" ama REQUEST MANAGEGMENT ROI PROCESS

OPERATION B T [ |

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)
ALL HIM ROLES

HIM - Release of Information: Request Management Process Request (4A)

1. Loginto the Cerner Storefront and select AccessHIM | [E AccessHim -

2. Login AccessHIM as a HIM-Tech.

eeeeeeee

Password: pre—
o
~ Cerner Domain: [ NIAG_CD CERNCD.COM "l

3. Open application on Cerner Millennium using your log-in credentials for HIM.

£ cerner
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iy REQUEST MANAGEGMENT ROI PROCESS

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

4. AccessHIM opens. S P—— ~ 0 «x

22 5 al+ 2| |es|l@vy g =10
Last Updated:  2:15:13PM

TeskType TaskStatus Reason PatientName SSN MRN FIN AdmitDate DischargeDate EncounterType Medical Sen|

Total:0 Pending:0 Opened:0 OnHold: 0 In Proces

5PM EDT | nhshirtech01@p3076.niag

5. Open the Request Management Perspective by selecting View tab, click Open Perspective, the
Request Management.

B AccessHIM - Task Queue
File View Help

Sear Open Perspective > & Registration Services
e B Open View 5 |5 RequestManagement ME
d Perspective Layout ¥ % TaskQueue

‘TaskType Task Status  Reason  Patient Name 55N MRM  FIN Admit Date Discharge Date  Encour]

6. Navigate to the Request Queue tab and enter search criteria (Request Number, Requester,
patient, Tracking ID). Click T R
sea rch. R pationt e e o Last Updated: 2:34:50 PM

@, | ZZTEST.GEM Q ][

» Additional Search Criteia
[]Save Search as Default  Load Defauits Clear Defaults

[7 Print Request RequestType PatientMame Hold Note Requester Facity Status ReportRequestStatus Reque:
[m] 27380.. ROINon-Bill ZZTEST, GEM law, St.C.. Initial
27380, AccessRec.. ZZTEST, GEM test, 9o SE G Initial

7 it of Dis... ZZTEST, GEM law, st.C..

Required Date/Time  Days Overdue  Request Status |
06/5ep/2024 1:40... 0 07/Aug/20242:)
p/2024 229, 0 08/Aug/2024 2
p/20242:33... 0 08/Aug/2024 2:

Note: if choosing to search Patient or
requester the will prompted a
secondary window with advance search
criteria if necessary. 8 = ==

. COHotel Di 2
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REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

7. Highlight the appropriate request.

4 Request Queue

@m =0

Last Updated: 2:34:59 PM

Requester Patient Request Number Tracking 1D
A |zzrEst 6im Q [
» Additional Search Criteria
4 Search | [ Save Search as Default  Load Defaults Clear Defaults
[ Print Hold Note Requester Facilty Status ReportRequestStatus RequestDate/Time Required Date/Time Days Overdue Request Status|
" » 31 Hion- i aw,; StC. initial /R334 1240, " 06/5ep 2004 1240 .., O B Rug/a0
280 AccessRec.. ZZTEST, GEM test go..  St.C.. Initial 03/Aug/20242:29... 07/Sep/2024220... 0 08/Aug/2024 2
27380.. Audit of Dis... ZZTEST, GEM law, St.C.. Initial 08/Aug/20242:33... OT/Sep/2024 233 ... 0 08/Aug/2024 2
< >
review the request details. Fie Ve _Hdp
Search by Name MY o
4 Request .= Invoice| A Notes| | Holds| [ xR Template | [#] %R Distribute + % R =
Request Number Request Type Facility Requester “
ROI Non-Bill St. Catharines Site law
 Patient Information
Patient Name
Patient Name:  ZZTEST, GEM MRN:
Date of Birth:  Sunday, January 1, 1930 Sec  Male
Privacy Status: zzNot on File
Patient Name Admit Date Discharge Date  FIN Encounter Type  Facility Attending P
ZZTEST, GEM
< >
» Paper Documents for ZZTEST, GEM
~ Delivery Information
Delivery Method
Mail Billable Pre-Bill
« Address Information
Print BillTo Mail Te Type  StreetAddress1 Street Address2  Street Address3  Street Address4  City g
Thir.. 5357 test test test test NiagaraF... (
< >
+ Accounting of Disclosure
D Required
Purpose Description
legal test log a request test test
« Request Information
Request Reason Authorization Required Request Status
Other Implied Consent Initial
Rejection Reason Request Date Request Time
Chart Unavailable to Provide A || 07/Aug/2024 1:40 PM
Duplicate Request Required Date Required Time .
< T >
a =

niagarahealth
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iy REQUEST MANAGEGMENT ROI PROCESS

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)
9. Click on the XR Template tab.

E: AccessHIM - Request Management

File View Help

Search by Name = Oﬁ -

ﬂa | = Request (?:__' Invoice (‘a Notes( 4 Holds (E XR Template @ XR Di;tribute} & = 8 ‘

‘ > |

10. Select the appropriate XR template.

E AccessHIM - Request Management
File View Help

Search by Mame = Oﬁ L

m - Request (?:_.I Invoice (‘a‘ Note;( . Holds (E XR Template . [B] XR Distributq @ = 0
| B

Administrative Template (Internal)
Cumulative Laboratory Template
Discharge Instructions Template
Document Template

ED Transfer Template
Inpatient/General Transfer Template
Laboratory Template

Master ROl Template

Micre Template

MNICU Transfer Template
Radiology Template

Social Work Template
Note: Templates are R

based on position security. Users can set a default in Request Management/Template Preferences.

11. Select individual sections (if |5 acccrin- reques Monsgement
File View Help

applicable). [Sachoytome ][] & %~

n a ~d Request (g Inveice r‘& Notes ( . Holds rﬂ XR Template @ XR Dlstr\bute] & = 8
[ Stendard ROI Packet ~|
v [ Standard ROI Packet ~

= CLINDOC - Facesheets
~ = CLIN DOC - Emergency Documentation
© Emergency Documentation
= CLIN DOC - Consultation Notes
v = SINGLE DOC - Discharge Summary
O Discharge Summary
= SINGLE DOC - ED Note Physician
ry and Physical

PATH - Pathology Reports
LAB - Blocd Gases

LAB - Hematology

LAB - Chemistry

LAE - Therapeutic Drug Monitoring
LAB - Toxicology

- Trace Elements

LAB - Flow Cytometry

LAB - Body Fluids-Other Sources
LAB - Urine

LAB - Misc Send Outs

LAB - Prenatal Screening

LAB - Allergy Testing

LAR - General Lah

| ~ Hotel Di :
niagarahealth \//f‘\\g}favelfu
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mEme REQUEST MANAGEGMENT ROI PROCESS

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

12. Select the XR Distribution tab and click

Preview Report. — =
Output type: (21 POF [ CCD
O —]
13. Click Open to preview report only. File Downlosd x

Do you want to open or save this file?

=L Name: RR p3076-7138912.pdf
@ Type: Microsoft Edge PDF Document, 44.0 KB

Note: AVOID PRINTING OR SAVING CHARTS THROUGH T T Rl Y e
THE PDF READER, AS IT REMOVES THE AUDIT TRAIL e | s
NEEDED FOR THE DISCLOSURE REPORT.

‘-" 1 While files from the Intemet can be useful, some files can potentially
éﬁ ham your computer. If you do not trust the source, do not open or
save this file. What's the risk?

S D B FReGTII0NM x 58 - o x
G O File | CiUsers/STERHANIEMARTIN/AppDatarLocal/Temp/RR%20p3076-7136912,pd [ n R S - R
Clinical Reporting- Report request =lv-v-lm- -+ @ anin ® aleE B - "
e J—
DOB: 01-Jan- 19517 MRN: na
o o B i

Note: Default Clinical Reporting settings are

Emergency Documentation

Encounter-level scope and Verified. Users can - sEmRe
Result Auth (Verified)
customize these defaults if needed. ety kit st

Primary Disgnosis Problem ListPast Medical History.
Aakle injury

Gurrant Presantation
Reviewe of Systems
testiest test

Physical Exam
Onygan Therpy: Nasal canria, Face shicid

Elsctronicaly Signed on 25-Jan-2024 1201

Camer Tesi, Physician - Emergency Mediine Camsr

Service Dale/Time: 24.0c1-2023 07:3200
Document Type: ED Triage - Text
Document Subject: ED Triage

Result Status Modfied

: Hotel Di 5
niagarahealth >(7‘\\§ haver
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14. Click the modify request icon at the top of the screen, then update the Request status to

“Waiting for Pickup.” (or as
applicable)

niagarahealth

& AccessHIM - Request Management
View Help

Search by Name Y -

REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

<

na - *Request . = Invoice| &4 Notes| |} Holds| 5] XR Template o @
Request Number Request Type Facility Requester
2. 6 ROI Nen-Bill St. Catharines Site law,
« Patient Information
Patient Name
\ a,
#
Patient Name: ZZTEST, GEM MRN:
Date of Birth:  Sunday, January 1, 1950 Sex  Male
Privacy Status: zzMot on File
Patient Name Admit Date Discharge Date ~ FIN Encounter Type  Facility Attending P
ZZTEST, GEM

» Paper Documents for ZZTEST, GEM

~ Delivery Information
Delivery Method

[ Mai

+ Address Information

| EZBillable [ pre-gill

Print BilTo MailTe Type

Street Address 1 Street Address 2 Street Address 3 Street Address 4 City

<

Completed with Extension
Complete - Fees Waived in Part
Complete - Fess Waived in Fuill
Initial

~ RequestInformation
Request Reason

Authorization Required

Processing

O O  Thir. 5357 test test test test Niagara F... (
<
~ Accounting of Disclosure Canceled
] AOD Required Complete
Completed - Expedited
P Descripti
urpose S Completed Over the Time Extension
legal test log a request test tes| Completed - Partial Access Provided

Rejected
| [ntial ~

[Other ] [Implied Consent
Rejection Reason Request Date Request Time
Chart Unavailable to Provide | [ 0%/Aug/2024 | B2 [ 1:40PM

Duplicate Request

Reauired Date

) Hotel Dieu
A ‘~_Shaver
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REQUESTS (4A-E) TIP

REQUEST MANAGEGMENT ROI PROCESS

SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

15. Select a distribution method from the delivery method drop-down menu.

Patient Name:  ZZTEST, GEM MRN:
Date of Birth:  Sunday, January 1, 1930 Sex  Male

Privacy Status: zzNot on File

Patient Name Admit Date Discharge Date  FIN Encounter Type  Facility Attending
ZZTEST, GEM

<

Pl

» Paper Documents for ZZTEST, GEM
~ Delivery Information
Delivery Method

Certified Mail
Courier

Billable [JPre-Bill

<]

Delivery of Subpoena Records ddress 2 StreetAddress3  Street Address 4 City
DVS/CD Courier

E-Delivery
Email with PHI
Express Post
Fax

it test test Nisgara F...

FedEx
On Site Audit
Patient Portal

Patient View Access Record Description

log a request test test
UsB

USB Courier
Walk-in/Pick-up

B3 AccessHIM - Request Management
File View Help

16. Update the Request Status to & -

e |4 Request . = Invoice| & Notes| ) Holds| [5] XR Template | [ XR Distribute H@%~= 0
Complete and click the Save Request &= = 5
. %
icon.
Patient Name: ZZTEST, GEM MRN:
Date of Birth:  Sunday, January 1, 1950 Sec  Male
Privacy Status: zzNot on File
Patient Neme Admit Date Discharge Date  FIN Encounter Type  Facility Attending P
ZZTEST, GEM
< >
» Paper Documents for ZZTEST, GEM
~ Delivery Information
Delivery Method
[ it | FABillable  [IPre-Bill
~ Address Information
Print BilTo MailTo Type  StreetAddress StreetAddress2  StreetAddress3  StreetAddressd  City H
O O  Thir. 5357 test test test test NiagaraF...
< >

~ Accounting of Disclosure
[41A0D Required

Purpose Description

legal test log a request test test

+ Request Information

Chart Unavailableto Provide | [ 07/Aug/2024 EJ/Completed - Expedited
Duplicate Request Required Date Completed Over the Time Extension

Completed - Partial Access Provided

Harmful To Individuals/Others | [ 06/5ep/2004 ]| Completed with Extension
- Pl e Complete - Fees Waived in Part

Complete - Fess Waived in Fuill
Complete - Rebuttal

Rejected

[Waiting for Picku

Request Reason [A Authorization Required Request Status
Other | [ implied Consent | [Complete v
Rejection Reason Request Date Canceled

)\ Hotel Dieu 7

niagarahealth J( \ Shaver

HEALTH AND REHABILITATION CENTRE



i atE REQUEST MANAGEGMENT ROI PROCESS

OPERATION . ..

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

HIM - RELEASE OF INFORMATION: REQUEST MANAGEMENT: REVIEW
CHART(4B)

1. Signin to get access to the AppBar.

2. AppBar opens. Select the PowerChart.exe app.

Eﬂ NHSHIMTECHO1.P3076 >
COEBOERCYORRRE
E@nioEx20dwVYely
WERTFeevEHAs e«

3. PowerChart Opens.

P3076 NHSHIMTECHO! 09-Aug-2024. 11:14 EDT

: Hotel Di :
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OPERATION . ..

MONARCH

4. Click on the patient tab and select
search.

5.

Enter.

REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

Task  Edit  View

The Encounter Search Opens. Type in the patient’s information
(DOB, Name, Encounter number, etc.). Click Search or press

6. Select the patient and encounter and click OK.

niagarahealth

Patient | Chart Links Inbox Help

PowerChart Organizer for MHS Test01, HIM - Health Records Technicia

¢ |=1 Message Center Search
- s Recent [
: L) Cerner Bridge i
: S Patient Management Conversations
;:ﬁﬂiSuspend e Char I
f v —
%, Encoun ter Search
Health Card Number:
Last Name:
|ztest{ |
First Name:
[zem |
MRN
Birth Date (DD-MMM-YYYY)
01/Jan/1950 03 s
Sex:
FIN:
[22-000403 |
Phane Number:
Decease: d?
Search Resst
%, Encounter Search X
Health Card Numbs MRN PatientName  HealthCard Number  WC  Sex  Birth Date (DD-MMM-YYYY)  Age Deceased?
[ N 11 000302 | zzrest. cem [ 1010-101-203 | | Male |
Last Name:
First Name:
MRN:
Birth Date (DD-MMM-YYYY):
014Jan/1950 2=
Sex:
Faciliy  MRN FIN VisitId Patient Type  Reg Date (DD-MMM-YYYY)  Expected Date of Arrival  Disch Date (DD-MMM-YYYY) é
0307 | 22-000493 | 22-000487 | Inpaticn 3 0ct24 0729 Vo 30 1125

FIN:
122-000493

?
g |}
a
£
El
T
q

Deceased?
Search Reset

oK Cancel

N0 I—Iotel Dieu

HEALTH AND RE

haver
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iy REQUEST MANAGEGMENT ROI PROCESS

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

7. Click on the Communicate ZZTEST, GEM - 11000302 Opened by NHS TestD1, HIM - Health Records Technician
tab and Select message . Task  Edit  View i Patient Ch-a-r‘i: Links Index Documents
¢ |=1Message Center < Patient List 5 ED LaunchPoint _
from the menu. ¢ () Cerner Bridge €3 HDS ESPAN ()} Clinical Connect ), Clinical Education (£ Service Desk Help _
EZTearO‘Ff mSuspend m’scharges i Charge Entry ﬂﬂ_Exit @Calculator @éAdHoc
ZZTEST, GEM

ZZTEST. GEM MRN:11004 Reminder

Admin Sex:Male [Jol:Z0WIE "] Patient Letter
*Code Status: <No Data Available> Isolation: 4

Help

_j Communicate v # Message Sender

Message

Provider Letter

| e dt : .

8. New Message window opens. Enter the e ‘ Gemaoen
Provider Name in the To field or use the - P = o
Address book. EjE—— |

Remindon: [ ]
oveon []
9. Select General Message in the Subject field and enter comments in the message body.
@ NewMessage - [m] x
Task  Edit
9 High {, Notify 3 Message Joumal [, Portal Options {FJLaunch Orders
Patient: | ZZTEST, GEM # Caller: ZZTEST, GEM (augy&‘
To:  [est, Doctor One x| |l#8 Oincludeme
| ||#8] Provider | =
Sumem\senm\Message v‘ [ASaveto Chatt  As: | Phone Message/Call -
g;::mil mary. [ Transition of C: Browse Documents. Other Attachments
Message
al o @ && L:=me% BUJS EEE & E
(General Message: P
Test “*** The patient is a Test patient. The message is a test message as well.
Best,
HIM test role|

| ~ Hotel Di 1
niagarahealth \//f‘\\g}favelfu
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REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

10. Any documents awaiting completion or a signature can be attached to this message. Click Send

when finished.

© New Message
Task  Edit

¥ High £, Notify 3 Message Journal [ Porial Options

FJLaun

X

ch Orders

Patient: | ZZTEST, GEM

|/#] Caller: [zZTEST, GEM

| caters: |

Tor

[Test, Dactor One %

<

||#t Provider

| 88

Subject: \ General Message

Attachments

[JPatient Summary [ Transition of Care Browse Documents

Message

Other Attachments

Saveto Chart As: Phone Message/Call

|l##  Oinclude me

Arial ~|[10

LY

General Message:
Test ** The patient is a Test patient. The message is a test message as well.
Best,

HIM test role

Actions

[JPatient Needs Appointment
[CINeeds Lab Before Refil

[[JPlease Call Patient with Results
[JMessage Left for Patient to Return Call
[Agree with Message

[J5e= Note In Chart

Remindon: ||
O

T

J

Dueon Tana

Send

Cancel

11. Recipient Validation window opens. Verify and click OK to send.

Notifications were only sent to recipients with valid Chart and Message Center Access

Mo Chart Access Mo Message Center Access

Valid Recipients

Valid Recipients Currently aut of Office

Test, Doctor One

TEST, PROVIDER INTERFACE

Recipients Dates

[5end Anyway

OK Cancel

Note: the message will populate to the prescriber’s Message Center. Follow-up with a phone call as

needed, per policy.

niagarahealth J
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REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

HIM - RELEASE OF INFORMATION: REQUEST MANAGEMENT: INVOICE

PRE-BILLABLE

1. Navigate to AccessHIM and click

the Invoice tab.

2. Select the down
arrow next to the
Print icon and select
Pre-payment letter
and invoice.

B AccessHIM - Request Management
File View Help

Search by Name SN T -

,.,n - Request| = Invoice . &\ Notes

B AccessHIM - Request Management
File View Help

Search by Name SRS LR

,.,a “J Request | = Invoice . & Notes| ! Holds| [ XR Template| [B] ¥R Distribute

Request 273804326

¥ Invoice Details

Total Number of Pages Distributed: | 15

3. Send letters to requester.

4. Select the Holds tab
and click Add Hold
icon. Place the
Request on Hold
with hold reason
“Waiting for
payment.”

5. Select the Start
Date and End Date
the click Save.

niagarahealth

B3 AccessHIM - Request Management
File View Help

Search by Name e ime

,,a “d *Request ; Invoice 4= Motes | || *Halds EXRTemplate KR Distribute

Request 273804326
tde s

| Holds | [ %R Template | [#] XR Distribute -= 0

Y & 5~ = 0O |[&Request
Invoice

Billing Reminder

Invoice Cover

Pre-Payment

Hold Reason Start Date

End Date

| =

Requested Chart(s) Not Available - Other
Requested Chart(s) Not Complete

Third Party Request Wait f/ Patient Auth
Unable to Locate Chart

Waiting for Authorizatio - Estate Truste
Waiting for Authorization/Physician Appr
Waiting for Authorization - Power of Att

Waiting for Info to be Picked up by Requ
Waiting for ROl Authorization

Request 273804326
+tHdo&

Held Reason Start Date

| Waiting for Payment ~ ” 8/9/24

) Hotel Dieu
A \ Shaver

HEALTH AND REHABILITATION CENTRE
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iy REQUEST MANAGEGMENT ROI PROCESS

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

B3 AccessHIM - Request Management

File View Help
6. If the payment has been Sa ime

received remove the Hold on &1 24 *Request | =] Invoice | € Notes | *Holds . [Z] XR Template | [®] XR Distribute =7
7’
the Request. Request 273804326

+Hde&

Hold Reason | Delete Hold Start Date End Dote

 Waiting for Payment 2/9/24 | [ 89724 |

7. Select the Invoice tab and click |5 At RequestManagemen:

File View Help

the modify invoice icon. Click A im-

add Payment and update m 4 Request . Invaice . & Notes| ) *Holds DXRT&mp\ate XRD\stribute LY 8-

Amount Paid. Request 273804326

8. Select Payment Type and if  Paymert formaton
+ %

applicable select Credit Card type i Do
or enter Check.

Payment Date Amount... PaymentType  Credit Card Check Mumber | 1otal Amount Paid:
Aug9, 2024 /9724 =[50 ] = $745.00

Total Amount Due:
50.00

Cash
Cashiers Check
Check

Credit Card

Electronic Fund Transfer
Lockbox
Maney Orrler

Note: Finance Department then send the receipt of payment to the HIM ROI department. Then HIM ROI
Department send the receipt back to the finance department.

9. Click Save Invoice to complete.
KN P4

west | =) *Invoice . &: Notes| () *Holds| [3] XR Template | [B] XR Distribute H e ~-=0
e —

B9

Total Number of Pages Distributed:
Charges per Page

Paper Pages Distributed

Y

Calculated Charges

et <[] wre[o e o
Microfilm Pages Distributed D
Electronic Pages Distributed
M Fiat page [1 | topage @ §1000
Additional Charges
Milezge 125 | mies @ £ il $625.00
e o
Postage ] $3000
Sales Tax ]
Telephone e
Witness Fees ] $3000
Total Charges
Calculated Total Adjusted Total
[ Adjust Caleulated Total
~ Payment Information
+ %
Billed Date Payment Date Amount... PaymentType  Credit Card Check Number :7":;';'"“""”’"":
Aug 8, 2024 8/0/24 = [745.00 Check < et Aot Ducs
5000

. tel Di :
niagarahealth >(7‘\\(s) haver
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c H REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

HIM - RELEASE OF INFORMATION: REQUEST MANAGEMENT ROI
HOLD(4E)

1. In AccessHIM select the Notes tab and click Add Note.

E AccessHIM - Request Management
File View Help

| Search by Name E| @ L
m 4 Request [:E:L Invaice (@ Motes

) "Holds| [ XR Template| [5] XR Distribue |
Request 273804326

+ &

r.l Add Mote Date  Author  Note

Request

2. Enter Comments
. & AccessHIM - Request Management
below. Click the e

File View Help
. [SearchbyMame _|[] & i~
save Notes icon. og (et e (2 s

1) “Holds [ xR Template | [B] xR Distribute| =7
Request 273804326
+ i

NoteType Date Author Note
Request

Test Note *****
Note Test ==

Patient test]

. “Hotel Dj
niagarahealth \//(/’D\gfavéfu
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iy REQUEST MANAGEGMENT ROI PROCESS

MONARCH REQUESTS (4A-E) TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

3. Select the Holds tab and B AccessHIM - Request Management

File View Help

click Add Hold. % im-

,,n “4 Request | = Invoice |42 Motes (1) | ) "Holds EXRTemplate XR Distribute = 0
Request 273804326
+tHdex
Held Reason Start Date End Date
‘ [ | = | =2

Requested Chart(s) Mot Available - Other
Requested Chart(s) Mot Complete

Third Party Request Wait f/ Patient Auth
Unable to Locate Chart

Waiting fer Authorizatio - Estate Truste
Waiting for Authorization/Physician Appr
Waiting fer Authorization - Power of Att
Waiting for Info to be Picked up by Requ
Waiting for Payment

Waiting for ROl Authorization

4. Select the Holds reason and enter a Start Date then click Save Request.

Request 273804326
+d@

Haold Reasen Start Date

End Date
Waiting for ROl Authorization Aug 9, 2024

5. Select the Request tab then click on modify request icon.

B AccessHIM - Request Management
File View Help

Search by Name -| G T -

na | Request 3':,' Invoice | 4% Motes (1) | /') *Holds EXRTemplate XR Distribute R ‘_’_.al = 8

law Meodify Request ~

273804326 ROI Eill St. Catharines Site

6. Update the request to processing, then click Save Request.

~ Request Information

Request Reason [ Authorization Required Request Status
[ Audit/Medical Review ~ Processing -
Rejection Resson Request Date Canceled
Complete
Chart Unavailable to Provide | [09/8ug/2024 | B3l Completed - Expedited
o Required Date Completed Over the Time Extension
Ay RN Completed - Partial Access Provided
armiful To Individuals/Others [ 08/sep/avas | = Completed with Extension
Letter of Disagreement v ; Complete - Fees Waived in Part
besEsmis U Complete - Fess Waived in Fuill
Link to Patient Informsation Request Initial
Invoiced

Rejected
- = Waiting for Pickup

. N Hotel Di 15
niagarahealth fngavelfu
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REQUEST MANAGEGMENT ROI PROCESS

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

B3 AccessHIM - Request Management
File View Help

Search by Name. R

23 | *Request .=, Invoice| & Notes (1) ) *Holds| [£] XR Template ] XR Distribute|

txH@s-=0

Patient Name

~

ZZTEST, GEM

[ [ES
®
Patient Name: ZZTEST, GEM MRN: 11000302
Date of Birth:  Sunday, January 1, 1250 Sec  Male
Privacy Status:
Patient Name Admit Date DischargeDate  FIN Encounter Type  Facility Attending Physician

» Paper Documents for ZZTEST, GEM

+ Delivery Information
Delivery Method

| Walk-in/Pick-up

| EBiable [ presil

~ Address Information

Print  BillTo MailTo Type Street Address 1 Street Address 2 Street Address 3 Street Address4  City State Country
Thir.. 5357 test test test test NiagaraF.. Onts.. Canada
O
< >
~ Accounting of Disclosure
[Z] 40D Required
Purpase Description
test testing
+ Request Information
Request Reason [ Authorization Required Request Status
‘Audit/Medical Review ~] [Processing v
Rejection Reason Request Date Request Time
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Note: review Holds daily.
7. When the Hold is ready to be processed, select the Holds tab, Highlight the hold and select an
End date.
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8. Click Save Holds.
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Hold Reason

Start Date
Waiting for ROl Authorization

Aug 9, 2024

End Date

Aug 10, 2024

9. Select the Notes tab.
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File View Help
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O
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MONARCH

REQUESTS (4A-E) TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

'E; ..... ssHIM - Request Management
File View Help
H [searchbyhame  [[-] & %~
10. Click Add notes and enter serchiyame ][] 4 i%
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comments, then click save Note a Request 2738043725
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Note Type  Date Author Note
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11. Note is saved.
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