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HIM DIRECTOR, PRIVACY MANAGER, FOI SPECIALIST 

HIM- Lockbox Process: This workflow is used when a patient requests to restrict access to who can view 
their records. 
 
Locking the Encounter 
 

1. Patient submits a “Lockbox Request Form” for the discharged encounter(s) 

 

2. Log into Access Management Office  as a 

From the AppBar  

 

 

 

 

 

 

3. Double-click the “Lockbox Create/Release” conversation in 

the Access Management App. 
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4. Person Search window opens. Search for the patient and select “OK”  to lock the 

encounter.   
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5. The Lockbox Create/ Release conversation opens.  

 

 
 

6. Modify the Registration Date and Time if applicable. Add a comment in the Lockbox 

Comment section if needed. 
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7. Select the drop-down menu to Answer HIE Consent: “Yes” or “No.” 
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8. Select OK at the bottom right of the screen to save the Lockbox Encounter Conversation 
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9. Access the "Lockbox " Worklist from Access Management Office, to confirm encounter 

is locked 

 

 

 

Note: Monitor Lockbox worklist in PM Office. Review locked/privacy encounters as needed. 

This concludes Locking the encounter 

 

 

 

___________________________________________________________________ 
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RELEASE LOCKBOX ENCOUNTER/REMOVING LOCKBOX  

 

Note: Monitor Lockbox worklist in PM Office. Review locked/privacy encounters as needed. 

 

1. Access the "Lockbox Worklist" in PMOffice/Access Management. Double-click on the LOCKBOX. 

 

 
 

2. Right Click on the Encounter info on worklist and click “Lockbox Create/Release”  
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3. Lockbox Create/Release message populates "Are you discontinuing the lockbox designation?". 

Select “Yes.” 

 

 

 

 

 

 

 

4. Lockbox Create/Release conversation opens. Remove /Add Lockbox Comments if needed. Select 

OK.  

 

 

5. On Lockbox Worklist, 

Lockbox Encounter is now lifted and is no longer on the list. 
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