Imaging and Therapeutic Services
MAGIC Import Dictionary and Functionality
 

The Import Functionality allows for home-based transcription without requiring the user to use Meditech software for transcription. A standard template is created in Microsoft Word or Text editor with certain "tags" which allow for information to be pulled from Meditech and into the report. The template is recommended to be a protect form so it can not be changed. Once a report is transcribed outside Meditech, the files get dropped into an Import Folder housed within the hospital's network. The background job will periodically check all Import Folders, based off of the pathways entered for each dictionary entry in the Import Dictionary, and move all reports in these folders to the Process folder. If there is something that prevents the report from filing into the Process folder (for example, a duplicate file name), the report will be placed in the Errors folder. Your healthcare organization should be monitoring the Errors folder on a regular basis and rectifying the reports in the Errors folder. Once the report has successfully been placed into the Process folder, the report will be accessible in ITS routines.
NOTE: Existing reports cannot be edited through this method. All edits must be made directly into Meditech.
 

1. Set Up
Import Dictionary

Defaults: Department, Report, Site and Status: A default Department, Report Type, Site, and Report Status are entered here to be used as the responses in the tags of the report. If there are no defaults entered in these prompts, the user will have to enter the tags for these prompts manually each time a report is transcribed. For example, if a report status tag is included in the report template, it will override the default Rpt Status prompt.
Require Acct#/Unit#: This prompt will set the Account Number, Unit Number or Both fields as required. These field(s) need to be entered before the report can be processed.
Require Requisition#: Yes/No field. If YES, then a requisition number tag with the requisition number is required in the import template in order to file the report. If NO, then a requisition number is not required in the import template, and the report can file without a requisition number. 
Keep Files for (days): Enter the number of days for the system to store files in the Process folder. After the ITS reports are created, the report files are no longer necessary. The activity to and from the Import folder can be tracked on the Import Audit Trail.
Auto Upper Case: This will convert all tag information to uppercase when it files into MEDITECH. Since MEDITECH is case sensitive, it is recommended that this be set to Yes. 
Import Path: This path tells the background job where to find the folder containing the reports that are to be imported into MEDITECH. The IMPORT background job will periodically check this folder and if there are any reports in it, the reports will be transferred to the Process folder.
Process Path: The background job picks up the reports from the Import folder and files them into MEDITECH. The Process path tells the background job where to transfer the reports if it finds any in the Import folder after filing them into MEDITECH. 
Errors Path: If the background job attempts to transfer a report to the Process folder but cannot, it will place the document into the Errors folder. This path will tell the background job where the Errors folder is located. This folder should be monitored to rectify any reports that errored. Examples of report errors are: a report with a duplicate report name, or if the process folder cannot be found.
 

Creating Folders:
Three folders (Process, Import and Errors) will need to be created in a location that the ITS background job can access. The Import folder is where the transcriptionists will initially place the documents. The Process folder is where the background job will transfer the reports from the transcriptionist’s Import folder. If any of these reports cannot file into the Process folder, they will be placed in the Errors folder.
NOTE: Each folder must be accessible by the server running the ITS Background Job. 
 

Creating a Template with Tags:
When transcriptionists enter plain text reports for importing into ITS, they must begin each report file with a template. Each piece of data is placed inside angle brackets and identified by its mnemonic. The body of the report follows the last angle-bracketed (<>) tag. The system considers all text after the last set of angle brackets to be report text and puts this text into a Text report section. In addition, the brackets cannot be separated by a hard return. Transcriptionists must fill in these tags at the beginning of the report and then type the body of the report. 
Tags must be in the format of <id xxx-yyy> where ‘id’ is a two-letter code for the field, ‘xxx’ is a description of the field and ‘yyy’ is the information to insert into the report. (For example, in the tag <DE-Dept: RAD>, the field identifier is DE. Dept is the description, and RAD is the mnemonic of the department to insert into the report.) Examples of acceptable report tags are: 
· Department: <DE-Department: xxx> 
· Patient Name: <PN-Pt Name: xxxxx,xxxxx> 

· Report Status: <ST-Rpt Status: P or D> 

· Report Type: <RT-Report type: xxx> 
· Requisition Number: <RN-Req#: ##-####> **see note below 

· Dictated By: <DB-Dictated by: xxx> 
· Dictated Date: <DD-Dictated date: mm/dd/yy> 
· Dictated Time: <DT-Dictated time: hhmm> 
· Transcribed By: <TB-Transcribed by: xxx> 
· Transcribed Date: <TD-Transcribed date: mm/dd/yy> 
· Transcribed Time: <TT-Transcribed time: hhmm> 
· Account Number: <AN-Account#: annnnnn> 
· Medical Record Number: <MR-Medical Record#: nnnnn> 
· Site: <SI-Site: xxx> 
· Order: <OR-Order: cat,mmdd-nnnn> 
· Copies To: <CT-Copy To: (name;addr1;addr2;...)> 

The following are the options available for the copies to tag:
d<spacebar>doctor mnemonic
r<spacebar>recipient mnemonic
i<spacebar>insurance mnemonic
OR in the following format: name;address1;address2;address3;email;mne
For the above free-text format, all pieces are optional, and each piece must be separated with a semi-colon. In addition, the entire copy to address must be on one line with no hard returns until the end of the tag. Lastly, the whole line, including the hard coded tag <CT: ...> must be less than or equal to 250 characters.
** A problem may occur where imported reports will error out because of "Req# YY-NNNN cannot be found in the ITS database for Dept ." This error can occur if the requisition number tag is listed before the department tag in the import template. As a result, the report is attempting to be compiled for a requisition number, but the background job does not know for which department the requisition number is to be used. To correct this, the department tag <DE-Department: > should be listed prior to the requisition number tag within the import template.
 

Meditech Tool Box Parameter
Select Enter/Edit SMB user:
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Use this routine to enter/edit the network user name and password used by the system when moving and editing files on the Import, Process, and Error directories.
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Enter the network user name and database that the system uses to deliver messages. Enter the information as DOMAIN\USER (for example, TESTDOMAIN\SERV_USER).
Background Jobs
The importing is processed by the ITS background job. To view this background job and verify that it is running, use the View System Status routine.
 

2. Process of Importing
A transcriptionist will transcribe a report on their PC off site and place it into the Import folder. The background job will periodically check all Import folders, based off of the pathways entered for each dictionary entry in the Import Dictionary, and move all reports in these folders to the Process folder. Again, the pathways to the Process folders are found in the Import Dictionary. If there is something that prevents the report from filing into the Process folder, the report will be placed in the Errors folders. The hospital should be monitoring the Errors folder on a regular basis and rectifying the reports in the Errors folder. Once the report has successfully been placed in to the Process folder, the report will be accessible in ITS routines.
 

3. Troubleshooting 
Two types of problems can arise in processing an imported report.
1. The report contains data that is invalid but does not prevent filing the report. This causes an import warning message. Some examples of invalid data that generate warnings are the following:
· A date with an incorrect format (for example, 01/32/99). 

· An order number for a different patient than the one indicated in the import file 

· A Dictated By field for a user without an active entry in the MIS Provider Dictionary 

Note: Reports with warnings are filed, but without the invalid, non-required fields.
2. The report contains data that is invalid and prevents the report from filing. This causes an import error message. Errors prevent reports from filing into ITS Process Routine. Errors are generated by the following:
NOTE:  A report will ONLY appear in the errors folder if the process folder cannot be found or if the report file name is a duplicate.  All examples below will be sent to the process folder and the errors will be viewable in Process Import Report Errors Routine.
· Files that could not be loaded or were empty 

· Files with no < > data tags 

· Files with no text after the last < > data tag 

· An invalid or missing patient account number in a file (only if the Import Dictionary requires account numbers) 

· An invalid or missing patient unit (medical record) number (only if the Import Dictionary requires unit numbers) 

· Files with account numbers and unit numbers from different patients 

· Tags with an inactive department mnemonic or one that is undefined in the Department Dictionary 

· Tags containing an inactive report format or a format not defined in the Report Dictionary for the department 
· Files with a section type that does not exist on the report 

4. Routines Used for Troubleshooting
Import Audit Report
The Import Audit Report can be used to display a list of all documents that were evaluated by the Import background job (including reports that filed successfully, reports that were not able to file due to an error and reports that filed but generated warning messages). This report can be found off of the Report icon, Reports submenu.
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Process Import Report Errors
The Process Import Report Errors can be found off of the Main Routines menu.
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Use this routine to select a range of imported report files that could not be filed due to errors. This routine can also be used to view the reports or edit and requeue them for another attempt at filing. Only imported report files that have not been requeued appear on the process screen.
 

View System Status
View the number of reports dropped into the import folders and the number moved from the import folders to the processing folders .
 View Import Status
Use this routine to view, for troubleshooting purposes, the status of each imported report folder in your system. If files are accumulated but not queued, this may indicate that a large number of files with errors are being placed in the folders. This may also indicate that a problem exists with the background job that reads and queues the report files.
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