Disability
Management

Module

User Guide—-V 12.0

January 6, 2025

PARKLANE

SYSTEMS




User Guide

Parklane Systems - All Rights Reserved

No part of this publication may be reproduced, transmitted, transcribed, or translated into any language in any
form or by any means; electronic, mechanical, manual or otherwise, without prior written permission from
Parklane Systems, London, Ontario.

This document is strictly proprietary to, and for the sole use of, the person(s) as determined by Parklane Systems. It
is against the law to transfer this document or any associated document for any purpose without prior written
permission of Parklane Systems.

While reasonable efforts have been taken in the preparation of this guide to assure its accuracy, Parklane Systems
assumes no liability from any errors or omissions from the use of the information contained herein.

Page 2



Disability Management Module

Table of Contents

TABLE OF CONTENTS ....ouueeetiiiiiiinissnneesississssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssns 3
INTRODUCGTION .....ittuiiiiieneiiiienieitensieissssieisssssstssssssssssssssssssssssssssssssssssssssssssssssssssnssssssnssssssnssssssnssssssnssssssnsssssanssssssnssssssnsssssanssssss 5
OPTIONS ...oeeerriiiiiiiinineeetiiiisssssssseessssssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssssssnnnens 5
AACTION EIMIAILS 1.veeuttteeuteesiteeetee sttt esteeseteessaeessseassaeessseaasseessseaasseesssaaasseessseasseesaseeasseessseasseesaseansseessseansseassaeanseeeasseanseeesseeensseesnsaensees 5
DESCRIPTION TABLES ..euuttteuveesuteesueessseesseesuseesseesssesssseesssessnseesusessssessssessssessssessssessssessseessseessseesssesssseessseesssessssesssseesssesssseessseessseesns 10
DEJINE TADIES ...ttt ettt ettt ettt ettt ettt ettt et e ettt ettt ae e ettt e bt e ettt e bt e et e enaeeeans 10

ABA TODIE COUNTES ..ottt ettt e et s e st e st e st e s ate e s a e e s ase e s e teesaseesabeesaseesabeasastesabeesnseesabtaeaseaansseenssaesseanseaenss 10

Y oYYy [T g T e o (= T =SS 11

TIME IVIARKERS «.vveuuteeeuteesureesseesusessseessessnseesssessnseesnsessnsessnsessnssessessnssesnsesensessnsssssssesssssssssesnsesesssesssseessseessssesssesnsseesssesssseesnseessseesns 12
CATEGORIZE ATTRIBUTES 1.uvveetveesuueesureessseessseasssesssseeassssssessssessssesassessssssssessssessnssssssssanssssssesansesssssssssessssesansessnsssensessssessnsessnssssnsessnses 13
STANDARD REVIEW DATES ...eeuttteruteertreesueesiteesueesiseesseessseesseesssessssessssesssessssessseesssessnsessssessnsessssessnsessssessnsesssssensessssesensessnssssnsessnses 14
DEFINE COSTS 1eeuutteeureesureeaseessreesseessseessseesssesssssesssessnssesssesansesssssssssssssssesssessssssassessnssssnsessnsesssssssssssssessssessssssnsessssessnsesasseesnsessssessns 14
FORM LETTER TEMPLATES. ¢ .uvtesuteesuveesureessseessseessseesssessseesssesssessssessssessssesssseesssessssessssesssessssesssessssesssseessseesssessnsessssessnsessnseesssessssessns 15

F Y1 Y U o SRR 17
REASSIGN IVIANAGING STAFF.....utieeteeiureeeteesureesseesteeaseessseeaseesssesassesssseesssessssessssessssessssessssessssessssessssessssesssessnsessssessnsessnseesnsessssessns 18
SYSTEM OPTIONS 1.ttt etveesuteestreesueeesureesseessreessseessseessseessseessseesssessnsessssessssessssessseesssessssessssessnsessssessnsessssessnsesssessnsessssessnsesssseesnsessnses 19
ADD / OPEN A CLAIM RECORD .......ceieeuerisnersssenssssessssnsssssssssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssasssssssssssssssssssssesssassssasasss 20
L tolo Yo [l D L= Tol ¢ 1 (o) ¢ B SR UUUPRNE 20

1Y L=Ze [ lole 1 6o g T [ 11 o] o BRSPS 24
T L=d [ TSR U USRI 25

Y A g T =2 PP PP PPPPTRPPPRPIIOt 26
COMIMEBINTS ..ttt ettt e e e ettt et e e e e ettt e e e 2 e a sttt e e e 2 et s et e e e e e e e tsae e e e e e e s astssaeeaeeeaasnsnneeeaaesaanunnnen 27
DAYS & COSES SUIMMATY ....vvvveeeeeeeeetetee ettt e e sttt e e e s sttt e e e e s sttt aaeessssaastateeaessssassstaaaessssasssstaaessssssssssssenssssssnnissres 28
REVIEW DTS, ...ttt ettt e e e ettt e e e 2 ettt e e e 2 ettt e e e e e st sae e e e e e e s ssssaeeaeeesanausnneeaeeenaanannnes 29
ADDOINTIMEINTS ...vvvvieeeeeiieteeee ettt e e e ettt e e e e sttt e e s sssastste e e e e eesasssteaaeassssaasstteseeeesassstseseasssssaassstseaessssssnsssneasssssssnsssses 30
FOIM LOTEOIS ...ttt e ettt e e e ettt e e e 2 ettt e e+ 2 ettt e e e e e e st s ae e e e e e e s tssaeeaeeeaasssnneeaeeeaaanannnen 31

LGV A Lo (=N 32
DOCUMEBNIE FOIUET ..ottt ettt et e e ettt e ettt e e ettt e et e e e e atbe e e e bt e e e sbeeesatbeeeenateesenassneessseneans 33
DOCUMENTE LINKS.....eeeeeeeet ettt ettt et ettt ettt e bt et e ettt e st e ettt e st e et e e st e e bt e e st e e bt e easeeeaseaeseesabeseseesnseeenseaenns 34
GUIABIINGE WOIKSREEL ...ttt ettt et e e et e ettt e e et e e et a e e s atbe e e e att e e e sbeaesasbeaaenatbesenssnaesnsseneans 35

TIMIB AUGIL <.ttt et s et s et e st et e s at e s at e e s at e ate e s ate e s as e e st e e at e e e st e e at e e st e e s an e e nte e ateenateenanes 36

USEI INOLES & EIMQUL ...ttt ettt ettt e et s et e e ettt e e e ste e e st e e e s atb e s e s astaeesabtaaasasbeaesssaaesaastaassassasennaes 36

J0 =0T o [lo o] ¢ Loy S 37

e B AT =] | TP PPP PRI 38

THNIE MIGAIKEIS ..ottt sttt s e et e s e st e s e st e s at e e s ab e e s at e e ate e s ate e sate e s ateeateessteenateesateenateessseessaenaseenases 38
REVIEW DATES WORKSHEET ......iituiiiitiiiiiieiiiieeeiiiieeiiiiessiiiissseiisssisissssisissssstsssssissssstsssssstsssssstssssssssssssstssssssssnssssssnssssssnnnns 39
ENTRY OF A RECURRENCE ......ccooiiiiiiiiiinnneiiiiiiississseesisisssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssansssssssssssssnnsnnss 40
ENTRY OF DAYS LOST & COSTS ....cciiiieirnnreeteniiiesssnsnesssisssssssnssesssssssssssnsssssssssssssssnssssssssssssssnssesssssssssssnnsesssssssssssnnsesssssssssssnnnanss 41



User Guide

AUTO CALC(ULATION) OF DAYS OFF .....cccceeiiiiiiuririiseeinssssesssssssesssssssssssssssssssssssssssssssssssssssssssssssessssssssssssssssssssssssssssssssassssasss

REPORTS AVAILABLE IN DISABILITY MANAGEMENT ......ccooviimmmtitiiiiiiiinntiieeiiissnnntteesiissmmmmesssissssmmssssessssssssssssssssssssssssassanes

Page 4



Disability Management Module

Introduction

Disability Management will record short-term and long-term disability claims. Before Disability Management can
capture specific information related to a claim there are several tables that need to be built.

Options

Action Emails

The Action Emails option allows the setup of email notifications to be sent to various personnel when a user
performs one of the actions shown. Ensure that the email protocol has been set up under the Maintenance panel
by clicking Email Technical Setup. This may require consultation with your I.T. Support Team.

Note: Before using this feature, all users and recipients must be setup in Security.

CF81 SMTP Email Server Information

SMTP Server Name:

Setthe SMTP-server to the name or IP 3ddress of the SMTP server you will be using 1o send an email

SMTP Port Number: (655“

Sstthe SMTP-PORT to the port number the SMTP server listens on. Most use the default port of 25

SMTP Authentication: H—aﬂ 0 - No Authentication (defsult)
et— 1-CRAM-MDS  2-Auth

3-Plain 4-NLM Auth 5 - Automatic

Selthe SMTP-AUTHENTICATION to the authenticaion methed desired. There are 4 different authentication protocols
supported by SMTPSimpie, in addition to allowing no authentication. CRAM-MDS uses an MDS hash key for password
authentication. Auth and Plain are two othar methods of password negotiation and authentication, Set the value as
3ppropriate 1o your situation

SMTP User id: Complate only If the 3uthentication method chosen requires it

Hs kane@parklanesystems.com ’
SMTP Password (enter TWICE): Compiete only if the authentication method chosen requires it
W....l....... l[............ l
L

SMTP From Emait: Compiete only if SMTP server must use internal domain name )
| |
L/ -

Default noreply@parklanesys.com or noreply @yourdomain.com Usea Default F9

[[1Do not use Display Name {recommended for Office 265 only)

Send Test Email F5 ExitF12

There are two options for sending Action Emails. An email will be sent to everyone that is in the email list for the
specific Action, or an email will be sent to those who are in the same Work Group as the User.
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Work Groups must be pre-defined when choosing the second
tions  Home

option. Click on Options/Action Emails/Email Recipients by mem =

Work Group. Description Tables > Actions to Prompt Emails

Categorize Attributes

Standard Review Dates

Define Costs >

Form Letter Templates

AMD Audit Report

AMC Audit Export

AME Audit Inactivity

Email Recipients by Group

Reassign Managing Staff
A3K Temporary Staff Reassigns

System Options

Click on the drop down for Select Email Work Group and click on a work group heading to rename.

Select Email Work Group i

Email Group Name MM
Work Group 02

Work Group 03
Work Group 04
Select Email\york Group 05
Work Group 06
Work Group 07
Work Group 08

Select Email Work Group [Work Group 01 v]

Email Group Name |Clms CoOrd Group

Select Email Recipients for this Work Group

There are 2 methods

Click on F1> and begin to select the email recipients for this Work Group. Enter the next available line number and
click Get-F1 to select the email recipient from the list provided. Up to 200 email recipients may be selected per
Work Group.
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CTB5  Usersin Work Group
ﬁ SF7 Remove Name
Work Group
Cims CoOrd Group CurrentList
1. Karen - Clms Mgr 7
2. Sara K -
Enter line number from from box on the right 3. Doug Wells H
= 4.
1 5.
6.
7.
Get User Name From Security File 5
10.
11.
UserID 12.
PSR 23
KFERRELL 14,
15.
16.
Name 17.
A S 18.
Karen - Clms Mar 19.
20.
21a
. 22,
Email Address 23,
24,
k.ferrell@parklanesys.com 5. -
‘Close F12

When an Action occurs, the system will determine what Work Group(s) the User is located in and will send an
email to all other recipients within the Work Group(s).

To setup the Action Emails click on Options/Action to Prompt Emails and select the action(s) that should prompt
an email notification.

For each Action shown, you can indicate which users will prompt an automatic email and which person(s) or
workgroups will receive the email. Check the Action that should prompt an email.

- CAB2 Addioh Enslls

Nake sure Mo sl prolocol han Soen selud vader Narfisnsncs & 14 fmt
Check the Achons that should prompt an emad nohoe Action By Emall To
(9] Asced short teem aisavony O Yos [ Yes .
(O Adced long term disadilly [] Yes [] Yes . =
@ snontumcsagedtoiongem gvws O i ey et s
[0 Long term changed o shontterm 0O 0 Ui
Date retumed enterod ) Yes [] Yes
[] First g3y o¥ changed 0 0
) Adoed md term disataity [ Yes O
[ Shoatermehanged to mid term O O
[ Long term changed 10 mid tarm 0 0
[ Mid term changed 10 short ferm O 3
[ Miatetn change o long term O 0
[ Adced new geaera comment ] Yes 0
[ Adced now confidensal commant 0 0
§5 Adosd Docurmant Link [] Yes [ Yes
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Click the Action By box which will activate a pop-up window. On this window indicate the users that will prompt an
email to be sent. Up to 120 users can be identified.

CTB1  Usersthat should promptan-email

Action: Added short term disability W 7 rarove e
Currentlist -

Enter line number from box on the right 1. Jenn - Cims Mgr ~
2 Karen - Cims Mor

] 3
4

[EEIZl Get User Nama From Security File g

User 1D and Name ;:
9.
10.

Email Address 1
12
13.
14
15
16
17
18
19
20 v

Close F12

Next, click the Email To box which will activate another pop-up window. On this window indicate the people who
will be the recipients of the email. Up to 20 recipients can be identified.

| CTB2  EmalRecpientsresuingfomanacion

Action: Added short term disability W =7 Rarmove tiame

Current List
1. SarakK

[C] Send emails using Work Groups

2

Enter line number from 5ox on the right i
1 5
6

ISR To seiect User Name from Securky Fie ;
9

If not in Securty, enter any D, their name & emal
Either way, cack Subak to add 1o labie

User D and Name 12
l 11 | 13
11 14

Emall Address

L 17
19

Send an email to the kanaging Staff,

in addition to any users selected above Close F12

Alternatively, click on the check box to Send emails using Work Groups. Once checked, all other fields will be
grayed out. As previously described, when an Action occurs, the system will determine what Work Group(s) the
User is located in and will send an email to all other recipients within the Work Group(s).
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CTB2  Email Racipiants resulling from an action

Action; Added short term disability W 57 revove rame
Current List
Mjsena emails using Work Groups =
2
Enter line number from box on the right i
5
6.
EEE o select User Name from Security Fiie é
If not in Securty, enter any O, thek name & emai a
Eaher way; chck Submit to 5dd to tabie 10
11
User 1D and Name 12
13
14
s
Email Address 3;
10
17
13
Submit F2: 19
(20
Send an email to the Managing Staff,
in addition 1o any users selected above. m

Each time an Action is executed by a listed User, the Recipient will receive an email advising that the Action
occurred.

Sara Kane

From: Health Safety Application [noreply@noreply.com]
Sent: Tuesday, January 05, 2016 2:34 PM

To: Sara Kane

Subject: Notification of User Action

The following action was taken in the Parklane System.

Action: Short term changed to long term
Date: ©5 Jan 16 at 14:33

User: Sara K

PKD-Company 1

Module: Disability Management

Employee: BRADLEY, BILL

Department: PLANT, Plant

Employee Key: 000079

Accident/Sickness Date: 01 Jul 09

Please do not reply to this automated message.
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Description Tables Options | Home
Action Emails
Define Tables Description Tables Define Tables
Categorize Attributes A3A Table Counts
To defi the D ipti Tabl lick Standard Review Dates Move/Merge Table Entries
o define the Description Tables clic ;
) A p ) Define Costs Time Markess
Options/Description Tables and select the table heading Form Letter Templates
. . . AMD Audit R
to be defined. These tables include Insurance Companies, e s
) ] . . AMC Audit Export
Reasons, Medical Profiles, Medical Conditions, Results, AME Audit Inactivity
Type of Appointments and Payee Names. Enter the Reassign Managing Staff
Description Number and then press Tab to enter the A3K Temporary Staff Reassigns
Description. To define the next table click the appropriate System Options
push button or press the corresponding function key.
=i SFS Print 9
Insurance Company
Tabieno. || [ 1. Sunite N
- 2 Manulife
Description 3. Sick Ben 15 Wks
. 4 Sick>5Days
5 E152 Wks
6. Ul « Mat Top-up
o . 7. Mat-Hodified
Goto [EN insurance Companies 8 No LT - MW Only
B Reasons 190
@ED nesica Profiles :’2
@ M edical Conditions :i
B Case Closurs Outcome :‘
o
B ~ovointment Types 17
18
@Z Payee Names 19
20
2
Tables are shown in pop-ups in alphabetical order. Click 2;
here {9 show table in same sequence 3s entered 23
24 |
Never change the n of 8 table eatry once £ has been used Thar Uls Wil De rrecoverabie
L. changing “white™ to "blue” wi aiso change all previous recorded data (o "bue m

To print a copy of a table, press Print Tables and follow the screen instructions.

A3A Table Counts

Version 12 Preview
015301 N Ty Management

Table Counts

Description / Counts

Insurance Companies

1 Sunlife 1 - uUniform 13
2 Sunlife 2 - sr off. 10
3 Sunlife 3 - Civilian 2
4 PRP b
5 Sun Life 15
6 Manulife 2
7 UL 52 wks

& Sick Ben 15wks 10

Sick »5 days
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Move/Merge Table Entries

Tagged entries may be moved or merged within a table. Run the A3A Table Counts report. Determine which Table
No. the entries are from and the Table No. those entries are to move to. All users must be out of Disability

Management before using this procedure.

Select the Table. Enter the From Table No. and the To Table No. and select Go SF4.

CA33 MoveMerge Table Entiies

All usars must be out of Disability Management before using this procadure =
= SFOASACoaum
Goto  [EEM Insurance Companies lnsurance Company
BE8 Reasons ["1 Sunite v A
2 Manuiife
SR Medical Profiles 3. Sick Ben 15 Wks
4, Sick>5 Days
BE 1edical Condinans 5 E152 Wks
6.\« M3 Top-up
N case Closure Outcome 7. Wat-Modified
8 NoLT - MW Only
&8 Appointment Types a
10
Move Tabtie Entry 1
R I
FromTable no. || | 12
13
— 14
To Table no 15
e | 16
17
18
19
20
21
22
23
24, N
1 sysiem shodid probiem anc mmmedately redo st
tabie ontry move whic manng tabie entries. This is orticy!
4|

Several question boxes will appear and request confirmation of the move.

QUESTION CCHA33

| QUESTION CCHA33

You are about to merge one table entry with another. Are you sure?
Proceed’

QUESTION CCHA33

CCHA33 X
Please confirm that everyone is out of this module
ot proccess will fail at some point. Move Complete
Proceed? 0

e
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It is recommended that once the move is complete, rerun the A3A Table Counts to ensure the tagged entries have
moved to the selected table. Update the Table Description text if necessary.

It is critical that if the system should fail during processing, determine the problem and immediately redo the last
table entry move which will move the remaining table entries.

Time Markers

To setup the user-defined tables for Time Markers, from the main menu of Disability Management, click
Options/Description Tables/Time Markers. The panel will default to the Wait Times table. Select the next
available Table no. and then the Description field.

(= SFS Print
Table no. 2 Wait Times
Descriotion 1. Medical Documentation »
" 2, Initial Cim Decision 3
3. =
Initial Cim Decision| " |4
5.
6.
7.
Go to Wait Times 8.
9.
Notable Activities 10.
11.
12.
Never change the description of a table entry once it has been 12.
used. The results could be irrecoverable. 1:

Once complete, click F2 Notable Activities. Select the next available Table no. and then the Description field.

= SFS Print
Table no. 6 Notables
3 1. initial Cim Entry -
Deaczysaa 2. Phone Call with EE (4
3. Phone Call with WSIB f'='
Update of Cim Record 4. Phone Call with Collegue g
| 5. Meeting with EE
6. Update of Cim Record
FE
Go to Wait Times s
9
Notable Activities 10
11!
2
Never change the description of a table entry once it has been 13.
used. The results could be irrecoverable. :i
16

Page 12



Disability Management Module

Categorize Attributes

To streamline the process of selecting attributes from a large table, they can be organized by category. For this

module, setup the categories for the attributes which apply. Any excluded attributes will no longer appear in this

module. On any of the panels where attributes are available to you for selection, including reports, you can select

the category and then select the required
attribute from the list associated with that
category. It is an easy step to switch to other
categories.

To categorize attributes, from the main menu
of Disability Management, click on
Options/Categorize Attributes.

Using the arrow, select the next available
category (initially the drop down list will show
Categoryl, Category 2, etc.) and then type in
the Category Name which you wish to use for
your selection of attributes.

3 0 r2ivr B 5o nrencass a

Select Categury -

Categary Nare |

Sebct Alrbutes

Exit F12

Click on the F1>Select Attributes button and you will be presented with the Attributes for Category panel:

Afttributes For AGE GROUP

0251AGE ~l
20 Years Old

5 0 YrsonJob
0269 >20 Yrs on Job
0275 EQUIPMENT INVOLVED
0276 Deep Fryer - 902
0277 Deep Fryer-M1010
0278 Deep Fryer - M2007
0279 Box Cutte

0280 Deli Slice

0281 Filing Cabinet

Maximum 200 Selected 7

252 <20 Years Old A Go To Aftribute
2532029 Years Old
254 3039 Years Old [ 001 F2 |
255 40-49 Years Oid
256 50-59 Years Old
257 60-65 Years Old m
258 >65 Year Old

751 F5 |

Find a coda

|

Go F8

Find 3 name

|

Double click on those attributes which you wish to assign to this category. As you select the attributes they will

appear in the box on the right. When finished, click on the Close-F12 button to return to the Categorize Attributes

panel.
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Standard Review Dates

Standard Review Dates allow the setup of multiple = CT3R Standard Review Dates

sets of routine activities that are normally done
when tracking or following up on a record.

Select a set identifier and enter a Description name
for the set. You may enter routine follow-ups and
identify the interval (number of days) in relations to eS|
the start date of the record. You may enter up to 50 [ fs ]
pre-defined activities or procedures per set. The .
interval days will be used to determine the target
date of the activity.

Goto STD Standard Review Dates
@Z3 LU0 Standard Review Dates
Ungefined Standards
Undefined Standards

Once the Standard Review Dates are defined you may access the Review Dates panel of a new or current record

and click on Standards and the system will provide the list of sets. Once a set is selected, the system will auto-fill

those standard activities and determine the target date for each.

Description STD Standard Review Dates
Interval (Days) Activity
1 E— Claim Forms received for processing? s :
2 7 Claim Forms forwarded to Ins Carrier
3 30 Cne Month Review
4 60 Two Month Review
5 90 Three Month Review
6 150 LTDin 30 Days-SendEE req'd LTD Forms
7 180 Change fromSTD to LTD
8
o

Define Costs

Claim costs can be tracked based on 5 user-defined groups. Once you
have determined the groups of costs to be tracked, you must define
each in the Basic Cost Types table. Click on Options/Define Costs and
click on Basic Cost Types. Press Tab and enter the first Title. Press Tab
and enter an Abbreviation for the Title. Press Tab and enter a ‘Y’ if you
would prefer these costs be excluded from module cost reports.
Continue using the same process for the remaining Titles.
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Disability Management Module

Title Abbreviation Exclude?
Basic
1. |BENEFITS ||BEN r Abbreviation COS't Type
2. |REPLACEMENTS |REPLAC B
3. |MEDICAL COST IMED | | Ben . .
4. [FORMS [FORMS REPLAC [2 Y e
5. |LEGAL |LEGAL | meo 3] 2 RePlac
FORMS ‘ ' 4
Complete a title and abbreviation for each of the basic cost types. | :LEGAL d| '5' \ 3 MED
exclude a cost from reports, enter "Y" in Exclude field. ot Al L=
Don't leave blanks lines between entries. 4 FORMS
[ ] 5 Leea
Detailed costs can also be tracked. Once you have
determined the cost types to be tracked, you must

define each in the Detail Cost Types table. Click on Options/Define Costs and click on Detail Cost Types. Press Tab
and enter the first Title. Press Tab and enter an Abbreviation for the Title. Press Tab and enter the group number
to which the cost type is associated.

Form Letter Templates

Form Letters can be used to send notices or letters to your SL94 Select one from the list
employees. To create up to 99 letters, click on Options/Form
Letter Templates. Click on an undefined number. .

2. 4 Wk Follow Up Ltr ]
3. STD Expiring Ltr

4. Not defined

text and variables 5. Not defined

Name your letter and then begin to compose the letter using

CA36 FormLefter Templates

o} Name of Form Letter; |Forms Received
- b] Variables
all | |Today'sDate
{Fitst Name
<TOGBY > |LastName
| First & Lagt Name
<First and Last Name—————————> | Address
<Address-————————————> | City, Province
<City, Province- > | Country
<ZipPost-> | Postal Zip Code
| Foreign Phone
| Date of Birth
Dear <First Name———->, EEID
| Department Code
RE: <Injury | Depantment
0O0I: <A&SDate—> | Position
EEID. <EE ID-> {Home Phone
| Business Phone
We are in recaipt of your completed Short Term Disability form. Please be advised that we will be | Supemvisor
|forwarding your formto the Insurance carier by courier and expedt a response with 7 to 10 business days, | Flest Oay Off
{Reference
Please contact this office at that time to amange pickup of your benefit cheque. |A&S Date
Expected RTW
Wishing you a speedy recovery and quick return to work. We miss you. |Med Rev Date .
[ingury
Yours truly, | Employment Status
| Hire Date
{union | Page2 F7 |
|Age
[name | | Gender
Claims Co-Ordinator | Claim Type
| Managing Staft
Sent Via Emall <Today—> v | |Man Staff Email el |
nPrntFomtSze: @9pt  O10pt O12pt R
(a2 W et iz |
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Click the Instruction F1 button to see detailed instructions and additional features in Form Letters.

PARKLANE

SYSTEMS

Form Letter Templates

Introduction

Form Letters give you the means to set up letters that you will use repeatedly.

You initially create a template for a letter and from that point on, you may easily produced personalized
letters with the original text and applicable information included.

The letters may then be printed or emailed directly from the software. All emailed form letters are
automatically added to Document Links.

A form letter may be one to three pages in length.

How to Use

Template
Select a template from the list.

* For a new template, select the first ‘Not Defined”.

e Provide a name or description of the template.

e Under “Variables” there is a list of the personalized information that can be inserted in the
template.

* Inthe Template area, type the text as it is to appear in the letter.
Where a variable is to be inserted, type # (Shift 6) and click on the appropriate variable. The
software will reserve space for the variable.

* If you need more than one page, you may switch to Page 2, then Page 3. Three pages provided
24000 characters of text.

e Indicate the size of the font (9 pt, 10 pt or 12 pt).
Due to font size and spacing, be sure to print a sample to ensure that text fits on the page.
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Disability Management Module

To print a Form Letter for an A5 o Leters R . WU = W—— ST
. . . 3
individual you must access a =
Lefler No 1
specific incident and Tite  Forms Received
Sep 14, 2022
select Form Letters from the
Peter Abrahams
Incident Sidebar. Select the letter | Zloar s
. . N4K 1R9 3
for printing and follow the screen e : -5
. . Last Printed |
instructions to complete your Desch o R
. RE: |
selection. Do».‘:\n:gﬂwmz
EEID: 125

Ve are in receipt of your completed Short Term Disability form. Please be advised that we will be
forwarding your form 1o the insurance carier by courier and expecta with 7 t0 10 days.

Please contact this office at that time to arrange pickup of your benefit cheque.

Wishing you a speedy recovery and quick return to work. We missyou.

Yours truly,
[name |
Claims Co-Ordinator
| pirz § 263 Q| PIFA ]
Sent Via Email Sep 14, 2022 v A

AMD Audit

The AMD Audit Report provides several options to sort and generate audit reports related to entered data.

SL57 Enter dates for selecting records
SL3B Select Managing Staff Member

F1 Selectall

Start Date I:l i Use today's date
F2 Select your name
F3 Selecta person from list Ending Date I:' ] Get all records

Start with oldest record

5L42 Select one option

F1 Sort by Date Entered
Use your last dates Oldest Date - 12/05/2017

F2 Sort by Record Date

F3 Sort by Employee GoBack Esc | Continue F5 Exit F12

F4 Sort by Fields

F5 Sort by User,

SL42 Select one option

F1 Continue
F2 Select a specific Action
F3 Select a specific Field
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Reassigh Managing Staff

As staff depart, vacation, take leave, or changes in user caseload are
necessary, this utility provides the ability to permanently or temporarily
change the Managing Staff field on all open records and/or outstanding
Review Dates from one User ID to another. In the case of a temporary
reassignment, the records can be reassigned back to the original user or
another user.

Under Options select Reassign Managing Staff. Select the intended

procedure by clicking on the radio button. Type or select the User ID of the
Managing Staff the records will come from, then type or select the User ID

of the Managing Staff the records will be reassigned to. Ensure the

appropriate check boxes are tagged for the changes and press Continue F5.

= Managing Steff

CT3L Change Managing Staff

InGicate which procedurs 10 perform

Parmanuntly ssslign records from one Staft Mamaiar 1o another

g I Rogarding a S1aff Memoor whno 15 tomporanty unavalaote
ARLIQN (RCOrdS 10 ANOINAT STl MeMDer with the intentian those recards might be
reassigned back or 1o anothar persan

Options Home
Action Emails >
Description Tables >
Categorize Attributes
Standard Review Dates
Define Costs >
Form Letter Templates
AMD Audit Report
AMC Audit Export
AME Audit Inactivity

Reassign Managing Staff
A3K Temporary Staff Reassigns

System Options

A question box will appear asking for
confirmation of the reassignment.

QUESTION

FRATANG 16 ecords NNt Nave Deen lemporuiily MsRigned 10 anoiher SN Memaes
Reansign those recortds to the ariginal or another saff rrmrmser
From To
Type User 12 of Managing Staft or Select Managing Stan rom table
soloct Womtable
KFERRELL o ra SARA 3rs
KAREN - CLMS MGR SARAK
| Cnange Managing Staft on open recoras
Y| Change Managing Staft on outstlanaing reviaw dates

‘€Y' Change open records and review dates,

| Reassigning KFERRELL to SARA

Temporary reassignments. Continue?

Contimio F5

[ Yes

J |

No |

Once the utility is complete, reports will be generated which provide the details of the reassignment.

PRD-Coepany 1

Page 0001 AL -~

Page 18

Disability Management Date 30 Mar 17
Records Reassigned from KFERRELL to SARA Time 12:13
Tesporarily Assign
Clawm
Erployee Date Key
PED-Compary 1 Page 0002 A3L
& fno SeafF Dizability Managesent Date 30 ¥ar 17
Vst vy Records Reasnigned from KFERAELL  to SARA Tive 12:16
Tex rily Assign
BLACK, SARA 292 F/t TRy v
Clatm
‘—  EvPTOyee et et Ic: e Dome Key
Review Dates
AARDN, PETER 125 tF/t 12 Nov 13 22 Jan 16 Letter, StartDt 12 Nov 14, Concent Form COV Sawplie 25
GORDON, SHAWK 2134 F/t 13 Jun 16 10 Moy 16 LYD +n 30 Days - Send EE reg'd LTD Forms 14
CORDON, SHAWN 2134 T/t 13 Jun 16 1% Jul 16 0NN 0 O NN SO X N 14




Disability Management Module

System Options

System Options provides for the selection of system setup preferences. Select the appropriate check box to
activate the option.

CACT SystemOptions

[] Managing Staff is mandatory
Status for new claims: auto-default to pending

[] ifclaimis closed, make Date Closed mandatory

[] Logrecord changes w/ Personal, Health information
[ ifclaimis closed, make RTW date mandatory
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When an employee is placed on Short Term

Disability (STD) or Long Term Disability
add the claim by clicking on Manage

Claims/New Claim, or 1. Add new claim

from the Sidebar menu.

Record Description

Add / Open a

Manage Claims Exports
Open Claim

Document Links

Reports  Costs

(LTD),

Enter Days

Auto Cale of Days off
Enter Costs

Review Dates Worksheet

A4S Claims added from external source

AWE External Source Exceptions
|

Claim Record

Exports Report]

Manage Claims

1. Open claim

2. Add new claim

3. Review Dates Work Shest

Once your have selected the employee the Record Description screen will appear.

CA41 Record Description

O Pending (O No Further Action
@ Approved Q A O Denled

®-3 3o Term [J was an occupational a Managl;;g ISARA ae
QO Long Term claim -
O WigTerm Ocwosea | Satsoae[ |4
[ Inactive
bj Date ofAccident of [nzwamrss |3 s
Sickness L0010 22023 1Reason 5jyry Er2
- ‘
First Day of |08/0312023 Nature [t ankle fracture
Referance |23-159-01
Insurance Co. |Sick Ben 15 Wks | rs More Info (fe)) off laddar
Medical Review Date l°2’°6'2°23 (’3 ; ?emw
ates .
Expected Return 2710372023 = Department PLANT EF3 jPlanl
fl Date Returned ( ]3 oo {B'ad i l
g) Notes
Case Closure Outcome (> inchided
n optionally on
Date | AZAG
Comments _ exports only.

[Jn} Mogified Duties

Guldeline expecied RTW 05/04/2023

Position: ASSOCIATE
Union: UNION A

{Cirt Return] Go to another panel,
{Ciri a, etc] Move to field labeled a] eic.

MDut Start 4

[J ¥ Had a Recurrence

Entered SARA 08/03/2023

*SFT Cancel Record

PrvPg C-Q txiPg C-W i Index C-F12 CA41 Record Description

Page 20
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Disability Management Module

Select Short Term Disability, Mid Term Disability or Long Term Disability by clicking on the appropriate radio

button. Continue completing current data that you have available. As the claim progresses, other fields will require
completion.

On this first panel of the record, there are two fields that must be completed. Short Term Disability, Mid Term
Disability or Long Term Disability, and Date of A/S, or First Day Off. All other fields regarding the claim are optional.

........ [] was an occupational
(O Long Term claim

O Mid Term

o] Date of Accident oF [0 n0a |
Sickness L—
First Day Of [06/03/2023 &
Reference [23-199-01
. v ES

Situations may arise in which an incident originally reported as occupational changes to non-occupational. In such
cases, the user has the option to prompt the system to copy information from that incident into a disability claim.
When adding the claim, click on the check box for Originally Occupational Claim. A note will appear with
instructions to click on the F5 button to copy information from the incident. Please note the copy will not replace
any fields already completed in the claim. Click the F5 button to initiate the copy process.
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@ 3lShort Term
O Long Term
O MidTerm

b] Date of Accident or
Sickness

First Day Off
Reference

Insurance Co
Medical Review Date
Expected Raturn

t] Date Returned
Case Closure Outcome

Comments

CA41 Record Description

i was an occupational
claim

m Get info from

incident record

[oswazezs =

0510312023 |=

23-158-01

Sick Ben 15 Wxs s
021062023 | [ Add to Review
e ————— Dates
27032022 |9
I -

i_]m

Date 3

Pasition: ASSOCIATE
Union, UNION A

dl Managing Her
Zea [SARA (!
[ closed - 1=
[ Inactive

fiReason Injury

O Pending (O Mo Further Action
@ Approved O NA (O Denied

Status Date | 43

.
> b

Nature {it ankie fracture

More Info [fell off faddar

Department [pLANT &2 prant

Supervisor | Brad Grantham

giNotes | )
hcluded
optionally on |
A21142G
exports only.

[J n] Modified Duties

MDut Start l =
MDut Stop a

Limitation [_l 5 v

[[Jxi Had a Recurrence

Entered SARA 04/08/2023

R sr7oee

The employee’s List of Incidents will appear from the Incident Reporting/WSIB Claims Management Module. Click
on the incident to be copied over to the Disability Claims Management Module.

CADS List of Claimrs

BEM AFFLECK Fulitime

1111 PARKING METERS N170 Age 60 Key

170

Description

eft ankile

Link Folder Closed

T,
B

Date Referonce

UJ bL 11 broken
19 Aug 24 57D

18 Jus 24 STD

04 Jul 24 STD a848579 Broken

foot

Link Folder

The fields copied include Accident Date, First Day Off, Expected RTW Date, RTW Date, Injury, Physician,
Department, Attributes, Modified Duties Fields and Comments. A message box will ask if Document Links should

be included.
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Disability Management Module

Once a Short Term Disability claim is established, there may be QUESTION
occasion where the employee exhausts benefit eligibility and

must move to a Long Term Disability status. When changing the

claim classification a confirmation panel will appear. STD_ was ch.ange:.i to LTD
Is this your intention?

When the change is confirmed, a panel will be available to

review the original Short Term Disability information.

The information in the fields noted below may be changed on the Description panel to reflect long term claim
information without losing the prior information entered for the short term claim.

Reference  93.150.014
Date of A'S 10510312023 Daie Submitted  |pg/02/2023
Fhst Day OF 06/03/2023 Benefit Commencement ‘0'3!03/2023

Expected Retum  27/03/2023 Genemt Payent
Date Retumed Effective Date
End of Benefit Period  |ga/ns12023

Insurance COMPany  Sick Ben 15 Wks
Comments '
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Medical Condition

Multiple panels are used to track a claim. Select the appropriate panel from the

01 Record Description Sidebar menu.

02 Medical Condition Clicking on Medical Condition (Panel 1 and Panel 2) produces two screens in
03 Medical Part 2 which you will choose the appropriate descriptions, as they apply to this claim,
04 Benefits & Reporting from the tables previously defined under Options. Press the Arrow to see the
05 Atiributes correspond.ing table for.the ch?sen heading. ‘When the table appears, click on
your selection to auto-fill the field. Use the Sidebar menu to move to the next

06 General Comments panel.

07 Confidential Comms

08 Days & Costs
09 Review Dates
10 Appointments

CA42 Medical Condition

11 Form Letters al Medical Profile MusSkeletal / >4
12 Key Notes

13 Bocument Folder
14 Bocument Links
15 Guideline Waorksheet

i ‘a 2

Y re
=

Brs

Cardiovascular ' :gFo
Digestive

Immune /
Lymphatic

MusSkeletal
Nervous
Psychiatric
Reproductive
Respiratory

CA32 Medical Profiles

b] Other |
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Disability Management Module

CA43 Medical Part 2

Physician

Notes

[JDisabled

Comments

[JPregnant

Delivery due I: i
date

Comments

Benefits CAS6 Benefits & Reporting

01 Record Description

The Benefits panel allows the user to 02 Medical Condition Date Submitted
document additional benefit |03 Medical Bart2 s i maremize m
information relative to the claim. 04 Benefits & Reporting

Complete any appropriate fields and = Benefit Payment
click the Sidebar menu to select the next  |FiitiR EffeciveDate | |2
panel. 06 General Comments

|
07 Confidential Comems End of Benefit Period 0910572023

08 Days & Costs

03 Review Dates

10 Appointments

11 FormiLetiers

12 Key Notes

13 Document Folder

14 Decument Links
15 Guideline Worksheet




User Guide

Attributes

01 Record Description
02 Medicai Condition
03 Medical Part 2

04 Benefits & Reporiing
05 Attributes

06 General Caommenis

next panel.

07 Confidential Comms
08 Days & Costs

09 Review Dates

10 Appointments

11 Form Lefters

12 Key Notes.

13 Document Folder

14 Document Links

15 Guideline Worksheet

The Attribute panel allows the user to tag appropriate descriptions related to this
claim from the table provided. Click on your selection and click F3 Select. Should
you select an incorrect Attribute, click on your selection and click F4 Deselect. A
maximum of 35 Attributes may be selected. Use the Sidebar menu to select the

CTC2 Attributes

8] Select Category, then click on >>
BODY PART I
INJURY/CONDITION

AGE GROUP

F2

>>

Page 26

b] Select Attribute, then click on >>

To remove, double click on selected Attribute or down arrow and press enter

F5

>>

Maximum 35 Selected 3
d] Attributes Selected
Ankle LT ~
Fracture |
40-49 Yrs Old




Disability Management Module

Comments

The Comments screen allows the user to document unlimited General or
Confidential comments regarding this claim. The date field will default to the
current date but can be changed if necessary. Select General or Confidential
Comments at the right of this panel. To see comments press Page Up, Page
Down, First Page or Last Page also at the right of this panel.

06 General Comments

07 Confidential Comms

CTM1 General Comments 3

STD AIS Date: 05Mar23  First Day Off. 06 Mar 22

Date General Comments panel| g < Page Us
[o4r08/2022 |2 > Pace Down

Entered
SARA
04/0872023
10:32
Changed |
CTM2 Confidential Comments B o
FeAQD Recog
STD AIS Date: 05 Mar 23 First Day Off 06 Mar 23
First & Last
Comment Cates
08/0372023 ;
1110572023 Date _ IConfidential Comment panel <PageUp
[oa08r2023 ]S > Page C
No. of Comments
3 Entered
SARA
This sesson's p =
addtions are not 0~f0{:.f20-3
included in the counts 10:33
and dales
Changed
No. of Comments
Date of First & Last
Comments
This session’s
comments are not
included in the counts
and dates
(25
R First B FS
Last Pg F7

In Security, a user can be denied access to either or both General and Confidential Comments panels. An option is
also available to secure the comment text from any changes. Contact Parklane support for further instructions
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Days & Costs Summary

01 Record Description The Days & Cost Summary panel allows the user to track days lost related to this

. o claim along with any costs associated with the categories previously defined under
02 Medical Condition & y gories p Y

03 Medical Part 2

Options. Days lost can be manually entered here. Alternatively, the Enter Days or
Enter Costs features under Manage Claims can be used for multiple entries. (See

04 Benefits & Reporting Enter Days Lost & Cost information in this guide.)
05 Attributes
06 General Comments

Use the Sidebar menu to select the next panel.

07 Confidential Comms
18 Days & Costs
09 Review Dates
10 Appointments

CA46 Days and Costs Summary & i
2023 Days BENEFITS  REPLACEMENT  MEDICAL COST FORMS LEGAL
15 Gui January I ] | |
February [ J [ I
March B | | | | | [ se00 | | | | |
April [ | | | | | | | |
o ] [mw] [ee] [ 1 1 1
June L1 | || [ | | | | |
July L | | | I | | | | |
avgut [ || | L ] | | | I X |
Septemver | | | | || . | | |
Octover | | | | | | | | | | | |
Novemover | ] | | | | I
Decemver | | | | l
Toamisyear | 150f | esooo] | eso0s | 5000 | |
Claimtotal | 15.0] 85000, | 650000 |  50.00 | |
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Disability Management Module

Review Dates

Activities or follow-ups for an employee may be tracked under Review Dates. Pull pre-defined reviews by clicking
Standards F6 or click on Add Activity. Enter a date of the activity and tab to the User ID. The User ID will auto-fill
based on the user currently logged into the system. The User responsible for completing the activity may be

changed by clicking on the arrow at the top of the User ID column or by clicking the Change User F9 button at the

right of the panel. Tab to the Activity field and enter text instructions related to the activity. The Done checkbox
will auto-fill a review date item, stamping it with today’s date and the User ID of the user currently logged into the

system.

CA47 Review Dates

Date 2 userio Bt Activity Done Details
1 f20.4'03.‘2023 | |CLAUDETTE Ichecb: to send formfetter next week o L
2 | [2a032022 | [sara [Medical Review / = O
3 SARA !One Month Review / (]
4 SARA [Two Month Review / g O
5 |[181052023 | [sArA [Letter, Startot 06 @LZ.,EEE&E{ Form COV Sample E O
6 |fo206r2023 | [saRra 1Med|ca! Revy/ 0O
7 | [oaw62023 ] [sara {anew Review |2 O
8 | [o3n8r2023 SARA [L3#in 30 Days - Send EE req'd LTD Forms o o

| standardsF6_|

The View checkbox will open a subsequent
panel which allows the user to enter text
related to the Action taken related to the
Activity, and enter a Completion Date for the
Action. The system will auto-fill the Done
checkbox. Do NOT check this box because it
will overwrite your action.

Archive SF4 will place completed review dates
in an accessible spreadsheet.

Several reports are available related to
Disability Management Review Dates.

Target Date

User

Activity

Action

Completion Date

041062022

[sARA >Ei

[Three Month Review

[Completed on 14 Jun 23 by SARA | 4 Done

14/06/2022 |4
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Appointments

The Appointment screen allows the user to track any ongoing appointments or

LGOI RE 2 ] absences. Enter the date and time the worker leaves your facility and when they

02 Medical Condition return. The system will calculate the hours and portion of the day the worker has

03 Medical Part 2 missed. Continue and enter the Appointment Type and Reason.
04 Benefits & Reporting

05 Attributes
06 General Comments

07 Confidential Comms
08 Days & Costs

09 Review Dates

10 Appointments

11 Form Letters

12 Key Motes

13 Document Folder

14 Document Links

15 Guideline Worksheet

CA48 Appointments | Tep—
- Date - Hours  Days
Date 28 Time Returned py Time Off Off Appointment Type Blra Reason Bl Fetoente
[ 1 ][o2s052023 J10:30 Jjo205/2023 1230 ][200 | [speciatists Appt reassessment | &
7] 1 [ 1 I 4

CA43a Reason

Close F12
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Disability Management Module

Form Letters

01 Record Description
02 Medical Condition
03 Medical Part 2

04 Benefits & Reporting
05 Attributes

06 General Comments
07 Confidential Comms
08 Days & Costs

09 Review Dates

10 Appointments

11 Form Letters

12 Key Motes

13 Document Folder

14 Document Links

15 Guideline Worksheet

To generate a form letter for an employee click on Get Template and select from the
drop down list provided. The variables associated with the chosen template will auto-
fill as the form letter is displayed. Text may be inserted or deleted throughout the
letter is required. Doing so will not change the master form letter template content.
Each letter may be a maximum of three pages in length.

Print the letter by clicking on Print to PDF. Once the PDF opens, all application
features are available to the user. Clicking Print will send the letter to a default printer
to create a paper copy.

Clicking Link Doc will store the letter for future reference on the Document Links panel
of the record.

By entering a Reply Due Date and clicking on Add Reminder, the system will add an
activity to the Review Date panel of the record.

When a form letter appears outdated, click Reset Letter to initialize the panel to the
master form letter template content.

To send the letter, click SF8 Email letter to: This opens a panel in which the worker’s email address will auto-fill,
allow for the additional recipients and provide editable text indicating the Form Letter is an attachment to the
email. Ten additional attachments may be sent with the letter by clicking attach File F9 or Doc Link SF9 and
selecting a file from the browser or from the list of document links. A copy of the letter, a copy of the email and a
copy of each additional attachment will be automatically added to Document Links. The emailed Form Letter, the
Letter Attachment and all additional attachments will be recorded in the TMB Audit.

CAS5 Form Letters
3}

X s WD 7 Raset Lutter

Add Reminoa

hug 04, 2023

GregAdams
132 Smith ST
|London, ON
NEP 1J6

Dear Greg,
RE: It ankle fracture

DOL: Mar 05, 2023
EE ID: 359

LefterNo, 1

Title FormsRecewed

Reply Due a
Last Printed | a2

We are in raceipt of your completed Short Term Disability form. Please be advised that we will be
|forwarding your formto the insurance carier by courier and expect a response with 7 to 10 business days.

|Please contact this office at that time to arrange pickup of your benefit cheque.
|Wishing you a speedy recovery and quick return to work. We missyou.

Yours truly,

Sara Kane
Claims Co-Ordinator

Sent Via Email Aug 04, 2023
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Key Notes

1 Record Desmphon In circumstances where critical information for colleagues may be vital specific to this
02 Medical Condition claim, the Key Notes panel provides two options. A pop-up comment that will appear
03 Medical Part 2 every time the incident is accessed by a user or a report comment that will print on

04 Benefits & Reporting reports related to this incident.

05 Attributes
06 General Comments
07 Confidential Commes

This panel includes an option to move a claim. If a claim is accidentally recorded under
the wrong employee, you may move it to another employee. You will require a
password from Parklane to proceed. Once the password is entered, identify the
employee the claim should move to and confirm the move. Immediately run the
Validate Records utility, as instructed, by pressing SF1 at the menu panel and selecting

08 Days & Costs
09 Review Dates
10 Appointments
11 Form Letters Utilities.
12 Key Motes

13 Document Folder

14 Document Links

15 Guideline Worksheet

CAS53 Key Notes

Notes for Screens & Reports

Comments entered below will appear everytime this
ciaimis accessed by a user

Comments entered befow will appear on reports with
this daim

Internal record number for this claim 000242 m Move this claim
if this claim was accidently recorded under the wrong employee,
you may move & to another employee. You will require a
password from Parkiane support.
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Document Folder

01 Record Description The Document Folder feature allows the user to paste text documents or type

02 Medical Condition notes for future review. (Text only, no pictures or images.) The maximum number
073 Medical Part 2 of characters is 8,000 (equivalent to approximately two pages of a Word

04 Benefits & Reporting document). The format of the document may vary slightly from the original
document. Once a document is entered, changes may be made until midnight and
only by the original author. The See List feature lists all the documents in the
Document Folders.

05 Attributes
06 General Comments

07 Confidential Comms

08 Days & Costs Access to the Remove function is controlled by Security. Remove will delete the
00 Review Dates Document Folder.

10 Appointments

11 Form Letters

12 Kev Motes

13 Document Folder

14 Documeant Links

15 Guideline Worksheet

CA52 Document Folder $ 53 A% Rasod e B caivi B srsinia
Reference | EERIKIuIEl] ::7\‘5
A Any Document
Rule 1: Life is not fair - get used to Folder that you
add can be
Rule 2: The world won't care about your self-esteem. The world will expect you accomplish something changed by
you only until
BEFORE you feel good about yourself midnight
—
Rule 3: You will NOT make $40,000 a year right out of high school. You won' be a wce-president with a car
phone until you eam both
Rule 4: If you think your teacher is tough, wait till you get a boss E nte re d D}
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Document Links

The Documents Links feature allows the user to link and view documents that are
01 Record Description related to the employee.

02 Medical Condition

03 Medical Part 2

04 Benefits & Reporting * Documents (.doc, .pdf)

05 Attributes * Images (.jpg, .gif)
e Spreadsheets (.xls)

Documents that can be linked include, but are not limited to:

i General Co ints .
06 General Comment e Emails (.msg, .html)

07 Confidential Comms
08 Days & Costs

: In Personal Data, documents are linked directly to the employee. Move the cursor
09 Review Dates

to the Origin column of the first blank line. Enter an Origin and Description of the
document. The system will auto-fill the user and date entered. Click on Link. The
11 Form Letters Windows dialogue box will open and allow the selection of the document to be
12 Key Motes linked. A note will appear confirming the document was linked successfully.

10 Appointments

13 Document Folder To see a document, highlight the appropriate line and click View. The system will

14 Document Links call up that image. Up to 800 documents may be linked to one employee.

15 Guideline Worksheet o .
Access to the Remove function is controlled by Security.

For details on Document Types, Scanning Documents, Location of Original Document, and other considerations,
please refer to Parklane Support of the Special Features User Guide.

CTL1 Document Links 78 Sot Docs Q FeFng a cocument No of Links: 3

No. User Date Origin DocDate 5 Description

Link F4

>

% g
g e
-

;

[ 1 Jsara  [oemar2023 [x|LirEmailed [[06/04/2023 |[Concent Form COV Sample

| 2 lsara  |osmar2023 [x[Emaiisent [06/0472023 |[Message Concent Form COV Sample View F2

L3 ] [ | | I
[ 11 | I
[ | I
[ | I
L7 ] , [ | |
(e ] [ [ | I
9 [
[
[
[

GoToBiankF9

4 | FileName F3

Linkur:SF1

1-5,.

001-100 F6
101-200 F7
201-300 SF3
301-400 SF4
401-500 8F5
501-600 SF6
601-700 SF8
701-800 SF8

| I
| I
| I
; | | I
(3] ﬁ [ I I
L1 ] ﬁ [ I I

*indicates no document was inked; x = Document may not be deleted

(UGN ) VUUGN D U B DU N PVVNES T OV [ GRS VOR[N OV D VU BN W [N W 5 SR R S

<
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Guideline Worksheet

This worksheet allows for easy access to Disability Guidelines (DG) subscriptions and retrieval of pertinent
information about injuries/illnesses, including expected days off.

The first time you visit this page, default websites are provided. While valid, it is assumed that your company will
replace them with your preferences. Using your web browser, go to the home page of your preferred website.
Copy the web address into the clipboard. Open this panel and click on the appropriate paste icon, ICD URL or Guide
URL. The system will copy the address from the clipboard and store it for all future uses.

Click the button to access your website that will provide you with the correct ICD-9/10 code. For future reference,
enter the code onto the worksheet. Click the button to access your Disability Guidelines website and find the

appropriate ICD-9/10 information page. From that reference information, determine the expected number of days
off and enter in the Expected Duration field. Prompt the system to determine the expected return to work date by

clicking F9.

Reference material from the Disability Guideline may be keep for future access. Keep the entire web page or select
specific excerpts. To keep the entire web page, print the page to a pdf and store in a temporary directory. Click on
the Save button, point to the pdf and the system will store a copy of the pdf in its folder. Alternatively, you may
copy the entire page into a word document and follow the same process as above. To retrieve the pdf, click on the
View F3 button. To replace the material with another document, click the Replace button and repeat the process.

If you prefer not to use a pdf or word document, you may paste portions of the page into the Notes field provided.
Keep in mind that the original format of the page may not remain intact and you are limited to 8,000 characters.

CAS59 Guideline Worksheet o FEF = FOF
ICD/CSA Web hitp./fen wikipedia.orgiwik/List_of_ICD-9_codes dF7 Medical Profile: MusSkeletal
Guideline Web hitps/iwww.mdguidelines.comlogin > L Condition: Fracture

3} ICDICSA (341 ICD-11 v| [JAvaiiable

T

Start Date 06/0

= 1 e TN
Exp. Duration | 30 |Days BR&H L'

Guideiine RTW |05/04/2023

d] Notes (8000 characters)

EFraclures
{This section is an excerpt from Ankle fracture [edit]

{Fracture of both sides of the ankle with dislocation as seen on anteropostenor X-ray. (1) fibula, (2) tibia, (arrow) medial malleclus,
f(arrowhead) lateral malleolus

{An ankle fracture is a break of one or more of the bones that make up the ankle joint [20] Symptoms may include pain, swelling,
|bruising, and an inability to walk on the injured leg.[20] Complications may include an asscciated high ankle sprain, compartment
%syndrome, stiffness, malunion, and post-traumatic arthritis [20][21]

{Ankle fractures may result from excessive stress on the joint such as from rolling an ankle or from blunt trauma.[20]{21] Types of ankle
;fractures include lateral malleolus, medial malleolus, posterior malleolus, bimalleolar, and timalleolar fractures.[20] The Ottawa ankie
irule can help determine the need for X-rays.[21] Special X-ray views called stress views help determine whether an ankle fracture is

{unstable.
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TMB Audit

This audit report will show actions by users for the current incident.

SL42 Select one option

F1 Sort by Date

E2 Cnrt hw Fialde

CT99 View Report
Search e Print = “’< 3 1':( >l
Parklane Demo Data Page 0001 TMB
Auait Date Mar 20 14
Actions on or after Dec 06 13 Time 12:01
Name: BENSON, JOAN ID: 1120 status: Full-time
Department: ADMIN, Administration Position: TEACHER D.0.E.: Jan 01 09 Key: 120
Date Time User Action Field was Now
Dec 06 13 16:05 SARA Record access
Mar 20 14 12:00 SARA Record access

User Notes & Email

The User Notes & Email panel provides three features:

e A Note area to enter text, which will globally pop-up in any module opened for the specific employee. The
system will auto-fill the original user name and date entered, along with user name and date of most
recent edit. A date field is also provided to automatically remove the note if time sensitive.

e F2 Open mailto to send email to this employee wherein an email will open applying the employee email
address from Personal Data. If no email address exists in Personal Data for the employee, a completely
blank email will open. Proceed by entering Subject and the email text.

e F3 Open mailto to send email to another user wherein the list of Parklane Users will appear at which point

clicking on a name will open applying the users email address from Security. When using either email
option, a copy of the email will be added to your Email Program’s sent folder.
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Demographics

CTL9 User Notes & Email

a] Notes

khis is for a global note that will appear everywhere in
Parklane whenever you access this specific employee removed automatically

1=

Entered by SARA
Date 04/08/2023

Edited by
Date

Employee’s Email: s kane@parklanesys.com

Send email to this employee
m Send email to another user

Copy of email will be added to your Email Program's Sent folder

These notes will be shown to a user when they access this employee anywhere in the system.
They are available to only those who have accessto this panel.

b} Enter date if these notes are to

The Demographics panel provides a read-only pop-up of the employee’s general demographic information. The
Demographics panel is available in various module records for easy reference. Security controls which users will

have access to the Demographics pop-up on module by module basis.

CT35 Demographics

Sumame AFFLECK

Givan Rame 882 NYTO

Address 155 NUT ROAC 3 Fulktime

FARKING METERS

Cay, Prov. State LONDON ONTARIO

Country CANADA

Festal 2ip Code GQIXSC3

Home Prions 416 22

Business Phone 519 = PPORT

Call, Forsagn 416
Brth Date 10M0V1964 Cally Hours &0
Wees)y Hours 4000

Age 80
Sex Male workHours 800 10 1700
Waitsl Satus Uaried Miscstizneous MISC 1FIELD
K&y 170

Languoge ENGLISH

Business Emall kL fenell@pacidanesy s con

Personal Emsi

Supsvisor FERRELL KAREN K

Depantmert TES Paring - Meters
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In a Nutshell

The Employee Records In a Nutshell provides the user with a one-page overview of an employee’s current records
from various modules. The modules included are Incident Reporting, Disability Management, Work
Accommodation, Attendance Management and Chart.

Depending on the user’s Security access, [ A Enptayee osontn i b
checkboxes to the right provide access to
more detailed record information. The “R”
checkbox opens the actual record and the
“C” checkbox opens the General Comments
related to the record. In the case of Incident
Reporting, Disability Management, Work
Accommodation we can see the most
current five records. Attendance
Management will show the most current
twenty-five records, as well as an indicator
and date if the employee is in an Attendance
Case Management Program. The date of the

last Health Centre visit is provided from the
Chart module.

Time Markers

The Time Markers panel provides the

user with the ability of track time related
to various aspects of an incident. The
Wait Time fields capture the number of e
days passed waiting for requested
information of documents. The
calculated days do not include weekends.
The Time Log fields capture the number
of hours spent on noteworthy activities
and meeting related to the incident. The
System Time is time spent in this record
as recorded by the system. Descriptions
may be manually typed or selected from

a table. An export is available on the

Incident dropdown on the main menu of
Incident Reporting.
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Review Dates Worksheet

The Review Dates Worksheet provides immediate access to the currently signed in user’s review dates in this
specific module.

The view from the module Menu panel are your review dates for all employees from this module which are
overdue for up to three months prior. Alternative views are listed on the right side of the panel along with fields to
enter specific date parameters or specific due dates.

The Done check box will auto-fill a review date, stamping it with today’s date and the User ID of the user currently
logged into the system.

The View check box will open a subsequent panel which allows the user to enter text related to the Action taken
related to the activity, and enter a Completion Date for the Action. Do NOT click on the Done check box here, the
system will auto-fill.

The Get Record check box will open the record associated with the review for the user to add, review or revise
information on the panels specific to the record.

The Reassign check box, in conjunction with the Assign F9 or the Reassign All F14, will allow the user to assign the
review dates to another user one-by-one or on masse.

See the A6Z Review Dates report for an alternative method to access review dates for one or more users. The A6Z
Review Date report may be accessed from the sidebar or from the Reports dropdown menu.
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Entry of a Recurrence

Recurrences of claims are recorded via the Record Description panel. By clicking on the Had Recurrence check box

at the bottom-centre of the screen, the F6 See Reo’s button is activated. Click on the F6 See Reo’s and document

the recurrence by entering the First Day Off and any Comments related to the absence. Once the worker returns,

come back to this screen and enter the Date Returned.

CA41 Record Description

=
Fira Day on [08032023 |

Reference |23-139-01

Insurance Co. Sick Ben 15 Wks @rs

02106/2023 |&  WReview
Medical Review Date | Dates

Guideline expected RTW 05/04/2023

Position. ASSOCIATE
Union. UNION A

= =
@_; aj Shont Term ) 'Was i occidaiionai dj Managnir;‘g‘ SARA =7 Q Pending (O No Further Action
O Long Term claim et = @ Approved O NIA (O Denied
O |
O Mid Term [ Closes 1 Status Date I——T'g
0 Inactive —_—
b] Date of Accicent or T}g X
Sickness (0032023 | f1Reason jnyury 1>

Nature i1t ankie fracture

More Info {1el off laddar

—_ —
Expected Return | 2710372023 - Depariment |pLANT a8 Plant
3 Supenvisor [Brad Grantham
{| Date Retumned |27/03/2023 | L
, g] Notes
Case Closure Outcome |Modified Duties > L ncluded
SR T optionady on
Date |27/03/2023 |2 A21142G
Comments e exports only
& n] Modified Duties " FA¥ Had a Recurrence
128 See Reo's

MDut Start (27/03/2023 -

Entered SARA 09/03/2023

*S? 7 Cancel Record

CA51 Recurrence Dates

First Day Off & Date Returned &

Comments

1|0610312023 | |27/03;2023 |

QOriginal Absence

2 240412023 | | |

1st REO - surgery required on It ankle

3 [ | | | |
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Entry of Days Lost & Costs

Days lost can be entered quickly via the main menu. Entering via the main menu under Manage Claims/Enter Days
allows the user to enter days lost for a particular month for several claims at once. Follow the screen instructions to
apply days lost.

CAS57 Enter Days Off PKD-Company 002

Surame ADAMS ClaimNumber  23-158-01

Given Name GREG Date of Incident 05 har 23

Department PLANT FirstDay Off 06 Mar23

Employee Id: 359 Expected Return 97 p1ar 23

Employee Key: 159 Date Returned 27 Mar 23
Claim Status

Claim Total (Days) 15

Month; Ma¥23

Total Days for Month: D

Costs can also be entered quickly via the main menu. Entering via the main menu under Manage Claims/Enter
Costs allows the user to enter costs for a particular month. Follow the screen instructions to apply costs.

CACSS Enter Cosls 31May 2023 Invoice No.
Sumame ADAMS Employeeic 359 Rel Numder 232-158-01 Expecled RTW 27 Mar 23
GivenName  GREG Empioyes Key 159 Date of incigent 05 Mar23 Date Retumed 27 Mar23
Depariment  PLANT FirstDay O 09 Mar23
Cost Type Service Date Payes Amount Prov. Tax
are | |= e | | ]
Totals BENEFITS REPLACEMENT MEDICAL COST FORMS LEGAL
This Moath 650.00 650.00
Thisyear 05000 650,00 50.00
ClaimTotal  650.00 650.00 50.00
Exit F12 ™
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Auto Calc(ulation) of Days Off

Instead of manually entering days lost, you may choose to allow the program to quickly and automatically calculate

the days lost for each record. At the main menu, click on Manage Claims then Auto Calc of Days Off and a message

panel will provide instructions for completing the task.

CA23 Caiculate Days Lost

This task calculates days off, by month.

ALL MONTHS ARE RECALCULATED BY THIS ROUTINE AND WILL OVERRIDE ANY PREVIOUS ENTRIES
REGARDLESS OF EMPLOYMENT STATUS OR ORIGIN (CALCULATED BY THE SYSTEM OR ENTERED
MANUALLY).

The days calculated are basad on a five day work week (Monday to Friday) or a 7 day week
They are caiculated from the first-day-off to return-to-work date
If the employee has not returned to work, the days will be caiculated to the end of [ast month

For terminated employees
Uses return-to-date. if biank. uses closed-date; if biank. uses empioyee's termination-date

If the system is interrupted while running this process, you may simply restar it.

Your options for completing the auto calculation of days lost are:
¢ Include OR Exclude REQ’s
e Calculate Days based on 5 day week OR Calculate Days based on 7 day week

e Calculate days for this company OR Calculate days for all companies

When selecting the option to include recurrences you will be presented with a message panel which provides the

rules that apply to the calculation.

Calculating recurrences

For recurrences, the following rules apply:

On the Recurrence panel:

If the first Reo-First-day-off is the same as the First-day-off on the Description panel:

It assumes all First-day-off and Return-to-work dates are recorded on the Reo pane! and uses only
those dates to calculate days.

The First-day-off and Return-to-work dates on the Description panel are ignored.

Otherwise:

If the first Reo-First-day-off is not the same as the First-day-off on the Description panel:
System calculates days using the claint's First-day-off and Return-to-work dates fromthe
Description panel.

It then calculates the additional days using the First-day-off and Return-to-work dates for each
Recurrence

If you have dates that inadvertently overlap, the systemwill attempt to calcuiate days for each and
cap out at the maximum for the month; however the resuits may be unpradictable

Page 42



Disability Management Module

Reports Available In Disability Management

Manage Claims
New/Open Claim
TM3  General Comments
C39  Cost Details
A72  Claim Details
TMB  Audit
A49 Claims added from external source
AWG6 External Source Exceptions
Review Date Work Sheet
Exports
A2G Claims, Select/w Favourites
A21 Claims
A18  Attributes
Al19  Appointments
ACO04 Costs
TM9  Time Markers
All Claims, Incidents, Wk Acc.
A6B Comments
Reports
AG6F Who's Off
A61** Register
A6G  Age of claims
A62 Return to Work
A95 List of Claims
A6D  Open or Closed Claims
A68 Modified Work
A9Z Review Dates
A69 Missing Fields
A9B  List of Appointments
A73 Average Days Lost
A84  Totals by Group/Dept
A85 Non-Occupational Absences
A8T Activity based on Comments

Costs

A6S Employee Details

A65 Department Details

A66 Department, Group Summary
AGE Details By Group or Dept

A6 Days, Costs By Month

A6P Claim Costs By Employee

A6T Claim Costs By Reference
A6U Financial Report

Statistics

A81 Selected Claims

A82 By Reason

A83 Days or Costs

A88 By Month

A89 Days, Costs By Month
A63 Detail Savings

A87 Calendar

Attributes

A91  Attributes Statistics (14)

A92 Totals By Month (1)

A93 List By Employee w/Name (15)
A94  List By Employee wo/Name (20)
A9F Totals By Attribute (100 or All)
A9K  Totals This Month, YTD (100)

Graphs
AHR  Disability Dashboard — 4 yr
Year to date
AHA  YTD Claims by Type
AHB  YTD Claims by Reason
AHC  YTD Claims Types & Reason
Days and Costs
AHD  Days Lost Analysis
AHE Costs Analysis
AHF Actual Days Lost & Cost Reports
AHM  Costs and Days Trend
Claims Management
AHN  Who's Off
AHP  Claim Report
Statistics
AHG  Claim Reason and Attributes
AHH  Claim Stats by Reason
AHI Claim Stats by Medical Profile
AHJ Claim Stats by Condition
AHK  Attributes Report
AHL  Claim Trend
AHQ  Claim Statistics and Averages
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Options

TB9 Action Emails with Email Addresses
A31 Description Tables

A3A Table Counts

T™M7 List of Time Markers

TC1 List of Attribute Categories

col List of Detailed Cost Types
AMD Audit Report

AMC Audit Export

AME Audit Inactivity

A3K Temporary Staff Reassignments

** QOption to Create Export File in Addition to Report.
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PARKLANE SYSTEMS
10-521 Nottinghill Road
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