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Incomplete Records (ICR) Feature
Purpose:

The Incomplete Records Feature allows you to manage the processing of medical records with
incomplete or insufficient data.

Desktop:

The ICR desktop serves as the main screen from which users can access the key Incomplete
Records routines and reports.

Record
Account

*Record Available Days Suspended

Dis/Ser Days Incomplete
Days to Process

Record Camplete Edit

Complete

Record Portion Delete
Box Auailability

HIM Wisits

[ Pravider Provider Name Reason Available | Complete Cr )
Def Slip
Print
History
Eecord Inguiry
Provider

Available | Complete | Credit Print Motif Ltrs

Comment Reparts

Reason Done  Auto Source PWM  Ack/Rej Comment Source Detail

) . Cancel
_Add R Ducuments‘

Incomplete Records routines appear either on the ICR Desktop screen (as above) or individually on
the Incomplete Records Routines menu.

Meditech MRI Standard
MPI Desktop

Incomplete Records Desktop
ROI Desktop

Locator Desktop

Echart Desktop [Incomplete Record Routines |
Provider Management Desktop Suspend/Resume Incomplete Recard Process
Patient Routines ¥ || addit. Incomplete Record Routines »

Incomplete Record Routines »
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Routines:

Routines Used to Manage Incomplete Records:

If you want to Use the following

Identify deficiencies and providers Edit
responsible for completing the record

Edit incomplete record data

Credit providers for times when the record
is unavailable

Indicate the completion of the record (that
is, change the status of the record from
incomplete to complete)

View the Edit Incomplete Record Routine View

Complete multiple records for a provider Complete

Record a provider's visit to the Incomplete

Records area HIM Visits by Provider Log

Delete records from the Incomplete Records Delete Record
Feature

When the Incomplete Records and Record Locator features are LINKED:
(ARH, NLH, PCH, CHR)

Sign out an incomplete record and make a Single Sign Out Record Locator routine
reservation for ICR

Return a record to ICR

Suspend the DAYS OUTSTANDING count
when you MOVE an incomplete record

When the Incomplete Records and Record Locator features are NOT LINKED:
(DTH, ECH, PHR)

Suspend and resume the processing of Suspend/Resume Process
incomplete records (to credit providers for
time when the records are unavailable)

Enter or edit dates that a provider is Enter/Edit Availability Routine
unavailable to work on incomplete records
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Edit Record Routine

Use this routine to enter a record portion into the Incomplete Records Feature and to complete
returned record portions. If a provider returns several incomplete records at one time, you can use
the Complete for One Provider Routine to complete the record portions all at once.

P% Incomplete Records Desktop - AABA [ABATEST/ABA TESTS5.67/ARH.TESTS.67 - Test) - Leanne P Mccarroll

Udmri Bad,Boy Med Rec Mum:  PBO0OOS54153 ***Confidential***
08/08/1980 34/M ACct Num: PEOO10041/14
EME. Mum: ABATYIGOO422550-F50
Record PBOCOS4153 LDMREI BAD,BOY
Account  PROO10041/14
Dis/Ser DIS 09/01/15 Days Incomplete u]
*Record Available 09/01/15 Days Suspended u]
Record Complete Days to Process 0 Edit B
I Complete :
*Record Portion 1 I Delete
Box HARTMICH Hart,Michelle I Awvailability l
HIM Wisits
[ Provider Provider Mame Reason Available | Complete cro - =
@ HARTMICH Hart,Michelle DDS DOR SDR+ 09/01/15 ‘ AR
@ SMITERIN Smith, Erin DCO 09/01/15 || Def siip <l
I Print Qil
I History I
Record Inguiry
Provider SMITIOHA Smit,Johan
*Available | Complete | Credit  09/01/15 Print Motif Ltrs
Comment Reports
*Reason * Done Auto Source Py Ack/Rej Comment Source Detail
sCo M |

Cancel

#®

Add Provider | Missing Documents

Add Provider Button

Use this button to add providers to the Process Incomplete Record Routine.

After you click this button, the cursor moves to the remaining fields at the bottom of the screen and
you can enter Incomplete Reason information.

NOTE: The Provider Available Date is a required field in 5.67.

Missing Documents Button — not used.
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Complete Record Routine

If a provider returns several incomplete records at one time, you can use this routine to complete the
record portions. After you select this routine, you specify a completion date and a provider. You can
complete only those records for a date later than the date the record became available to this
provider.

Completion Date 05/02/15

Provider HARTMICH Hart,Michelle

Med Rec Num Mame Account Mum Feasons C
1 PEOOOS4141 UDMRI BELACK,JONE RUOO13167/14 DHP Y
2 PBOOOS4153 UDMEI BAD,BOY FBOO10041/14 DDS DOR SDR SOR ¥

Complete
Delete
Availability
HIM Wisits

Def Slip

History

Print Motif Ltrs &3

Reports EH

After you complete a record using this routine, the record is no longer incomplete for that provider.
The completed record is purged from ICR according to hospital-defined parameters. The record can
also be removed using the Delete Record Routine.

The Link and the Complete Record Routine (ARH, NLH, PCH, CHR only)

When the Incomplete Records and Record Locator features are LINKED, you can use the Complete
Record Routine to:

e sign out a newly completed record portion to a recipient who has reserved that record

e reserve arecord for a recipient if you need to process that record

When you complete a record portion that has been reserved, a message alerting you to the
reservation appears at the bottom of the screen. You can then sign the record out to that recipient
directly (you do need to use the Return & Sign Out Reserved Records Routine to do this).
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If a record has been signed out and is later determined to be incomplete, you can use the Edit ICR
Routine to assign it to Incomplete Records Processing. At the same time, you can use this routine to
make a reservation for the recipient from whom you are taking the record portion. Then, when the
record is completed, you can use this routine to sign it back out to that recipient.

Signing Out the Record to the Next Recipient

After you file the Complete Record Routine, you can sign out the record portion to the next recipient
directly, if:

e the Incomplete Record and Record Locator features are LINKED

e areservation for this record exists in the Record Locator Feature

In this case, the following prompt appears (example only):

To sign out the record, enter Y.
Completing a Record Before Its Available Date

If the date you entered in the Completion Date field in the Complete for One Provider Routine is prior
to the date a record is available, the following message appears:

@ Completion date earlier than date available for PEODDS4153 PEOD10041/14 - not completed.

To complete the record, exit from the routine and select the routine again. Enter a correct date,
identify the same provider, and enter Y in the Complete field.
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Delete Record Routine

Use this routine to delete records that are now complete, as well as records that were incorrectly

entered into the ICR.

Note: This routine deletes the record from the ICR only, not from the Master Patient Index (MPI).

™
>/
Udmri Bad,Boy Med Rec Mum:  PBOO0S4153 ** *Confidential® * *
08/08/1980 34/M Acct Num: PEOO1O041/14
EMR Mum: ABATYIGOO0422550-FS0
Recard PBOOOS4153
Date Awvailable 09/01/15
UDMRI BAD,BOY
Date Complete
Account Mum PEOO10041/14
Dis/Ser OIS 09/01/15 -
Days Outstanding 27 Gt
Complete
Delete
Record Portion 1 Availabiit
Days Suspended u] Vala_ I_I ¥
Days to Process 27 HIM Visits
[ Box  HARTMICH Hart,Michelle ] Def Slip
Print
Provider Provider Name  Available Completed Reasons Comments Cr History
1 HARTMICH Hart,Michelle 09/01/15 DDS DOR SDR SOR Recaord Ingquiry
2 SMITERIMN Smith, Erin 09/01/15 DCo
3 SMITIOHA Smit,Johan 09/01/15 SCO LB £
Print Notif Ltrs B3
Reparts
Cancel QK
b3 of
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View Record Routine

Use this routine to view data entered in the Process Incomplete Record Routine.

—
=
Udmri Bad,Boy Med Rec Mum:  PBOOOS4153 ***Canfidential™**
08/08/1980 34/M acct Mum: FEOOL10041/14
EMR Murm: ABATYIGO0422550-F50
Record PEOOOE4153 UDMREI BAD,BOY
Account PBO010041/14
Dis/Ser oIS 09/01/15 Days Incomplete 27
Record Available 09/01/15 Days Suspended a
Record Complete Days to Process 27
Record Portion 1
. Complete
Box HARTMICH Hart,Michelle
Delete
Availability
HIM Wisits
Provider Provider Name Reasan Available | Complete Cr |
@ HARTMICH Hart,Michelle DDS DOR SDR+ 09/01/15
@ SMITERIN Srnith,Erin Oco 09/01/15 Def Slip
& SMITIOHA Srit,Johan SCO 09/01/15
Histaory
Recaord Inguiry
Provider HARTMICH Hart,Michelle EMPR
Available | Complete | Credit 09/01/15 . .
Print Motif Ltrs
Comment
- - Reports
*Reason Done  Auto Source Py Ack/Rej Comment Source Detail |
oDs M M
DOR N N
SDR M M
SOR N N

§300808
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Deficiency Slip Routine

Use this routine to print the deficiency report. This report includes information for a specific patient
visit (identified by account number). You can enter unlimited numbers of records and account
numbers for a record.

To print several copies of the Deficiency Record Report for the same account number, use the Print
Manager. For example, you might want to print a second copy of the report as a deficiency slip and
attach it to the patient's record.

The system prints a Deficiency Record Report for each specified record portion and account number
in the order they were entered on the screen.

F% Incomplete Records Desktop - AABA [ABATEST/ABA TESTS.67/ARH.TESTS.67 - Test] - Leanne P Mcearroll

Edit E.

Cormplete

Delete

Med Rec Num Marne Account Num #vailahility o

1 PBOOOS4153 UDMRI BAD,BOY PBEOO10041/14 HIM Yisits ml
2 PROOOES4139 UDMRI LOUDKEYBOARD,NATE PBO010036/14 View
g PROOOS4140 UDMRI STRAMGETROLL,DALAINEE RA RUOO13166/14 -
4 ﬂ Def Slip &
5 Print s |
6 History
7 Record Inguiry z
8

Print Motif Ltrs &3
Reparts

Cancel
¥

After the header that displays information about the incomplete record, the deficiency report lists the
following details for each provider:

. date that the record is available

« reason the record is considered deficient
« reason comments

. credit days

Note: Deficiency slips can be set to print all providers on one single page or print a separate page
for each provider. Print preference is determined by the Suppress Page Break on Def Slips
parameter in the MRI Parameters.
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Print History Routine

Use this routine to print the current patient’s Incomplete Records Audit Trail Inquiry that incorporates
all changes to this record.

After you click the History button, the Print Destination Screen appears and you can print a history for
the current record.

Record Inquiry Routine

Use this screen to view medical record summaries.

-
=l
= . * ko H * ko
Uudmri Loudkeyboard’Nate Med Rec Mum: GGO0051561 Confidential
46/M  06/11/1968
EMR Num: ABATYIGO0406140-FS0 Amendment on File
Signed Out Portions
[ Partion Signed Out To Date Out « |
2 CODING 27/10/14 -
1 EMERGEMCY ROOM 14/11/14
B EMERGEMCY ROOM 02/12/14
4 AMESTHETIST STUDY 29/12/14
10 EMERGEMCY ROOM 05/01/15 - -
PF ADMITTING 13/01/15 o Edit B,
Pending Reservations || complete
[ Partion Requested By Comment Date Needed | I Delete
4 AN 02/12/14 - || vailahility ] |
5 AMNA 02/12/14 HIM Wisits [E%)
7 A& 02/12/14
] ANA 02/12/14 Yiew
] ANA 02/12/14 o | pef sip =
10 BRYC BRYCE SIGNED OUT CHART 05/01/15 I g G.I:il
Incomplete R.ecords § Fistory
| Account Mum Type Record Available = Days Inc Days Del | R 4 Inaui o
ecord Inquir 7
HTOO12664/14 ER 12/10/14 149 - b
GGO010080/14 M 15/10/14 146 125
GGEO0010099/14 M 14/11/14 116 QL
GGO010116/14 M 15/12/14 85 G54 Print Matif Ltrs 553
GG0010122/14 1N 02/02/15 36 u] ﬂ Reparts 4
GGO011122/14 M 19/02/15 19 u]
Release Of Information
| Reguester Date Logged - Status |
15/10/14 oM HOLD -
WCBAR 15/10/14 OMN HOLD
WCBAR 27711714 LOGGED
ASGCS 02/12/14 LOGGED
DaVPF AL 02/12/14 LOGGED j

EMR Routine

Use this routine to access the EMR.

Print Provider Notification Letters Routine — Not used. Refer to Zone Curtailment Process.
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Reports Routine

Medical Records Index (MRI)

Use the Incomplete Records standard reports to help you monitor the processing of incomplete

records.

Incomplete Records Reports
Audit Inquiry

Productivity Report

By Patient Name

By Terminal Digit

By Days Outstanding

By Provider and Patient Name

By Provider and Number

By Provider and Days Outstanding
By Reason and Provider

By Provider and Reason

By Locator Recipient

Completed Dates by Provider

HIM Visit Log

PWHM Letter Audit Trail by Provider
PWHM Letter Audit Trail by Letter
PWHM Letter Audit Trail by Date

Failure Queue

Audit Inquiry

Use this audit trail inquiry to view a list of all activities performed in the Incomplete Records Feature
for an incomplete record from the time it is created to the time it is completed. The report lists which

activities were performed when and by whom.

You can access this report by either the Audit Trail Inquiry Routine or from the Incomplete Reports

Desktop via the History Routine.

Productivity Report

Use this routine to print the Incomplete Record Productivity Report. The system counts the number of
times individual users filed the Process Incomplete Record Routine within a specified time period. The
report also provides a cumulative total number of times users file the routine.

Incomplete Records Outstanding for a Specified Number of Days

When printing ICR reports, you can list all incomplete records (that is, those records outstanding at
least 0 days) or records outstanding for a specific number of days (for example, 14 or more days).

If you want a report for

Use the following routines

All records outstanding for a specified
time

List by Patient Name
List by Terminal Digit
List by Days Outstanding
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If you want a report for Use the following routines

Records outstanding for a specified List by Provider and Patient Name

time, for a specific provider(s) List by Provider and Number

List by Provider and Days Outstanding

Records outstanding for the specified List by Reason and Provider
time, for a specific provider or providers,

i List by Provider and Reason
for a specific reason or reasons

Records outstanding that are signed out List by Locator Recipient**
of the Health Records Department

Records outstanding that have been Completed Dates by Provider
completed by providers

Listing all information collected in the HIM Visits Log
HIM Visits routine

**_ocator Recipient Report:

The Effect of the LINK on the List Incomplete Records by Locator Recipient Report -(AHR,
NLH, PCH, CHR only)

When the Incomplete Records and Record Locator features are LINKED, the system automatically
signs out incomplete records to ICR (Incomplete Room) or IMF (Incomplete Main File).

Therefore, when the features are LINKED, an additional field appears on the List Incomplete Records
by Locator Recipient Routine screen that allows you to exclude all records signed out to the
incomplete records area. You can thus choose to list only those incomplete records that are signed
out to locations outside of the Medical Records Department's incomplete records area.

When the Incomplete Records and Record Locator Features are NOT LINKED - (DTH, ECH
and PHR only)

You can use the List Incomplete Records by Locator Recipient Report whether or not these features
are LINKED. If they are not LINKED and you want incomplete records signed out to a locator recipient
to appear on this list, your portion names must be consistent. The name assigned by the Record
Locator Feature to the portion of the incomplete record signed out must be the same as that assigned
by the Incomplete Records Feature.

Assume, for example, that an incomplete record has the portion name Volume 1, assigned via the

Incomplete Records Feature. The Incomplete Records and Record Locator Features are not LINKED,

Created: April 30, 2015 Page 11 of 14
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and you sign out this portion to locator recipient 2E via the Sign Out & Reserve Record Routine.
However, you enter Vol |, instead of Volume 1.

Later, you want to check on the location of your incomplete records signed out to 2E, so you use the
List by Locator Recipient Report and specify recipient 2E. However, the incomplete record you signed
out to 2E does not appear on the list because the portion name you entered does not match the
portion name the record was assigned via the Process Incomplete Record Routine.

PWM Letter Audit Trail Reports — Not used.
Failure Queue Report — Do not use.

Incomplete Record Routines:

The Incomplete Record Routines feature includes additional routines that appear only on the standard
menu and not on the Incomplete Records Desktop.

Meditech MRI Standard

MPI Desktop

Incomplete Records Desktop

ROI Desktop Addit. Incomplete Record Routines
Locator Desktop Incomplete Records Count

Echgrt Desktop Incomplete Record Routines Delinguent Record Count

Provider Management Desktop Suspend/Resume Incomplete Record Process

Print Record's Incomplete Portions
E/E Delinquent Days for Patient Types
E/E Default Date Available

Patient Routines
Incomplete Record Routines
System Management
Reports

Health Portal Routines

Care Team

Addit. Incomplete Record Routines 4

v wrwww

Suspend/Resume Process Routine (DTH, ECH and PHR only)

When the Incomplete Records and Record Locator features are NOT LINKED, this routine allows you
to suspend and resume the processing of an incomplete record. The record is SUSPENDED when it
is removed from Incomplete Records Processing (for example, sent to the business office for an
audit). When it is returned, processing is then RESUMED.

Record GG00051561
UDMRI LOUDKEYBOARD,MNATE

Account Mumber GGO010116/14

Discharge/Ser DIS 13/12/14

record Partion 1 Suspended on Resumed on
05/02/15 12/02/15
| -
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After the SUSPENDED date is entered, the system starts counting the number of days the record is
unavailable. It then subtracts this number from the Day Outstanding to obtain the number of Days

To Process, which accurately reflects the amount of time the record is available for the provider to

complete.

In addition, each time an incomplete record is SUSPENDED, the system updates the total Days To
Process count for the record itself; this value appears on the Process Incomplete Records screen.

Additional Incomplete Record Routines

Incomplete Records Count

After you select this routine, the system immediately calculates the total number of records, active in
the Incomplete Records feature, that have at least one incomplete portion (that is, all records with an
ICR status of incomplete). It then displays that number on the screen.

Delinquent Record Count

Use this routine to calculate the total number of incomplete records that are considered overdue or
delinquent records.

Note: This number of days is based on the criteria defined in the Enter/Edit Delinquent Days for
Patient Type Routine.

Print Record's Incomplete Portions

Use this routine to print the Record's Incomplete Portions Report. The incomplete records data for all
incomplete portions of a single record entered in the Process Incomplete Records Routine appears on
the report.

Enter/Edit Delinquent Days for Patient Types — Do not use.

Enter/Edit ICR Default Date Available — Do not use.

Record Locator: The Link (CHR, ARH, PCH, NLH only)

If the Record Locator and the Incomplete Records features are LINKED, any record that has an ICR
reason attached to it will automatically be signed out to ICR (Incomplete Room) or IMF (Incomplete
Main File).

If the record is moved to another recipient, the system will automatically reserve the record for
recipient ICR or IMF.
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When an incomplete record portion is moved, the system automatically suspends the Days
Incomplete count for all accounts associated with that portion. Therefore, the physician will not have

deficient days count against him/her if the chart is not available to him/her.

MRI Custom Reports

Custom reports (aka NPR reports) can be found in the MRI BSS Custom Reports menu. This menu is
currently organized by HCIS. Before Go Live, we hope to have this menu organized by each MRI
Feature — MPI/Demo Recall, DIU, ICR, ROI, Locator, Public Health and Misc.

Applications
ABS *David Thompson Health TEST 5.67*

ADM *David Thompson Health TEST 5.67*

EDM *David Thompson Health TEST 5.67*

ITS *David Thompson Health TEST 5.67*
MIS *David Thompson Health TEST 5.67*
MRI *David Thompson Health TEST 5.67*

-
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MRI Desktop
Meditech MRI Standard

Change your Password/PIN
MRI BSS Custom Reports

MRI BSS Custom Reports

ARH
CHR
OTH
ECH
MLH
PCH
PHR
Al HCIS's
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