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Logging into the ITS Application
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Select an ITS Site

If there are multiple ITS sites created and the user has access to multiple sites, the ‘Select an ITS Site’ screen appears. Access to sites is granted in the ITS Access Dictionary. If only one ITS Site is present, or if the user has access to only one site, the ‘Select an ITS Site’ screen does not appear.
The site is attached to all orders entered. Report routines and workload statistics are compiled site. Further, sites may be restricted to only certain facilities and the site selection may therefore limit access to patients only located within the restricted facility.
Logging into the ITS Application (cont.)
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Select an ITS Department

If the user has access to more than one department, as defined in the Access Dictionary, the ‘Select an ITS Department’ screen appears. A default department is also assigned in the Access Dictionary and populates the ‘Department’ field automatically. The user may accept the default response by pressing <Enter>or may clear this field and select a different department (from the list of those to which they have been given access) by using F9 <Lookup>.

The Department selected restricts the order categories and reports to which the user has access during the session.

Patient Identification
There are five means to identify a patient in the system:
· Name, using up to 30 characters, in exact LASTNAME, FIRSTNAME format (with no space between LASTNAME and FIRSTNAME)
· Partial Name search, using a limited number of characters for last name, first name
· Account number
· Unit number, prefaced by a U#
· Social security number, prefaced by a pound sign (#)

When selecting a patient from a list the following conventions apply:

· The unit number is the same for the same patient across multiple visits.
· The room number (inpatient) or location (outpatient) is listed. 

· If the patient status is inpatient, the date represents the admission date and the name displays in blue. Once the patient is discharged, the date represents the discharge date and the name displays in gray. Outpatient names are display in black.
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Orders Processing

Orders Processing
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The ITS Main Menu has three routines which facilitate orders processing:

· Enter Orders – this routine is available via the “Process Orders’ and ‘Process All Orders’ routines and is discussed during that training. This routine might be placed on a menu for users whose only function is to enter orders.
· Process Orders – this routine allows for processing of orders for an individual patient

· Process All Orders – this routine allows processing of orders for an individual category or all categories within the department

Process Orders
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Use this routine to process orders for a specific patient. 
Category

Enter an ITS category (F9 <Lookup> is available) or leave blank
· All orders in all categories may be displayed by bypassing the Category prompt, leaving it blank

· A single category’s orders may be displayed by entering a category (i.e. RAD, MRI, US)
After identifying a patient, the orders appear on the screen. Multiple function buttons listed on the top of the screen are used to process these orders. Each button is described separately on the following pages.
Pt Data
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This routine allows a user to enter/edit or view defined visit specific information. In addition, if a ‘Patient Data Input Screen’ is identified in the Department Dictionary, this screen displays as a second page.
Temporary Location
Enter a location from the MIS Location Dictionary where the patient is temporarily located (i.e. RAD, OR, PACU).

Height/Weight

If height and weight information is available from the OE Administrative Data Screen it defaults here. Height and weight information may be entered directly on this screen if not present, or may be edited and updates the OE screen.
Visit Diagnosis
A diagnosis code for this visit may be entered here.
Enter Orders
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Use this routine to enter orders for the identified patient.
Technologist
Enter a Technologist from the ITS Department Dictionary or leave blank.
Order Status
Enter the status for this order;
· Logged 
Received by Department

· In Process
Order is currently in process for non-Radiology categories

· Taken

Order is currently in process for Radiology categories

· Complete
Order has been completed
Enter Orders (cont.)
Patient
Enter patient name using any of the five methods

Attend Dr

The attending doctor mnemonic and name appear as defined in the admissions application.

Ordering Dr
Enter the ordering doctor’s mnemonic from the MIS provider dictionary; a <F9> Lookup is available. The name appears.
Category
Enter the category for the order to be placed. A <F9> Lookup to the Category Dictionary is available.
NOTE: Only categories associated to the Department to which the user is signed onto currently are available.

Procedure
Enter the procedure or charge to be ordered. A <F9> Lookup to the Procedure Dictionary is available.
NOTE: Only procedures associated to the identified category are available.

Priority
Enter the priority for the procedure. 

· S – Stat

· U – Urgent

· R – Routine

Date
Enter the service date for this procedure. Date conventions (“T” for today or T+1 for tomorrow) are available.
Time
Enter the service time in standard military format. “N” may be used for now.

Customer defined screens (CDSs) are attached in the Category and Procedure Dictionaries to capture detailed information pertaining to the patient or procedure. These screens are completed for each procedure ordered. Once entered, query 
Enter Orders (cont.)

responses on the category screen default for all other orders from the same category. Procedure queries do not default for different procedures. 
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Multiple orders

At the procedure prompt, multiple orders from same category may be selected. At the prompt, press <F9> Lookup and a list of procedures appear. Highlight the procedure and press the <Right Ctrl> key to checkmark. An indicator on top of the select screen records the number of procedures checked. 

Requisition Number

ITS assigns requisition numbers to the orders at the time of filing. The requisition number is used to identify orders in other routines, such as Process Orders and Process Reports.

Amend Order
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This routine is used to edit a specific order for a patient. Only certain fields are editable:
· Order Dr
· Procedure
· Service Date/Time


· Priority



· Print Forms

· Category and procedure query responses



Amend Order (cont.)
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Print Forms
· Format - Edit format to print requisition/labels
· Destination - 
Edit print destination 
· Copies – Enter the number of copies to print
· Print? – Enter “Y” to reprint requisition forms 

Delete
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This routine allows the user to delete specific orders. The order must be in a canceled status before it can be deleted. Enter the reason for deleting the order. 
Print Menu
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Print Order Detail
Use this routine to print details of a specific order or orders. The report includes active, historic, purged or archived orders. Access this routine using:
· Reports button on the desktop
· Print Order function in Process Orders or Process History routines
· Patient Tracking Monitor Routine 
Print Menu (cont.)
Reprint Paperwork
Use this routine to reprint requisitions, labels, picture and questionnaire.

Print Order’s Audit Trail
This routine is used to print the event details for a specific order. The report prints the user responsible for each event, the client on which the user entered the event, and the original and edited values of the event (for example, if order status changed from “Taken” to “Complete”). Report includes:
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Events include
· Enter orders
· Edit order(s)
· Arrival time
· Order associated to a report
· Edited order status 
· Edited mammography exam codes (result, follow-up, and outcome codes)
Print Order’s Report

Print a report associated with a selected order.

Print Order’s Picture
This routine is used to print order pictures on the Report. If a picture is not associated with the order, the system displays a warning message. 
Print Menu (cont.)

The ITS Order Picture Report includes the following:
· Order picture

· Order number

· Ordering provider

· Category and procedure

· Service date and order status
Print Questionnaires
Use this routine to print a copy of a questionnaire that exists in the category dictionary for a specific patient account.

Print Letters

Use this routine to immediately print or queue for batch printing, letters associated with patient orders or a specific patient. 

Status
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Use this routine to change status of procedure. Statuses include:
· Logged - orders received by the appropriate department
· Taken - Radiology Orders that are in process
· In Process -  non-Radiology orders that are in process
· Complete – order is complete
· Cancelled - orders that are cancelled by care area or department
Charge/Credit
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Overview of the Enter Charge/Credit Function

A procedure can only be credited after it has reached a status which resulted in charge generation. The Access Dictionary determines who can credit procedures.
Hosp TXN

Qty
Enter quantity that is to be credited.
CR
Enter “Y” to credit.
Charge/Credit (cont.)

New Totals
This display reflects the credited amount for the procedure.
Edit Tech
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Use this routine to edit the Technologist associated with this procedure.
Tech Menu
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Use these functions to enter/modify the details of procedures.
Record Procedure
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This function allows the user to enter details of the process and procedure.

Tech
Technologist signed on defaults into field; this may be edited to display technologist performing procedure. Multiple technologists may be recorded.
Status
The status of the order is displayed and may be updated at this prompt.
Patient Loc
Enter the location where the procedure is performed.


Record Procedure (cont.)

Exam Room


Enter the exam room mnemonic.

Start Date
The service date defaults into this field. It cannot be changed
Start Time
Current time defaults into this field. This time cannot be before the arrival time.
End Date
Current Date defaults in end date field. This date cannot be before the start date.
End Time
Current time defaults into this field. This time cannot be before the start time.
Radiation Dose
A radiation dose may default if defined in the Procedure Dictionary or may be directly entered at this prompt.
Materials
Materials associated with this procedure in the Procedure Dictionary defaults or may be directly entered at this prompt.
Workload
Workload functions and count may be recorded at this prompt.
NOTE: Users cannot record procedures that are Cancelled, Complete or Resulted.

Arrival and Departure Times 
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The arrival/departure times are used to calculate the duration of the procedure. 
Arrival Date
The service date defaults into this field and cannot be changed.
Arrival Time
Enter the time the patient arrived. The standard convention “N” for now may be used.
Departure Date
The service date defaults into this field. It may be changed.
Arrival and Departure Times (cont.)
Departure Time

Enter the time the patient left the department. The current time defaults and may be changed.

Patient Location

This entry is the location response entered from the record procedure routine. If answered there it defaults. 

Enter Exam Codes
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This feature is used for documenting Mammography exam and result codes based on the transcribed report. Enter a result code at this prompt to indicate the radiologist's evaluation of an exam. 

Result
Enter the result code dictated by physician.
Follow up
Enter the next patient follow up (i.e. Routine Yearly Screening, 3 Month Ultrasound) from the transcribed report.

Enter Picture
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The routine allows the user to draw or add annotations to a picture to denote physical findings for mammography. Pictures must be scanned and imported to each computer entering mammography procedures.

View LIS View Groups
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This screen displays the LIS View Group attached to the procedure.
Enter Arrival
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The user can enter an Arrival Time if this was not entered on the Enter Orders screen (for outpatients). If this is an Inpatient who was not checked in to the Radiology Department the arrival time may be entered here. 

Enter Departure Time
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Enter/Edit the time the patient checked out of the department if this was not entered in the Record Procedure Routine.

View Patient Tracking 
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This screen tracks information detailing a patient for the selected order. This view only screen contains:
· General information about the order and patient 
· Dates, times, and intervals (relative to patient arrival time) between stages of the procedure, between patient arrival and patient departure

· Dates, times, and intervals (relative to patient arrival time) between stages of completing the report, between dictation and signing out

· Turnaround time for the procedure, as specified in the Procedure Dictionary.

View Images
This screen displays image status data and launches the user to the other vendor's viewer (i.e. PACS) to display images for specific orders. Image information includes:

· Date and time the images were taken 

· Provider or technologist who reviewed the image

· Number of images 

· Image status 

Enter Report
Reports may be entered using this Report menu option. Report entry training occurs in ITS Application II training.

Process All Orders
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The Process All Orders routine, in contrast to the Process Orders routine, allows orders processing at the Department level (as opposed to just one patient) and is subject to selection criteria to limit the orders displayed for processing. Orders may be selected for display by the following criteria:

· Location or Patient

· Range of order dates and/or service dates

· Selected categories and/or procedures

· Orders statuses

· Provider, user or tech

· Other selection criteria as defined by the user

Select Orders (Profile)
[image: image26.png]I
I

EE T v
PL Selection Profile | [ x
?
Location/Patient ®
« ool ore | 4
S From Order Date Sort By Flags |
Thru Order Date X
From Service Date Orders Requiring a Result Code | | v
Thru Service Date Unresolved Orders r -
-
Restrict To
De 1
[ category — Status Provider  User 1
or Procedure —
2
=
3
Tech Order Site Orders Query Category —
_ Responses :
Results Follow-Ups ~ Outcomes  ACR Codes





The Process All Orders screen is populated with orders via the ‘Select Orders’ screen which may appear (based upon Access Dictionary settings) when the routine is initiated.

Selection Profile

A selection profile (from the Profile Dictionary) may be selected to populate the following fields on the selection screen. The user may accept the defaults associate with the selection profile or may edit them to meet the order processing needs. A profile need not be selected, i.e. the user may populate any or all of the following fields as appropriate.

NOTE: Leaving a field or series of fields blank selects all orders to which that selection field applies. An entry in any field or series of fields limits the orders displayed to only those specified in the field or fields.

Select Orders (Profile) (cont.)

Location/Patient

To limit the orders display to those orders for only one patient, identify the patient by any acceptable means (full name, partial name, unit number, account number, etc.)

To limit the orders display to those orders for only patients in a specific location (e.g. Intensive Care Unit) type <L><Space><Location mnemonic>. The location name displays.
From Order Date/Thru Order Date/From Service Date/Thru Service Date

This series of prompts may be used to limit the display to only those orders placed in a given range of dates and/or only those orders with a given range of service dates. To include orders for all order dates and all service dates leave these prompts blank.

Sort By

The Process All Orders display may be sorted by user specified fields. Available sort options are:

· Category

· Ordering Doctor

· Order Date and Time

· Order Number

· Patient Name

· Procedure

· Room-Bed

· Site

· Status

· Service Date and Time

· Tech

· User

· Result

· Follow up

· Outcome

Select Orders (Profile) (cont.)

Orders Requiring a Result Code

To select only orders requiring a result code (as defined in the Procedure Dictionary) enter “Y”.

Unresolved Orders

To select only orders with an unresolved follow up, enter “Y”.

Restrict To

The following set of prompts further restricts the order selection for display on the Process All Orders screen. All of these prompts are optional and, if left blank, sall the orders related to the named field are selected.
Category/Procedure

This set of prompts allows selection of orders from only one or more category, as well as orders for only one or more procedures within a category. First, enter the desired category (to display all orders only within that category) then, if desired, press <SHIFT>+<RIGHT ARROW> to enter the ‘Procedure’ field and identify the procedure(s) within that category to be displayed. Additional categories and/or procedures may be selected via this combination of prompts.

Status

To select orders at only a given status or group of statuses, enter those status(es) at this prompt.
Provider

To select only orders associated to a specific provider or providers, enter the provider’ mnemonic(s).

User

To select only orders associated to a specific user or users, enter the user

 mnemonic(s).

Tech

To select only orders associated to a specific tech or techs, enter the tech mnemonic(s).

Order Site

To select only orders placed from a specific site or sites, enter the site mnemonic(s).

Select Orders (Profile) (cont.)

Orders

To select only specific orders, enter the order number(s).

Query Category/Responses
To select only orders with specific response(s) to specific queries, enter the query mnemonic and press <SHIFT>+<RIGHT ARROW> and enter the response(s).

Results

To select only orders with a result code or result codes, enter the result code mnemonic(s).

Follow-Ups

To select only orders with a follow-up code or follow-up codes, enter the follow-up code mnemonic(s).

Outcomes

To select only orders with an outcome code or outcome codes, enter the outcome code mnemonic(s).

ACR Codes

To select only orders with an ACR code or ACR codes, enter the ACR code mnemonic(s).

NOTE: To expedite orders processing, Selection Profiles may be created and assigned in the Access Dictionary. These selection profiles may display and allow the user to edit them before order selection processing or the selection profile may load and select orders without user intervention. Users may be provided the capability to change the selection criteria at any time via the ‘Select’ button on the desktop.

Process All Orders Functions
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The functions available on the Process All Orders routine are identical to the functions in the Process Orders routine described previously; refer to the Process Orders section of this manual for a description of those functions.

Three unique features of the Process All Orders screen are the ability to color code orders by order status, the display of ‘Flag Codes and the ability to view additional order information.

To display the legend for color and flag coding of the orders displayed, press the <LEFT ARROW>button.

To display additional order information, including procedure name, result, follow-up, outcome and ACR codes associated to the order, press the <RIGHT ARROW> key.

 Enter Department Charges
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Department specific charges may be entered by patient or by batch via the Main Menu option #5 – Billing then from the Billing Menu option #5 – Enter Department Charges.

Enter Department Charges (cont.)
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This charge entry routine allows the efficient entry of multiple charges for a single patient. After defining the category and patient information once, enter an unlimited number of charges in that category for that patient.

Category

Enter the Category to which the charges are associated.

Enter Department Charges (cont.)

Default Service Date

Enter a date to default for the service date for each charge/procedure.

Patient

Enter patient name using any acceptable convention.

Attend Dr

The attending physician defaults from the Admissions module.

Ordering Dr

Enter Ordering Doctor mnemonic

Ask Performing Dr?

Enter “Y” to enter a performing Dr for each charge/procedure.

Default Performing Dr

Enter a Dr mnemonic to default into the performing Dr field for each charge/procedure.

Default Technologist

Enter the technologist mnemonic to default for each charge/procedure.

Procedure

Enter the charge/procedure; an <F9> Lookup into Category Procedures is available. Press the <RT Control> key to check mark all procedures to be charged for this patient.

NOTE: The defaults assigned previously appear in the designated fields, these may be changed.

Qty

Enter in the quantity for the charge/procedure. 

Amount

This charge amount defined in the Procedure Dictionary displays. 

When all applicable information has been recorded, press <F12> to file the screen and the associated charges.
Enter Department Charges by Batch
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This routine is used to enter charges for specific procedures performed on several patients. For example, use this routine to enter EKG for two patients or Oxygen with same quantity on four patients. 

MEDITECH MAGIC Imaging and Therapeutic Services 

MODULE
Application I Training Manual

File Converson(s)

[image: image31.png]



File conversion
File conversion allows the hospital to create a record, in ITS, of tests, procedures and reports that were performed prior to the implementation of ITS. This allows the use of the Process History routine to review this data.

NOTE: File conversion relates to tests, procedures and reports for the Diagnostic Imaging Department only (not ancillary services).

File Conversion Options

A manual conversion can be completed if there is no existing computer system or if the existing computer system cannot export information into a format acceptable to MEDITECH. In this method, the hospital staff manually enters the following information for each exam performed for each patient:

· Order date

· Ordering doctor

· Order site
· Category

· Procedure

· Requisition number

· Order number

· Radiology mnemonic

· Impression text

· Result, Follow-up and Outcome Codes

This method is labor and resource intensive and is only used if a MEDITECH conversion cannot be completed.

MEDITECH provides three conversion options concurrent with an ITS Implementation:

· Exam History Conversion – allows the conversion of exam information from a current computer system into the MEDITECH ITS system

· Department Number Conversion – allows the conversion of Exam number or Radiology number to the MEDITECH Unit Number

File conversion (cont.)
· Record Locator Conversion – allows conversion of current Record Locator information into the MEDTECH ITS Record Locator routines

To perform the MEDITECH conversion(s) the hospital must create a conversion file from the existing computer system to specification provided by MEDITECH. This conversion file is typically created by the Information Technology Services staff; the conversion file specifications are provided during the implementation process. Test conversion files, of approximately 200 records are submitted to MEDITECH for evaluation as to suitability for conversion.

Prior to any conversion being performed, mapping tables must be created. These mapping tables indicate to the conversion program how existing data (from the current system) should be entered into the MEDTECH system. For example, the current system may use an abbreviation of “CXR’ for a chest x ray while in the MEDTEICH ITS system the abbreviation may be “CH2”. Every record in the conversion file with data “CXR” is entered into MEDITECH as “CH2” by the conversion program.

Conversion maps may be created for the following data elements:

· Medical Record

· Date

· Category

· Procedure

· Order Site

· Order Doctor

· Impression By

· Result Code

· Follow-up Code

· Outcome Code

File conversion (cont.)
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For each map to be created (Category, Procedure, etc) the Radiology Map dictionary provides the information for the data to convert properly.

If Data Value in File is

At this prompt, enter each value from the conversion file that needs to be converted to an alternate value when filed in MEDITECH.

Use this Value

At this prompt, enter the value that is filed in MEDITECH for the corresponding existing value.

If Data Value in File is in the Range

This series of values allow mapping of a range of existing values to be mapped to one value in MEDITECH as the conversion is run.

File conversion (cont.)

For Other Data Values use

This prompt allows assignment of a default value to file into MEDITECH for any values in the conversion file not mapped in the fields above. This may be helpful if there are categories or procedures, for example, which are no longer in use to allow mapping to a generic entry (e.g. “Unknown Radiology Procedure”).

If there is not Data Value use

This prompt allows assignment of a default value to file into MEDITECH for any data element that has no data contained in the conversion file.

Conversion Process

Once the mapping tables have been created, the conversion process begins. MEDITECH creates a ‘Conversion Directory’ which is a copy of the TEST ITS system and allows testing of the conversion file process to ensure that most, if not all errors have been corrected before running the conversion in the LIVE system. There are several important considerations:

· Patient Medical Record information must exist in the conversion directory, either by Medical Records Conversion (for a new Medical Records (MRI) installation) or by copy of the live MRI into the conversion directory

· Any values entered into mapping tables must exist, even if only temporarily, in the related MEDITECH dictionaries. For example, if generic entries are created for ranges of data, other data or missing data in the conversion file, the value to be used when filed in MEDTECH must exist in the related dictionary.

File and Conversion Verification

Once the above requirements are met, a test conversion file is run and the results of the conversion are monitored for errors. The errors are corrected and the conversion file is run again until an acceptable error rate (generally less than 2%) is achieved.

Manual Conversion Routines
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Historical Orders (Main)

This routine is used to enter exam codes, impressions, and other information about procedures carried out before the organization converted to the MEDITECH ITS Module. 

The Enter/Edit Historic Orders Routine simplifies the task of converting from a manual data base to the MEDITECH system recording past orders for patients in the Master Patient Index (MPI) that have inactive account numbers. Use this routine to enter records of discharged patients into the system and create an archive of past orders.

Manual Conversion Routines (cont.)

NOTE: Historic information can be entered for only those procedures which have the Save History? Prompt set to “Y“ in the Procedure Dictionary.

History Input Log (Reports – Orders)
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Use this routine to print the entries made through the Enter/Edit Department History Routine. This is used when transferring orders from a previous system to the MEDITECH system at time of implementation. Print the orders entered in a particular department, selecting entries by category, input date and user.

MEDITECH MAGIC Imaging and Therapeutic Services 
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Record Locator
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Record Locator

This routine allows department to perform the following tasks for in-house and outside records. 

· Receive and sign out records in a single step for a single patient 

· Return records and edit sign-out and due-date information 

· Sign out records for several patients to a single recipient 

· Reserve a patient's records for a specific recipient 

· Transfer records to a new recipient 

· Update record locations of several records in a single step 

· Locate specific in-house or outside records in the department 

· Print reports of record activity 

· Organize record libraries 

· Print reminder letters 

· Print duplicate record labels and outguides. 

Sign in New Records
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This routine is used to manually sign new patient records into a specific record library. Records can be signed in only for the orders that appear at the Record prompt. Records that are automatically signed into the library do not appear at the Record prompt. 

The sign-in status is designated at the Locator Sign-In Status prompts in the Procedure, Category or Department Dictionaries. If the locator sign-in status is defined as MANUAL, these new records appear at the Record prompt. The records can then be selected and filed into the library. If the sign-in status is defined as LOGGED, IN PROCESS, COMPLETE, or RESULTED, the system automatically signs in the records.

Sign in New Records (cont.)

Prompt

Response

Library

Select Library where films are signed into

MRI


Enter patient name using any of the five methods

Sign In Date

Enter Date

Record

New films ordered for the identified patient appear. To be 



signed by:




1) Select the films using the standard methods of selection. 




2) <Rt Control> or click the <OK> button on the toolbar to 



check records. 




3) Enter Y at the Sign In? Prompt

Sign out and Reserve Records
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Use this routine to return records borrowed by a single recipient from a specific record library. If a returned record is reserved (via the Reserve Records Routine), the reservation information appears to the right of the record identified. If a record is reserved, user may edit the dates the record is signed-out and due.

 The following information appears for each reserved record: 

· date out and date due 

· future recipient and comment (if any) 

· date the record was reserved 

· current record location 

Sign out and Reserve Records (cont.)

NOTE: If the facility has signed out an outside record, users can return the record to the library at the facility. An outside record cannot be returned to the source. (When using the Outside Record Inquiry or the Audit Inquiry routines, “RETURN” appears on the audit trail for the record.)

Return & Sign Out Reserved Records 
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This routine is used to return records borrowed by a single recipient from a specific record library. If a returned record is reserved (via the Reserve Records Routine), the reservation information appears to the right of the record identified. If a record is reserved, the record is signed-out and due dates can be edited.

The following information appears for each reserved record:

· Date out and date due

· Future recipient and comment (if any)

· Date the record was reserved

· Current record location

Return & Sign Out Reserved Records (cont.)

NOTE: If an outside record is signed out, it can be returned to the library from which it was signed out only. An outside record cannot be returned to the source. (When the Outside Record Inquiry or the Audit Inquiry routines are used, RETURN appears on the audit trail for the record.)

 Sign Out For One Recipient
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This routine is used to sign out in-house and outside records for several patients to a specific recipient. Records can be signed out that are received by a specific recipient or a record library.

NOTE: Use Default Dates and Comment? Prompt to enter default or specific values for the date out, date due, and comments for each record signed out to a recipient.

 Reserve Records
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This routine is to reserve patient records located in a specific record library for a specific recipient. Both in-house and outside records can be reserved.

If portions of a patient record are currently signed-out or reserved, they appear at the Record prompt after the name of the patient is entered. For each record that is on reserve, the following information appears:

· due date of signed-out record

· reservation date

· reservation number and number of reservations 

· current location of the record

 Enter/Edit Record Location
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This routine allow user to update the record location of one or more of the following types of in-house or outside records:

· master jackets

· subjackets

· orders

After a new record location is identified, specific records can be identified for editing. The following information appears after the patient record is identified.

Enter/Edit Record Location (cont.)
The current record location, record library, and recipient (if any) record status, date out and date due (if applicable). The total number of subjackets and orders included in the master jacket (if applicable), the total number of signed-out subjackets and orders (if applicable).

Record Location Inquiry
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The above options are available within the Record Locator Inquiry routine.

Record Inquiry (All Records)
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Use this routine to view the record locations of specific in-house or outside records. Outside records that are not master jacket or subjackets for this patient can be viewed also.

For each master jacket, subjackets can be viewed. For each subjacket, individual orders can be viewed. Orders in master jackets that do not contain subjackets appear at the Order prompts at the bottom of the screen. To view the nested multiples of subjackets and orders, click the right arrow key at these prompts.

	To View
	Select
	Use right arrow key at this prompt

	Subjackets contained in master jackets
	Appropriate master jacket
	Mater Jacket

	Orders contained in subjackets
	Appropriate subjected
	Subjacket


Record Inquiry (All Records) (cont.)

Outside records can be viewed as well as the address of recipients who signed out specific records from the library.

Information Displayed for All Records

This routine displays the following information for all records (that is master jackets, subjackets and orders):

· patient name

· date created

· record status

· recipient (if the record is signed-out)

· record location

This routine also displays the following specific information for master jackets, subjackets and orders:

	For Master Jackets
	For Subjackets
	For Orders

	Total number of subjackets and orders contained in each master jacket
	Total number of orders that each subjacket contains
	Order Number

	The number of signed out subjackets and orders in each master jacket
	The number of orders signed out from each subjacket
	Procedure Default priority

	
	
	Category


The following information for each signed-out record appears at the bottom of the screen:

· recipient

· date out and date due

· record library

Record Inquiry (All Records) (cont)
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Sample record inquiry

Record Locator Inquiry, Patient Inquiry (Records Out)
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Use this routine to list both in-house and outside records for a specific patient that are signed-out by or reserved for recipients.

Records appear on the report in alphabetical order. The report includes the following information:

· signed-out and reserved records for a specific patient

· recipient of signed-out records, sign-out dates, and due dates (if applicable)

· recipient for whom the record is reserved and the reservation date (if applicable)

Record Locator Inquiry, Recipient Inquiry
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Use this routine to list both in-house and outside records that are signed-out to a specific recipient. The system prints a separate page for each record library to which the records belong. The report includes the following:

· name, address, e-mail address, phone, and fax number of recipient 

· patient names, departments and unit numbers

· specific records signed-out for each patient listed

· date signed out, date due, and number of days overdue (if applicable)

Patient Audit Inquiry
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Use this report to track the activity of both in-house and outside records for a specific patient. The report lists records alphabetically. The department defines the number of days the system retains record activity at the Locator Audit Trail Purge (Days) parameter on the View Parameters Routine. The Record Locator Audit Inquiry report includes the following information.

Patient name, department, unit number, patient records, date and time of activity for each record type of record action record library and record location of the ITS user who entered the record information.

Patient Audit Inquiry (cont.)

The following abbreviations appear on the report to identify the type of activity for each record.

	Abbreviation
	Record Activity

	AUTO
	Records automatically signed in via a library path

	AUTORL
	Records automatically changed to a new record location via a library path

	RLEDIT
	Records changed to a new record location using the Enter/Edit Record Location Routine

	RCV/SG OUT
	Records received and signed out via the Sign Out & Reserve Records Routine

	SIGN-OUT 
	Records signed out to a recipient

	RETURN
	Records returned to a record library

	RESERVE
	Records reserved by a recipient

	XFER OUT
	Records transferred from a master jacket

	XFER IN
	Records transferred to a master jacket

	CREATE
	A newly created subjacket or master jacket

	DELETE
	A deleted subjacket or master jacket


NOTE: The number of days the system retains record activity is defined at the Locator Audit Trail Purge (Days) parameter on the View Parameters Routine.

Record (Film) Jackets
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The above options are available within the Record Jackets routine

Record Jacket- Create Master Jacket
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Use this routine to create new master jackets for patients within a specific library.

For example, this routine can be used in conjunction with the Transfer Subjackets Routine to reorganize patient records in record libraries.

Create Subjacket

[image: image50.png]Ix

=B o<

<

MRI Patient

Master Jacket [
Subjacket [

-
-
1

4

a
2

T

3





Use this routine to create new subjackets in a patient's master jacket.

For example, this routine can be used to reorganize patient records in record libraries.

Delete Master Jacket
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Use this routine to delete empty master jackets. For example, it can be used to consolidate the number of master jackets associated to the patient.

Master jackets can’t be deleted that are:

· signed-out of the record library

· included in outside records

Delete Subjacket
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Use this routine to delete empty subjackets from master jackets that belong to a specific patient.

For example, use this routine to consolidate records and reduce the number of subjackets in one master jacket.

Subjackets cannot be deleted that are:

· signed-out of the record library

· include outside records

Delete Order Records
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Use this routine to delete a single order for a specific patient.

NOTE: Only purged orders can be deleted.

Transfer Subjackets
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Use this routine to transfer one or more specific subjackets from one master jacket to another for a single patient. Both master jackets must belong to the same record library. If a subjacket is transferred that includes outside records, the system automatically transfers the outside records to the new subjacket. This routine can also be used to reorganize record libraries. For example, to reduce the number of records in one master jacket, use this routine to transfer some subjackets into a new master jacket.

Transfer Orders
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Use this routine to transfer one or more orders for a single patient from one jacket (subjacket or master jacket) to another.

NOTE: Both master jackets must belong to the same record library.

Use this routine to reorganize record libraries. For example, the Transfer Orders Routine to transfer all patient orders out of one subjacket into another before deleting the original subjacket.

Print Master Jacket and Subjacket Labels
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Use this routine to reprint master jacket and subjacket labels for records in any master jacket or subjacket identified for a patient. For each master jacket or subjacket that is identified, ITS displays the current status, record library, and record location.

After using this routine, outguides and mailing labels can be printed. These are defined in the Label/Letter/Outguide Dictionary. The outguides and labels that can be used are defined in the Site and Customer-Defined Parameters Dictionaries.

To print outguides and labels do either of the following.

NOTE: Specify a DATAMAX or MedPlus printer as the default printer for the library (defined in the Library/Record Location Dictionary).
After this routine is filed, select a specific printer to Print Jacket Labels On.

Lists (Record Locator Lists)
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The above options are available within the Lists routine

List Outstanding/Overdue Records
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Use this routine to list in-house and outside records that are

· signed out of the record library (outstanding records)

· not returned by the designated due date (overdue records)

Information included on the Outstanding/Overdue Records List the Outstanding/Overdue Records List includes the following information: patient name. department number and unit number record and comments (if any) recipient.

· Date out and date due.

· Number of days that the record is overdue or outstanding.

· Date the system printed a reminder letter (if any).

List Outstanding/Overdue Records (cont.)

The final column of the report indicates the record is reserved.

The report prints

· a separate page for the record library identified at the For Library prompt

· the total number of all outstanding and overdue records on the last page of the report

List Locator Records by Recipient
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Use this routine to list outstanding and overdue in-house and outside records by recipient.

	To Restrict to this type of Recipient
	Enter

	IN
	in-house recipients

	OUT
	outside recipients

	DOC
	doctors

	INS
	insurance companies

	ALL
	all recipients


List Locator Records by Recipient (cont.)

After the recipient is identified, the list can be further restricted by due date.

Information on the Recipient Records List The Recipient Records List includes the:

· patient name

· department number and unit number

· record and comments (if any)

· date out and date due

· number of days the record is overdue or outstanding

The final column of the report indicates the record is reserved.

The report prints:

One page per recipient (recipients appear in alphabetical order) the total number of outstanding and overdue films for each recipient.

List Records on Reserve
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Use this report to list both in-house records and outside records that are on reserve. The list can be restricted to a range of recipients, by recipient type (for example, in-house or outside recipients, doctors, insurance companies, or all recipients), and to records that are currently available.

Information on the Reservations List

The Reservations List includes the following information:

· patient's name and unit number

· record

· reservation date and number

· current recipient

List Records on Reserve (cont.)

· date record is due back

The report generates one page per recipient for each record library. Each page appears in alphabetical order by recipient and includes the total number of records on reserve for each recipient.

Jacket List by Library

[image: image61.png]B X

N % sf

E
Library [

(Enter ALL for all libraries)

List Orders? [

U |e=8t





This routine is used to list the contents of master jackets and subjackets by record library. Outside records appear on this list only if they are in master jackets or subjackets.

The List Orders? May also be used to include orders on the report. If orders are included, the report lists the category and procedure for each order Information on the Library Jacket List:

· patient name, department number, and unit number

· numbers of master jackets, subjackets, and orders

· creation dates of master jackets, subjackets, and orders

Jacket List by Library (cont.)

· record status

· recipient and due date (if the record is signed-out of the record library) record location

The system prints records in numerical order (by medical record number).In addition, the report includes separate pages for each record library that has been identified.

Jacket List by Patient
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This routine lists the contents of master jackets and subjackets by patient. Outside records appear on this list only if they are in master jackets or subjackets.

· Information on the Patient Jacket List

· patient name, department number, and unit number

· record library

· numbers of master jackets, subjackets, and orders

· creation dates of master jackets and subjackets

· record status

Jacket List by Patient (cont.)

· recipient and due date (if the record is signed out of the record library)

· record location

NOTE: The system prints records in numerical order (by medical record number) on the report.

Jacket List by Record Location
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Use this routine to list the contents of master jackets and subjackets by record location. Outside records appear on this list only if they are in master jackets or subjackets.

Information on the Record Location Jacket List

· patient name, department number, and unit number

· type of patient record (master jacket, subjacket, or order)

· record location and record library

· numbers of master jackets, subjackets, and orders

· volume numbers of the master jacket and subjackets

· subjacket sort (if applicable)

Jacket List by Record Location (cont.)

· record status

· recipient (if the record is signed out of the record library)

Record Location Audit Report
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Use this routine to display changes in record locations for both in-house and outside records.The reports can be sorted by time or by department number or unit number. One or more of the following search criteria can be used to restrict the report.

· Range of dates and times

· Records transferred from a specific record location

· Records transferred to a specific record location

Information on the Record Location Audit Report

The Record Location Audit Report displays the following information about each record.

· transfer date and time

Record Location Audit Report (cont.)

· patient name

· portion of the record that was moved (for example, the master jacket, subjacket, or order)

· record library

· user

· location from which the record was moved

· location to which the record was moved

NOTE: A prefix of o, s, or m (o = order, s = subjacket, and m = master jacket) appears before each record number on the Record Location Audit Report.

Merge/Unmerge Log
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Use this routine to print a list of merged and unmerged medical records located in a specific library. The report lists all patients whose medical records have been merged and unmerged (via the MRI Merge Patient or Unmerge Patient Routines during the time period specified.

On the report, the records are sorted in chronological order by the date and time of the merge/unmerge activity. For each merged patient record listed, the following information appears:

· date the merge occurred in the MRI Module

· medical record number and patient name on the record

· that was merged

· into which the two records were merged

· time at which the merge occurred

Merge/Unmerge Log (cont)

For each unmerged patient record listed, the following information appears:

· date the unmerge occurred in the MRI Module

· medical record number and patient name on the record that was

· unmerged

· restored by the unmerge

· time at which the unmerge occurred

Outside Records
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The above options are available within the Outside Records routine

Receive Outside Records

[image: image67.png]b
=

v
Recipient [ 2
Date In L]
Patient/ Record Date Due Source — /Comment 1§
! ]
Into Jacket *
Y
2
-
Into Jacket -
3 1
4
Into Jacket —
H
a s
Into Jacket
5
Into Jacket





Use this routine to enter outside records that are received. Depending upon the value defined at the Outside Recipient Req? prompt in the Library/Record Location Dictionary, a recipient may or may not be required. If a recipient is required, the system immediately signs the outside record into the record library and out to the recipient. 

If a recipient is entered and that recipient already has a jacket signed out, the outside record can be placed into that jacket for tracking purposes. If a recipient is not entered, the system signs the outside record directly into the jacket identified. However, a recipient is not entered, and the jacket identified is signed-out of the library, the system assigns the sign-out information of the jacket to the outside record only if the due date of the jacket is after the due date of the record.

Receive Outside Records (cont.)

Enter the following information for each outside record received:

· patient

· record

· date in and date due

· outside health care organization (source)

· comments

· master jacket or subjacket the outside record are placed in

To help track outside records, the system also provides this information via on-line inquiries and printed activity logs.

This routine prints one label per record at the default label printer defined in the Library/Record Location Dictionary.

NOTE: Free text can be used to enter names of patients who are not in the system.

Recipients can be identified from the MIS Provider, MIS Insurance or ITS Recipient Dictionary. If the recipient does not have an entry in any of these dictionaries, identify the recipient using free text. If a recipient who is not defined in the system is entered, the Enter/Edit Recipient Window appears, allowing the recipient's demographic information to be entered.

Transfer Outside Records
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The Transfer Outside Records Routine can be used to transfer outside records as follows:

· into a new record jacket (that is, master jacket or subjacket) for the same patient

· to a new patient (that is, a new patient account number for the same patient)

For example, a temporary patient account number may be assigned to outside records received. After a temporary patient is admitted, a permanent account number is assigned to the patient. The following can be done then:

Transfer Outside Records (cont.)

transfer the outside record that was initially assigned to the temporary patient account number to the permanent patient account number (that is, the new patient).

Return Outside Records
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Use this routine to enter outside records the department return to outside health care organizations. Records that can be returned loose or in master jackets or subjackets may be entered. In addition, the outside records returned can be inside or outside of the library identified at the Library prompt.

After the return date is entered, several records for several patients can be returned at once. After the specific records to be returned are identified, the following information appears for each record:

· date in and date due

· outside health care organization (source)

· comment

Return Outside Records (cont.)

After returned records are entered, the system assigns the date of return to the record. This information then appears on outside record inquiries and activity logs.

Duplicate Outside Record Label
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Use this routine to reprint duplicate outside labels for outside records. The label automatically prints at the default destinations defined in the Library/Record Location Dictionary.

List Outside Records
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Use this routine to list outside records. Film activity can also be included on the report.

The Outside Record List includes the following information for each record:

· department #/unit #

· number of days overdue (if applicable)

· patient (Free text can be used to enter temporary patients. The letter prefixes names of temporary patients.)

· return date (if applicable)

· record

· outside health care organization (source)

List Outside Records (cont.)
· date in and date due

· comment (if applicable)

· recipient

If record activity is included (Y is entered at the Include Audit Trail? prompt) on the report, the following information also appears for each

· outside record:

· activity date and time

· recipient

· action (RECEIVE or RETURN)

· user who recorded the receipt/return of the record

This routine prints a different page for each record library. Records appear in chronological order, according to the date of receipt in the department.

Outside Record Inquiry
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Use this routine to view information about outside records for a specific patient. After a record is identified, the following information appears on the screen:

· Date in and date due

· Activity date and time

· Return date (if applicable)

· Activity (RECEIVE or RETURN)

· Recipient

· User that recorded the receipt/return of the record

· Outside health care organization (source)

· Comment (if any)

Print Reminder Letters
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Use this routine to print reminder letters and mailing labels for all overdue in-house and outside records that belong to a specific record library. The system prints reminder letters for outside records that are signed out to a recipient. If an outside record is in a master jacket or a subjacket that has been signed out, the system prints a reminder letter for the jacket.

Only new letters can be printed (letters that were not printed before), or all reminder letters prior to a specific date can be printed.

Printing Labels for Reminder Letters

This routine can also be used to print DATAMAX or MedPlus mailing labels for reminder letters. After the routine is filed, the Print labels on screen appears. To print bar-code labels, select a DATAMAX or MedPlus type printer defined in the UNV Printer Dictionary. When one of these bar-code printers is specified, the system automatically chooses the appropriate defined label format to use.

Duplicate Locator Outguides and Labels
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Use this routine to reprint the labels, outguides or both signed-out in-house or outside records. After a record is signed out, the label and/or outguide automatically print at the default destinations defined in the Library/Record Location Dictionary. ITS prints one label and/or outguide per recipient.

MEDITECH MAGIC Imaging and Therapeutic Services 

MODULE
Application I Training Manual

Billing Topics

[image: image75.wmf]
Update Prices (Procedures)

[image: image76.png]A ITS.NITCTSTB (NITCTSTA/FHH.TRN.5.62.MI5/164/TRN//DI)

MEDITECH Diagnostic Imaging Main DeskEop

Select [

Main Routines
Mammography

Record Locator

Peer Review

Billing

Patients

Reports

Searches

Statistics

General and Administrative
Dictionaries (A-0)
Dictionaries (P-2)

Operations

Enter Orders
Process Orders
Enter/Edit Reports
Enter Quick Report
Enter Direct Report
Process Reports
Process History
Process Follow-Ups
Process All Orders
PCI Sign Routine

User: NITC ARB

Ix

N%=jlzox<

U |e=8t





Routines are available in ITS to update the module with correct pricing from the Billing and Accounts Receivable (BAR) application. Since ITS Billing Reports are dependent upon correct pricing information, it is important the price updates be conducted regularly, depending upon the frequency of price updates conducted in the BAR application.

Select main menu option #5 – Billing to update pricing information in ITS.

NOTE: As a general rule, patient billing for procedures and materials is processed using prices in the BAR application, so patients are charged based upon prices in that application. However, if there is a discrepancy in prices between ITS and BAR, then ITS billing reports displays inaccurate pricing information, even though the patient was billed correctly.
Update Prices (Procedures) (cont.)
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Two routines are available on the Billing submenu – Update Prices (Procedures) and Update Prices (Materials). Select option #1 – Update Prices (Procedures) to update prices in the ITS Procedure Dictionary.

Update Prices (Procedures) (cont.)
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From Department/Thru Department

This series of prompts allows a user to update prices for a singe, series, or all departments within ITS. To update prices for all departments, accept the default values of “BEGINNING” and “END”. To limit the update to only a single department or series of departments, enter the singe department at both prompts, or the series of departments at the ‘From Department’ and ‘Thru Department’ prompts.

From Category/Thru Category

As with the prior prompts, this series of prompts allows the user to update prices for a single, series, or all categories within the selected departments identified in the prior prompts. To update prices for all categories, accept the default values of 
Update Prices (Procedures)( cont.) 

“BEGINNING” and “END”. TO limit the update to only a single category or series of categories, enter the single category at both prompts, or the series of categories at the ‘From Category’ and ‘Thru Category’ prompts.

For B/AR Database

Identify the B/AR database from which they system retrieves data to update prices. Most hospitals have only one B/AR database but since some hospitals use multiple B/AR databases it is imperative to select the correct B/AR database. A <F9> Lookup of available B/AR databases is available.

Update Prices?

Respond “Y” to continue the price update process. A confirmation window, displaying each Department and Category to be updated displays. Confirm the selections at the ‘Update these categories’ prompt to continue. A ‘Print on’ dialogue box displays; indicate a valid print destination to generate a report of the price updates completed.
Update Prices (Materials)
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The Update Prices (Materials) routine is very similar to the Update Price (Procedures) routine, except that since the Materials Dictionary is not linked to any specific department or category those prompts are not necessary.

From Material/Thru Material

At this series of prompts, the user may update all materials, a range of materials or a single material. Use the default “BEGINNING” and “END” to update prices for all materials.

From B/AR Database

Indicate the B/AR database from which the system retrieves prices to update the Materials Dictionary.

Update Prices (Materials)

Update Prices

Respond “Y” at this prompt to initiate the update prices routine. A ‘Print on’ dialogue box displays; enter a valid print destination to print a list of price updates completed.
Billing Reports
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From the ITS Main Menu, select option #7 – Reports, then option #1 – Billing to access the Billing Reports submenu.

NOTE: Billing lists collect and display data for the Department to which the user is signed on at the time the report is run.

Billing List
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The Billing List generates a report of all charges and credits for procedures and materials within a category (or all categories) for a defined range of activity dates and site. Complete the prompts as appropriate to generate the list.

The following information is contained on the billing list:

· Patient name, account number, unit number and department

· Order number

· Procedure, including quantity, billing procedure number and CPT codes

· Charges, credits, the performing physician and user who generated the charge

· Comments

· Subtotals (by category) and Grand Totals (for the report)

Patient Billing Activity Lists 
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The Patient Billing Activity List provides a report of all billing activity for a selected patient and category (or all categories within the department to which the user is signed on to) within a given range of activity dates.

Information contained on the report includes:

· Order number and activity date

· Procedures and procedures, including quantity

· Billing procedure numbers and CPT codes

· Amounts charged and credited

· The user associated with the billing activity

Professional Fee List
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The professional fee list provides a listing of all professional fees associated with procedures performed for a given patient (or all patients) within a given category (or all categories) for a range of billing batch dates.

NOTE: Use this routine only if the hospital is performing professional fee billing.

Billing Statistics by Dictating Provider
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This routine produces a billing list for procedures which are charged based upon generation of a report. Specifically, the procedure’s ‘Bill On’ status must be “Resulted” for billing information to appear on this report.

NOTE: Procedures are ordinarily charged at the status of “Taken” (for Radiology orders) or “Complete” (for non-Radiology orders) so this report is rarely used.

Billing Site Discrepancy Log
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The Billing Site Discrepancy List allows the production of a list of billing site discrepancies for all categories, a range of categories or a single category for a range of billing activity dates.

NOTE: This report only includes data if the hospital has set up ITS with multiple sites. 
Order Reports
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Order Reports allow the user to generate order related reports; these reports are accessed via the ITS Main Menu option #7 – Reports and then from the Reports menu option #2 – Order.

Order Reports (cont.)
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A variety of order reports are available on the ITS Order Reports menu; each report is discussed and generated for review by the Core Team during training.

It is recommended that these reports be generated and reviewed during the time between Application I and Application II trainings (as order data becomes available in the TEST system) to determine which are most useful once the system goes LIVE.

Other Reports
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Other reports are available in ITS via the Main Menu option #7 – Reports then from the Reports Menu option #4 – Other.

#7 – Reports then from the Reports Menu option #4 – Other.

Other Reports (cont.)
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A variety of other reports are available on the ITS Other Reports menu; each report is discussed and generated for review by the Core Team during training.

It is recommended that these reports be generated and reviewed during the time between Application I and Application II trainings (as order data becomes available in the TEST system) to determine which are most useful once the system goes LIVE.

MEDITECH MAGIC Imaging and Therapeutic Services 

MODULE
Application I Training Manual

Mammography
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Mammography

Mammography Related Dictionaries

Completion of specific dictionaries is prerequisite to utilization of the Mammography routines. These dictionaries are:

· Result Dictionary

· Follow-Up Dictionary

· Follow-up Conclusion Dictionary

· Outcome Dictionary

· Anatomy Dictionary

· Pathology Dictionary

· Picture Dictionary

· Selection Dictionary

· Label/Letter/Outguide Dictionary

Mammography Processing

An ordinary workflow for mammography processing would include:

· Enter/Edit Questionnaire (including printing if appropriate)

· Perform Procedure/Record Procedure

· Enter Exam Codes

· Enter Findings

· Process Order Follow-up

· Process Medical Record Follow-up

· Process Patient and Provider Letters

· Process additional Follow-ups, as necessary

· Process Accuracy Statistics

Enter Edit Questionnaire
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The Enter/Edit questionnaire is accessed via the ITS Main Menu option #2 – Mammography (as in all Mammography routines).
The Enter/Edit questionnaire routine is not associated with a specific order and so the questionnaire is not saved with an order, so it is suggested that the Record Procedure Routine be used to record a questionnaire associated to an order.
Process Questionnaire
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The Process Questionnaire routine may be used to process existing questionnaires that have been completed for a patient. Identify the patient and the associated category, and a list of orders for that patient and category with associated questionnaires displays. The ‘Amend’ and ‘Print Menu’ may be made available (via the Access Dictionary) for questionnaire processing. These menus are identical to those in the ‘Process Orders’ routines as discussed previously.

Record Procedure (Mammography)
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Using the Process Orders routine and the Tech Menu, the Record Procedure Routine displays the ‘Mammography Questionnaire’ Customer Defined Screen (CDS) as attached in the Procedure Dictionary for the order selection. Complete and file the screen.

Record Procedure (Mammography) (cont.)
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As discussed in the Process Orders routines, complete the Record Procedure routine. At the completion of the Record Procedure routine, a ‘Print on’ dialogue box appears allowing the user to designate a valid print device to create a hard copy of the questionnaire if desired.

The Print Questionnaire routine (on the Mammography sub menu) also allows the user to print the questionnaire.

Enter/Edit Exam Codes
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In the Process Orders routine, use the Tech menu to access the Enter/Edit Exam Codes routine. Here, result, follow-up, outcome and ACR codes may be entered for the order selected.

NOTE: The result, follow-up, outcome and ACR codes may not be known at the time of order processing. To access the Enter/Edit Exam Codes screen at a later time, use the option #9 – Enter/Edit Exam Code routine from the Mammography sub menu.

Enter/Edit Findings
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The Enter/Edit findings screen (option #10 – Enter/Edit Findings from the Mammography sub menu or from the Tech Menu in the Process Orders routine) is used to enter findings from the findings dictionary. Up to three levels, as defined in the Findings Dictionary, may be entered for each finding recorded.

NOTE: Findings, as well as sublevel findings, are not required.

Process Follow-Ups (Orders)
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Follow-ups may be generated automatically by the system (as defined in the Result Dictionary) or may be entered manually by the user via the Tech menu in the Process Orders routine.
Use the Order Follow-Up List (option #12 – Order Follow-Up List) to select and print a list of orders requiring follow-up.

Enter a range of follow-up dates, ordering doctors, results, follow-ups, outcomes and sites to select orders to display on the list.

NOTE: Given the nature of follow-ups, an initial follow up may lead to additional follow-ups and so on. Thus, this process of processing follow-ups may cause phone calls or letters leading to additional follow-ups.

Follow-ups may be automatically resolved by the order of a specific procedure and follow-up conclusion as defined in the Follow-Up Conclusion Dictionary.

Process Follow-Ups (Medical Record)
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In some instances, it may be beneficial to create a follow-up attached to the patient’s medical record number as opposed to a specific order. Examples include a follow-up that is not related to a specific order or a follow-up that may exceed an associated order’s purge date (a yearly follow-up examination, for example). In this circumstance use the ITS Main Menu option #22 – Process Follow-Ups routine.

Process Follow-Ups (Medical Record) (cont.)
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Process Follow-Ups (Medical Record) (cont.)

Enter 
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This routine is to enter a new, non-order based follow-up for specific patients. (For example, user may want to schedule a follow-up visit one month from the date of the patient's exam based on recommendations from physician). The information entered in this routine appears on the Follow-Up Information Screen.

Process Follow-Ups (Medical Record) (cont.)

Amend
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This routine when editing/amending Follow-ups for the following order-based follow-ups: (“Follow-up status”, “Follow-up conclusion” and “Follow-up comments”).

Process Follow-Ups (Medical Record) (cont.)

Status
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This routine allows user to select one or more follow-ups to edit the status and follow-up conclusion. Select one or more follow-ups, press <Right Ctrl> for a single patient or press <Shift Right Ctrl> for all patients. The number of follow-ups selected appears at the selected prompt.

Process Follow-Ups (Medical Record) (cont.)

Calls
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This routine allows user to enter information about a follow-up call for the selected follow-up. Enter calls that the provider make to patients or vice versa. ITS retains the following information for every follow-up call users enter:

Call #
Enter (N)ew to create a call

NOTE: Information about each call appears on the Follow-Up Information screen

Process Follow-Ups (Medical Record) (cont.)

Letters

[image: image104.png]EE ITS.NITCTSTB (NITCTSTA/FHH.TRN.5.5.MIS/TRN 56) - Bichsel,Patri

®=JABNR

<

Follow-Ups Selected 2

Letter For (Prov or Pt)

Letter Format Mnemonic
Label Format Mnemonic

-
-
1
4
a
2
T
3




 

This function allows user to print patient or provider letters and labels for each specific follow-up selected. Print letters for follow-ups even if the follow-up code is not associated with the letter.

Process Follow-Ups (Medical Record) (cont.)

Print
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This routine allows the user to print an audit trail (Medical Record Follow-up List) for the highlighted follow-up.

Process Follow-Ups (Medical Record) (cont.)

History
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This routine allows users to access the Process History Routine.

The Process History displays history for orders, reports and unedited versions of a report. 

Process Follow-Ups (Medical Record) (cont.)

These following functions can be used for orders with the following statuses.

	Function:
	Order Statuses:

	Print Orders
	Logged, Taken, Complete, Resulted, Historical, and Purged.

	Print Reports
	Complete and Resulted.

	Print Unedited Reports
	Resulted (The order must be associated with a Signed Report).

	Print Order Pictures
	Logged, Taken, Complete and Resulted (A picture must be attached to the order).

	View Image
	Logged, Taken, Complete and Resulted (An image must be 
attached to the order).


 

Process Follow-Ups (Medical Record) (cont.)

Appointments

This allows users to access the scheduling routines within Community Wide Scheduling module (CWS). The user may to book future appointments without exiting the ITS module. The following routines are available:

· Process This Patient's Appointments

· Process Any Patient's Appointments

· Process Department Appointments

· Process Appointment Book Scheduling

· Process Resource Scheduling

· Process Wait listed Appointments

Process Follow-Ups (Medical Record) (cont.)
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This function allows user to select the sort criteria for selection profile viewing

Letters
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Letters (cont.)
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This routine prints, or queues for printing, letters for patient or provider.

User can print letters by date range, provide range, for a specific patient. This routine allows a user to identify if they would like to print new letters only. By identifying “Y” at the "Print New Letters Only" prompt the system printsonly letters that have not been printed before. 
In this routine users can also print letters only for orders that are considered unresolved with a positive result code and no outcome defined. 
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