
Medical Records (MRI)

Master Patient Index Feature 

Purpose: 

The MPI routine is used to maintain the patient information and Master Patient Index (MPI) files. 
You can also review and list the MPI information if you use the Demo Recall feature. The 
Medical Records Application (MRI) includes patient information that you enter via the following 
routines: 

• Registration Routines in the Admissions Application (ADM)
• Demo Recall Routines in the ADM / MRI Application
• Enter/Edit Patient Routine in the MRI Application

Note: This manual discusses Edit and View options in MPI and Demo Recall. If your position 
does not require you to have Edit access, the Edit screens will not be applicable to you.  

Desktop: 

This desktop serves as the screen from which users can access the key Master Patient Index 
(MPI) and related routines.  
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Patient Searches: 

At the Record prompt the following Patient Identification methods can be used: 

• Unit number (MRN), prefaced by facility prefix. Example: GG636254.

• Account number, prefaced by A#.   Use the account number only for patients with an
active patient account.  Example: A#GG654/05

• ULI (unique Lifetime Identifier) prefaced by number sign (#) .Example:  #938373940

• Patient's name, use the LASTNAME,FIRSTNAME MIDDLE NAME format. Example:
SMITH,ROBERT JOHN.

o You can also invoke the Search Criteria screen immediately if you enter one of the
following: PARTIALNAME/S or simply /S.

• Enterprise medical record (EMR) number prefaced by E#.  Example:
E#HUBLIVE00000000-FS0.

o In TEST use format: E#ABATVIG00000000-FS0.

• Patient's policy number prefaced by P#.    The policy number may be the patient’s
Canadian health care number (if an Alberta resident, will likely be the same as their ULI) or
it can be a private insurance policy number.  Example: P#920320330

• Date of Birth prefaced by B#DD/MM/YY. Example: B#01/01/80

• Telephone number prefaced by T#0000000000. Example: T#7805551234

• Press [SPACEBAR] and then [ENTER].  This will recall the most recently identified patient
within a routine.
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Routines: 

Edit Routine 

Patient Data – Enter/Edit 

Use this routine to enter/edit patient and medical record information. 

Created: April 30, 2015 
Revised: June 11, 2018

Page 3 of 16



Medical Records (MRI)

Visits – Enter/Edit 

Use this routine to view a patient visit history.  Edits to the visit screen should be done by 
authorized staff only. 

Enter New Visit – Do not use. New patient visits should be registered in the ADM module. 

CDS (Custom Defined Screen) – Only applicable for some facilities. If the CDS button is grey, 
then there is no CDS available.  If the CDS button is highlighted, then there is a CDS available 
to enter/edit. 

Delete Visit – Do not use. Visits should be cancelled within the ADM module by authorized 
staff. 

Critical Care Indicators – Enter/Edit 

This routine is to be used by Infection Control and other authorized staff only.  Critical Care 
Indicators are entered into a Custom Defined Screen specific to each HCIS.  Once the 
information is entered, a CCI Alert will pop-up in ADM every time the patient is registered. 

Amendments - Enter/Edit – Do not use 
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Merge/Unmerge/Move Acct Routines  – Do not use. Data Integrity Unit (DIU) staff only.  

View Routine 

Patient Data - View 

Use this screen to view patient and medical record information. 
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Visits - View 

Use this screen to view patient’s visit history. 

Alt Address – Do not use 

CDS (Custom Defined Screen) – Only applicable for some facilities. If the CDS button is grey, 
then there is no CDS available.  If the CDS button is highlighted, then there is a CDS available 
to view. 

Critical Care Indicators - View 

Use this routine to view the Critical Care Indicators CDS. 

Amendments – View – Do not use. 
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Print Patient Routine 

Use this routine to print either of the following, or both for one or more patients. 

• Patient Data Report – Detail or Summary
• Patient ID Card – Do not use

Patient Data Report 

This report includes the Master Patient Index (MPI) data as the MPI appears in the Enter/Edit 
Patient Routine. You can print a Detail or Summary version of the Patient Data Report. 

To view Select the 
The following types of visits: 

• All recurring patient revisits

• All outpatients that are converted to inpatients accounts.
These appear twice with separate entries for both
outpatients and inpatients.

Detailed Report 
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To view Select the 
The following types of visits: 

• The first and last recurring patient revisits (with the dates
of each) that share one account number.

• All outpatient accounts converted to inpatient accounts
(these appear as inpatients on the report)

Summary Report 

The total number of visits Summary Report 

Record Inquiry Routine 

Use this routine to view medical record summaries. 
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Reports Routines 

You can use the following routines to generate standard reports that allow you to monitor the 
activities of the Medical Records Department. 

EMR Routine 

Use this routine to access the EMR. 
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Demo Recall Routine 

Demo Recall Routine is now accessed within the MPI Feature. This routine consists of three 
screens: Edit, View, and Print. 

Demo Recall is a permanent file that stores patient demographic information such as insurance, 
next of kin, address and guarantor. The system creates a single Demo Recall file for each patient 
and contains the type of information that does not typically change with each visit. 

Use this screen to enter the patient for which you want to edit, view or print demographic recall data. 
After you Save the screen, the Demo Recall Data Routine appears and you can edit, view or print 
the data for the selected patient.  
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Patient Screen: 

Contact Screen: 
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Guarantor Screen: 

Insurance Screen: 
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If the patient has Out of Province Insurance, a CDS with additional info is required to 
complete. 

Note: The CDS will look different in each HCIS. This is an example only: 

Provider Screen: 

Created: April 30, 2015 
Revised: June 11, 2018

Page 13 of 16



Medical Records (MRI)

Queries screen: 

Allergies: 
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Patient Routines - MPI Maintenance  

If you have access to the MPI Maintenance Routines, they can be found in the menu below: 

MPI Reports Menu 

These are the same standard reports found on the MPI Desktop.  The reports can be accessed 
from the desktop or from the reports menu below: 
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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.  
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