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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. Loginto Access Management Office w as a
From the AppBar
& ' —
Access Management Office ]
EE
q“ Cancel
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Task View Groups Help
G e % @ [ & -
Conversation
. “ ” . . Add | Madify Person
3. Double-click the “Lockbox Create/Release” conversation in A
ranster

Cancel Bed Transfer

Cancel Discharge

Cancel Encounter

Cancel Pending Discharge
Cancel Pending Transfer
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Discharge Encounter

Downtime ED Quick Registration
Downtime Inpatient Registration
Downtime Newborn Quick Reg
Downtime OP Ambulatory Registration
Downtime WE CQuick Reg

ED Complete Registration

ED Quick Registration
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Inpatient Registration
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4. Person Search window opens. Search for the patient and select “OK” to lock the

encounter.
@, Person Search X
Health Card Number: || MRN Patient Name Health Card Number  VC Sex  Birth Date (DD-MMM-YYYY) Age Phone Number
\ ~[ | 11002415 | LOCKMYENCOUNTER, LOCKBOX | 2168-431-34 221Jun/1993 |3ivears | |

Patient Last Name:

‘ lockmyencounter |

Patient First Narne:
llockbox |

MRN
Birth Date (DD-MMM-YYYY):

o o8

< >
Sex:

‘ ~ | Facility MRN FIN Visit Id Patient Type Reg Date (DD-MMM-11YY) Expected Date of Arrival Disch Date (DD-MMM-
FIN 11002415 | 22-002479 | 22-003508 _jun-06 16.34 ]

Phone Number:

Deceased?:
\ ~]
Historical MRM:

[ et ][ o]

OK | ‘ Cancel | | Preview ‘ | Add Person | ‘ Add Encounter




5. The Lockbox Create/ Release conversation opens.

X Lockbox Create/Release - o x
Images
Last Name: First Name: Middle Name: Preferred First Name: Previous Last Name: Previous First Name:
LOCKMYENCOUNTER | [Lockeox | | |
What was your sex assigned at birt..  What isyour current sex: Birth Date (DD-MMM-YVY¥): Age: Medical Record Number FIN:
2/un. [z1v | [11002415 | [pzo0aams |
| Provincial Health Card Information
*Health Card Available?: Health Card Number: Version Code: Health Card Expiry Date: HCV Response Code: Visit Response Code:
Yes v| lon 2168-431-341 | [ma 13/un/2026
Visit Validation Date:
06/4un/2024
|—LocaTion
Facility: Building Inpatient/Ambulatory Unit: Room Bed
sCs scs Bed Availability
Encounter Type: Service: Reason For Visit: Attending Provider:
Inpatient
| CONFIDENTIALITY LEVEL
Confidentiality Levet *HIE Consent
Lockbox No -
| LOCKBOX ENCOUNTER CREATION
Registration Date: Registration Time: Discharge Date: Discharge Time
06/4un/2024 1634 06/4un/2024 1634
Lockbox Comments (Optional):
Testing
oK Cancel

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.”

X Lockbox Creste/Release

- o X

L =

Last Name: First Name: Middle Neme: Breferred Fist Name: Previous Last Name: Previous First Neme: What was your sex assigned at birt_.  What is your cument sex?:

et | [one [ | | | [ Male Male

Birth Date (DD-MMM-YYYY): Age: Medical Record Number: FN:

BMNovi195 2 [ 053165 E |

G

*Health Card AvaitzbleZ: Health Card Numbes: Version Code: Health Card Bxpiy Date HCV Response Code:

Yes V] on . |[1zesrem I | [
—LoCaT

Faciity: Building: Inpatient/Ambulatory Unit: Room: Bet: Encounter Type: Senice

NFS NFS ENCOUNTERINFORMATION ~ Lockoo Lockbox

Rezson For Visit: Attending Provider:

LOCKBOX Q
|~ CONFIDENTIALITY LEVEL

Confidentialiy Levek: “HIE Consent:

I

I—LOCKBOX ENCOUNTER CREATION — e

Registration Date: Registration Time: Discharge Date: Discharge Time:

T7/Sep/2024 S| 4 - |1/sepr2n24 2y lnag

Lockbox Comments (Optional]

Colection Notes

Previous

ok Cancel

Ready NHSHIMMGRDT | T3076 | 7/Sep/202¢ | 1154
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8.

Select OK at the bottom right of the screen to save the Lockbox Encounter Conversation

- O
Images
Last Name: First Name: Middle Name: Preferred First Name: Previous Last Name: Previous First Name:
LOCKMYENCOUNTER | [rockeox | | |
What was your sex assigned at birt..  What is your current sex’ Birth Date (DD-MMM-YYYY): Age: Medical Record Number FIN:
22/un/1993 [s1v | [11002415 | [22-00247
| Provincial Health Card
*Health Card Available?: Health Card Number: Version Code: Health Card Expiry Date: HCV Response Code: Visit Response Code:
Ves o] |on 2168-431-341 | [ma | [134un 2026
Visit Validation Date:
06/Jun/2024
— LOCATION
Facilitys Building: Inpatient/Ambulatory Unit: Room: Bed:
scs scs Bed Availability
Encounter Type: Senvice: Reasen For Visit: Attending Provider:
Inpatient
| CONFIDENTIALITY LEVEL
Confidentiality ek ~HiE (Beent
Lockbox No
| LOCKBOX ENCOUNTER CREATION
Registration Date: Registration Time: Discharge Date: Discharge Time:
06/4un/2024 16:34 0644un/2024 16:34
Lockbox Comments (ptional):
Testing
oK Cancel
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9. Access the "Lockbox " Worklist from Access Management Office, to confirm encounter

is locked
3 Reauts , , , . : . . .
N Patient Name Confic Level | Patient Type Reg Date/Time Faclity  Building  Location Med Service
0 HIMFOURTYFIVE, ANYTE.. Lockbox Outpatientin.. 2024-May-30.. SCS SCS Obstetrics
"B [ HIMFOURTYFIVE, ANYTE.. Lockbox Inpatient 2024-Jun03.. SCS SCS SCAN.. Orthopaedic Surg...
2 ITTWO, SADV Lockbox  Emergenc 2024-Aug-07.. PCS PCS PCUCC Emergenc

B LOCKMYENCOUNTER, LO.. ' 2024-Jun-06 ..

o OVOTEMTEST UIMEAILIR | malidamsy  lamabicee ANAA K N4 one one [alalsln]s] Cammaih i Madiaima

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”

@ Access Management Office
Task  View Groups Help
@ e B @ | @ & 2A0f1657 + | [EGr
| % &
oo | % Resuls
Bedboard = s Patier
‘Worklist g \7‘) HIME
= & & Hme
2" Accommedation Mismatch AE B mw
Deceased Patients ED and Inpatient = & vroc
Deceased Patients PreReg/Recur Encntrs 2 svs1
Discharged Incomplete ED Registrations: E‘j :::1
[ Display in Directory - Unverified 2 syt
" Duplicate HCN e
ED - Active Incomplete Registrations [Z svs1
eSignature - Follow-Up List & svs1
Incomplete Admissions # svs
Incomplete Outpatient Registrations B s
2 sys1
Incomplete Registrations 7 Test
Incomplete WB Registrations 2 TEST
Interpreter Required Z TER)
Leave of Absence =
LOCKBOX ‘:‘j TEST
Miscellaneous Health Plans E/ ;J;TE
Missing Preferred Accommedation 7 zzTE
" NB Pre Registrations. & zzTe

% Access Management Office

Task  View Groups Help

= | Q| s B @ | H | -
Wl B &

Conversation

Bedboard

Worklist
~  Accommodation Mismatch
Deceased Patients ED and Inpatient

Display in Directory - Unverified
Duplicate HCM
ED - Active Incomplete Registrations

eSignature - Follow-Up List
Incomplete Admissions

Incomplete Outpatient Registrations
Incomplete Registrations

Incomplete WB Registrations

Deceased Patients PreReg/Recur Encntrs
Discharged Incomplete ED Registrations

A | o2 As OF 16:57 ~ | [ Groups ~

36 Results

Patient Mame
HIMFOURTYFIVE. ANYTEST ZZZ2
HIMFOURTYFIVE, ANYTEST ZZ7

X08%007
LRI

SYSTEMTEST. HIMFOU

Confid Level
Lockbox

Lockbox
Lockbox

Patient Type
Outpatient in
Inpatient

SYSTEMTEST. HIMFOLI

SYSTEMTEST. HIMONE]|
SYSTEMTEST. HIMOME!
SYSTEMTEST, HIMONE]|
SYSTEMTEST. HIMONE]
SYSTEMTEST, HIMONE]|
SYSTEMTEST. HIMOME!
SYSTEMTEST. HIMSIX 4
TEST, ERICASEVEN

FNENENENEEHHN

TEST. HIE LOCKBOX

gt
Lockbox Cancel Discharge t
Lockbox Cancel Encounter e
Lockbox Create/Release o
Encounter Summary 3
it
Refresh
e
Change filters... 3
Export to File [
ent
Cancel t
Lockbox Inpatient




3.

Select “Yes.”

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

Are you discontinuing the lockbox designation?

OK.

NARCH

Lockbox Create/Release message populates "Are you discontinuing the lockbox designation?".

Yas

Mo

IS

W

XL o

\
t Last Name: First Name: Middle Name: Preferred First Name: Previous Last Name: Previous First Name:
V| [ockmyencounTer | [tockeox | [ | [ | [ | [
z
V| What was your sex assigned at birt.,  What is your current sex?: Birth Date (DD-MMM-YYYY): Age Medical Record Number: FIN:
\ 22/4n1993 [31v | [m1002at5 | [22z-002479
\
\ [ Provincial Health Card Information
M *Health Card Availabie: Health Card Number: Version Code Health Card Expiry Date: HCV Response Code: Visit Response Code:
HES ~] on 2166-431-341 | [ma | [13m72026
q

Visit Validation Date:

06/4un/2024
4 [~ LocaTion

Facility Building Inpatient/Ambulatory Unit: Room: Bed:

scs scs Bed Availability
I

Encounter Type: Service: Reason For Visit Attending Provider
1| [inpatient
4
2 {— CONFIDENTIALITY LEVEL
1« Level: *HIE Consent:
I
| 9 o ]
" {— LOCKBOX ENCOUNTER CREATION

Registration Date: Registration Time: Discharge Date: Discharge Time:

06/4un/2024 = 06/4un/2024 1634

Lockiex Comments (Optional):

Testing

oK Cancel

5. On Lockbox Worklist,
Lockbox Encounter is now lifted and is no longer on the list.




