'ﬁ"A CH PASSING A CODING TASK TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

HIM CODER, HEALTH RECORDS TECH & HIM MANAGER ROLES

HIM Coding: Pass on a Task

Log into AccessHIM as a HIM- Health Records

.. %Cerner
Technician.
|
Domain
1. |n the TaSk Queue, B AccessHIM - Task Queue - o X

File View Help

click on the “funnel” semchiyName_J[] & %7

m * Task Queue

"r icon. Last Updated:  9:50:18 AM

altelenso{1)¥s - o

TaskType TaskStatus Reason PatientMame SSN MRN FIN AdmitDate Discharge Date EncounterType Medical Service Organization Facility Encoun,

2. The Preferences filter window will open. Select
Ouery

“Task Types” drop-down menu. Once selected click | - o © Upsae e
'y O Create Date

“Apply” then “Apply and close.” Fiam o o Taver ] =

Query For
Newest Tasks

Results per Query

~Max 3000
Facilities

All

Selected Facilities

All Facilities

Task Statuses
Al None

Complete
InProcess
OnHold
Opened
Pending

Task Types
[ Include Coding Task Types Only
HIM Coding - IP 5C5

Selected Task Types

HIM Coding - IP 5CS

Restore Defaults Apply
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Apply and Close Cancel
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H PASSING A CODING TASK TIP SHEET

HOSPITAL INFORMATION SYSTEM (HIS)

3. The Task Queue will have current tasks that are pending, on hold or complete.

B AceessHM - Task Quese - g X
File View Help
Search by Name -
msmmu\ NEEIEITEFTICEE T
Last Updated:  1:32:54 PM
Task Type. ' 3 Task Status  Reason Patient Name ssH MEN PN Admit Date. Discharge Date: Encounter Type  Medical Service Orgenization Faciity EncounterNote CreateDate TaskS A
HIM Coding OnHold Coding - Manager Review SYSTEMTEST, MHAFIFTYONE 001187 2-001415  18/Mar2024 B4 AM  19/Mar/2024240PM  Inpatient Mental Health St. Cathannes Site  SCS 19/ Mar2004 241PM Syster
HIM Coding - [P SCS| Pending SYSTEMTEST, RADFOUR TI000EST 2001118 23 16/Marf224 11:25AM  Inpatient Paediatrics St Catharines St SCS. 18/Mar/2024 1H26AM  Syster
HIM Coding - [P SC Pending ZITEST, MEGFOUR 11000830 2001191 Z7/Feb/2004 1218PM  18/Mar/2024 1117 AM  Inpatient Critical Care St. Catharimes Ste  SCS 18/Mar 224 11:TTAM  Syster
HIM Coding - [P SCS| Pending SYSTEMTESTING, HIMTWO 100D 2001401 15/Mar2024 212PM  15/Mar2024221PM  Inpatient Crical Care: St Catharines Site  SCS 15/Mar/2024 231 PM Syster
HIM Coding - IP SC§} Pending ZITEST, MACI 1001042 22-001289 18/Mar/2024 11:15AM  Inpatient Medical Oncology St. Catharines Site  5CS 18/Mar/2024 11:15 AM  Syster
HIM Coding - IP 5C§) Pending TTWOMENEABIES, BABE-F-TESTOBTRIAGE 000167 2-000251  09/Aug/03 200PM  135/Mar/2024 200AM  Inpatient Mewbom St. Catharines Site  5C5 15/Mar 2024 TO1PM Syster
HIM Coding - IP SCS) Pending ZZTEST, NE FEMALE MOM 0041 2-000144 2/an2024 X09PM 13/Mar2024 200AM  Newbom Mewbom St. Cathanines Site  SC5 15/Mar 2024 GHPM  Syster
HIM Coding - [P SCS| Pending TIWOMENEABIES, TESTOUICKREG 1000121 2000310 O/Sep/203 1115 AM  15/Mar224300AM  Inpatient Obstetrics St Catharines Site SCS 15/Marf2024 64TPM  Syster
HIM Coding - [P SCY| Pending IREHAB, PAEDIATRIC 11000053 22-000389 20/Sep/2003 234PM  24/Apr/2024 T128AM  Inpatient Newbom St. Catharines Site S5 15/Mar2024 244 PM  Syster
HIM Coding - [P SCS| Pending TZWOMENSABIES, BABE-F-TESTOBTRIAGE 1000309 Z2-000507 25/0UIS0AM  15/MarZ24%00AM  Inpatient Newbom St Catharines Site  5CS 15/Mar/2024 53 PM Syster
HIM Coding - IP 5C§) Pending ZZTESTWOMENBABIES, BABE-M-MOMTWO 11000009 22-000138  24/0ul/2023 335 AM 15Mar/2024 1200PM  Inpatient Mewbom St. Catharines Site  5C5 15/Mar/2024 536PM Syster
HIM Coding - IP SCS) Pending ZZWOMENBABIES, BABE-M-TESTMOMSL 00T 2-0002% 13/Mar/2024 1200PM  Inpatient Mewbom St. Cathanines Site  SCS 15/Mar/2024 336PM Syster
M oo 1 P PSS, MDA oot tbors S Cothaioe She_SCS AL S e
A . « »
4. Right-click on a Task and select “Notes.
B AccessHIM - Task Queue
File View Help
Search by Name -
. Task Queue
Last Updated:  8:41:08 AM
Task Type Task Status  Reason Patient Name SSN MRN J
HIM Coding - IP S5 Pending ZZTEST, ARRIVEONE 11001475 4
HIM Coding - IP SCS Pending TEST PATIENT THREE, ED 11001343 §
HIM Ceding - IP SCS  Pending TEST PATIENT ONE, ED 11001341 §
HIM Ceding - IP SCS  Pending ZZTESTNACRS, PREOPTOED 11001675 4
HIM Ceding - IP SCS  Pending TEST, ED SC5 11001529 J
HIM Ceding - IP SCS  Pending ZZTEST, GEM 11000302 4
HIM Ceding - IP 5CS  Pending ROADSHOWLIVE, MENTALHEALTHTEST + Create p
HIM Ceding - IP 5CS Pending TOUCHSTONE, CT & Transfer 4
HIM Coding - IP SC5 Pending NIAGARA, TEST o ]
HIM Coding - IP SCS Pending SYSTEMTEST, HIMONE ZZZ & Open 2
HIM Coding - IP SCS. Pending SYSTEMTEST, HIMFOUR ZZZ I Pess ]
HIM Coding - IP SCS Pending SYSTEMTEST, HIMTEN 7727 Pending p
HIM Coding - IP SCS Pending ZZWOMENBABIES, TESTMOMSIX & Complete p
HIM Ceding - IP SCS  Pending ZZTEST, DEBORAH
HIM Ceding - IP SCS  Pending SYSTEMTEST, WBNINE

E MNotes

ZZTEST, GEM

FIN: 22-000493

Admit Date: 24/0ct/2023 7:29 AM
Discharge Date: 30/May/2024 11:25 AM
Task Type: HIM Coding - IP SCS

5. Select the “Add Note” icon.

Mote Type Date Author  Note

Encounter
Task
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'A CH PASSING A CODING TASK TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

6. Select the “Encounter” Type from the “Note
Type” drop-down menu.

7. Enter comments indicating why the task
requires review, then click “Save Note.”

niagarahealth

) Hotel Dieu

[

E Motes

ZZTEST, GEM

FIN: 22-000493

Admit Date: 24/0ct/2023 7:28 AM
Discharge Date: 30/May/2024 11:25 AM
Task Type: HIM Coding - IP SCS

MNote Type Date Author Note
Encounter
Task

( 6 ’NotaTypE: [Tasy]

Encounter

[JPermanent

ZZTEST, GEM

FIN: 22-000493

Admit Date: 24/0ct/2023 T:29 AM
Discharge Date: 30/May/2024 11:25 AM
Task Type: HIM Coding - IP 5CS

Mote Type Date  Author Note
Encounter
Task

@HO

task test

[]Permanent

‘~_Shaver
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'A CH PASSING A CODING TASK TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

8. The Note is saved Click the “x” to close. [ B Notes %

ZZTEST, GEM

FIN: 22-000493

Admit Date: 24/0ct/2023 7:29 AM
Discharge Date: 30/May/2024 11:25 AM
Task Type: HIM Coding - IP SCS.

8) %
Note Type  Date Author
Encounter
w Task
01/Aug/2024 8:59 AM  NHS Test01, HIM - Health Records Technician t.
< >

Aug 1, 2024, 8:58:31 AM - NHS Test01, HIM - Health Records Technician

task test
[]Permanent
H H «“" »”
9. Right-click on the Task, select “Pass.
g HIM Coding - IP 5C5  Pending ZZWOMENBABIES, NB FEMALE TESTOBTRIAGE
HIM Coding - IP 5C5  Pending ZZTEST, MB FEMALE PREGNANT
HIM Coding - IP 5C5  Pending ZZTESTWOMENBABIES, + Create
HIM Coding - IP SC5  Pending ZZTEST, JOE
. & Transfer
HIM Coding - IP SC5  Pending ZZMHA, TWO
HIM Ceding - IP 5C5  Pending ZZTEST, MHATWO ' Open
HIM Coding - IP 5C5  Pending ZZTEST, MHAONE B Pass
HIM Coding - IP SCS  Pending ZZTEST, MHASIX Pending
HIM Ceding - IP 5CS  Pending ZZTEST, MHATHREE
& Complete
HIM Coding - IP 5C5  OnHold Coding - Manager Review ZZTEST, BECKY
HIM Coding - IP SC5  OnHold Coding - Manager Review ZZTEST, ALICE %=, MNotes
HIM Coding - IP SCS Pending ZZTEST, GEM
<
Total: 344  Pending: 327 Opened:1 OnHold: 7 InProcess:0 Complete: 8
10 | llR »
. select pass “Reason. Ed Pass on Task ®
Reason

4
|

19~

Admission Task ~
Analysis - Discharged
Analysis- Lead Review
Analysis - Manager Review
Analysis - Received Missing Element
Analysis- Review Complete - Lead
Analysis - Review Complete - Manager
Analysis - Review Complete - Training
Analysis - Training Review
Coding- Discharge
Coding - Lead Review
Coding - Manager Review
0 Coding - Received Coding Query
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11. Click “Ok.”

12. The Task status
updates to “ON
Hold.”

Reason

H PASSING A CODING TASK TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

*

| Coding - Manager Review

0K

@

B AccessHIM - Task Queue
File View Help

Search by Name v &

" © Task Queue

0 -

Last Updated:  2:41:08 AM

Cancel

Task Type Task.. Reason

&
HIM Ceding -(1 2) OnHold

Coding - Manager Review

Patient Name
ZZTEST, GEM

Note: The Task is created in Manager Review Queue, Training Review Queue, for Data Quality Analyst

Review.

Once a response is received:

13. Double-click on the
task in the “Task
Queue.” The status
changes to
“Opened.”

14. Launch “Powerchart”

and open the abstract in

“Winrecs.”

niagarahealth

E—ZZE:J_ 1 - Task Queue

View Help

File
Search by Name - & T -
n % Task Queue
Last Updated: 8:41:08 AM
| Task Type A Reason Patient Name

Task Status
HIM Coding - IP SCS Opened (13)

@

ZITEST, GEM

PowerChart Organizer for NHS Test01, HIM - Health Records Technician
Task Edit View Patient Chat Links Inbox Help

£ 11 Message Center 4 PatientList i ED LaunchRoint _

£ @) Cermner Bridge @3 HDSESPAN (@) Clinical Connect ) Clinical Education &3 Service Desk Help _

{8t Suspend . Chages 5 Charge Entry HlExit |F Calculator BgjAdHoc —Communicate ~ o Message Sender 2] Medical Record Request | Related Records = Add ~ (& Batch Charge Entry

) Rece

Message Center
Inbox Summary Bl Documents x

Inbox  Proies Pools 3Communicate ~

Open 3 Message Journal

Forward Onl

27 Full screen

£ 0 minutes ago

Select Patient | ¥ Select All

Patient Name  From

Display: [ Last 14 Days ~

= Inbox Items (0)

= Work Items (0)
Saved Documents
Anticipated Documents
Reminders
Paper Based Documents
= Notifications
Sent ltems
Trash
Notify Receipts

)\ Hotel Dieu
Shaver
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Notification C...

Subject

Author Description CresteDa... Status Type
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MON“A CH PASSING A CODING TASK TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

15. Click on “Notes” tab to view the to view the “Manager/Data Quality Analyst note”

E AccessHIM - Task Queue — O s
File View Help

Search by Name -| @ -
hj % Task Queue &| L | (15) 2|2 % 3 = 8

16. If necessary to redirect back to (1 6)5 Hotes -
Managers/DQA Click “Add Notes” Icon
and select Encounter Type. Add coments FIN: 22-000423

Admit Date: 24/0¢t/2023 7:29 AM

Discharge Date: 30/May/2024 11:25 AM
“ ”
then “Save” the note. Task Type: HIM Coding - IP 5CS

Add Note

lcon Note Type  Date Author M.
Encounter
v Task

ZZTEST, GEM

01/Aug/2024 8:59 AM NHS Test01, HIM - Health Records Technic t...

Save Icon @ Noteype T <]

Encounter

[JPermanent

B Notes @ X

ZZTEST, GEM
17. To stamp the task, click “X” to close and FIN: 22000493

Admit Date: 24/0ct/2023 7:29 AM

. Discharge Date: 30/May/2024 11:25 AM
return to the coding queue. Task Type: HIM Coding - IP 5C5

+ &

MNote Type  Date Author M.

Encounter
v Task
06/Aug/2024 10:24 AM  NHS Test01, HIM - Managers =
01/Aug/2024 2:04 PM  NHS Test01, HIM - Health Records Technic t...
01/Aug/2024 8:53 AM  NHS Test01, HIM - Health Records Technic t...

Aug 6, 2024, 10:24:26 AM - NHS Test01, HIM - Managers

task review and complete

[] Permanent
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Once the task is completed

18. Right click on the task
and select “Complete.”

CH PASSING A CODING TASK TIP SHEET
HOSPITAL INFORMATION SYSTEM (HIS)

B AccessHIM - Task Queue
File View Help

Search by Name = C‘s -

P = Task Queue

Last Updated:  10:23:05 AM
Task Type #  Task Status Reasen Patient Mame
HIM Coding - IP SC5  Opened ZZTEST, GEM
HIM Coding - IP SC5 Complete +  Create ITTWO, CAR ACCIDENT CHRISTINE
HIM Coding - [P SC5 Complete Transfer ITTWO, MIKE
HIM Coding - IP SC5 Complete 38 Remove ITTWO, GESTATIONAL
HIM Coding - IP 5C5 Complete ITTWO, NB TWIN B FEMALE GESTATIONAL
HIM Coding - IP SCS Complete s ITTWO, NB TWIN A FEMALE GESTATIONAL
HIM Coding - IP SC5 Complete il Pass ITTWO, FETALHEARTMARIE
HIM Coding - IP 5C5 Complete ) Pending ZZTEST, EDFULLTEST
HIM Coding - [P SC5 Complete “ 8) @ Complete ITOME, MIKE
HIM Coding - IP SC5 Complete - ITONE, GESTATIONAL
HIM Codina - IP 5C5_Comuolete o B Complete | | TONE. NB TWIN A FEMALE GESTATIONAL
Bl complete Tas .
19. Select the Completed date and
. Completed Date Completed Time
Completed time stamp the task P P
then click “OK” to complete. | 06/Aug/2024 |am@ |10:25 :
Click OK
20. The Task status is now updated to “Complete” in queue.
Bl AccessHIM - Task Queue — O X
File View Help
Search by Mame - C\% -
na % Task Queue &| + | -é_,| @ T E = 0
Last Updated:  10:23:05 AM
Task Type #  Task Status Reason Patient Mame 2
HIM Coding - [P @ Complete ZZTEST, GEM

HIM Coding - IP 5C5 Complete

niagarahealth

ITTWO, CAR ACCIDENT CHRISTIME
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