpaulferguson1989@gmail.com ) )
¥ G No shared files No expired files
Work Phone:
Cell Phone:
Files
Print Forms Saved Print Forms
Authorization To Disclose Conf Info (Contact) B3 FequestFor Noticaton a
N Jared Ferguson (Contact)
Client Information Form (Contact) B cemsonen
Massage Therapy Form (Contact) B3 Authorization ToDisclose ConfInfo [<]
ecuest For Nogfication (Contac Jared Ferguson (Contac)
RequestForNoxication (Cortact) B ueni
Forms/Surveys Saved Forms/Surveys
Client Self Assessment B3  ClientSelfAssessmen: (<]
NewOrg Management System: ared P Ferguson .
; 12|
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7] < | P < B x | B X [ Neworg M.

neworg.com,

Client Self Assessment:

Date: 12/03/2020 Time: 1:00 PM-2:00 PM

Contacts

Jared Ferguson Shared Files Expired
Email: jferguson@neworg.com
Home Phone: 814-312-2575
‘Work Phone: 814-312-2575

Client Self Assessment

No expired files
Shared untit Dec 3 2020 6:22PM by: NewOrg Support (¥ Copy Link

Authorization To Disclose Conf Info

Cell Phone: 814-312-2575 Shared unti: Dec 3 2020 637PM by: NewOrg Support @1 Copy Link
Files
Print Forms Saved Print Forms

Authorization To Disclose Conf Info (Contact)

Request For Notification

Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notfication (Conzact)
Forms/Surveys Saved Forms/Surveys

Client Self Assessment Client Seff Assessment

NewOrg Management Syscem: ored P Ferguson (229
(12/3/2020 41434 PM)

[6] oooo

Saved Files

& Prompt Contact to Upload Fi No Files

Company Files No Company Files

Show Files Shared on This Event ~|

L3

o e

1) Click the ‘Share’ icon next to the ‘Survey/Form’ you wish to share.
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[P NewOrg Manageme: X | ] Newo eme X | [ NewOrg Manageme: X | [] NewOrg Manageme: X | ] NewOrg Manageme: X | [] NewOrg Manageme: X ] NewOrg Manageme: X Content Manager X | Published Events
c¢ @ Q&% neworg.com 8 - o
-
[(
Client Self Assessment: x
Share the file:
Date: 12/03/2020
N Client Self Assessment ¢

Contacts Share with: _ [Show Files Shared on This Event ~|
Jared Ferguson (jferguson@neworg.com) v‘

Jared Ferguson Expired
Email: fferguson@neworg.com Keep available for: -
Home Phone: 814-312-2575 i — H Mo el
Work Phone: 814-312-2575

Cell Phone: 14-312-2575 Instructions:

. Enter instructions for the recipient. o
Fle
Print Forms
Authorization To Disclose Conf Info (Contact) \ (<]
th Access Token
ClientInformtion Form (Contact)
Massage Therapy Form (Contact)
4 share & Send without Access Token

Request For Notification (Contact)

Forms/surveye

Client Self Assessment. (<]
* An Access Token allows the user to enter the ted P Ferguson [
Document Center without a username and
password. If the user has and knows their
username and password, use "Send without
Access Token" for heightened security.

4 Prompt Contact to Upload Files

Company Files No Company Files

Note: If more than once contact in the ‘Event’, the ‘Share With’ dropdown will display each contact
records name.

1) Enter the duration for which you wish the file to be available for the client.
2) Enterinstructions for the client about the form/file.
3) Click ‘Share & Send with Access Token’

Note: This will send an email to the client directly with a secure link to access the file using a Token.
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Sharing A Print Form

Note: Sharing a Print Form via the File Sharing —

Client Self Assessment:
Date: 12/03/2020

Contacts

Jared Ferguson

Email: fferguson@neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Files

Print Forms

Authorization To Disclose Conf Info (Contact)
Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notfication {Contact)
Forms/Surveys

Client Self Assessment

2 Prompt Contact to Upload

Company Files No Company Files

Time: 1:00 PM-2:00 PM

Shared Files Expired

Client Seff Assessment x|

No expired files
Shared untit Dec 3 2020 622PM by: NewOrg Support | Copy Link

Saved Print Forms
Request For Notification
Jared Ferguson (Contact)
(/1372020 43028 PV

Saved Forms/Surveys

Client Self Assessment.
NewOrg Management Syscem: Jared P Ferguson [T
gt

Saved Files
No Files

@Ncworg

Show Files Shared on This Event

In @ o

1) Click the ‘Share’ icon next to the Print Form
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] NewOrg Man: I NewOrg Man

] NewOrg Mar
c @ 0 a n

[ NewOrg Man.

Date: 12/03/2020

Contacts

Jared Ferguson

Email: fferguson@neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Files

Print Forms

Autharization To Disclose Conf Info (Contact)
Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notfication (Contact)
Forms/Surveys

Client Self Assessment

2 prompt Contact to Upload

Company Files No Company Files

] NewOrg Man:

Client Self Assessment:

2] NewOrg Man: ] NewOrg Man.

[ NewOrg Mar

Share the file:
Authorization To Disclose Conf Info

Share with:

Jared Ferguson (jferguson@neworg.com) |~

Keep available for:

2 hours =

Instructions:

Complete The Form At Your Convenience
Please|

S

A share & Send without Access Token

* An Access Token allows the user to enter the
Document Center without a username and
password. If the user has and knows their
username and password, use "Send without
Access Token" for heightened security.

Expired

No expired files

ed P Ferguson [29)

Content Manager

Published Events

5]

 NewOrg Docu

Show Files Shared on This Event.

1) Enter the details of how long you wish the file to be available, instructions, and click ‘Share &

Send With Access Token’.
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Prompting the Contact To Upload a File

Client Self Assessment:

Date: 12/03/2020

Contacts

Jared Ferguson
Email: jferguson@neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Files

Print Forms

Authorization To Disclose Conf Info (Contact)
Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notification (Contact)

Forms/Surveys

Client Self Assessment

Time: 1:00 PM-2:00 PM

Shared Files Expired

Client Self Assessment [ x|

No expired files
Shared untit Dec 3 2020 622PM by: NewOrg Suppan (2 Copy Link

Authorization To Disclose Conf Info
Shared unti: Dec 3 2020 637PM by: NewOrg Support @LCopy Link

Saved Print Forms

Request For Notification
Jared Ferguson (Cantact)

(/1372020 23028 P

Authorization To Disclose Conf Info
Jared Ferguson (Contact) ([T20)
(11312000 50611 P

Saved Forms/Surveys

Client Seit Assessmen
NewOrg Management System: Jared P Ferguson (29
(12/3/2020 41434 PM)

Client Self Assessment

NewOrg Management System: Jared P Ferguson [[T5)
(121372020 43406 P

Saved Files
No Files

@Neuworg

Show Files Shared on This Event

11

|«

1) Within the ‘File Sharing’ display, click ‘Prompt Contact to Upload Files’.
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neworg.com, In @ o

Prompt for Upload: °
b P QNELLIOI‘Q
Select a Contact: - -
. Jared Ferguson (jferguson@neworg.com) |~
Client Self Assessme
] Select a File Type

Rat e (you can use shift or ctrl to select multiple): £

5 Shared on This Event. ~

Release of Information

Contacts Intake Document
Client Assessment
Jared Ferguson Wig Bank Intake Expired
Email: jferguson@neworg.com — as
Home Phone: 814-312-2575 Select a File Class No expired files
‘Work Phone; 814-312-2575 (you can use shift or ctrl to select multiple):

Cell Phone: 814-312-2575
Support
Volunteer
Files
Print Forms Keep available for:

Authorization To Disclose Conf Info (Contact) 2 hours EI B

Client Information Form (Contact)

Instouctions:

Massage Therapy Form (Contact) o [<]
nter instructions f recipient.

Request For Notification (Contact) o/' Enter instructions for the recipient.

Forms/Surveys

Client Self Assessment B

Attach File to this event =0 P Ferguson
=]
d P Ferguson ([
e/ A Allow & send without Access Token
PYSE——
* An Access Token allows the user to enter the 12|

< >

1) Specify which ‘File Type’ should be uploaded.

2) Specify which ‘File Class’ should be uploaded.

3) Select your Duration for how long the contact has availability to upload.

4) Enter instructions for the recipient regarding the file upload.

5) Keep the ‘Attach File to this Event’ checked if you wish for the file to be uploaded to the ‘Files’
tab of the event. Uncheck the checkbox if you wish for the file to be uploaded to the ‘Files’ tab
of the ‘Contact View’.

6) Click ‘Allow & Send with Access Token’.
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Sharing Company Files

Note: Files uploaded to the ‘Files’ tab of the system will be available for sharing.

T2 Neworg Mane. X | [B Neworg Man- X | B Neworg Mane: X | [B Neworg Mane: X | [B NewOrg Mane. X | [B Neworg Manc X | [B Neworg Mane. X | [B1 NewOrg

¢ @ 0 &% neworg.com

- P— {E8 T Bee TE00T TITTR £y e Cg Sumeet T Coly Lk 70 et Dee 3 000 TP oy MenCr Supmor 7S
Work Phone: 814-312-2575 Client Self Assessment. B
Cell Phone: 814-312-2575 Shered until-Dec 32020 622PM by: NewOrg Support

Authorization To Disclose Conf Info [ <]

Shared - Dec 3 2020 G37PM by: NenOrg Support

Nick Rowan Test Shared Files Expired
Email: jaredpaulferguson1389@gmail.com
e e No shared files No expired files
Work Phone:

Cell Phone:

Fles

Print Forms Saved Print Forms
Authorizatien To Disclose Conf Info (Contact) Request For Notification B
Jared Ferguson (Contact)

Client Infarmation Form (Contact) (1171372020 43028 PM)

Massage Therapy Form (Contact) Authorization To Disclose Conf Infa B
Jared Ferguson (Contact)
Request For Notification (Contact) x g p(w )

Forms/Surveys Saved Forms/Surveys

Client Seff Assessment.

Client Self Assessment. B
NewOrg Management System: Jared P Ferguson
(127372020 41434 P)

Client Self Assessment B
NewOrg Management System: Jared P Ferguson
(127372020 3508 P

Saxed Files
2. Prompt Contact to Upload Files et F‘:r:r::‘d Document.oe [ <]
220 52251 Py

Company Files

Organizational @/

Test File Upload Document.oxc

|<

1) Under ‘Company Files’
2) Click the ‘Share’ icon next to the company file you wish to send to the contact.
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Recipient View and Actions

14

Secure file shared with you. Inbex x  Jferguson@newerg.com x

NewOrg Support yia sendgrid net
to Jared ~

Animportant file has been shared with you. To securely access this file please Click Here

This file will be available for 2 hours.

If the link above doesnit work, please copy the link below and paste it into your browser's address bar.

I https://em2care neworg.com/DocumentCenter asp?Access Token=/C0C 197D 1B8F0542694C2DD527611B93A55B9050 '

I IMPORTANT: Do NOT forward this message. This invitation is exclusively for you
Thanks!

NewOrg Support

g 2

425PM (4 minutes ago) ¥y b

‘This email was sent using the NewOrg Management System

To change your address or preferences click here

« Reply » Forward

@\cuorg

1) The Contact will receive the email in their inbox with a secure link containing the token

to access the Document Center.
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Note: Single Files or Multiple Files will now be displayed in the Document Center.

Requested Survey/Form Completion —

Shared By: NewOrg Support
From: 12/3/2020 4:22:06 PM
Until: 12/3/2020 6:22:06 PM

1) Click ‘Open’ to view the ‘File’ or Form
Note: The instructions will be displayed below the ‘File/Form Name’.
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In @ ©

(& Princ
Client Self Assessment Event: Client Seff Assessment (12/3/2020) Comments
Contact: Jared Ferguson, NewOrg Management System (1) 2
IMPORTANT: Please click the Save Changes button below to Sz
save your entries before closing this window. You can return
to complete later if needed.
Date
120312020
Type
Pre - Public: Olocked OUnlocked
Autosave []
<

Page #1 \

lient Self Assessment

Current Level of Distress (0 - No Distress ~ 10 - Extreme Distress)

1) Answer the questions,
2) click ‘Next’ or the
3) ‘Page Number’ to the right.

In @ e

(& Prin

Client Self Assessment Saved

Rezurn to Client Self Assessment
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1) Once the form is completed, view the final details
2) Click ‘Close’ to return to the Document Center.

Note: The file will be displayed in Green when it is saved/completed.

12/4/20

Logout
Client Self Assessment & Open
Shared By: NewOrg Support
From: 12/3/2020 4:22:06 PM
Until: 12/3/2020 6:22:06 PM
Authorization To Disclose Conf Info Shared By: NewOrg Support s Open

Complete The Form At Your Convenience Please

v [5 Saved by Me 12/3/2020 5:06:11 PM - 12/3/20

From: 12/3/2020 4:37:15 PM
Until: 12/3/2020 6:37:15 PM

17



Prompt for File Upload --

Client Self Assessment
Shared By: NewOrg Support
From: 12/3/2020 4:22:06 PM
Until: 12/3/2020 6:22:06 PM

Authorization To Disclose Conf Info Shared By: NewOrg Support
Complete The Form At Your Convenience Please From: 12/3/2020 4:37:15 PM
Until: 12/3/2020 6:37:15 PM

v [3 Saved by Me 12/3/2020 5:06:11 PM - 12/3/20

File Upload Requested Shared By: NewOrg Support
Please Upload A Copy Of Your Drivers License At Your Convenience. From: 12/3/2020 5:14:34 PM
File Type(s): 'Release of Information' Until: 12/3/2020 7:14:34 PM

Logout

% Open

% Open

18

1) The Contact has been prompted to upload a File to their record.

12/4/20

Note: The instructions will be displayed below the ‘File/Form Name’.



19

Please UpA Copy Of Your D

Date modified e
Please select 2 oo

File folder

- To select a consecutive group of files, click the first item, press and hold
- To select multiple files that are near each other, drag the mouse pointer]

- To select non-consecutive files, press and hold down the Cirl key, and fl
B Test File Upload Document
- Having problems?  Try our basic uploader here. You may only uplog

File name:

Select Files/Photos

Wl Save gfllisplaying dialog)
=] tly (using preferred file output settings)
<

k) ooy to dlipboard

Send to printer
Microsoft Outlook

Microsoft Word

Microsoft Excel
@ MS paint

-
&
@ Microsoft Powerpoint
[ |
|

% Close

1) Click ‘Select Files/Photos’
2) Select the File from their PC or Device
3) Click ‘Open’.

Please UpA Copy Of Your Drivers License At Your Convenience.

Please select files to upload ...

- To select a consecutive group of files, click the first item, press and hold down the Shift key, and then click the last item.
- To select multiple files that are near each other, drag the mouse pointer to create a selection around the outside of all the items that you want to include.
- To select non-consecutive files, press and hold down the Ctrl key, and then click each item that you want to select.

- Having problems?  Try our basic uploader here.  You may only upload one file at a time using the basic uploader.

Select Files/Photos

File name Type Class Description savgh Delete

Test File Upload Document txt Release of Information v Clinical v e

1) Note the ‘File Type’ and ‘File Class’ are preset based on the request from the File Sharing
Display.
2) Click ‘Save’ when finalized.
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Please UpA Copy Of Your Drivers License At Your Convenience.

Please select files to upload ...

- To select a consecutive group of files, click the first item, press and hold down the Shift key, and then click the last item.

- To select multiple files that are near each other, drag the mouse pointer to create a selection around the outside of all the items that you want to include.

- To select non-consecutive files, press and hold down the Ctri key, and then click each item that you want to select.
- Having problems?  Try our basic uploader here.  You may only upload one file at a time using the basic uploader.

Select Files/Photos

Files saved successfully.

/

1) Note the File Was Uploaded successfully
2) Click the ‘Close’ button once finalized.
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Print Forms —

Logout
Client Self Assessment & Open
Shared By: NewOrg Support
From: 12/3/2020 4:22:06 PM
Until: 12/3/2020 6:22:06 PM
Authorization To Disclose Conf Info Shared By: NewOrg Support & Open

Complete The Form At Your Convenience Please From: 12/3/2020 4:37:15 PM
Until: 12/3/2020 6:37:15 PM

1) The recipient will be requested to click ‘Open’ next to the file they wish to view/complete.

Note: The instructions will be displayed below the ‘File/Form Name’.
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Complete The Form At Your Convenience Please

Save a Copy to File

Authorization to Disclose Confidential Information

I hereby authorize Cancer CAREpoint to contact the individuals below to obtain information about my health status.

Family member(s) or Contact person(s):

Name:

Fhone H
et

|

-
Family member(s) or Contact person(s): / \
-

I \
Phone # I \
( / \
Email I \
| [\
! . o ) I 4 A}
Information received from the above (s) may be to the

1) The recipient is requested to complete the documentation.
2) Scroll down the form.

Complete The Form At Your Convenience Please

Name(s) of persons or groups:

Name:

Phone #

Email

The following information is authorized to be disclosed (check all that apply):

O Heaith information pertaining to my current condition (e.g. | have been unable to attend sessions at Cancer CAREpoint due to complications from my cancer).

() End of life issues: hospice, death, and any my friends from Cancer CAREPpoint groups are welcome to visit or to attend.
My_rights:
I may refuse to sign this form. My affect my ability

at Cancer CAREpoint.

| may revoke this authorization at any time and can do so verbally or in wriing to Cancer CAREpoint. My revocation shall take effect upon receipt.

Signature:

Printed Name:

Signature:

([ 1 have received a copy of this form

1
=2

1) Once finalized with entry, click ‘Save a Copy to File’
2) Once Completed, click ‘Close’.
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Viewing Previously Shared Files

Note: Previous Shared Files will be displayed in the ‘Shared Files’ area —

NewOrg Man: NewOrg Man:

c @ [0}

] NewOrg Man. ] NewOrg Man:

= neworg.com,

[ NewOrg Man: NewOrg Man:

NewOrg Man: NewOrg Man

Content Manager

Published Events NewOrg Doct

+

L3

= @

23

Client Self Assessment:

Date: 12/03/2020

Contacts

Jared Ferguson

Email: fferguson @neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Files

Print Forms

Aushorization To Disclose Conf Info (Contact)
Client Information Form (Contac)

Massage Therapy Form (Contact)

Request For Notification (Contac)
Forms/Surveys

Client Self Assessment

2 Prompt Contact to Upload

Company Files No Company Files

Time: 1:00 PM-2:00 PM

Shared Files

Client Self Assessment

Shared unti Dec 3 2020 622PM by: NewOrg Support @1Copy Link

Authorization To Disclose Conf Info
Shared unti Dec 3 2020 637PM by: NewOrg Support @1Copy Link

Expired

No expired files

Saved Print Forms

Request For Notfication
Jared Ferguson (Contact)
(11/13/2020 43028 PMY)

Saved Forms/Surveys

Client Self Assessment

NewOrg Management System: Jared P Ferguson ([T50)
(121372020 41434 Py

Saved Files
No Files

B 9%

QN§m0rg

Show Files Shared on This Event |

n @ o
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Viewing Expired Files

24

Client Self Assessment:

Date: 12/03/2020

Contacts

Jared Ferguson

Email: jferguson@neworg.com
Home Phone: 814-312-2575
Work Phone: 814-312-2575
Cell Phone: 814-312-2575

Nick Rowan Test

Email: jaredpaulferguson1989@gmail.com

Home Phone:
Work Phone:
Cell Phone:

Files

Print Forms

Authorization To Disclase Conf Info (Contact)
Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notification (Contact)

Forms/Surveys

Client Self Assessment

Time: 1:00 PM-2:00 PM

Show Files Shared on This Event

@)Neworg

-]

Shared Files Expired

Client Self Assessment File Upload Requested

Shared unti: Dec 4 2020 1025AM by: NewOrg Support @1Copy Link Shared - Dec 3 2020 714PM by: NewOrg Support

Client Seff Assessment
Sharec - Dec 3 2020 6229 by: NewOrg Support

Authorization To Disclose Conf Info
Sharec - Dec 3 2020 637PM by: NewOrg Support

opon

Shared Files Expired

No shared files No expired files

Saved Print Forms

Request For Notification

Jared Ferguson (Contac)
(1113720203028 PV

Autharization To Disclose Conf Info
Jared Ferguson (Contact)

(372020 50611 PV

Saved Forms/Surveys

Client Self Assessment
NewGrg Management System: Jared P Ferguson

1) Files that have been shared and have expired based on the ‘Keep Available For’ will be displayed

12/4/20
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Resharing a Previously Saved File

In @ o

Show Files Shared on This Event -

Contacts

Jared Ferguson Shared Files Expired
Email: jfe .

mail jferguson@neworg.com Client sef Assessment Fle Upload Requested a
Home Phone: 814-312-2575 ‘Shared untit Dec 4 2020 10254M by: NewOrg Support | Copy, Link Shared until - Dec 3 2020 714PM by: NewOrg Support
‘Work Phone: 814-312-2575 Client Self Assessment B
Cell Phone: 814-312-2575 S - Dec 3 2020 6229 by Newo S

Authorizasion To Discase Conf Info a

Sharea unti - Dec 3 2020 G37PM by NewOrg Support

Nick Rowan Test Shared Files Expired

Email: jaredpaulferguson1989@gmail.com

eI e No shared files No expired files

Work Phone:

Cell Phone:

Files

Print Forms Saved Print Forms

Authorization To Disclose Conf Info (Contact) a Request For Notification B

Jared Ferguson (Contact)

Client Information Form (Contacy) a| e

Massage Therapy Form (Contact) BB | ~uthorization To Disclose Conf Info a
equest For Noufication (Contac Jared Ferguson (Contact)

FRequessFor Nodficion (Contacy) B Cinseen o

Forms/Surveys Saved Forms/Surveys

Client Seff Assessment BB | Clienc Self Assessmen: [ <]

NewOrg Management Syster: Jared P Ferguson
(12372000 471434 PV

Client Self Assessment [ <]
NewOrg Management System: Jared P Fergusan
(32020 43408 Py

Saved Files

rompt Contact to Upload ;erse‘dﬁF‘:r::L:i;\d Documentox B

(127372000 52451 Ph)

1) Inthe ‘Saved Print Forms’, ‘Saved Forms/Surveys’, and ‘Saved Files’ area.
2) Click the ‘Share’ icon next to the file you wish to share again with the contact.

12/4/20
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Copying The Link For a Previously Shared File

Note: If you choose to send the secure File Share via another communication Tool, you can click ‘Copy
Link’ to paste it into whichever tool you wish to utilize.

In@ome =

L’)‘NE_LLIOI‘Q

Client Self Assessment:

Date: 12/03/2020

Time: 1:00 PM-2:00 PM e
Show Files Shared on This Event
Contacts :
Jared Ferguson Shared Files Expired
Email: jferguson@neworg.com
Client Self Assessment i il

Home Phone: 814-312-2575 e A gupwﬂ:%mﬂ x] No expired files
Work Phone: 814-312-2575 Authorization To Disclose Conf Info
Cell Phone: 814-312-2575 Shared unti: Dec 3 2020 637PM by: NewOrg Suvwﬂlﬁgmﬂ

Files

Print Forms Saved Print Forms

Authorization To Disclose Conf Info {Contact) Request For Notification

Jared Ferguson (Contact)
(1171372020 43028 B

Request For Notification (Contact)

Forms/Surveys

Saved Forms/Surveys

Client Self Assessment

Saved Files

& Prompt Contact to Upload Files No Files

Company Files No Company Files

1) Click ‘Copy Link’ and paste the link

12/4/20
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Specifying Your Alert Settings and Alert Notification Method

Note: Within the File Sharing display, you can specify if you wish to receive alerts based on contacts
opening or uploading files in the Document Center.

[ NewOrg Manage: X | 1] Ne X Nev X | [ NewOrg Manage: X | [B] NewOrg Manage: X | [B] NewOrg Manage: X | [ NewOrg Manage: X ] NewOrg Manage: X

c @ o Inoe =

QNngrg

Client Self Assessment:

Date: 12/03/2020 Time: 1:00 PM-2:00 PM E

Contacts

Jared Ferguson x Expired
Email: jferguson@neworg.com
Home Phone: 814-312-2575 My Alert Settings
Work Phone: 814-312-2575

| s B2 PTST The system can alert you when a contact opens or
uploads a file you have shared.
Files

Print Forms

No expired files

Auth T f Info (Contact) B

Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notification (Contact)

Forms/Surveys

Client Self Assessment B
NewOrg Management Systemn: Jared P Ferguson [0
(/372000 s34 20
Saved Files

& Prompt Contact to Upload Files No Files
Company Files No Company Files
< >

2) Click the ‘Gear’ icon on the top right of the display
3) Specify the timeline for which you wish to receive an alert, be it All, once per 24 hours,
once per 10 hours, once per 5 hours etc.

12/4/20
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Note: You can also specify whether your not you wish to receive these alerts via Email or SMS. Both
contact details are located within the ‘Staff’ details.

neworg.com, o In@o e =

L’)‘Nngrg

Client Self Assessment:

Datcliz D320y Time: 1:00 PM-2:00 PM e )
Contacts

Jared Ferguson x Expired

Email: jferguson @neworg.com -

Home Phone: 814-312-2575 My Alert Settings No expired files

Work Phone: 814-312-2575

Gl s B A5 PSS em can alert you when a contact opens or

uploads a file you have shared.

Send Alerts
[None — ~]
None -

Files

Print Forms
Authorization To Disclose Conf Info (Contact)

Client Information Form (Contact)

Massage Therapy Form (Contact)

Request For Notification (Contact)

Forms/Surveys

Client Seff Assessment (<]
NewOrg Management System: Jared P Ferguson ([[T50)
(2372000 41434 PM)

Saved Files

2 Prompt Contact to Upload Files No Files

Company Files No Company Files

1) Select either ‘Email’ or ‘SMS’ as your preferred alert communication method.

New activity in Document Center D nbox x jferguson@neworg.com x & 2
worg.com via sendgrid.net 8:34 AM (3 minutes ago) ﬂ( -~

to support ~

Contact #1 has Opened/Saved/Uploaded a file in the Document Center.

D it: Client Self A

Click here to open Event File Share

= Reply all 4 Reply » Forward

1) If choosing the ‘Email’ alert method, you will receive an email with the Contact # and
information that a document has been opened/saved/uploaded in the Document Center. This
email also includes a link to the open the Event File Share display.

12/4/20
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