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Introduction

Meditech is the Health Care Information System (HCIS) used by each of the former rural regional health
authorities.

Meditech is a Health Information system integrating core clinical and administrative modules including
Admissions, Finance, Lab, Diagnostic Imaging, Materials Management and of course Transcription among
many others.

Meditech was fully implemented in all of the former rural Alberta Health Regions in July 2006.
These former rural Alberta Health Regions include:
e Former Chinook (CHR)
Former Palliser (PHR)
Former David Thompson (DTH)
Former East Central (ECH)
Former Aspen (ARH)
Former Peace Country (PCH)
Former Northern Lights (NLH)

When health services in Alberta went Provincial and became Alberta Health Services, the seven former rural
health regions were made into three health zones (North, South, Central).

North Zone consists of former ARH, PCH and NLH.
South Zone consists of former CHR and PHR.
Central Zone consists of former DTH and ECH.

However, since Meditech was already being used by the seven rural regions, there were too many differences
in the systems to amalgamate these seven systems. Therefore, each former rural health region is still using its
own Meditech within the zone. For example, the North Zone consists of former Aspen, Peace and Northern
Lights. However, they are still operating three separate Meditech systems within that Zone.
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Using the Keyboard

Meditech’s new software for Alberta Health Services is moving to version 5.67. This software is quite different
in look and feel from all previous versions. There is more point and click functionality with the mouse though
in most cases the keystroke shortcuts do still work -- for example, F12 for “save” or F9 for “lookup”.

The keyboard is used to enter text and to select functions. Many of these functions may also be selected
using the mouse. Individuals will choose what works best for them. The shaded ones are the ones you will
be using the most.

Keyboard Function Function:
Key:
Esc key Exit the screen or window without saving unfiled changes.
F1 Online Routine level Help or explanations (where available).
Shift F1 Field level Help
F2 External Links (ie. Netcare)
F4 Stop Code (ie. [*] code in templates)
F5 Get canned text templates.
F6 Next Section (ie. to move cursor from top tabs to section(s) on window)
Shift F6 Previous Section (ie. to move cursor from top tabs to section(s) on window)
F7 Next page or tab
Shift F7 Previous page or tab
F8 Toggles keyboard hotkeys on/off for certain group of buttons.
Lookup to view an alphabetical list of options. Can type the first letter(s) of the
F9 word to be searched and select F9 and the list will display beginning at the
letter(s) typed.
F11 Enterprise Medical Record (EMR) link.

OK, Save or File information.

F12 Select the highlighted item from a window list.
Shift F12 Suspend
Spacebar + Enter Previous Patient
Spacebar Will place a check mark in box(es) for highlighted report on ITS Worklist
Release Date: 2015-Apr-28 Page 5 of 64
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Database Tips

Fields

Fields are the spaces where the user enters information. There are several types of fields:
Free Text - user can enter any data

Formatted - data entered must be in a specific format ie: dd/mm/yyyy
Lookup - can only enter data from within a list
Required - fields that must be filled

Meditech Short-cuts

T today’s date

T-# today minus # of days (no spaces) ie. T-4 is 4 days prior to today
T+#  today plus # of days (no spaces) ie. T+7 is 7 days after today

N current time

When using Meditech, turn Caps Lock on because most fields in Meditech use upper case and are case
sensitive.

The Date format for Meditech is day/month/year.
The Time format for Meditech uses military time (24-hour format).

Tips for using Online Help

F1 or help icon from the desktop opens the online help topics for the current module.
Shift F1 or help icon from the routine screen displays online help for the current routine.
F1 from within a field displays online help for that specific field.
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Citrix Link for Meditech Access for Edmonton Users ONLY

Rural Citrix address link. Add this link to your Favorites.

https://login.rship.ca/Citrix/AccessPlatform/site/default.aspx

Access the link above to get to the Citrix Log In window. Enter your healthy domain User Name and Password
and click on Log In.

Ci'I'R!X' Web Interface

Log in & | Welcome

Please log in
User name: 9

| To log in, enter the credentials required, and then click Log In.

Password: If you do not know your log in information, please contact your help desk or system administrator.
. Message Center

Domain:

IHEALTHY ;l The Message Center displays any information or error messages that may occur.

Advanced Options >>> & You do not have the Citrix Presentation Server Client installed on your system. After installation, you must restart your browser.

Download clients from the Citrix client download site

Your Citrix applications will open.

Address Iﬁj https:fflogin.rship.ca/Citrix!AccessPlatorm/site/default aspx j I
| @Beck » | ~ | =] 2] | ] .2 Seerch | s Favarites | €| (o | & |

CiTIl!X' Web Interface

Applications [ 75 | Welcome
A Citrix Applications

vwelcome to your personalized view of your Citrix applications. The applications box contains icons for the applications that you
gk can use. Click an icon to launch an application. Click Refresh to view the latest applications. Click Settings to change your
" settings. Click a folder icon to display its contents, If you have problems using an application, please contact your help desk or

Metcare Partal system administrator for more information.

isconnect Log Off |

Message Center

Current browser security restrictions may prevent you from launching applications, or may require your explicit permission
& to proceed. To launch an application successfully, save the launch file if prompted and double-click the file to start the
application.

@

mMeditech TEZCSF' . . . .
NOTE: The Meditech 5.67 icon will look different.

Double click on Meditech EZCSP icon. For the first time logging in to Meditech, a Security Access pop up
screen will ask for type of Access...click on button before Full Access and on bottom of that screen, click on

Never ask again. This screen should never appear again.

The Meditech Log on screen appears.
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Logging into Meditech 5.67

ORI 1)

MEDITECH MEDITECH
TESTS.67  5.67 LIVE

Log into Meditech by following the steps below.
icon.

There will be a TEST and a LIVE

MEDITECH LOGON User = 6-digit user ID

[ Meditech Sighon |
Universe ABATEST

Password = The password requires at least 8 characters.
For the first time access, a temporary password will be

User provided. Once entered, you will immediately be asked to
Password change this.
HCIS

HCIS = Press [F9] to see different HCISs available.
Highlight the HCIS you will be typing in. Refer to sites
below to choose the correct HCIS.

NOTE: You will have access to both the LIVE and TEST databases for each of the former rural Health

regions. You will be accessing the LIVE database to type. TEST will only be available for testing purposes.

1. After logging in, click on the Application to bring up your HIM Transcription module choices.
Click on the ‘module’ you need (ie. ITS) = if asked, select the Facility = then Site - then Department
(PROVRPT). Click on Save. This will bring up the ‘module’ desktops, as shown below.
NOTE: Please make sure all your sites are listed that you need access to or have access to in Meditech

now.
g Your list of modules will change as

HIM Transcription . .

ABS ’ » < the profiles are in the process of

ADM ’ being updated.

BAR 4

EDM P ITS | Back L

— EMR Technologist Desktop &

[APP';““!"“S . } ITs * | Therapist Desktop p—
MIS *Palliser TEST 5.67* ] M1 * | ‘Transcriptionist Desktop Recent

MM * | |Reports » "

MRI , Frequent

OE »

SCH 4

Change Password/Pin »

NOTE: If logging into another module besides ITS, you may not be asked to log into a Facility, Site or
Department.

3. Choose a Desktop. You will be using the Transcriptionist Desktop.
4. Verify that your desktop screen opens for you.
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HIM Transcription Menu

Click on the Department you want to access and a list of HIM Transcription routines/desktops will appear. A
description of desktop and routines are below.

Please note: depending

on your role, this may :>»HIM Transcription l/:ur I'S:_rf mOd.UIiZW'” changefas
also read as HIM Staff. ABS € protiies are in the process o

b

ADM ’ being updated.
»
»

BAR
EDM

ITS

— EMR Technologist Desktop
Appl*lcat,ons = J ITs Therapist Desktop

MIS *Palliser TEST 5.67* » /M1 Transcriptionist Desktop

Reports »

»
»
MM 4
MRI 4
»
»
»

QE
SCH
Change Password/Pin

NOTE: You will not be using the following modules under HIM Transcription:
ABS, BAR, EDM, MM, OE, SCH. The other modules will have routines removed that you will not be using.

ADM - this access will be modified to only what you require. This will also be updated.

Reports — contains various Census, Admission and Discharge reports, etc.
EMR — launches the EMR with View access only, as you currently have.

ITS — will provide access to the Transcription Desktop and some ITS Statistical Reports

Transcription Desktop - to create a new transcribed report in Meditech, to display reports from
Nuance, to modify an existing report, to view and/or print a report, view the report audit trail

Technologist Desktop — this is for DI and Therapies, so no access required.

Reports - There are various statistical reports available here.

MIS — will provide access the Provider Dictionary with View access.

Provider Dictionary - This dictionary provides a listing of physicians and other clinicians actively
providing services to patients. For more information on this dictionary, please refer to View MIS
Provider Dictionary explained later.

MRI — will provide access to view patient visits and the Incomplete Records

MPI Desktop — Through the MPI Desktop, you can view patient and visit information details. This is the
same as the ‘View MRI Detail’ button in version 5.57.

Incomplete Records Desktop — Through this desktop, you can view a deficiency report for visit(s). This
is the same as the ‘MRI Process Incomplete Records’ button in version 5.57.

Change Password/Pin — This routine allows you to change your Meditech password any time you wish.
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DESKTOPS

Note: Not all functions are available on all desktops, for example if you want to register a patient, you can do
it in the ADM Module itself or the Receptionist Desktop, but cannot in the Therapist or Technologist. This may
require users to go back and forth to different desktops and/or modules.

Transcription Desktop

Review of Desktop

B Transcriptionist Desktop - LMHA /L MH /PROVRPT (ABATEST /ABA.TESTS5.67 /PHR.TESTS.67 - Test) - HIMTRAN Tester

Udabs Sdc Yellowegg, LMHAER DX0000129/15 Patient
Albert 1303-0001 DJ00058165 Information
KZO/M 15/07/1994 Allergy/AdvReac:Birds,Canola,Est| Click to tab between
(Documents |[orders ] < I_l_ the Documents and . .
0 of Click for more 1 Orders screens L 1 of 1 Functions available to
—' patient information — C choose from. See below
v : Jbumgnts Type Status Dictating Doctor Messages for description
UDABS RCRVIS FROSTYELF,AMANDA 1 B
m ! far:) raft HUNTIOHN
DX0000131/15 36 F 30/06/1978 Click any of column headings
UDABS CLIR HAPPYHORSE,JOANNA R .
— DWO0000038/15 7 F 24/12/2007 to sort doucments TRAUALLE Worklist =
UDTRANS REFVIS JOLLYBIKE,CARME Find Patient e
" DY0000005/15 50 F 13/11/1964 UROLD el HUNTJOHN —
UDITSTR BIGCOFFEE,PING Modify Doc
" w_DC0010003/14 28 M 27/05/1986 PL Draft HUNTIOHN Coples To
= - 972 CONS Draft HUNTIOHN Edit Batch
- select multiple documents TRANS Draft HUNTIOHN EMR <F11>
on current worklist 2;& History £
- CONS Draft HUNTIOHN
. 5T 1938
UDABS SDC YELLOWEGG,ALBERT
- ’ ;
DX0000129/15 20 M 15/07/1994 HP Draft HUNTIOHN Preview
UDABS MNL SCRAWNYHOBBIT, WESLEY View Doc
" DE0000007/15 83 F 05/04/1931 ps Draft HUNTIOHN —
UDTRANS ICU FASTHAT,ANTONETTA
" DV0000018/15 29 F 24/10/1985 CONS Draft TRAUALLE Change Dept  EZ
UDABS REFVIS SLEEPYICECREAM,NO -
/ Ch Sit:
© DJO000064/15 10 M 29/12/2004 HP e HUNTJOHN - af"ge -
UDTESTPATIENT,SEVEN TIMES [EIEIECES
" DJO000122/15 49 F 10/10/1965 HP Draft HUNTJOHN
UDABS SDC YELLOWEGG,ALBERT
© DX0000129/15 20 M 15/07/1994 —HP A TRAUALLE
UDABS SDC YELLOWEGG, ALBERT Click to refresh or move
’ Desktop Utility Buttons
- DX0000129/15 20 M 15/07/1994 between screens i TRAUALLE P y Buttor
1 See below for description.
1

Prior | Next

You will not have access to all the functions located on the right side of this screen. You will only see what you
require to perform your duties. Any button “grayed out” is not available to you. Buttons will light up or gray
out as you move through screens. For example, if you click on Modify Doc, all buttons will gray out except for
EMR and Patient Data. These are the only two functions you can perform while in the Modify Doc routine.
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Functions Panel

Worklist
Find Patient

§

Displays what you define in “Preferences”

Patient Look-Up (Search)

282
Document Cxf| | Create a new report in Meditech
Modify Doc Edit / modify an existing document (report)
Copies To A2)| | View or edit the recipients of a report
Edit Batch )| | Edit report status of one or more reports at one time

EMR <F11> Launches the EMR

History

Shows all HIM reports for a patient

Print &fl| | Print report

Preview 20| Preview report

View Doc View report

View Detail View details of report (ie. audit trail)

Change Dept
I Change Site
lPreferences

Change department

Change site

Process Reports in version 5.57.) See section on Preferences.

Selection of criteria to determine which reports will appear on desktop. (Used to be

Desktop Utility buttons

These are located on the bottom right corner of the desktop.

Email — Not
Help Button Print Button used
$7 S~ .

2l@|o| @)=
ZeNPA

External Link Lock your
(such as Netcare) session

Release Date: 2015-Apr-28
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As you move from screen to screen, function to function, etc, the options available on the right side of the
desktop and the bottom of the desktop will change. Below are some examples of the options.

Recent

Frequent

options on the right side of the desktop
You can use these to go ‘Back’ one screen at a time.

You can go ‘Home’ to the Application list.

‘Recent’ will take you to the most recent routine you were in.

‘Frequent’ will take you to the most frequently used routines/functions you were using.

Site | Dept

You can use these to change your site and/or department.

options on the bottom of the MAIN desktop.

‘Refresh’ is used to manually refresh the Worklist screen to display new reports or changes to reports coming
from eScription.

options on the bottom of Transcription Desktop — Worklist.

‘Prior’ and ‘Next’ is used to move from page to page of the displayed reports. Only a specified number of
reports will display on one screen as per your Preferences you set and you will need to move to prior and next
pages to see more.

Release Date: 2015-Apr-28 Page 12 of 64
Revised Date: 2015-Oct-30



I.I Alberta Health
Il Services IMAGING & THERAPEUTICS (ITS) — HIM TRANSCRIPTION

Auditor Desktop

B Transcriptionist Desktop - LBRA/LBR /PROVRPT (ABATEST /ABA.TEST5.67/PHR.TEST5.67 - Test) - Rachelle Manna
Udtrans Sdc Greenwrench, LBRAER

Shinji 1010-0001
69/M 16/11/1945 Allergy/AdvReac: Strawberry, Tartan Scarf
Documents Ordersl
0 of 2 Selected Page 1 of 1
v Documents Type Status Dictating Doctor Messages |
- STMESCOTHMRICISIN 0 ow o
- UDTRANS RCR STRANGEKITCHEN,TUC HP Draft GAMMMICH Worklist

DW0013172/14 22 M 28/01/1992

Find Patient

Modify Doc

Copies To i
Edit Batch g
EMR <F11> CT
History R
Print <
Preview 2
View Doc
View Detail
Change Dept 5]
Change Site ==
Preferences |

Refresh || Prior

Title Bar

The top of the Meditech Desktop displays the Module, Region, Live or Test, Facility, Site, Department and the
User Name.

ER ITS *Palliser TEST 5.67* - LBRA/LBR /PROVRPT (ABATEST /ABA.TESTS5.67 /PHR.TEST5.67 - Test) - Ruby Elgie

e A G e A T PR R VU

In the sample above, it displays:
Module = ITS
Region and Version = *Palliser TEST 5.67*
Facility = LBRA
Site = LBR
Department = PROVRPT
Region and Version = (ABATEST/ABA.TEST5.67/PHR.TEST5.67 - Test)
User Name = Ruby Elgie
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NOTE: The name of the desktop will replace the module name on this title bar. For example, when you are in

the Transcription Desktop, that will replace ITS *Palliser TEST 5.67*. See example below.

E7 Transcriptionist Desktop - LBRA /LBR /PROVRPT (ABATEST /ABA.TESTS5.67 /PHR.TEST5.67 - Test) - Ruby Elgie

In the sample above, it displays:
Desktop = Transcription Desktop
Facility = LBRA
Site = LBR
Department = PROVRPT
Region and Version = (ABATEST/ABA.TEST5.67/PHR.TEST5.67 - Test)
User Name = Ruby Elgie

Regular Transcription Desktop (no Auditor access or role)

Access is similar to the Auditors with the exception of less access to functions on the Function Panel. As seen

below, there are fewer functions available.

B¥ Transcriptionist Desktop - LMHA /LMH/PROVRPT (ABATEST /ABA.TESTS5.67 /PHR.TEST5.67 - Test) - Rhonda Ann Hunter
Udtrans Clivis Grumpycake, LBAALAB

Rene
32/F 24/11/1982

0902-0001
Allergy/AdvReac: Strawberry Tartan Scarf

Documents Ordersl

0 of 11 Selected Page 1 of 1
v Documents Type Status Dictating Doctor Messages
 DTASCNSCUINCHGIEE  uop  oae  sumonn
- DONMTOSISTWORENEL  or  oan suimonn
- UDMEPEACURCMONLT oo oae  wumom
- DTASEDTWAERLS o oee o
- gg’&%‘%gg]}ﬁ SLEICE)PI\\II(ICZEQ(,:/TE?ZMO!(I)\IE DS Draft HUNTIOHN Eli:r:;nn ;
- UDMERCOMSMOSTEEAMNON o oae  wumom ECT—
- DASCURMWRRSEIMNAR b oae o T —
- PTUNSSEASOLVIGONIE o oae sumonn i Doc_
= UDITSTR BIGCOFFEE,PING PL Draft HUNTIOHN

DC0O010003/14 28 M 27/05/1986 Change Dept ]
T DHOODDOOA/LS 42 M 04/08/1972 CoiE bk IS Change Site &

Preferences =

- DTECTEmALMUEN L rws o wmom
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Function Panel Descriptions

This is the panel of buttons located on right side of the Transcription Desktop.

Worklist — The worklist will automatically display every time you open your Transcription Desktop after you
have set your preferences. You can modify what displays in your worklist by modifying your
‘Preferences’.

Find Patient — Use this button to access the Find Patient Screen where you can identify admitted patients in
the departments at the specific facilities and sites to which you have access

Modify Doc — Use this button to modify or edit an existing report. Use this function to modify the report status
and patient.

Copies To — Use this button to view the additional copies to for the report.

Edit Batch — [new function to 5.67] — to edit multiple reports in one step. You can use this function to modify
the report status of several reports at one time.

EMR <F11> - to launch the EMR

History - to view any HIM reports or x-rays for a specific patient done within any facility in the HCIS.
Print —to manually print report(s)

Preview — to preview a report using Microsoft Word or MEditor.

View Doc —to view a report a report using Microsoft Word or MEditor.

View Detail — replaces ‘Audit Trail’ routine in version 5.57. This function is used to view the details of a report.
It displays details such as when the report was initialized, transcribed and dictated by details,
additional copies to, printing details, etc.

Change Dept — This routine is used to change your department you are logged into.

Change Site — This routine is used to change your site you are logged into without having to open another
Meditech session and log into another site.

Preferences — replaces ‘Process Reports’ routine in version 5.57. Use this function to identify reports that will
display on the Worklist on the Transcription Desktop. For example, to display any previously typed
reports using the selection criteria and ranges of dates that you want.
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Find Patient

Find Patient

8 Use this button to access the Find Patient Screen where you can identify patients in the
departments at the specific facilities and sites to which you have access.

There are a number of ways to find a patient in Meditech. This process is identical no matter which routine
you are in. All routines will have a ‘Patient’ field (as shown below) and the search method is the same in all

routines.

When searching for a patient, click in the Patient field.

Patient | ﬂ<g:|

Search by Unit Number

A patient will be assigned a unique ‘Unit Number’ (MRN) with a 2-letter facility prefix when first created in
Meditech and the patient will use that Unit Number throughout their history. At the patient field, type the
letter ‘U’ followed by the # sign followed by the 2-letter facility prefix followed by the identifying number:

U#[Facility Prefix] + Number
i.e. UHGG636254

NOTE: Even though the unit number will be GG00636254, when searching by unit number, all the leading
zeros can be eliminated and be entered as GG636254, as above.

Search by Name

You can search for a patient by a complete name or a partial name. At the patient field, type the patient’s
name in all upper case with a comma separating the last and first name and no spaces:

Enter Complete Name > [LASTNAME,FIRSTNAME]
i.e. SMITH,ROBERT

Or

[LASTNAME],[PARTIAL FIRST]
Enter Partial Name > i.e. SMITH,J or SMITH,JOH or SMITH,JOHN

You can also enter a partial last name and a partial first name as well.
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Search by Account/Visit Number

A patient will be assigned a unique account number when registered for a specific inpatient visit, clinical visit
or session of recurring visits

Accounts #s will begin with a 2-letter facility prefix followed by eight numeric digits followed by a slash and a
two-numeric digit representing the year the account was registered. For example, an account # will appear as
GG00000654/13. This tells you the year this visit was encountered for 2013 represented by the /13.

At the patient field, type the letter ‘A’ followed by the # sign followed by the 2-letter facility prefix followed by
the identifying number including the slash and 2-digit year.

A#[Facility Prefix] + Number
i.e. A#GG654/13

NOTE: When searching by an account number, all the leading zeros can be eliminated and be entered as
GG654/13 as shown above.

Search by ULI/AB PHN (Personal Health Number)

A patient can be searched by their ULl or AB PHN. At the patient field, type the [pound key] plus the 9-digit
ULl and press [Enter] key.

#[9-digit ULI]
i.e. #920330320

Recall the Previous Patient

The last patient you have accessed in Meditech, no matter what routine you were in, can be recalled to the
same or different routine. At the patient field, simply press the space bar once and [Enter] key on keyboard.

[spacebar][enter]
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Patient Search Results

Following is a result of a Find Patient Search. It displays the Patient Name, Acct Number, Visit Status, Visit

Date, Visit Location and Medical Record Number (MRN or Unit #).

If your search results bring up more than one visit, use the arrow keys to move up and down from visit to visit
to highlight a visit to view the patient address, DOB, Sex will appear at the bottom of the screen. This will help
to select your patient. When you have the visit you want, press [Enter] or left click on visit with your mouse.

A confirmation screen will appear asking to confirm your selection. Click on Yes if correct or No to go back to
Patient search screen.

o e [
| Name Account Num Status Date Location Med Rec Num |

@ UDADM,FIRST PATIENT DX0000094/15 REG CLI 22/01/15 LMHACN DJ00058647

@ UDADM,FIRST PATIENT DJ0000083/15 DIS IN 22/01/15 LMHASEM14... D]00058647

@& UDADM,FIRST PATIENT EH0O000044/15 REG REF 22/01/15 LPHMMH EHO0058647

@& UDADM BRIGHTCUBE,FRIEDA LUCY DX0010634/14 REG CLI 29/09/14 LMHAQPT DJ00058258

@& UDADM ZILLEY,FRANKLIN HARLEY DX0010699/14 REG CLI 24/10/14 LMHAAMB DJ00058291

Address 338 PRENTICE BLVD Birthdate| Age 30/04/1927 87

Sex F

City GRANDE PRAIRIE Conf Comment

Province AB Client

Postal Code T8V 4L5 Temp Location

Phone (403)328-8723 Other Location

Final Bill Y

Once you confirm your patient, the patient visit Worklist will appear with any reports for this visit.

To exit the Find Patient routine, click Cancel on the bottom of the screen. This will return you to you regular
Worklist Transcription Desktop.
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Patient Admission Status/Type

As patients are admitted in the Admissions module, they are registered as a specific status depending on the
type of patient they are. For example, an Inpatient will be registered as such and appear as IN, but an
outpatient can be registered as a CLI (Clinical), REF (Referred), RCR (Recurring), etc.

Following is a table of the different Patient/Admission Statuses you may see in Meditech.

Patient/Admission Status

Pre-Admitted or Discharged
Patient Type Pre-Registered Admitted or Departed
Inpatient (IN) PRE IN ADM IN DISIN
Clinical (CLI) PRE CLI REG CLI DEP CLI
Recurring (RCR) PRE RCR REG RCR DIS RCR
Emergency Room (ER) PRE ER REG ER DEP ER
Referred (REF) PRE REF REG REF DEP REF
Surgical Day Care (SDC) PRE SDC REG SDC DEP SDC
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Modify Doc

Modify Doc

Use this button to modify or edit an existing report. Use this function to modify the

report status and/or patient account. All other edits to the report, such as Report Type, Transcribed and

Dictated by, report body edits will be done in eScription for the PROVRPT department.
Only Auditors will have access to this routine.

1. Highlight the report on the Worklist you wish to modify.
2. From the Function Panel, click on Modify Doc
The following screen appears.

B Transcriptionist Desktop - LMHA /LMH/PROVRPT (ABATEST /ABA.TESTS.67/PHR. TEST5.67 - Test) - HIMTRAN Tester
Udtestpatient,Seven Times LMHA4WS LMHA4WS160 1 D3J0000122/15

@ 49/F 10/10/1965 0503-0001 DJ00058871
Allergy/AdvReac:No Known Allergy / Advers...

[General ] [Associated Orders] [Copies To]

-Eclit Section |View Section | Order Profile | View Signers | Process I-Iessageleo-Signﬂ

{ Report Template  0503-0001 HP HISTORY AND PHYSICAL ] Worklist iz
Find Patient |

{ *Status | Current Status ~| Draft H Priority Routine ] Modify Doc
Copies To 0

{ *Service Date | *Time 05/03/15 0848 M *Confidential N ] Edit Batch 7
EMR <F11> G

Transcribed By | Date | Time 347711 Brandi N Bowers 05/03/15 0847 History Ex|

*Dictated By | Date |*Time HUNTIOHN Hunter,John R. 05/03/15 0000

Print )
Preview s

* Patient DJ0000122/15 UDTESTPATIENT,SEVEN TIMES — -
View Doc B
View Detail ER|
Description Edit Required and Complete Type —
Text Change Dept ey
Change Site =]
Preferences <4

The only changes made directly in Meditech will be changing the Status of the report to ‘Cancelled’ and

editing the Patient Account.

Status — In the Status field, do a lookup (F9) or click on drop-down arrow to view available Statuses. Select

Cancelled; or start typing the new status and [Tab] or [Enter]. F12 or Save.

Edit Patient Account — Click on Patient field and enter the new account number. Answer appropriately at

the Confirmation screen—Yes or No. F12 or Save.
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You can also view the additional recipients for this report in the ‘Copies To’ tab on this screen. To do this,
click on the Copies To tab on the top of the screen. Do NOT Save this screen as all additional recipients
should be edited in eScription.

3. If do not want to save any changes, click on ‘Close’ to exit out of this screen.

Copies To

| Copies To * Use this button to view the additional recipients for the report.

Only Auditors will have access to this routine.

1. Highlight the report on the Worklist you wish to modify.
2. From the Function Panel, click on Copies To
The following screen appears.

Worklist |

Copies To Find Patient ke

; d TRAUALLE N Modify Doc E¥|
3 Copies To 'ﬂ&|
Edit Batch Ef|

To d TRAUALLE EMR <F11> &
History [5<

]

*Name Trautman,Allen F. Print &)
Address 1921 10 Ave S Preview £
Lethbridge, AB T1K OB8 View Doc B

’ View Detail [EX

Email [ —
Phone (403)380-4777 Change Dept G
Fax (403)380-3416 Change Site £
Preferences 7|

Refresh || Prior | Mext Ca;cel

3. Click on ‘Cancel’ or the X on top right corner of screen to exit out of this screen.
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Edit Batch

| Edit Batch Z Thisis a new function to 5.67. This function is used to edit one or more than one
reports in one step. You can use this function to modify the report status or patient of several reports in one
step. Again, only the report status and patient should be edited in Meditech for PROVRPT department.

Only Auditors will have access to this routine.

1. Select one or multiple reports on the Worklist you wish to edit.
2. From the Function Panel, click on Edit Batch
The following screen appears.

B Transcriptionist Desktop - LMHA /LMH/PROVRPT (ABATEST /ABA.TESTS.67/PHR. TESTS5.67 - Test) - HIMTRAN Tester
Udtestpatient,Seven Times LMHA4WS LMHA4WS160 1 DJ0000122/15
49/F 10/10/1965 0503-0001 DJ00058871
Allergy/AdvReac:No Known Allergy / Advers...

Change To Status ! Worklist ]
Find Patient 2|
Deselect all reports
in the list by Modify Doc =4
8 (1A Copies To )
clicking here. £

Edit Batch |
A!yt‘ Selected EMR <F11> ET
M Dictating Listory =
Documents Report Type Status Doctor Transcriptionist Print &)
Preview s
l D10000122/15 UDTESTPATIENT,SEVEN TI... 0503-0001 HP Draft HUNTJOHN 347711 \lew.Doc =

™ DX0000129/15 UDABS SDC YELLOWEGG,A.., 1203-0001 HP Draft TRAUALLE 784726 — - -
2 DX0000129/15 UDABS SDC YELLOWEGG,A... 1303-0001 NEURD Draft TRAUALLE 784726 View Detall By

al DX0000129/15 UDABS SDC YELLOWEGG,A... 1803-0001 NEURD Draft MT MT -
Change Dept E5|
Change Site =2
Preferences <y

-Status Transcribed By | Dictated Byj| Patient {eportTypeT v

Deselect/Select ALL the reports in the list by clicking on the checkmark to the left of Documents.

4. Select the reports from the list with the same edits to be made by clicking in the box to the left of the

report.

Change report status:

a. To change the report status to the SAME status for ALL the selected reports, place cursor in the
‘Change to Status’ field. Do a lookup (F9) or click on the drop-down arrow and select the new status.
Click on Save.

Change patient:

b. To change the patient for all the selected reports to the same patient, click on the Patient box on the
bottom of the screen.

w
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EMR
[ EMR <F11> = use to launch the EMR. You can also use the F11 function key on the keyboard. See

section on EMR View Patient for more information. For more detailed information, refer to the EMR
Reference Manual found online.

History
l History == use to view any HIM reports or X-rays for any patient. Depending on the department

you are logged into will determine what History you are able to see.
To view any HIM reports, you need to be logged into PROVRPT department or HREC department.
To view any x-rays, you need to be logged into the DI department.

1. From the Function Panel, click on History.
The following screen appears asking if you want to review history for the selected patient or if you want to
review history on a different patient.

(0] x|

-2/ Review History For:

Selected Patient Any Patient

If you choose the ‘Selected Patient’, the history will display for the patient you highlighted in the Worklist.
If you choose ‘Any Patient’, the Patient prompt will appear to identify a patient using the Find Patient
Search criteria explained earlier. When you have the patient identified, click on OK.

This will display the history as shown in the example below. Below shows the HIM reports for this patient
with one report done in Drayton Valley (DDVA) and the rest in Red Deer (DRDH).

Uditstr Bigcoffee,Ping
29/M 27/05/1986 FL0O001043
Allergy/AdvReac:
0 of 9 Selected Page 1 of 1
v Service Dt Procedure Status Site Mnemonic Status Site
— 27/10/2015 CONS Draft DDVA
— 26/10/2015 TRANS Draft DRDH
1 14/05/2015 TRANS Signed DRDH
™ 13/05/2015 TRANS Draft DRDH
™ 17/04/2015 TRANS Cancelled DRDH
™ 24/03/2015 UROLD Draft DRDH
™ 12/03/2015 HP Draft DRDH
™ 05/03/2015 TRANS Draft DRDH
— 27/02/2015 CONS Draft DRDH
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Below is an example of x-rays for the patient showing multiple sites of where the x-ray was performed.

2. Click on ‘Cancel’ to exit out of this screen.

Print

| Print

“ to manually print report(s).

Please see section for Manual Printing of Reports.

Preview

Preview

Uditsdi Greenhobbit,

Aron Johan 1903-0002 FG00010470

86/M 15/12/1928 Allergy/AdvReac:strawberry, Tartan Scarf
0 of 176 Selected Page 4 of 7
v Service Dt Procedure Status Site Mnemonic Status Site
1 19/03/2015 CT/CT CHEST Result DRDH DI Signed DRDH
— 19/03/2015 RAD/ABDOMEN, 1 VIEW Result DDRA DI Signed DDRA
— 19/03/2015 RAD/ABDOMEN, 1 VIEW Result DCNA DI Signed DCNA
— 17/03/2015 RAD/HUMERUS LEFT Result DRDH DI Signed DRDH
— 17/03/2015 RAD/FOOT LEFT Result DRDH DI Signed DRDH
— 16/03/2015 RAD/FINGER(S) RIGHT Comp DRDH DI Draft DRDH

to preview a report using Microsoft Word or MEditor. (MEditor has replaced Rich Text
as the format for the reports.) Using the Preview function will display the report as it will look when it is
printed. The Preview function will display the Page footers. Previewing a report takes longer than the View
Doc function, so if you do not need to see Page footers, etc, recommend using the View Doc function.

1. Select a report on the Worklist.
2. From the Function Panel, click on Preview.
The following screen may appear asking which application to use to preview the report.
Choose MEditor.

=100 x|

\_';:J Preview report using:

Microsoft Word

MEditor

Cancel
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View Doc

View Doc

to view a report a report using Microsoft Word or MEditor. (MEditor has replaced Rich
Text as the format for the reports.) Using the View Doc function is a quick view of the report. The View Doc
function will NOT display the Page footers.

1. Select a report on the Worklist.

2. From the Function Panel, click on View Doc.
The following screen may appear asking which application to use to preview the report.
Choose MEditor.

=10|x|

\?‘J Preview report using:

Microsoft Word MEditor Cancel
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View Detail
View Detall this replaces the ‘Audit Trail’ routine in version 5.57. This function is used to view the

details of a report. It displays details such as when the report was initialized, transcribed and dictated by
details, additional copies to, printing details, etc.

1. From the Function Panel, click on View Detail.
The Print Destination window appears.

B2 Print Destination |0 x|

Select which mode you want
to see the details.

Preview
Preview the details on screen Print
Print the details Download
Printer: Preview Download to a Network folder | | Mail
:Description: Document Mal Browser — Do Not Use Archive
Copies: 1 Preferences — to set Print — Browser
Preferences Schedule

Refresh — to manually refresh
Preferences

Refresh

Once mode is selected,
click on OK for details.

Cancel OK
3% o

2. From the right side of screen, select how you want to see the report details. Most of the time, a Preview is
what you will want.

3. Click on OK

4. The Patient Report Information will display on screen or print, whatever you selected in Step 2 above. An
example of the detail is on the next page.
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DATE: 19/83/15 @ 1248 ITS =Palliser TEST 5.67= PAGE 1
USER: HIMTRAH PATIENT REPORT INFORMATIODH
DEPRRTHENT: PROVRPT FROVINCIAL REPORTS NUANCE
REPORT: 0503-0001 HF - HISTORY AND PHYSICAL
PATIENT: DJO0001Z2/15 UDTESTPATIENT,SEVEN TIMES (DEP/UNIT#: DJOOOSESTL)
STATVUS: Draft
INITIRLIZED: 05703715 0848
DRAFT: 05/03/15 05848
TRANSCRIBED: 05703715 0847 Brandi N Bowers
DICTRTED: 05/03/15 0000 Hunter,John R. (HUNTIOHN)

ADDITIONAL COPIES TO
1) d TRAUALLE; Trautman,&llen F.; 1921 10 Ave 35 Lethbridge, ABF T1K 0BG:; (403)360-4777
[403)380-3416
PRINT ON INFOERMATION

COPY TO PRINT DEVYICE ERX STAT
Report Status: Draft

Department:

Medical Rec: T FHREALL

IN- Lac

Dictating Dr: T JHRECCCCOPY

Ordering Dr:

Pri Care Dr:

Admitting Dr:

Attend/ER Dr:

Family Dr:

Referring Dr:

Other &dm Drs:

Insurance Cos:

Additional: T AHRECCCCOPY

Patient Loc: IN: ER: OuT: DIS:

COPIES SET WP TO PRINT
DERET COPIES TO

COPY TO TYPE PRINTER

Medical Records ned.rec DRDFHREPO1

Hunter,John R. dict,.dr DEDFHEEFOL

Trautman,illen F. oth DRDFHREFOL

SIGNED COPIES TO
cCoPY TO TYPE PEINTER
AVDIT TERIL
DATE TIME VUSER CLIENT EVENT
05703715 08458 BEG DAEMON WSMTEGL4T report initialized
05703715 085458 BEG DAEMON WSMTEGLl4T report sent to hold gqueue for dewvice CC
05703715 0856 7854726 EVRCAMNWOOS HTDD Text ¥iew
NEJ/N2LIE NOT2 72A7 28 FUDCAMMITOND MTNT Tawt+ e awr
| 11
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Change Dept

Change Dept 2]
.[ d > ] This routine is used to easily change your department you are logged into without

having to open another Meditech session. You should never need to change your department unless you are

going to type a DI (Diagnostic Imaging) report or if you also need to see reports or type reports within the
HREC department.

1. From the Function Panel, click on Change Dept.
The Select an ITS Department window appears.

a. Current Department = will automatically populate with the department you are currently logged on to.
b. Change Department to = type the mnemonic in the first field or do a lookup [F9] for the list of available
departments. Highlight the applicable department and click on Save or press [Enter].

Bf Select an ITS Department — o]

‘ Database RAD.PHR ITS *Palliser TEST 5.67* ‘

‘ Current Department  PROVRPT PROVINCIAL REPORTS NUANCE ‘

‘ Change Department to HREC ~ HEALTH RECORDS ‘

Cancel Save
% )

The department has changed and can be confirmed by looking at the Title Bar on your Transcriptionist
Desktop.
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Change Site

I Change Site @| This routine is used to change your site you are logged into without having to open

another Meditech session and log into another site.

1. From the Function Panel, click on Change Site.
The Change User’s ITS Site window appears.

a. Current Site = will automatically populate with the site you are currently logged on to.
b. *Change to Site = type the mnemonic in the first field or do a lookup [F9] for the list of sites. Highlight
the applicable site and press [Enter].

10|
‘ Current Site  DDRA DRUMHELLER HEALTH CENTRE ‘
*Change To Site  [»le]¥ ~ OoLDS HCce ‘

Cancel Save
—SGA;‘

c. Save[F12]

Some regions may just display a message saying the Site has changed. If so, just click on Close.

Most regions will do the following:

d. A message will appear saying “The Sign-on Facility is invalid for this ITS site. Please choose another.” —
click on Close or [Enter].

e. An ITS Facility Lookup may appear. Left click on the appropriate facility or if it is already highlighted,
just [Enter].

f. A screen will appear saying the site was changed. Click on Close or [Enter].

& Message =13 l”

\i‘) Site changed from DRUMHELLER HEALTH CENTRE to OLDS HCC,

You will notice in the Title Bar of your desktop the Facility and Site have now changed.
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Preferences

Preferences screen is used to define default preferences for your Transcription desktop display and sort, etc.
You are able to edit the preferences from the Transcription desktop using the |pPreferences EZ| button.

Main Tab

Ef Transcriptionist Desktop - LMHA /LMH/PROVRPT (ABATEST /ABA.TEST5.67 /PHR.TEST5.67 - Test) - HIMTRAN Tester o]

[Main] Orders][Reports]

Order Panel Rows Per Page n/a Message Defaults and Dates —
e —— ! 3
Report Panel Rows Per Page 25 Include New Find Patient
Default Panel REPORT Message For R
Refresh Seconds = From n/a Modify Doc
s From Time —
Thru Copies To
* Thru Time Edit Batch
aﬂD e I |
Patient DO NOT USE: Recommended to use the Find Patient function on the Transcription Desktop, and leave this blank.

Desktop Sorts

Preview
[ Panel W

View Detail

while the Transcription Desktop is open. If you do not want to change the default, leave this blank. Change Dept

- 4 Change Site
\ ohans

[DO NOT USE: You can easily sort on the Transcription Desktop by Dictating Dr, Report Type, Status, etc at any time

Preferences
DO NOT USE: 1-2-3: select column display order using Dictating Dr, Documents
(Patient), Report Status and Report Type. Recommended to leave this blank.

7

-Clear Restore Defaults || Create List [ Specific Orders | Specific Reports | Recover Reportsﬂ Sa:e

Some fields will not be used or not applicable to Transcription. These are indicated by n/a above.

[EVIN S

\‘ Report Panel Rows Per Page: Enter the maximum number of report panel rows you want to appear per page on
your Transcription Desktop. For example, if you enter 25, a maximum of twenty-five reports appears per page.

¢+ Default Panel: Keep the default of Report.

¢+ Refresh Seconds: Recommended not to use and leave this blank and refresh manually using the ‘Refresh’ button
on the Transcription Desktop Worklist.
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Reports Tab
This has replaced the Process Reports routine in 5.57.

It is recommended to only use the Status and Status Date fields here for a complete listing of all reports as
indicated below. Once your preferences are entered, click on Save.

P [ |

B Transcriptionist Desktop - LMHA/LMH/PROVRPT (ABATEST /ABA.TESTS.67 /PHR.TEST5.67 - Test) - Ruby Elgie

To view all statuses of reports, select
Draft, Signed, and Cancelled. No other

statuses will display from eScription. Main || Orders [ Reports |

7 ‘Ivl' . Worklist
Status Status Date \ | Dictated By | Dictated By Date
Cancelled < From 18/03/15 R From
Draft :' Thru 18/03/15 Thru Document
Signed B ‘ Modify Doc
- Audio
Transcriptionist ” Transcribed By Dat [ Department ” Report Type Date Copy Doc
Status Date — Select any date range you want for reports to display on your worklist. Qj;isjf_eri
Whatever details you complete here will be how the Worklist displays everytime you open Edit Batch
the Transcription Desktop or change sites within the Desktop. You will need to change your Sign

Preferences if you want a different worklist displayed. You can enter T for today in both From
and Thru fields. Everytime you open the Transcription Desktop, it will automatically update to
reports transcribed on that current date.

EMR <F11>
Patient Data

History

Site Facility Preview to Print
M I Preview I
4 I ew Dioc
Identify the document format you want to use to view or preview the
report from Transcription desktop.

Follow-Up Codes Result Cod M = MEditor text format; W = Microsoft Word format
All regions will be viewing reports in MEditor format.

I )

-Clear Restore Defaultsl Create ListISpecific Orders | Specific Reports | Recover Reportsﬂ

If you are searching for a specific Report #, click on
Specific Reports and enter the Report #(s).

If you want to be more specific, complete more of the search parameters. For example, if you are only looking
for a specific Transcriptionist reports type for a specific date period, only complete the Status, Status Date and
Transcriptionist fields. Likewise if looking for reports dictated by a specific physician.

Keep in mind if you complete the other sections of this tab, it will retain those parameters. If you can’t see
reports displaying, check your Preferences to ensure your parameters are correct.
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Typing report in Meditech

Typically, most HIM reports are typed in eScription and flow back into Meditech. However, on occasion, some
reports are still being typed directly in Meditech. For example, ECH only will type reports in Meditech for the
Echocardiograms within the DI department. The process below describes this process for ECH typing reports
in Meditech. However, this same process works for other regions, areas, and report types.

ECH — Echocardiogram Report

Log into or change to the appropriate site and DI department.

From your ITS Worklist, click on Document Racument

side of the desktop. The following screen appears.

~ located on the Function panel on the right

EF Transcriptionist Desktop - EWAA/EWAA /DI (ABATEST /ABA.TESTS.67 /ECH.TESTS.67 - Test) - Ruby Elgie

| udadm Benoff, @~ EWAARM MGDO00068/15
Gustaaf Harley NEW

28/M 09/06/1986 Allergy/AdvReac:Strawberry, Tartan Scarf

[General][Associated Orders] [Copies To]

Worklist
Find Patient
Document
{ Report Template  NEW DI DIAGNOSTIC IMAGING ] m———
Audio
*Status | Current Status  Draft New H Priority Routine ] Copy Doc
Messages
{ #Service Date | *Time 06/04/15 1217 } *Confidential N ] Copies To
Edit Batch
) : s Sign
Transcribed By | Date | Time 784726 Ruby Elgie 06/04/15 1217
*Dictated By | Date |*Time BRILBEVE Brilz,Beverly V. 06/04/15 1000 EMR <F11> =
Patient Data
{ * Patient MG0000068/15 UDADM BENOFF,GUSTAAF HARLEY ] History
Print
Description Edit Required and Complete Type Preview
BODY OF REPORT N/N Text £ ——
BONE MINERAL DENSITOMETRY N/N Text View Detail
UBSTCIRICAT UCTRASUUNLS wn Text
ECHOCARDIOGRAM (SMH) Y| = ny Text Change Dept
UBSTCIRICAL ULTRASUUND (ST wal Text B Change Site
Preferences

-Edit Section | View Section | Order Profile | View Signers | Process Messages [ Co-Sign Lloss

1. Report Template = DI (or applicable report type)

2. Status = Choose the appropriate report status (ie. Draft, Signed, etc)

3. Service Date/Time = tab through to insert the current date and time

4. Confidential = type N or if N defaults in [Tab] through

5. Transcribed By Date/Time = will default to user logged in and current date and time
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6. Dictated By Date/Time = choose the dictating Doctor, dictating date and time

N

Patient = find and select the correct patient using the Patient searches found earlier in this document

8. Inthe Description column, choose the appropriate report template (ie. ‘ECHOCARDIOGRAM (SMH)), and
type Y in the Edit field

9. Click on Save

10. This will take you to the report template to begin your typing.

Following is a template for the Echocardiogram report. If no template is available for the report chosen,
this screen will be blank.

B BR[O PERIUSPEEDEE WY Aviad

[

[l

Extra Cardiac Structures
"l

Conclusion

[

Chamber Structure and Function

Valve Structure and Function

| »

mis is the template for the Echocardiogram report.
[*] are stop codes and using F4 on your keyboard and will take you to the
next stop code located on the template. As soon as you begin typing, the

symbol will disappear and the text you typed will replace the stop code.

NOTE: In this mode you cannot see Headers & Footers. All headers and

This has been retyped into MEDITECH
Dictated by = the Reading Physician a
Dictation date = date echocardiogram
Wenfied by = the Reading Physician as
q

footers are set up for reports so patient identification is not required in
these templates. Once the report is saved and viewed within ITS or EMR, all

patient information, report type, etc will be visible.

Change Background Color Cacel

11. Once you have finished typing the report, click on OK or F12.

12. You will be returned to the Document screen. You MUST click SAVE or F12. If you don’t, the report will

not save.
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Udadm Benoff, EWAAHM
@ Gustaaf Harley NEW
28/M 09/06/1986

B Transcriptionist Desktop - EWAA/EWAA /DI (ABATEST /ABA.TEST5.67 /ECH.TESTS.67 - Test) - Ruby Elgie

Allergy/AdvReac:Strawberry, Tartan Scarf

[General ] [Associated Orders] [Copies To]

Document O

{ Report Template NEW DI DIAGNOSTIC IMAGING ] Modify Doc |
Audio B

{ *Status | Current Status  Draft New M Priority Routine ] Copy Doc 5
Messages |

{ *Service Date | *Time 06/04/15 1217 M *Confidential N ] Saples.1o

Transcribed By | Date | Time 784726 Ruby Elgie 06/04/15 1217 :
*Dictated By | Date |*Time BRILBEVE Brilz,Beverly V. 06/04/15 1000 T
£¢

{ * Patient MG0000068/15 UDADM BENOFF,GUSTAAF HARLEY ] =
Print )

Description Edit Required and Complete Type Preview )

BODY OF REPORT N/N Text = \lew.Dog )
BONE MINERAL DENSITOMETRY N/N Text View Detail =
OBSTETRICAL ULTRASOUND N/N Text —
ECHOCARDIOGRAM (SMH) = Ny Text Change Dept s
OBSTETRICAL ULTRASOUND (SMH) N/N Text | Change Site j=2]
Preferences <y

-Edit Section | View Section | Order Profile | View Signers | Process Messageleo-Signﬂ Sive 2l@ || @|=

13. A message will appear informing you the report has filed.

B Message

=10 x|

\,i/ DIAGNOSTIC IMAGING #0604-0001 filed.

14. Click on Close.
15. You can now create/document a new report.

16. When you are finished typing reports, click on Close to return to the ITS Worklist where you will see the

report (s) you just typed.

NOTE: If other areas are typing reports directly in Meditech, use the process as just explained.
However, ensure you choose the correct department you will be typing in. For example, HREC.
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How to Create Temporary Patient

On some occasions you need to create a report on a patient who do not have active account numbers or who
have not gone through the admission registration process.

You can use temporary patients until there is a visit to attach the report to. Temporary patients are entered in
Transcription (not Admissions). After you file the report and learn the name of the actual patient, you can
then replace the temporary name with the actual name.

NOTE: Reports do NOT go to the EMR until they are attached to a patient’s account number.

To enter temporary patients, type in the Patient field t<space> followed by free text. However, you must
include text for both the first and last name - Lastname,Firstname. Include as much information as you can
to enable easy identification of the temporary patient later. If the complete last and/or first name is not
known, you can type a generic last and/or first name but ensuring you keep track of the report so you can
update it to the correct patient name as soon as the visit is made available by using the Modify Doc routine.

{ * Dictated By | Date | *Time DOCTHIM Doctest,Him 23/10/15 1230

#Patient T TEMPORARY,PATIENT] ~|

NOTE: You must type both a last and first name for the temporary patient. Otherwise you will be unable to
proceed any further on this screen.

ES Transcriptionist Desktop - DRDH/DRDH,/HREC (ABATEST /ABA. TEST5.67/DTH.TESTS.67 - Test) - Ruby Elgie
Temporary,Patient
/ NEW
Allergy/AdvReac:
[GeneraIJ[Associated Orders] [Copies To]
[
Doct
Report Template NEW HP HISTORY AND PHYSICAL
*Status | Current Status  Draft New H Priority Routine
*Service Date | *Time 26/10/15 0806 ‘ *Confidential N =
Transcribed By | Date | Time 784726 Ruby Elgie 26/10/15 0806 o
* Dictated By | Date | *Time DOCTHIM Doctest,Him 23/10/15 1230 EMR
Patie
* Patient t TEMPORARY,PATIENT
[
Description Edit Required and Complete Type
BODY OF REPORT Y] = v/N Text
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Continue the process for typing the report in Meditech as explained previously.

BS Transcriptionist Desktop - DRDH/DRDH/HREC (ABATEST /ABA.TEST5.67 /DTH.TEST5.67 - Test) - Ruby Elgie
Temporary,Patient

@ / 2610-0001
Allergy/AdvReac:
Documents || Orders |
0 of 2 Selected Page 1 of 1
v Documents Type Status Dictating Doctor Messages \ Worl
g?ﬁ&%&iﬁ?ié Rty E30/o3/1975 CONS Draft DOCTHIM it
o TEMPORARY,PATIENT HP Draft DOCTHIM |
Modi

Replacing Temporary Patient to Actual Patient Name

As soon as the temporary patient has been registered, any reports created with the ‘Temporary Patient” must
be updated so the report(s) is/are attached to the registered patient/visit.

1. Log into Facility/Site > Department - Transcription Desktop

2. Find the report you typed for the Temporary Patient by searching for the report #, or using the Find
Patient.

3. Highlight the report - Modify Doc

B Transcriptionist Desktop - DRDH/DRDH/HREC (ABATEST /ABA.TESTS5.67/DTH.TESTS.67 - Test) - Ruby Elgie
Temporary,Patient
/ 2610-0001
Allergy/AdvReac:
Documents Orders|

0 of 1 Selected Page 1 of 1

4 Documents Type Status Dictating Doctor Messages \ Worklist

- TEMPORARY,PATIENT HP Draft DOCTHIM ‘ Find Patient

Document

.:> Modify Doc

The following screen appears.
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Temporary,Patient
/ 2610-0001

Allergy/AdvReac:

[General}[Associated OrdersJ[Copies To]

* Patient t TEMPORARY,PATIENT, <:I

Report Template 2610-0001 HP HISTORY AND PHYSICAL
*Status | Current Status  Draft Draft H Priority Routine
*Service Date | *Time 26/10/15 0806 ‘ *Confidential N
Transcribed By | Date | Time 784726 Ruby Elgie 26/10/15 0806
* Dictated By | Date | *Time DOCTHIM Doctest,Him 23/10/15 1230
L

Description Edit Required and Complete Type
BODY OF REPORT Y/Y Text

4. Click in the *Patient field
5. Delete the “Temporary Patient details and search for the correct patient acct/visit.
6. Update the *Patient field with the correct patient acct/visit and Save or [F12]

Udadm,Happy Gilmore DRDHER HT0070666/15
40/F 2610-0001 GG00121916
Allergy/AdvReac:

[General]{Associated Orders] [Copies To]

[ Report Template  2610-0001 HP HISTORY AND PHYSICAL J
[ *Status | Current Status  Draft Draft H Priority Routine }
[ *Service Date | *Time 26/10/15 0806 M *Confidential N J
Transcribed By | Date | Time 784726 Ruby Elgie 26/10/15 0806
*Dictated By | Date | *Time DOCTHIM Doctest,Him 23/10/15 1230
: Update the Patient name to the
*Patient HT0070666/15 UDADM,HAPPY GILMORE . .
correct patient acct/visit.
Description Edit Aeererresrermrem—orrprer e
BODY OF REPORT | ~ vy Text

-Edit Section | View Section | Order Profile Process Messageleo—Signﬁ Sa«]ve

2
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7. A message will display saying the report has been filed. Close this screen.

You will return to the ITS Worklist. You will see the report now is attached to the correct acct/visit.

E¥ Transcriptionist Desktop - DRDH/DRDH/HREC (ABATEST /ABA.TEST5.67 /DTH.TESTS.67 - Test) - Ruby Elgie
Udadm,Happy Gilmore DRDHER HT0070666/15
40/F 2610-0001 GG00121916
Allergy/AdvReac:
Documents|| Orders
0 of 1 Selected Page 1 of 1
v Documents Type Status Dictating Doctor Messages We
ﬁ?g“@,"gg*sﬁii‘; GIL:EJOFR E30/03/1975 HP Draft DOCTHIM -
Do

Deleting Transcribed Report from Meditech

Only Auditors will have access to do this.

This feature is used when a report has already been distributed to Meditech from eScription but is not
displaying correctly in Meditech (incorrect facility in the header as a result of location issues, spacing issues
within the document; etc). The reason the report must be ‘deleted’ in Meditech is because Meditech will NOT
accept the same dictation ID for updating of the facility in the header, etc. So the report must be deleted in
Meditech first and then the report redistributed from Emon with all the correct details.

Steps for Deleting Report in Meditech:

1. Use the Find Patient routine or the Preferences to bring up the report on the ITS Worklist.
2. From the ITS Worklist, find and select the report to delete.

3. Edit Batch - change the report status to ‘Cancelled’.

B Transcriptionist Desktop - DRDH/DRDH/PROVRPT (ABATEST /ABA.TESTS.67 /DTH.TESTS.67 - Test) - Ruby Elgie
Uditstr Bigcoffee,Ping DRDHCCMB DRDHB499 2
29/M 27/05/1986 1504-0001
Allergy/AdvReac:
[Documents][Orders]
0 of 8 Selected Page 1 of 1
v Documents Type Status 7 Dictating Doctor Messages
UDITSTR BIGCOFFEE,PING Find Patien
" GGO000159/15 29 M 27/05/1986 TRANS Cancel WELBMARC b
UDITSTR BIGCOFFEE,PING Document
T GGD000159/15 29 M 27/05/1986 TRANS Cancel DOCTHIM -
—  UDITSTR BIGCOFFEE,PING ~AnC N AT
Return to the Main Meditech desktop
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4. From the Meditech Standard list, click on Management Routines > Report = Delete Cancelled Reports

ktop
dard 4
- Custom 4
rassword/PIN

Meditech Standard
File Clerk Desktop
Import Desktop
Mammography Desktop
Operations Desktop
Provider Desktop
Receptionist Desktop
Technologist Desktop
Therapist Desktop
Transcriptionist Desktop
Management Routines
Reports and Lists
Statistics and Searches
Dictionaries

Enter/Edit Group Orders
REQUEUE ORDERS

Management Routines
Billing

General & Administrative
Order

Other

Peer Review

Print

Report

v v v w w v w

On the Delete Cancelled Reports screen:
5. Patient = search for the acct # the report to be deleted is attached to.

6. Report =do a lookup [F9] for a list of cancelled reports on the acct selected in the Patient field.

Report
Create Microsoft Word Reports

Create Microsoft Word Reports By Date

Create MTDD Text Reports

Create MTDD Text Reports By Date

Delete Cancelled Reports
Download Report Images
Requeue Reports to EMR

Requeue Reports to EMR (by Date)

Patient
Report |

GGO0000159/15 UDITSTR BIGCOFFEE,PING

7. Click on the report to be deleted
8. Back on the Delete Cancelled Reports screen, confirm this is the report you want to delete. If so, click on

Save or [F12].

B Reports Lookup

{ Search

Number
20151504-0001 TRANS
20151704-0032 TRANS

Mnemonic Name

TRANSFER SUMMARY
TRANSFER SUMMARY

Patient
Report

GG0000159/15 UDITSTR BIGCOFFEE,PING

1504-0001 TRANS

TRANSFER SUMMARY
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The report is now gone from the acct. Inthe EMR, this report will remain at a ‘Cancelled’ status. However,
nobody will be able to open/access the report.

& Enterprise Medical Record - Ruby Elgie

Uditstr Bigcoffee, Ping
DOB: 27/5/86 29 M

@ 2llergy/advReac:
Other Reports - 2ll Reports

[: Selected Wisit )[: Lifetirme Surnmary )[:Uiew Conyerted Char‘ts)

( Medical/Surgical )l Long Term ) Behavioral J{ Rehabilitation J

[: All Reports )[: SUrgEry )[: HEENT )[:Nervous System)
[Cardiovascular System)[Respiratory System)[ GL/GL )[ Hutrition )
[ Psychosocial ) Rehabilitation  J{ General ) Emergency )

SeErrl:'tiE;eggte - Report Dictated By D[;It;tfa'lt?n‘:e Status Report | Hx
14/5/15 09:51 | Transfer Summary | Phyrad Tester | 14/5/15 00:00 Signed (] ]
13/5/15 09:14 | Transfer Summary | Phyrad Tester | 13/5/15 00:00 Draft (9] (]
12/4/18 140 Transfer Summary | Doctest Him | 17/4:185 00:00 | Cancelled
ﬂl]l:> | | i5/4/15 03:43 | Transfer Summary | Phyrad Tester | 15/4/15 00:00 | Cancelled |

TATorin 1102 | drology WISt | Brilz,Beverly W. | 2473710 0000 Drart 7

12/3/15 11:47 | History & Physical |Brilz,Beverly W, | 12/3/15 00:00 Draft (9]

5/3/1515:09 | Transfer Summary | Brilz,Beverly V.| 5/3/15 00:00 Draft ) (]
27/2/15 11:57 | Transfer Sumrmary | Doctest,Him | 27/2/15 00:00 | Re-Classified ]
27/2/15 11:57 | Consultation Doctest,Him | 27/2/15 00:00 Draft cJ ]

—

If this process was done to fix the report from eScription (ie. facility in the patient header), when the report is
redistributed from Emon, it will flow again to Meditech with the correct details on the report. This allows the
original physician’s dictation to remain with the report. This will also change the Meditech report # for the
report.

Print screens where the report was redistributed from Emon on Oct 26 with the new Report #. As shown
below, the new Report # is 2610-0001.
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E¥ Transcriptionist Desktop - DRDH,/DRDH/PROVRPT (ABATEST /ABA. TEST5.67 /DTH.TESTS.67 - Test) - Ruby Elgi
Uditstr Bigcoffee,Ping DRDHCCMB DRDHB499 2 GG0000159/1!
29/M 27/05/1986 2610-0001 GG0005457-
Allergy/AdvReac:
[Documents][Orders]
0 of 8 Selected Page 1 of 1
v Documents Type Status Dictating Doctor © Messages
UDITSTR BIGCOFFEE,PING
T GGO000159/15 29 M 27/05/1986 TRANS Draft WELBMARC
UDITSTR BIGCOFFEE,PING .
'_ r
GGO000159/15 29 M 27/05/1986 TRANS =l WELBMARC
UDITSTR BIGCOFFEE,PING
T GGO000159/15 29 M 27/05/1986 US40 IS AbEHEAR
—  UDITSTR BIGCOFFEE,PING e R ST

& Enterprise Medical Record - Ruby Elgie

Uditstr Bigcoffee, Ping
DOB: 27/5/86 29 M

@ llergy/advReac:

Other Reports - &ll Reports

[ Selected Wisit ) Lifetime Summary  J{ ]

[ Medical/Suraical ) Lang Terrn ) Behavioral ) Rehabilitation )

(___ allReports )i ) )l )

{ ) J(_GL/GU ), )

[ ) J(General)( )
5 Eniferel:djlp - Report Dictated By ngif:t."a'li':?;p Status Report | Hx

HDI:> r 26/10/15 12:16 | Transfer Surnrmary | Phyrad Tester | 15/4/15 00:00 Draft [ |

Ta /iGN 01 | Transter surnmary | Phyrad Tester | 1875710 o000 Taned ] 7
13/5/15 09:14 | Transfer Surnrmary | Phyrad Tester | 13/5/15 00:00 Drraft o] =
17/4/15 14:57 | Transfer Summary | Doctest,Him 17/4/15 00:00 | Cancelled
15/4/15 09:43 | Transfer Summary | Phyrad Tester | 15/4/15 00:00 Cancelled
24,/3/15 11:22 | Urology Wisit Brilz,Beverly ¥, | 24/3/15 00:00 Draft [
12/3/15 11:47 | History & Physical | Brilz,Beverly W, | 12/3/15 00:00 Crraft (]
5/3/15 15:09 | Transfer Summary | Brilz,Beverly W, | 5/3/15 00:00 Drraft ] =]
27/2/15 11:57 | Transfer Summary | Doctest,Him 27/2/15 00:00 | Re-Classified =]
27/2/15 11:57 | Consultation Doctest,Him 27/2/15 00:00 Draft o] [
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MPI Desktop

This routine allows you to view (only) the Patient’s demographics, and visit history in chronological order,
which include both the Admission date and Discharge date, and the Account Number for each visit.
This used to be the ‘View MRI Detail’ button in version 5.57.

1. On the HIM Transcription, left click on the MRI.

Select the facility you need.

3. Select MPI Desktop
The following screen appears

4. Ensure you are on the Patient Data tab.

5. Record — identify the patient using one of the Patient Identification methods.
NOTE: Typing in the MRN will instantly bring up the patient details.

N

B MPI Desktop - LMHA (ABATEST /ABA.TEST5.67 /PHR.TEST5.67 - Test) - HIMTRAN Tester

Udadm,First Patient Med Rec Num: DJ00058647 a
43/M  26/01/1972 rﬁ

EMR Num: ABATVIG00424257-FS1

[Patient Data] Visits][CriticaI Care Indicators][Amendments]

\

| Identify the patient using one of the Patient Identification methods. (ie. MRN, Acct #, ULI, name, etc.).
sl DJ00058647 Typing the MRN will instantly bring up the patient details.

1
Name UDADM,FIRST PATIENT
ULI 174699009 This tab displays
Birthdate 26/01/1972 Patient Name, ULI,
gg: :‘43 DOB, Gender and
Address 128 SADDLECREST BLVD,CALGARY,AB T3] 5E9 Address.
Telephone (403)239-8812
E-Mail View &
ez Print g
More on Fiche Folder Created Record Inquiry
Mother's Name Record Locator 2
Discharge Disp TOAC Portion Incomplete
Exp Date Portion Signed Out
G Demo Recall
Maiden/Other Name
Other Names I Other Numbers
DJ DJ00058647
EH EHO0058647

Merged From

DJ00058648

e ol
*

6. To view the patient visits, click on the Visits tab on the top of the screen. Arrow up and down with arrow
keys to see more details on the bottom of the screen for the selected visit or click on a visit with the mouse
to see specific visit details. See screen shot next.
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I MPI Desktop - LMHA (ABATEST /ABA.TEST5.67/PHR.TEST5.67 - Test) - HIMTRAN Tester

Udadm,First Patient Med Rec Num: DJ00058647
A3/M__26/01/1972

EMR Num: ABATVIG00424257-FS1

To change the display from oldest to 7 S
newest and vice versa, click on the carrot [Patient Datal [Visits]lCriticaI Care Indicators][Amendments]
symbol (*) to the right of Date. |

v
| Date * Type Account Num Location Provider Dis Date Conf |
22/01/15 CLI DX0000094/15 LMHACN PP
22/01/15 IN D10000083/15 LMHASEM NOHRCARL 22/01/15
22/01/15 ER DX0000093/15 LMHAER PARKPAUL 22/01/15
22/01/15 REF EH0000044/15 LPHMMH
Admit Date. Discharge Date, if View =
patient is discharged. Print &
Record Inquiry
Reports
EMR
Date 22/01/15 = Recall =
Type ER emo Reca
Account Number DX0000093/15
Facility
Location LMHAER
Provider Name PARKPAUL Parks,Paul
Discharge Date 22/01/15
Discharge Disposition ASUR
Pre/Sch Reservation Date
Reason for Visit MVC

Alt Address Caicel

7. To close this screen and search for another patient, click on Cancel to return to enter new patient search
criteria.

To close the MPI routine, click on the X on the top right corner of the screen.
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Incomplete Records Desktop

This routine is used to view accounts with deficiencies. This allows you to more accurately choose the correct
account number / encounter to attach reports to.
This used to be the ‘MRI Incomplete Records’ button in version 5.57.

Guidelines:

This is for view only. Do not save any changes. AlWays Esciouit of this screen when you are closing out of it:

Both the process reports and process incomplete records routine may be open at one time to facilitate moving

between the two.

1. Onthe HIM Transcription, left click on the MRI.

2. Select the facility you need.
3. Select Incomplete Records Desktop.
The following screen appears

B Incomplete Records Desktop - LMHA (ABATEST /ABA.TEST5.67/PHR.TEST5.67 - Test) - HIMTRAN Tester

=10] x|

Udmri,Fifth Patient Med Rec Num: DJ0O0058659
10/10/1991 23/M Acct Num:
EMR Num: ABATVIG00424464-FS0
Record DJ00058659 UDMRI, FIFTH PAT¢
Account
y 4 N
I T = i

Identify the patient using one of the Patient Identification
methods. (ie. MRN, Acct #, ULI, name, etc.).
Typing the MRN will instantly bring up the patient details.

Account: Do a lookup (F9) to see the patient
visits and select the appropriate visit.

Days Incomplete
Days Suspended
Days to Process

:

Edit

See an example print screen of Account Complete
number lookup on next page. Delete E

Availability i

: HIM Visits E@l'

" Provider Provider Name Reason Available  Complete Cr 1 -

t J View
Def Slip il

Print Gl

History £l

Record Inquiry

Provider “
Available | Complete | Credit Print Notif Ltrs =
Comment Reports )

Reason Done  Auto Source PWM  Ack/Rej Comment Source Detall

_Ad‘:I PI.DVider

o Cancel
nggmg DocumentsI

4. Record —identify the patient using one of the Patient Identification methods.
NOTE: Typing in the MRN will instantly bring up the patient details.
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5. Account - —- Press [F9] to look up all the possible account numbers for the patient. An Account number
lookup window will appear. In the example below, there are three accounts for this patient with one
being an Inpatient account.

B Account number lookup

Search

Account Number Type Date  Discharge Provider ICR Data

DX0000147/15 CLI 29/01/15 NOHRCARL None
DJO000055/15 IN 29/01/15 29/01/15 JAHAMOHA Incomplete
DX0000145/15 ER  29/01/15 PARKPAUL Incomplete

On the Lookup window:
Account # = Unique number assigned to visit
Type = Admission category ex IN,ER,SDC
Date = Admission date
Discharge = Discharge date (if blank the patient is still admitted)
Provider = Doctor assigned to visit (this may differ from the dictating doctor)
ICRData=  None — no deficiencies on this visit
Incomplete — visits has deficiencies
Complete — all deficiencies have been completed for this visit.

6. Use the arrow keys to scroll the list or the mouse cursor to choose a visit. Once the appropriate visit is
highlighted, click [Enter].

A listing of doctors and their assigned deficiencies for that visit will appear. A sample screen is next.
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The Incomplete Records Desktop screen is shown below.

B Incomplete Records Desktop - LMHA (ABATEST /ABA.TEST5.67,/PHR.TEST5.67 - Test) - HIMTRAN Tester

Account DJO000055/15

Udmri,Fifth Patient Med Rec Num: DJ00058659
10/10/1991 23/M Acct Num: DJ0000055/15
EMR Num: ABATVIG00424464-FS0
Record  DJO0058659 UDMRI,FIFTH PATIENT

Dis/Ser DIS 29/01/15
*Record Available L

Days Incomplete 48
Days Suspended 0

Record Complete Days to Process 48 Edit
Complete
Record Portion 1 Delete
Box Availability = |
HIM Visits [
[ Provider Provider Name Reason Available Complete cr | =
© JAHAMOHA  Jahandardoost,Mohammad R HX 29/01/15 ‘ View
@ PAULTAMM Paulgaard-McKnight, Tammy Mae DS 29/01/15 999 Def Slip (S
Print [
History E<]
Record Inquiry
. EMR CT
Provider
Available | Complete | Credit Print Notif Ltrs =
Comment Reports EL
Reason Done Auto Source PWM  Ack/Rej Comment Source Detail

o Cancel
Mlssmg Documents‘

If this is the correct account number and you have viewed the information needed, press Cancel or the X in
the top right corner of the window to leave the screen without saving any changes.

If this is NOT the correct account number, press Cancel or the X in the top right corner of the window leave
the screen without saving any changes. Repeat the search in the Record field choosing a different account

number for the patient.

Most common Deficiencies

Mnemonic Name
C CLARIFICATION BY PHYSICIAN
CON CONSULTATION
DEL DELIVERY ROOM RECORD
DS DISCHARGE OR DEATH SUMMARY
DX FINAL DIAGNOSIS
HX HISTORY/PRENATAL FORM
NB COMPLETE NEWBORN RECORD
OR OPERATIVE REPORT
S SIGNATURE
T TRANSCRIPTION
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Provider Dictionary

This routine provides a listing of physicians and other clinicians actively providing services to patients. You
may be unfamiliar with physicians providing services in these rural regions, so accessing this dictionary will
assist you in determining the dictating physician.

The physicians are listed in this dictionary using a maximum 8-character mnemonic (abbreviation). This 8-
character mnemonic is the first 4 characters of the physician’s last name followed by the physician’s first 4
characters of his/her first name. For example, Dr. Gordon Anderson will be entered as ANDEGORD in the
dictionary. If the physician does not have 4 characters in his/her first or last name, it will use all the
characters. For example, Dr. Jett Li will be entered as LIJETT.

To access this dictionary:

1. Onthe HIM Transcription, left click on MIS.
2. Click on Provider Dictionary.

3. Click on View

HIM Transcription
ABS 4
ADM 4
BAR 4
EDM 4
EMR
ITS 4
MIS 4
MM 4
MRI 4
»
»
»

Provider Dictionary
List

MIS ]
’ View

Provider Dictionary

OE
SCH
Change Password/Pin

This will open the View MIS Provider Dictionary. All physicians actively providing services for the region
are listed alphabetically. With the large number of providers entered in this dictionary, it is advisable to
limit your search results by typing in the first 2 to 4 letters of the doctor’s last name prior to doing a
lookup [F9]. This will take you to that area of the lookup list.

4. Mnemonic field - Type the first 2 to 4 letters of the doctor’s last name.
5. Do alookup [F9] will take you to that area of the lookup list.

Release Date: 2015-Apr-28 Page 47 of 64
Revised Date: 2015-Oct-30



l.l Alberta Health
B Services IMAGING & THERAPEUTICS (ITS) — HIM TRANSCRIPTION

In the Mnemonic field, type the first 2 to 4

characters of the Physician’s last name.

Search AND S — o
[ Then press [F9]. This will open the lookup
Mnemonic Name Type | starting with the characters you typed into the
@ ANDEDAN Anderson,Dan DEN . .
© ANDEDOUG Anderson,Douglas M. DR Mnemonic field.
© ANDEGORD Anderson,Gordon Selkirk TPF
@ ANDEIAN Anderson,Ian Bruce DR
@ ANDEJESS Anderson,Jesse LC
@ ANDELANC Anderson,Lance DR
€@ ANDERONA Anderson,Ronald Arne TPF
@ ANDETODD Anderson,Todd J. TPF MED
@ ANDRBEN] Andruski,Benjamin RES
@ ANDRCHRI Andrews,Christopher Norman TPF Mnemonic
@ ANDRSAM  Andrews,Sam W TPF
Name
Active
Inactive
Address 501 10 St
City| Province| Postal Wainwright AB ToW 1R5
Telephone| Fax (780)842-3341 (780)842-5858
Adm Priv N Specialty
On Staff NPI Number
Group Pager Number

In the example above, | am looking for Dr. Gordon Anderson. In the Mnemonic field, | typed AND then
pressed the Lookup function key [F9]. The list displayed begins with the first doctor whose last name
begins with AND. Then using the arrow keys, | can scroll down the list to find the doctor.

As you arrow through the list of Doctors, their address, city, phone will display at the bottom of the screen.

On the panel on the right side of the screen, it will default to ‘Mnemonic’ and ‘Active’ doctors. If you
cannot find your selection in the display results, you can click on ‘Name’, which will change the search
results and display by Name. Again, arrow through the results to look for the doctor. You can also click on
the ‘Inactive’ button to see if the doctor is inactive.

6. Left click on the doctor you are looking for to see more of his/her professional details.
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Change Your Password

This routine allows you to change your Meditech password at any time you wish. Please note that you use the
same password for every region you log in to so if you change your password while logged into Chinook
region, it will change your password for all the other regions too.

Keep in mind your password needs to be at least 8 characters long. It is not case sensitive. Meditech will ask
you to change your password after you have logged in so many times but if you change it at the same time as

you change your network password, you will probably never get this prompt.

If you have misplaced or forgot your Meditech password and are unable to log on, please contact your local
help desk and ask them to reset your Meditech password.

1. Click on Change Password/Pin under HIM Transcription on your Meditech Main Desktop.

HIM Transcription

ABS ’
ADM ’
BAR ’
EDM »

EMR
Applications TS

4
MIS *Palliser TEST 5.67* | MIs ,
MM :
MRI >
»
b
4

OE

Change Password/Pin

)

2. Another selection will appear, click on ‘Change Your Password’.

[ L]

EMR Change Password/Pin
ITs Change Your Password
MIS Change Your ES PIN

’
’
MM ’
MRI >
’
’
’

OE
SCH
Change Password/Pin

The Change Your Own Password screen appears. (This screen is shown on the next page.)

3. Follow the prompts to change your password.
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User HIMTRAN HIMTRAN Tester

Old Password

* New Password
* Re-enter to Verify

4. Click on OK or [F12]
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Manual Printing of Reports

1. Log into the applicable site you need to print reports for in the ITS module and into PROVRPT department
2. Open the Transcriptionist Desktop and go to your Worklist to display all the reports.
The first thing you need to do is set your Preferences.

Preferences screen is used to define default preferences for your Transcription desktop display and sort, etc.
You are able to edit the preferences from the Transcription desktop using the |pPreferences (3| button.

Please refer to Preferences section in this manual for more details on setting your preferences.

3. Inthe Preferences function screen on the Reports tab:

a. If you are looking for all the signed reports for a specific physician:

Status = Signed
Status Date From Date = use the start date of Physician signing reports
Status Date Thru Date = use the end date of Physician signing reports

NOTE: (The Thru Date could be the same as the From Date if this is done daily. If this is done on a Monday,
the From Date could be the previous Friday and the Thru Date could be the Monday.)

Dictated By = Enter the Physician mnemonic (You can enter the first 3 or 4 letters of the physician’s last name
and then do a lookup [F9] and select from the list and enter.)

[This parameter setting below means it will display all reports currently at a signed status that have
been updated (Signed) on Apr 28, 2015 for Dr. John Hunter.]

B Trarmeriptimint Dehiop - POCA/QE PROVEPT (ABATEST /ABA TESTS.67 PCH. TESTSAG7 - Test) - RURER

[Main || Orders || Reports |

Status Status Date Dictated By Drictated By Date
Signed From XB/04/15 HUNTICHN - Fram
Thru ZE/04/15 Thru

Tl'-lrisw:rlnll.ﬂl‘llsl Transcribed B'f Chate I'.'H:Nl‘tl‘l'ltnt R¢p¢rt T!'H Date
Frorm From
Thiru Thru
Repart Type

EMR =F11>

Praview to

e Facility
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b. If you are only looking for a specific patient visit reports:

Go to your Worklist
On the Functions panel, click on Find Patient

Patient = Type in the Patient Identifier (MRN, ULI, or Account #). If necessary, select the Account
from the lookup list.

iv. Click Yes or No appropriately. If click on Yes, the Worklist will open displaying all reports for the
selected patient.
= Trowmaripfiist Dok bog - LVIA LV PROVEPT (ARATEST /ABA. TESTS.67 /PHRL TESTS.AT - Tast) - Rulbwy Blgks

Patient | H

Bf Confirmation

Find Patient
\?‘) DJ0000055/15 UDMRI,FIFTH PATIENT has been discharged. OK anyway?

c. If you are looking for a specific report #:

Go to your Worklist

In the Preferences function screen on the Reports tab, click on the Specific Reports button on the bottom
of the page.

Clear | Restore Defaults |i| Create List | Specific Orde —| Specific Reports JRecover Reports

Type in the Report Number(s) and F12 or Save. The Worklist will open displaying all reports you identified
below.

B Report Lookup =13

Report Number
0902-0006
2303-0001

Cancel | Save
b3 )
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4. Save [F12] if you have not already done so to save your selection criteria.

5. All the reports within your selection criteria will appear in the ITS Worklist screen. [Sample shown below.]

B Trarmariptionist Desktop - EWAA TWAA PROVRPT (ABATEST /ABA TESTS.6Y EOLTESTS.GT - Test) - Ruliy Bige B .
Udadm Gewbar,Nora Ginger EWAAUL EWAA21S 1
@ 92/F 20/11/1922 1103-0001

Allergy/AdvReac:Strawberry, Tartan Scarf
| Documents IIOndefs l
of 2 Selected 7 N 7 Pagelof1i
Documents Type Status Dictating Doctor Messages

UDADM GEWBAR,NORA GINGER
“  D0000014/15 92 F 20/11/1922 s e i
: UDADM GEWBAR,NORA GINGER
7 000001415 92 F 20/11/1922 Sorai g ONLBCE

I e P I e :

6. Highlight all the reports on the ITS Worklist screen you wish to print.

=10] %

To highlight the entire list as shown above, click on the checkmark to the left of Documents on the yellow

|shaded area.
To select only sporadic reports, click in the box to the left of each report and place a check mark in the box.
(See below.)
= Trowmariptionst Desdolays - POEAQE PROVEPT (ABATEST /ARA TESTS.67 /POH. TESTSAT - Test) - Ruley Elghs .d;l!l
Lastkick,At Thecat POEA4NIN PQEA4LE B UQO000115,/15] )
@ 34/M 10/11/1980 2304-0004 UGO001 3191 0
Allergy/AdvReac:
Documents er:-l
4 of 7 Selected Pagel of 1
bl Documents Type Status Dictating Doctor Messages worklist -
— | UDABS SURG QUICKKEYBOARD,HAYDE Find Patlent
e e oR Signed HUNTICOHN nd Pa
. UDADHM SPOTTYEARTH,PIFER LEANNE Document o
“ | uQoo10147/14 29 F 20/10/1985 i Signed ALLIEELL Modify Doc
— | UDAES SURG QUICKKEVBOARD,HAYDE De Signed HUNTIOHH —
UQOOOD118/15 B4 M 14/06/19320 4 dal; =
LASTEKICK,AT THECAT apy .
2 UQo000119/15 34 M 10f11/19E0 HF Slgned HUNTICHM HMessages =9
. UDABS SURG QUICKKEVBOARD, HAYDE 7 :
¥ | woooooseriis B4 M 14/06/1930 LM Signed HUNTIOHN ::::t?r‘n
— LASTEICK,AT THECAT
Q0011915 4 M 10711/1%E0 CONS Slgned HUNTIOHN Sign
LASTKICK, AT THECAT
T | UQosOO115/15 34 M 10/11/1980 e S HUNTIOHN EMR <F11> o
Patient Data :
Histe
[/ NS =

NOTE: You can sort by Report Type, Report Status, or Dictating Doctor by clicking on the column heading.

Therefore, if you did not set your Preferences for a specific Dictating Dr., you can sort your Worklist by

Dictating Dr for all his/her reports.

Release Date: 2015-Apr-28
Revised Date: 2015-Oct-30

Page 53 of 64



l!l Alberta Health

Services IMAGING & THERAPEUTICS (ITS) — HIM TRANSCRIPTION

Below are two options on how to manually print. Choose one that works best for you.

Print Option # 1

1. With reports selected to print, click on Print from the Function Panel buttons on the right side of the ITS

Worklist screen.

| Print Q|

2. The Print report(s) on: screen will appear.

On this screen,
a. Use MS Word — leave the default No
b. When - leave the default Now

Print On — choose Default Printer

d. Number of Copies — choose the number of copies of the report you wish to print. The default is one copy.

e. Print Single CC - choose Yes

=10]x]

*Use MS Word © Yes ® No *When Now
*Print On CcC Print Error List © Yes® No
=
*Number of Copies @ 10 20 © 40 5 Print Single CC @ Yes No
=

Click on ‘Yes’ for
Print Single CC

1. Click in the ‘Print On’ field.

2. A drop-down arrow will appear.
! 3. Click on this arrow to see
options.

4, Select‘CC.

#®

3. The Print Single CC window will appear.

On this screen,

a. Copy To —click on the drop-down arrow or do a F9 lookup. Select from the list of options
(as shown on the right). Only one option can be chosen at one time so this will need to
be done individually for each Copy to. For example, complete this for MED REC and then
again for DICT DR, etc.

The most common is Medical Records (MED REC), Dictating Dr (DICT DR), and Additional
Copies (ADD COPS)
To print a copy for Medical Records, select MED REC from the list.

Cancel oK

DEPT

MED REC

DICT DR

ORD DK
PRIM DR
ADM DR
ATT DR
FAM DR
REF DR
OTH DRS
INS COS

ADD COPS

PT LOC

—_—
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b. Print On— delete CC and enter the printer name you wish to print to. Only printers added to Meditech
system will be available in the list.

B Print Single CC =0 x|

*Copy To MED REC
2o iIDRDFHREPO1 hd

Cancel OK
% f

c. Clickon OKorF12.

d. Repeat from Step 1 but this time in Step 3a, select DICT DR or ADD COPS in the *Copy To field. Continue on
with Steps 3b through 3d until all copies required are printed.

This will send all the reports you selected in the ITS Worklist screen to print.
Printing using the method above will print the “COPY” label on the bottom of the report as shown in the example
below.

Report Number: 2104-0001 Report Number: 2104-0001
COPY: Medical Records COPY: Sauve,Michel Dominique
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Print Option # 2

1. Select View Doc from the Function Panel buttons on the right side of the ITS Worklist screen.

View Doc

2. This will display the reports you selected in the ITS Worklist screen on your monitor as shown next.

RDEWMAES

ALBERTA HEALTH SERVICES

WAINWRIGHT HEALTH CENTRE
530-6TH AVE

WAINVWRIGHT, AB

T 1RE

7B0-842-3324

CONSULTATION

COVENANT HEALTH

Mame: UDADM GEWBAR,NORA GINGER
DO 20M141522

Phone: (403)534-3032

Unit Murnber: LJ00010380

Account # LJOOO001445

LI

Gender: Female

Location: EWVVAALIT
Room: EWVWAAZ1E

DATE OF CONSULTATION: 29-Jan-2015
*TESTING PURFPOSES ONLY™PLEASE IGNORE

Testing Meditech Upgrade.

Toctino waamiial mreint flmetion ot Slamad ctatiie + if vomot

all it sasitly 1y

3. Click on the Print icon on the top toolbar

/

B B 46 s |

ALBERTA HEALTH SERVICES

WAINWRIGHT HEALTH CENTRE
530-6TH AVE

4. The Print dialog box appears as shown next.
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2| x|

Gerneral |
Select Printer
Select Printer — your default printer will be (2 HP Laserlet 4 «za Microsoft XPS Docurme
highlighted. Click on the scroll bar to i _ _ @frintto FOF
. . . 2 MEDITECH Rendering Engine iz RightFax Fax Printer
choose a different printer, if necessary.
[ 2
Statuz: Ready Preferences |
Location:
B Find Printer... |
Print Range — Ensure All is selected. [If P
. . X age Range
not, !'nutlple page reports will only print & Al Number of copies: m
the first page'] € Selection € Curent Page /
" Pages: |1 -2 | A1 Callate E n
Enter either a single page n mb?ﬁg ! !
12
Number of copies — Adjust the number of report copies you wish

to print. If you need for Dictating Dr or other Additional Copies, :
increase the number of copies to be printed. Bt | Cancel | o |

Zs

Click on Print when done.

5. The report(s) will print to the printer you identified.
6. Click on Close at the bottom of the screen to close this report.

7. After closing the first report, a screen will appear asking to choose ‘Next’ report; ‘Repeat’ to view the same report
again; OR ‘Stop’ to exit the viewing document process.

1o ||

Report #1902-0003 Continue?

)

Next Repeat Stop

To view the next report, click on Next.
8. The next report you selected in your Process Reports screen will appear on your monitor. Repeat steps 3 through 7.

After the second report is printed, a screen will appear asking to choose ‘Next’ for the next report; ‘Previous’ for the
previous report; ‘Repeat’ to view the current report again; OR ‘Stop’ to exit the viewing document process. See
screen next.
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e

2/ Report #1103-0001 Continue?

Previous

To view the next report, click on Next.

9. Continue with steps 3 through 8 until the last report appears. After the last report has been viewed/printed, and
you click on Close, a different screen will appear asking to choose ‘Stop’ to exit; ‘Previous’ to return to the previous
report; OR ‘Repeat’ to view the current report again.

=101 x|

2/ Report #2703-0001 Continue?

To exit the View Doc, click on Stop.

You will be returned to the ITS Worklist screen.
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EMR access is

for it on the main desktop as below or from any desktop with this function button [ EM

this button

EMR View Patient

available from various locations on your Main Desktop or any of the Desktops you are in. Look
R <F11> =4

or
EMR

) The F11 shortcut key on your keyboard is also still an option.

HIM Transcription
ABS
ADM
BAR
EDM

EMR  ———T .

v v v v

Applications TS
MIS *Palliser TEST 5.67* »||MIS

MM

MRI

OE

SCH

Change Password/Pin

v v v v v v

All HIM Transcribed reports are located in the ‘Other Reports’ panel in the EMR.

Use the Other

Reports menu option to view the various reports sent to EMR from other MEDITECH modules.

You can use the view selection buttons (for example, Medical/Surgical) and panel selection buttons at the top
of the screen to select the specific report you want to view.

If you click the comment bubble in the Hx column, a message appears at the top of the History Screen
indicating that the screen list contains old versions of the selected report. To view an old version of the report,
click the box containing the date and time.

The following graphic is an example of an Other Reports panel.

Other Reports - All Reports

« Date Report Dictated By D':::f;;ﬁ:ﬂ StatNepurt Hx | Image
441406 09:28 | History & Physical Batchelder,Edward H 4,/14/06 14:50 Draft ()] 1]
7/25/06 18:02 | ER Physician Documentation | Batchelder,Edward H 7/25/06 18:00 Signed c)

7/11/06 16:50 | History B Physical Batchelder,Edward H 7/11/06 16:49 Signed ) [ =
10/27/06 14:48 | History & Physical Batchelder,Edward H 10/27/05 14:47 Diraft cJ (]

[ Selected Visit :l( Lifetime Summ ary ]['-.ficw Conyerted Chaﬂs)
[ Medical/Suraical J[_ )i )l ]

all Reports ) Surgery ] ] J
(Cardiovaceular Syster Niespivatory SystemM iy ) hwutvon )
( J(_ccrobiioion  )(General)(_Emergency )

To wiew the current report, click the
comment bubble in the Report column.

[Tu view the Histary screen, click the
comrment bubble in the Hx column.
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Sorting the panel

From the Selected Visits screen, you can sort reports by date, report, the user who dictated the report, the
dictated date and time, or the report status. To select a sort order, click the heading of interest. For example,

to sort report by the report status, click the Status heading.

To reverse the sort order of a particular sort, click the same heading again. For example, if you select the
Dictated Date/Time heading, the system displays the reports from the most recent dictated date and time to
the oldest. When you click the heading again, the system reverses the sort and displays the reports from the

oldest dictated date and time to the most recent.

A green checkmark (v') displays on the comment bubble for any previously viewed documents.

The following reports are also displayed in the ‘Notes’ panel as well as the ‘Other Reports’ panel in the EMR.

e Consultation

e History and Physical

e Discharge Summary

Desktop Utility buttons
These are located on the bottom right corner of the EMR desktop.

Email — Not

Help Button Print Button used

External Link
(such as Netcare)

Lock your
session

For more detailed information, refer to the EMR Reference Manual found online.
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Quick Reference

Note: Some functions are not used by every user

Logging In °

Log into Meditech 567

Enter your User ID (it will remain your number — it won’t change to display your
name

Enter your password and the required HCIS

In Applications, Choose: MIS *<your region> 5.67*

In HIM Transcription or HIM Staff listing, click on ITS

Choose the appropriate Facility & Site & Department

In ITS menu, choose Transcriptionist Desktop

You will default to the “worklist” screen.

HIM Transcription / HIM
Staff Menu

Not every user will have access to every function in the list

ADM: register POV visits for those that require and access various reports such as
Census, Admission and Discharge reports, etc.

EMR: launches the EMR

ITS: takes you to the Transcription desktop where most of you will be working
from

MIS: access to Provider Dictionary = View

MRI: access to view patient visits and the Incomplete Records

Change Password/Pin: change your password

You have the ability to sort by Report Type, Status, Dictating Doctor by clicking on the

Sorting options for Worklist | column heading you wish to sort by.

Selecting multiple reports Check the checkbox(es) to select multiple reports

on Worklist

Transcriptionist Desktop °
Functions Panel °

Depending on your role, you may not see all the following functions.

Worklist — displays what you define in ‘Preferences’

Find Patient — search for a specific patient

Document — create a new document in Meditech

Modify Doc — edit/modify an existing document (ie. change patient, etc.)
Copies To — view or edit the recipients of a report

Edit Batch — batch edit a selection of report(s) (ie. change status, etc.)
EMR — launches the EMR

History — shows all orders/reports for a selected patient

Print — print report

Preview — preview report on screen as it will look like when printed
View Doc — view report on screen

View Detail — view details of the report (ie. audit trail)

Change Dept — change department

Change Site — change to a different site within the region

Preferences — selection of criteria to determine which reports appear on worklist
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Edit Patient on Report

Only Auditors will have access

e InITS Worklist, highlight the report or place checkmark in box

e Click on Modify Doc

e Click in *Patient field; delete the current patient; type in the correct patient’s acct
#, MRN, or ULI

e Save

Change Status on Report
(Option #1)

Only Auditors will have access

e InITS Worklist, highlight the report or place checkmark in box
Click on Modify Doc

Click in *Status field; type in the correct status

e Save

Change Status on Report
(Option # 2)

Only Auditors will have access

e InITS Worklist, highlight the report or place checkmark in box
Click on Edit Batch

Click in Change To Status field; type in or select the correct status
e Save

Edit Report Type

Only Auditors will have access

e InITS Worklist, highlight the report or place checkmark in box

e Click on Edit Batch

e On bottom of screen, click on Report Type

¢ Inthe Change to Report Type field; choose the correct report type
e Save

Delete a Cancelled Report

Only Auditors will have access

e First, the report must be at a ‘Cancelled’ status

e From the Meditech Standard list, click on Management Routines = Report 2>
Delete Cancelled Report

e |dentify the Patient and the Report (do a lookup to see what reports are available
to delete. Only Cancelled reports will display.)

e Saveor [F12]

View reports for Patient for
ALL sites within the HCIS

Log into the appropriate department (PROVRPT or HREC)
e InITS Worklist, click on History

e Search for Patient

e Click on OK

Search by Specific Report #

On the Preferences function, on the bottom of the screen, click on ‘Specific Reports’.
Type in the report #(s) and F12 or Save.

You can’t see the report you
just typed on Worklist; or
edits made to report in
eScription are not updating

On the ITS Worklist screen, click on Refresh

(Sometimes there may be a longer time delay for new reports and/or updates to the
report(s) to cross from eScription.)

You do not see ANY reports
on Worklist or reports are still
not showing after you have
‘Refreshed’ your Worklist

e From your Transcriptionist Desktop worklist, go into Preferences
e Check all your fields on the Main and Reports tabs to ensure all are as you need
= On MAIN tab, ensure a number of Rows is entered for Report Panel Rows Per
Page
=  On REPORTS tab, ensure Status and Status Date are completed
NOTE: Refer to Transcription Reference Manual for more details
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Meditech Help

F1
F1 on the Keyboard -J

| 2

Or ? on the bottom right of the screen: |

An overall help screen for the routine will appear. If you put your curser in a specific
field on the help screen and click field-specific help will display.

Netcare

e F2 oronthe bottom right corner of the screen is an icon you can click:

aalele

Keyboard Function Key

e F2 - Netcare

e F9 - Lookup

e F11 -EMRlink

e F12 - Ok, Save or File

e Spacebar — will place a check mark in box(es) for highlighted report on ITS Worklist

Shortcuts

e Date Fields: T =today, T-1 = yesterday, etc.

e Time Fields: N =now

e Shift-Tab — moves back one field

e Spacebar-Enter —recalls last patient you were in
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Questions?

For any Transcription Process issues, please contact an Auditor in your Zone.

HIM.MT.Auditors.South
HIM.MT.Auditors.North
HIM.MT.Auditors.Central

Covenant
HIM.MT.Auditors.Covenant
HIM Medical Transcription - COV — Rural
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