'.:-E. REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

HIM ROI SPECIALISTS

HIM - Release of Information: Request
Management (PHIPA Accounting of
Disclosures): used for accounting
disclosures listed all information that
has been released concerning a patient.

1. Loginto the Cerner storefront.

2. Loginto AccessHIM as a HIM-
TECH/or your login credentials.

3. Storefront Opens. | [ AccessHIM -
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it REQUEST MANAGEMENT ROI PHIPAA
M 0 A CH ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

4. AccessHIM opens. - - 9oX
Search -
23 (ke NEEETRECICIER R
TaskType TaskStatus Reason PatientName SSN MRN FIN AdmitDate Discharge Date Encounter Type Medical Sen|
y, July DT h01@p307
5. To open Request Management,
Select the View tab. E AccessHIM - Task Queue
5 )| View | Help
Sear Open Perspective - - B
A= T Open View 3
J Perspective Layout >
I ——————
6. From the View tab click Open
Perspective, and Request
Management.
E AccessHIM - Task Cueue
File  View Help
6 Open Perspective » &l Registration Services
ﬂa% Open View » [ Request Management &| + 2 | vl | I | =
Perspective Layout ¥ Task Queue
‘ | Task Type  Task Status  Reason  Patient Name 55N MRM  FIN  Admit Date  Discharge Date  Encour]
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7. Logonto the AppBar if you have not
done so already.

8. From the AppBar Click to open the
Request Report Maintenance App

9. The Report Request Maintenance
app opens.

10. To begin the Disclosure Audit
Report, Select the Request Status
Checkbox next to Successful.
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REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)
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0 Report Request Maintenance
Task View Help

Search Criteria
Request Status

|:|Pending i process

CJ &l errors E@ []5uccessful Report Re
[ Canceled [ Mo qualificatios
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I REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

11. Select the Request Types checkbox
next to Ad Hoc, Manual Expedite,
Distribution, and Expedite.

12. Select the Date Range for the
requested Disclosure Audit Report.

Note: the “To” Field does not need to be
populated if current date and time is
needed.

niagarahealth

&0 Report Request Maintenance
Task View Help
Search Criteria
Request Status

[IPending [In process

] Al errors Filter Successful

[ canceled [ Mo qualification

Request Types ' 11 >

] Ad hoc [#] Manual expedite

Expedite [] Decument service

Distribution O Concept service
& Report Request Maintenance

Task View Help
Search Criteria

Request Status

[JPending [Din process

] All errors Filter Successful
[]Canceled [ Mo qualification
Request Types

[ Ad hoc [ Manual expedite
Expedite [ Document service
Distribution [ Concept service

Date Range
From [ 07-26-2024 From ] ‘12’
To  [wnad yyyy]

Advanced Search>> I EZISIREY S

S M T W T F §

Clear | Refresh List 1 2 3 4 5 &
7 8 9 10 1 1213
14 15 16 17 18 19 20
21 22 23 24 25 g 7
]

28 29 30 31
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wEa_ REQUEST MANAGEMENT ROI PHIPAA
M 0 N A C H ACCOUNTING OF DISCLOSURES

13. Expand the Advanced Search HOSPITAL INFORMATION SYSTEM (HIS)
Options.

O Advanced Search <<

Advanced Search

Scope
[Person [ Cross-Encounter
[JEncounter [J Accession

[ClEvent [ Encounter - Selected Events
[ Order

Report requestiD 7
Parentrequest D
Person name [ SCHED, AAINA

Output Device

[IRequests for patient only
[ Include purged requests

Clear  Refresh List

14. Search for patient in the Patient
Name Field using the magnified
glass.

15. The Person Search window opens.

o~ [Grs
15) ... -
|
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s REQUEST MANAGEMENT ROI PHIPAA
M 0 A CH ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

16. Search for Patient Name, and can
also add HCN, and MRN.

<16> u Patient Search
Mame
[ scHED |
MRN
[ 11002503 |
SSM
Birth Date
| | E3
Sex
Fin Mbr
Search Clear
17. Highlight the patient’s name/MRN
and click Select.
[E4 Patient Search [m] x
plan Patient %, Preview
MRN ’ Name MRN CMRN Birth Date Sex  Age SSM Deceased
17 | SCHED, BRIAN 11002533 100001488 25/May/1980 Male 44 Years No
SSN
L 1]
Birth Date
[ =
Sex
Fin Nbr
L ]
Search Clear
Select Cancel
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18. Select the “Include Purged Requests” checkbox.

&0 Report Request Maintenance
Task View Help

REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

Request Status

[ Pending [Jin process

[ &Nl errors Filter Successful

[ Canceled ] No qualification
Request Types

[ Ad hoc [ Manual expedite
Expedite [1 Decument service
Distribution [ Concept service
Date Range

From [ 01-01~-2024 |2 00: 00

To | mn-dd-vyyy |2 [ hhmn |

Adwvanced Search <=

Advanced Search

Scope

[]Person [] Cross-Encounter

[ Eneannses [ Accession

[ Event [JEncounter - Selected Events
[1Order

Report request ID t‘l

|
Parent request ID t‘l |
Person name [ scHED, BRIAN =S
Encounter | |
Financial Number [ | @
Accession number | |
Distribution [ | @
Expedite trigger | | &
Requesting personnel @
Receiving personnel =9
Minimum pages “I |
Processing time (sec) “I |
Facility [ | @

Concept Service |

Report Template |

Output Device 1

[ Requests for patient only v
[ Include purged requests 8

Clear | | Refresh List

)\ Hotel Dieu
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REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

19. All appropriate data will populate to the right of the screen. Highlight all relevant rows using

SHIFT or CTRL to select multiple rows.

O £ Repent Request Maintenance

Tesk View Help

Request Status -
Last Refresh: 7/26/2024 437 PM EDT
[Pending [inprocess
DAl errors Eilter A Successful
Olcancesd Mo qualifcation Report Request I} Request Type  Request Status  Person Name  Requesting Personnel  Receiving Persomnel  Requested Date/Time  Pages Scope Report Template
@ 7m0 Expedite Report Disti..  SCHED, BRL.  System Generated GWANIHPM.. 3 Acc. X_ESO Templ
Request Types @ 791084 Expeiite Report Distri..  SCHED, BR..  System Generated WIWNHZHPM.. 3 Acc. X_ESOTempl
Hadhoc A Manual expeite
Hexpedite [Document service
[HAvistribution [ Concept senvice
Date Fange
From [01-01-2024 |71 00: 00
To  [mnrddeyyyy | 7][hhiam
Advanced Search
Scope
[person [ Cross-Encounter
[ encounter [aceession
event [ Encounter - Selected Events
Clorder

Reportrequeatid
Parentrequest D
Pesson name [ scHeD, BRiAN
Encountes [

Fanancial Number |

Accession number |

Distribution [

Expedite trigger [

Requesting persannel

Receiving pessonnel

Minimum pages

Processing time (see) 7

Facility [ A
ConceptService |

RepoTemplate |

Output Device | Enter 3 characters to search al E
L] Requests for patient aniy
Flinclude purged requests

P37 | nhshimtechd]

Requests | to2af 2

20. Right click on the rows and select “Preview Disclosure Audit Report.”

Report Request D Request Type  Request Status  Person Name  Requesting Personnel  Receiving Personnel  Requested Dste/Time  Pages Scope  Report Template

& 7091066 Expedite Report Distri...  SCHED, BRl.. System Generated 6/18/2024 250PM .. 3 Acc.. X_ESO Templ...
& 051064 Expedite Report Distri.. | SCHED, BRL... System Generated 61873054358 Y Beel ™S RefreshList
Resubmit

Resubmit - Change Parameters ...

Resubmit - Debug

Right Click

Show Details
on the Display Report
0 Preview Disclosure Audit Report
selected Sove Debug Files

Save Purge File
Export Report Request Details
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wEa_ REQUEST MANAGEMENT ROI PHIPAA
M 0 N A C H ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

21. Use the PDF Reader functionality to print to Document Printer, Close the PDF and, Close the
Report Request Maintenance application.

@ L2 O @ diclosureauditreponaons x |+ - 0 x

G (D) File | Cy/Users/STEPHA~1.MAR/AppData/Local/Temp/disclosure-audit-report80202187346... m = =
\54 v

Vo |@m - -+ B 1| Q| e B - 2

Disclosure Audit Report

Printed Date/Time: 7/26/2024 16:47 EDT Printed By: NHS Test01, HIM - Health Records Technician
Patient Name: SCHED, BRIAN Request Date/Time: 6/18/2024 14:58 EDT

Facility: WS Request ID: 7091066

MRN: 11002593 Result Status: All Statuses

FIN: 22-002764 Request Status: Report Distributed

Requesting Person: System Generated Request Type: Expedite - PDF

Receiving Person: Output Device: N/A

Requested Sections: Infusion Billing, Orders, Medication Reconciliation, LAB - Hematology
Rendered Sections:

Patient Name: SCHED, BRIAN Request Date/Time: 6/18/2024 14:59 EDT
Facility: WS Request ID: 7091064

MRN: 11002593 Result Status: All Statuses

FIN: 22-002764 Request Status: Report Distributed
Requesting Person: System Generated Request Type: Expedite - PDF

Receiving Person: Output Device: N/A

Requested Sections: Infusion Billing, Orders, Medication Reconciliation, LAB - Hematology
Rendered Sections:

Note: Do Not Print From PDF Preview.
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e REQUEST MANAGEMENT ROI PHIPAA
M 0 N A C H ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

Log Request HIPAA Accounting of Disclosures:

1. Switch back to the AccessHIM Window.

2. Select the Request tab and Select Add Request.
& AccessHIM - Request Management
@ File View Help
=N [
m _J Request . |= Invoice| = Notes| ' Holds| 5] ¥R Template | [B] XR Distribute 4
Request Number Request Type Facility Req@l

Last Updated By

3. Select Accounting of Disclosure in the Request Type from the drop-down menu.

B AccessHIM - Request Management
File View Help

Search by Name - & -

"3 | *Request . =) Inveice| & Notes| ' Holds| 5] XR Template | [8] XR Distribute

Request Number R

= Regquest Type Facilty P
Ll
e ‘ 3 I =il <]
e

‘Amend Record

Last Updated By
Audit of Disclosures
Restrict Consent

ROIBill

ROl Nen-Bill
ROI Pre-Bill
Secure Record

: O Hotel Di 10
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4. Select the Facility from the drop-down menu

[ AccessHIM - Request Management
File View Help

Search by Mame - @ &

,.,a ) *Request .= Invoice

= REQUEST MANAGEMENT ROI PHIPAA
A CH ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

Request Number Request Type

, Invoice| 42 Notes| ' Holds| [ 3R Template| [B] 1R Distribute|

<New Request> [Ror it

= Patient Information
Patient Name

Then Click the magnifying glass to Search or press Enter

E AccessHIM - Request Management
File View Help
Search by Name =] (\t -

,-‘a ~ *Request . = Invoice

In the Requester field, type in minimum of 3 characters to search for the Requester

Request Number Request Type

, Invoice| &1 Notes| ) Holds| [ XR Template| [B] XR Distribute|

<New Request> [rorgi

+2 @@ -0

Requester
v |St Catharines Site ( ' sched|

+ Patient Information

Patient Name

@
O requester search -
Notes: The Search a Requester window opens. | —
: \C\Hotel Dieu 1
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REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

6. Highlight the Requester and click Select.

EJ Requester Search *
Search for a Requester

Requester Name Requester

| test | MName Requester Source Request Reason S5M  MRN  Gender Dateof Bith Age

Requester Source Test Attorney _Attorney/Legal Patient Representative |

| ~| test, government  Govemment Agency  Government

Request Reason

| 7]

State

| ]

Zip Code

| | Address(es)

| Search | | Clear | Type Street Address 1 Street Address 2 Street Address 3 Street Address 4 City State Zip Code
ROl 12345 Main Street Kansas City Missouri 64108

Phone Number(s)

Type Phone Number Extension Contact

| ~Hotel Di
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7 a AccessHIM - Request Management
File View Help

REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

7. Update the Request Status to Accepted (A), fill out highlighted mandatory fields (B),
then click Save Request (C).

Search by Name = f‘% & -
} Invoice| &1 Notaﬂ J Holdﬂ EXR Tamplatq @ XR Di;tnbute}

{OEle =- ==&

‘.\a _J *Request . =,
F' A
Patient Name: MRN:
Date of Birth: Sext
Privacy Status:
*]
Patient Name Admit Date Discharge Date  FIN Encounter Type  Facility Attending P
< >
¥ Paper Documents
~ Delivery Information
Delivery Method
| Email with PHI v‘ Billable []Pre-Bill
~ Address Information
Print Bl To MailTe Type Street Address 1 Street Address 2 Street Address 3 Street Address4 City g
® ROI 12345 Main Str... Kansas City |
< >
+ Accounting of Disclosure
AOD Required
Purpose Description
+ Request Information
Request Reason Authorization Required Request Status @
Patient Representative ~ |*| ~ ‘ Initial S
Rejection Reason Request Date Request Time
Chart Unavailable to Provide A | [ 20/ul/2004 E [2:49 AM 2
Duplicate Request Required Date Required Time
Harmfu\r Tc Individuals/Others |2&[Aug;"?_024 ) ‘ 2:49 AM :
g ¥ Days Overdue: 0
[CLink to Patient Infermation Request
Last Updated By
v
< >
- =
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. REQUEST MANAGEMENT ROI PHIPAA
M 0 A CH ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

8. Click down arrow next to Print and select Accounting of Disclosure to print the

Accounting of Disclosure letter and report.

E AccessHIM - Request Management
File View Help

[scnchiytome B & i%~ |
+§(8§‘;"= g (_(REquestQueue

| Request ?:_.I ‘I’WDI(% e Note;l J Hold;l E XR Template] XR Dl:tr\buta]

ad
Request Type Facility Requester
Audit of Disclosures Niagara Falls Site law
29
t
Patient Name MRN Date of Birth Sex Privacy Status
HIMFOURTYFIVE, ANY... 11001808 Wednesday, May 23, ..  Male

| ~Hotel Di
niagarahealth >(\ Shaver -
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Completing a Request in Request Management:

1. Access the Request Queue view, search by patient name to find the Request for Patient Name.

REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

(o DT Te— o
Sereplote| [ 2 B - v 7| R et .
Ty LIRS L peatnt
i Faren Fajor Haniier kg 1
Q) \ I
it per Iy - -
b At b Crlai
o termn | e tenrch i et Lo Doty Wbty
|| PAv Peqier ReasaTqe OWinthane Hed Ken Repedw Fadly Sme Fi Awped St Reed NaeTive  Feqaind TRTome Do osider  Tnpastfashs
2. Patient Search window opens. Select the Patient and click Select.
[E4 Patient Search [m] X
Name Patient
sched
MRN Name MRN CMRN  BithDate  Sex Age  SSN Deceased
]| scemaam 28000043; 11000335 0ODCOTETE 01/Jan/1998  Female 26 Years
SCHED, ADELA 11001733 100001101 04/Feb/1987 Female 37 Years
= SCHED, ALICIA 28000114; 11001367 100000726 11/Dec/1985 Female 38 Years
[ ]| scHep asHer 28000064; 11000354 00DDOTET? 16/Mar/1983 Female 41 Years No
Birth Date SCHED, ASHLEY 11000724 100000072 _01/Jan/2001 _ Female 23 Years Yes
I:@ SCHED, BRIAN 11002593 100001488 _25/May/1980_Male 44 Years No
SCHED, CARDIOLOGVTEST 11002566 100001462 20/Apr/1945  Male 79 Years
Sex SCHED, CHANTALLE 88000062; 11000432 000DO7952 18/0ct/1990 Female 33 Vears
SCHED, CHRISTIAN GREGORY 83000054; 11000362 000007285 19/May/1957 Male 67 Vears
Fim N SCHED, CORINNE 88000065 11000357 0000O7B80 0/Dec/1875 Female 48 Years
SCHED, ELPHIE 8000113; 11000513 000008036 04/0ct/1997 Female 26 Years
[ T shenane 88000063; 11000433 000007953 18/May/1959 Female 65 Vears
SCHED, JEAN 83000057; 11000396 000007918 20/Apr/1970 Female 54 Years No
Search Clear SCHED, JEN 28000048; 11000430 000007950 26/Sep/1981 Female 42 Years
SCHED, KATIE 83000052; 11000356 000007879 01/Jan/1993  Female 31 Years
SCHED, KIM 83000112; 11000721 100000063 04/0ct/1967 Prefer not to answer 56 Years
SCHED, LINDA MARIE 83000055; 11000363 000007886 01/Jul/1960  Female 64 Years
SCHED, ROMEO 11001135 100000495 28/May/1995 Male 29 Years
SCHED, RONNIE 11000729; 83000066 000008033 01/Jan/1988 Male 36 Years No
SCHED, TANIA 11000764 100000111 01/Aug/1995 Female 28 Years
SCHED, TAYLOR 83000067; 11000431 000007951 16/Sep/1982 Female 41 Years
SCHED, TEST 83000096; 11000719 100000067 01/Jan/1953 Female 71 Years
SCHED, TESTT 83000097; 11000720 100000068 01/Jan/1955 Male 69 Years

Select ﬁ Cancel
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REQUEST MANAGEMENT ROI PHIPAA
ACCOUNTING OF DISCLOSURES

HOSPITAL INFORMATION SYSTEM (HIS)

3. Double click the request, navigate to the Request tab and click Modify Request.

B3 AccessHIM - Request Management
File View Help

. Search by Name - @ -

23 . Request | =) Invoice @Noteﬂ b HoldﬂEXRTamp\ateW@mD.;tnbute] HRejd@ H~-=0
Request Number Request Type Facility Ronuacter
273802361 Audit of Disclosures Niagara Falls Site Modify request

~ Patient Information
Patient Name

Q
®
Patient Name MRN Date of Birth Sex Privacy Status
HIMFOURTYFIVE, ANY... Wednesday, May 23,..  Male 2zNot on File

4. Update the Request Status to Complete (A) and click Save Request (B).

. Request Status

4 B AccessHIM - Request Management z :
File View Help omplete ~
’W‘ RN v Accepted

iy |4 *Request I invoice| €. Notes| ) Holds| [5] XR Template) (] XR Distribute| (B , He w-- 0o Canceled
d r— Complete
Request Number Request Type Facility Requester | Save Request Extension Requested
<New Request> ‘Audlt of Disclosures v‘ ‘sn Catharines Site v| law a, Patient Mot Seen
Chart Unavailable to Provide v
~ Patient Information
Patient Name Request Date Request Time
\ a [ 23/1ul/2024 = [ 10:04 AM E
] Required Date Required Time
y ~
Patient Name MRN Date of Birth Sex Privacy Status |23Mug£2024 E | 10:04 AM ‘v Days Overdue: 0
HIMFOURTYFIVE, ANV... 11001208 Wednesday, May 23, .. Male
[ Patient Information on Site
~ Request Information
Request Status
Complete. i
Rejection Reason
Duplicate Request ~
No Record Exists
Patient Not Seen
Chart Unavailable to Provide v
Request Date Request Time
[301ui2024 | 2@ [1044am |2
Required Date Required Time
[29/8ug/2024 | B [1044 AM |2 Days Overdue 0

| ~Hotel Di X
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