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TASK QUEUE IN HIM PROFILE APP

HOSPITAL INFORMATION SYSTEM (HIS)

The Task Queue application in App Bar handles
creating, modifying, and completing tasks
needed for Analysis and Coding management
activities.

(HIM) Launch and Setup Task Queue
Preferences steps:

1. From the App bar, click the Task Queue
icon £ to launch the ProFile Task
Queue app.

2. Navigate to the View tab menu and
choose "Options" from the drop-down.

3. Inthe Options window, select "View"

tab, adjust Task Queue preferences
using status filters.

4. Click "Hide tasks of this status" and
choose "Complete" to filter out all

completed tasks.

5. Click "OK."
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(HIM) Filter Task Queue steps:

Tasks can be filtered by location and Task Type.

1. Select the facility from the
alphabetically listed options in the drop-
down menu.

Click the magnifying glass icon to
choose a Task Type, opening the Task
Types window.

Select the desired Task Type For Coding
or Analysis (ex., HIM DS SCS).

Click "As of" to open the selected Task
Type.

Note: Once displayed, you can rearrange
columns by dragging and dropping headers,
adjust column widths by clicking between
headers, or sort columns by clicking the
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(HIM) Manage Prep\Scan Reconciliation Tasks How to Complete a Task:
Steps:
How to Change the Status of a Task: 1. Click "complete.”
1. From the main screen, select the @
patient task status you want to change S LAVENDER, LW TOUSSEFE | NHTI00-0m8 B
and right-click on the task. WTSTEST ONE gpm TR
I Compice. <& click
2. From the drop-down menu, select the P Complete

) Pending
1 new status. Create Additional Task..
( ) Transfer

& ProFile: Task Queue Notes 3

Task  View Help

Task Details...
S ® | @D 0 P | HIMAnasis - Comples Care UnitP 1 | @, . . . .
GRepeE A window will appear displaying a date
Filters: Update Date: All Dates / Complete / In Process / Pending { Opened / On Hold and time of completion
nght Name MRN Task Status Task Type Reason
Cl' k NHS-LAVENDER, LIAM YOUSSEFF NH1100-0639 Pending HIM Analysis - Comple. . . .
ick on I% > ZZTEST. WILLIAM NH1100-0285 Pendi HIM Analysis - Comple.
WTISTEST. ONE NH1100-1873 Pendwz H\MAna\ys\s—Com:e.. 2 AdJUSt the dlsplayed date and tlme Of
the Task ADTTEST. INPATIENT NH1100-1759 Pending HIM Analysis - Comple.

completion using the arrows or enter it
manually.

Filters: Update Date: All Dates / Complete / In Process f Pendi Q

Complete Task bt
Name MRMN + - .
NHS-LAVENDER, LIAM YOUSSEFF NH1100-063% Completed date and time: Adjust the
ZZTEST, WILLIAM RILIIANAI0E 11/Jun/202 : = 0902 : .
WTISTEST, ONE Open Display
ADTTEST, INPATIENT Complete... ;
Garee || D210 i
. the arrows
ass..
Pending
Create Additional Task... Select the 2
Transfer 3
New Status
MNotes 3
from Drop- . Complete Task by
Tosc Deta. P 3. Click "OK." The Task | “omeiete ™
down Menu W|” disappear from * Completed date and time:
+ ~noo2 <
the Task Queue.
Now the Task status Cancel
is complete. Click OK

Note: HIM users should avoid altering the
default date setting on the Query tab in the
Options window. Once a date is entered in the
Begin Date field, it becomes mandatory and
cannot be reset to ALL DATES, although it can be
modified.
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How to Transfer a Task:

The HIM clerk can transfer tasks to another HIM
clerk, such as those handling Day Surgery (HIM
DS) or the Emergency Department (HIM ED),
based on the Patient Type when:

PowerChert contains all required scanned
documents in patient’s chart.

Steps:

1. Select the task you want to transfer
from the Task Queue list and right-click
the task.

2. Choose "Transfer" from the drop-down
menu.

) The Transfer Task box will open.
®

Task  View Help

S S (3| @ D& O @ 2 HMAnalysis - Complex Care UnitIP 1| | @,
Right Click | wap e

to Select Filters: Update Date: All Dates / Complete / In Process / Pending / Opened / On Hold
Task to Name MRN Task Status Task Type Reason
t f NHS-LAVENDER, LIAM YOUSSEFF NH1100-0639 Pending HIM Analysis - Comple.
rans er% ZZTEST. WILLIAM NH1100-0285 Pending HIM Analysis - Comple.
WTISTEST. ONE NH1100-1873 Pending HIM Analysis - Comple.
ADTTEST. INPATIENT NH1100-1759 Pending HIM Analysis - Comple.

ilters: Update Date: All Dates / Complete / In Process / Pei

Name MRN
NHS-LAVENDER, LIAM YOUSSEFF NH1100-0639
ZZTEST, WILLIAM ————
'WTISTEST. ONE Open
ADTTEST, INPATIENT Complete..,
Remove
Pass.
Pending From Drop-
Create Additional Task...
== @down Menu
Notes » Se Ie Ct
Task Details.
Transfer
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3. Click the arrow under "Task Type" to
select the appropriate HIM department.

®

& Transfer Task x

Patient and Visit Information
MName: ZZTEST. WILLIAM
Admit date:  2023-Oct-17 10:13:58
Discharge date:  2024-May-10 08:41:00

*Task type

HIM Analysis - Specialty Document -~
HIM Coding--DS NFS
L HIM Coding - DS SCS L

HIM Coding - DS WS
Select Task HIM Coding - ED NFS
Type Menu 'f> FMM
HIM Coding - ED WS
to Select the HIM Coding - IP Care Rehab High HDS v
Workflow

4. Click "Ok" to complete the transfer.
Note: Task Queue allows transfers for
tasks currently in Pending or On Hold
status.

‘ 4 ) @ Transfer Task o
Patient and Visit Information

Name: ZZTEST, WILLIAM
Admitdate: 2023-Oct-17 10:13:58
Discharge date: 2024-May-10 08:41:00

ance
Click OK
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(HIM) Preview and Print Task Queue Reports
Steps:

1. From the "View" tab select "Options."
The Options menu will appear.

2. Select the "Printing" tab.

3. Inthe "Printing Report" section, choose
"Print Summary Report."

4. Click "OK."

5. Click the Print Preview icon to view the
report.

Note: To print from the report preview, click

"Print," or click the print icon on the Task Queue
toolbar.

®

= ProFile: Task Queue

Task m Help

2 Task Details... =7

== womplete

Select Options

@

Options Select Printing
View Query Printing Export Tab in Options
Printing Info Window
Printing Report Page Cr
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Options

View Query Prinfing Export

Printing Info
Printing Report Page Orientation

O Print detail report ® Portrait (132 characters)

Select Print % @ Print summary report O Landscape (160 characters)

Summa ry O Promptfor report type
Group by facility

Report Detailed Report Setup

Q Options

View Query Printing Export

Printing Info
Printing Report Page Orientation
O Print detail report @® Portrait (132 characters)

@i Print summary report | © Landscape (160 characters)
O Promptfor report type
Group by facility

Detailed Report Setup

Field Display .. | PrintField | Length ~
Name  Name [ 25
MRN MRN = 15
TaskS.. TaskS.. = 1
TaskT.. TaskT. % 15
Reason  Reason ] 25 i
* Note - Sorting and order of fields selected forthisreport  Displavtotal” 126

is determined by the sort defined within the display of the Default Settings
queue.

e tom

wW
) Click OK
®
= ProFile; Task Queue

Task  VWiew  Help
SES @ &

Click Print Preview Icon
to view the Report
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