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Introduction to RPMS and PIMS v5.3

Resource and Patient Management System (RPMS) is an integrated solution for management of clinical and administrative information in healthcare facilities of various sizes and orientation. RPMS is a decentralized automated information system of over 50 integrated software applications. Many RPMS applications can function in a stand-alone environment if necessary or appropriate. The system is designed to operate on micro- and mini-computers located in IHS or tribal healthcare facilities. 

The Scheduling, ADT, and Day Surgery modules of PIMS interface with PCC to create visits in PCC as the applications are used. The service category of the PCC visit will reflect the PIMS module that is being used. These service categories are: ambulatory for outpatient scheduled visits, hospitalization for inpatient admissions, day surgery for day surgery visits, and observation for observation admissions.
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Security

PIMS v5.3 requires you to have an RPMS access and verify code. A session will terminate when the computer logs out or has no activity for ten minutes. No patient data is stored on your computer. When a session is completed, all data is erased from cache (memory).

Role-based access: You have access to options depending on their function (role). This allows the site manager to create a custom menu for each user by assigning security keys to each option.  

PIMS v5.3 Features
· Allows sites to manage outpatient appointments in one centralized option

· Displays the appointment list.  This list can include who made the appointment, primary care provider, phone number

· Offers new Primary Care Provider menu to assign primary care providers and teams to patients

· Can admit patients to Observation beds which will be included on the census 

· New UB-92 admission types

· Day Surgery module that interfaces with PCC and Incomplete Chart list

· New IHS Sensitive Patient Tracking Module

· Alerts the appropriate staff that a user has accessed a restricted record

· Redesigned menus –“One-Stop Shopping”

· Centralized appointment menus-combines check-in, walk-in, cancel, no-show, etc

· Month-at-a-glance can handle 16-hour days

· Customizable Appointment Lists:-can sort by who made appt, phone #, primary care provider

· Can view appointment details from browse screen

· Chart Locator tool

· Can admit observation patients 

· Observation patients included in patient lists, census, and statistical reports

· New UB-92 admission type

· Re-design of Incomplete Chart Analysis

· Day Surgery module interfaced with PCC and Incomplete Chart file

· Tracking of “sensitive” patients

Workflow Assessment and Change

Implementing all features of PIMS v5.3 may change how you do business. It is recommended that you identify your current workflow and plan for any changes before using any new software.

Sites Should Think About…

· Convenient access to computers for staff in or near exam rooms, offices, and Patient Registration
· System Requirements (especially when using the Sensitive Patient Tracking module)
· Process change will be required when using the Observation Beds option, the Day Surgery option, or the Sensitive Patient Tracking module
· PCC+ sites should consider using the Scheduling package to check patients in and generate PCC+ forms
Introduction to the Application

Patient Information Management System (PIMS) is the name given by the VA for a suite of software of which IHS uses the following: data dictionary for the VA Patient file, Admission/Discharge/Transfer (ADT) application, Clinic Scheduling application, and Sensitive Patient Tracking (SPT) module.  In version 5.0 this suite was called Medical Administration Service (MAS).  This release includes all of the VA routines and options even if not currently used by IHS.

Purpose
The purpose of this PIMS v5.3 Scheduling Module training is to give you the skills and knowledge needed to use PIMS to manage outpatient appointments and waiting lists for specific clinics, day surgery, and inpatient admissions.

Goal
Upon completion of this course, you will able to use the Appointment Management option to schedule appointments, check-in appointments, cancel appointments, and mark appointments as a “no-show”.  You will also be able to manage waiting lists, request charts, find available appointments, and view the appointment list. 

Objectives
· Appointment Management: Manage appointments for a specific patient or clinic.

· Display Patient’s Appointments: Display a patient’s appointments for a specified date range.

· Month-at-a-glance: Display a clinic’s available appointments for each clinic under a principle clinic.

· Appointment List: Customize a list of scheduled appointments for one or more clinics on a specific date.
· View Provider’s Schedule: View a particular provider's schedule. 

· Waiting List: Manage waiting lists for specific clinics, day surgery, or inpatient admissions.

· Patient Mini Registration: Temporarily register a patient requiring an appointment at a clinic.

· Chart Request: Request multiple patient charts for review without scheduling a patient appointment.

· Routing Slips: Print routing slips for one individual, all appointments, or add on appointments.

· New Reports for File room: New reports designed to assist in the management of charts.
1.0 Objective #1: Appointment Management

Manage appointments for a specific patient or clinic.

Purpose
This objective introduces you to the latest appointment scheduling options that can be used for managing a patient’s or clinic’s appointments.

Overview
It is important that you be able to accurately schedule and track patient appointments. The Appointment Management option streamlines execution of appropriate actions for patient appointments.

Goals
Upon completion of this objective, you’ll be able to:

· Make an appointment for a patient

· Check in a patient for a scheduled appointment

· Check in a walk-in patient

· Check-out a patient from a scheduled appointment

· Cancel a scheduled appointment

· Enter a patient as a no-show for a scheduled appointment

· Print a health summary for a patient

· Print a Prescription profile for a patient
· Update a patient’s registration information

1.1 Log On

1. Log on to the Scheduling module.

2. On the Scheduling module’s main menu, select the Appointment Management (AM) option.

3. Select a patient name or clinic name to process an appointment.

1.2 Make an Appointment 

1. Type MA at the “Select Action” prompt.

2. If you selected a specific patient during the log on process, type the name of the clinic where the appointment is to be made at the “Select Clinic” prompt.  If you selected a specific clinic, type the name of the patient at the “Select Patient” prompt.

3. Type the date of the desired appointment at the “Enter The Date Desired For This Appointment:” prompt.  PIMS displays the clinic’s available appointments for the month of the selected date.  After viewing the available appointments type Q to quit.
4. Type the date and time for the appointment at the “Date/Time:” prompt.

5. Type the length of appointment.  Length must be a multiple of the increment minutes per hour.

6. If you want the patient notified of any lab, X-ray, or EKG stops before the appointment, type YES at the “Want Patient Notified Of Lab ,X-Ray, Or EKG Stops?” prompt.
7. Enter any information that pertains to the stop before the scheduled appointment.

8. If you want previous X-Rays sent to the clinic, type YES at the “Want Previous X-Ray Results sent to Clinic?” prompt.

9. If you want an appointment letter printed for the patient, type YES at the “Want to Print Appointment Letter for Patient?” prompt.

10. If you are in patient mode, enter the name of the clinic to schedule the selected patient for another appointment.  If you are finished scheduling the patient for appointments, press Enter.

11. Press Enter at the “Select Provider/PCPR/PCTM:” prompt to return to the “Appointment Management Module” screen.
12. Press Enter at the following prompt: Select Action: Quit// .
Reminder: Anytime a possible answer is followed by //, pressing ENTER will default to the entry displayed. If an alternative response is desired, it must be typed after the //.

Exercises
A. Select your patient in Appointment Management and make five appointments for that person in a selected clinic.  Schedule two appointments for today and schedule the remaining appointments over the next 30 days. 
B. Select a clinic in Appointment Management and make five appointments for your patient in that clinic.  Schedule two appointments for today and schedule the remaining appointments over the next 30 days.
C. Select another patient in Appointment Management and make five appointments for that person in a different clinic.  Schedule two appointments for today and schedule the remaining appointments over the next 30 days. 
D. Select a different clinic in Appointment Management and make five appointments for another patient in that clinic.  Schedule two appointments for today and schedule the remaining appointments over the next 30 days
      (At the end of this exercise, you should have 20 scheduled appointments)

1.3 Check In a Patient for a Scheduled Appointment 

1. Type CI at the Select Action prompt.

2. Type the number of the correct appointment number “Select Appointments:” prompt.

3. At the display “Checked in: Jan 05, 2006 @ 14:00//”, press Enter to accept the information or type in a different date and time.

4. Type the clinic stop or clinic code name at the “Clinic Code for Visit:” prompt.

5. Type the visit provider name at the “Visit Provider:” prompt.

Exercises (Please use the patients and clinics from the previous exercises).

A. Select your patient in Appointment Management and check that person in for one of today’s scheduled appointments.
B. Select a different patient in Appointment Management and check that person in for one of today’s scheduled appointments.
C. Select a clinic in Appointment Management and check in a patient for one of today’s scheduled appointments.
D. Select a different clinic in Appointment Management and check in a patient for one of today’s scheduled appointments. 
1.4 Check In a Walk-In Patient

1. Type WI at the “Select Action:” prompt.

2. If you selected a specific patient during the log on process, type the name of the clinic at the “Select Clinic” prompt where the appointment is to be made.  If you selected a specific clinic, type the name of the patient at the “Select Patient” prompt.

3. Press Enter at the “Appointment Time: Now//” prompt.
4. Type any information that pertains to the scheduled appointment at the “Other Info:” prompt.  (Note: This is a free text field.  Response must be at least 3 characters and not more than 150 characters.  Semicolons and colons are not allowed.)
5. Press Enter at the “Check In: Jan 05, 2006 @14:00//” prompt.

6. Type the clinic stop or clinic code name at the “Clinic Code for Visit:” prompt.

7. Type the visit provider name at the “Visit Provider:” prompt.

8. Press Enter to print a routing slip in medical records. The prompt will read “Okay to print a routing slip in medical records now? YES//”.
9. Type in the medical records room printer at the “File Room Printer” prompt to print the routing slip.

10. Type Yes or No at the “Do you want your output QUEUED?” prompt.

Exercises
A. Select a patient in Appointment Management for a walk-in appointment to a clinic.
B. Select a different patient in Appointment Management for a walk-in appointment to another clinic.
C. Select a clinic in Appointment Management and check in a patient as a walk-in.
D. Select a different clinic in Appointment Management and check in another patient as a walk-in.
1.5 Check Out a Patient 

1. Type CO at the “Select Action:” prompt.
2. Type the number of the appointment which you want to check out.  Remember, this person must already be checked in for an appointment.
3. Type Yes or No at the “Do you wish to make a follow-up appointment?” prompt.  If you type Yes, you will be prompted to enter the clinic, date, time, length, patient notifications, and other information for the follow-up appointment.

4. Type the date and time of check out at the “Checked Out:” prompt.

Exercise

E.  Check out all the patients from the previous exercises – both scheduled and walk in.    
Schedule each of them for a follow-up appointment.

1.6 Cancel a Patient’s Scheduled Appointment

1. Type CA at the “Select Action:” prompt.

2. Type the appointment number for the appointment you want to cancel at the “Select Appointments:” prompt.

3. At the “Appointments cancelled by (P)atient or (C)linic:” prompt, type P if the appointment was cancelled by the patient or C if the appointment was cancelled by the clinic.

4. Type the reason for the cancellation at the “Select Cancellation Reasons Name:” prompt.  To see a list of cancellation reasons type two question marks (??) at the prompt and press Enter.

5. If the appointment was cancelled, optional remarks as to the reason the appointment was cancelled can be entered at the “Cancellation Remarks:” prompt.  This is a free text field. Response must be 3-160 characters.
6. Type Yes or No at the “Do You Wish To Rebook Any Appointment(s) That You Have Cancelled?” prompt.  If you choose to rebook an appointment, you will be taken through a series of steps that will allow you to reschedule the appointment.

7. Type Yes or No at the ‘Do You Wish To Print Out Any Letters:” prompt.

Exercise
A. Cancel one of today’s appointments for a patient. Reason = weather.
B. Cancel a future appointment for a patient and rebook it. Reason = travel difficulty.

C. Cancel a future appointment for a different patient but do not rebook. Use any 
reason. Print 
the cancellation letter.

D. Cancel one of today’s appointments for a patient. Choose any reason. Rebook the 
appointment 
and print out the cancellation letter.

1.7 No Show Documentation
1. Type NS at the “Select Action:” prompt.

2. Type the number of the appointment that you want to change to a no-show at the “Select Appointment:” prompt.

3. Type Yes or No at the “Want to Auto-Rebook No-Show Appointments Now?” prompt.  If you type Yes, the system will automatically book the patient in the next available slot.  If you type No, you have to reschedule the appointments using the MA option.

4. Type Yes or No at the “Want Letters Printed now?” prompt.  If you type Yes, you will be prompted to select a no-show letter and a printer.

Exercise
E. Change your patient’s status to no-show for an appointment scheduled for today. Do not rebook. Print the No Show letter.
F. Select a different patient and change the status to no show for an appointment scheduled today. Rebook the appointment and print the No Show letter.

1.8 Print a Health Summary for a Patient

1. Type HS at the “Select Action:” prompt. If you do not have the proper keys to print a health summary, you will see this message “Health Summary may not be selected at this point. Select Action: Quit//.
2. If you are in a clinic screen, type the name of the patient at “Select Patient:” prompt.  If you are already in patient screen, go to step 3.

3. Type the type of health summary you want to print at the “Select Health Summary Type Name:” prompt. To see the different types of available health summaries type two question marks (??) at the prompt.  
4. Type B (Browse the report onscreen) or P (print the report on paper) at the “Print Mode:” prompt.  If you type P, you must then select the printer where you would like your summary to print.  If you type B, the Patient Health Summary screen will appear.  Use the options at the bottom of the screen to navigate through the summary.

Exercise
A.  Display any health summary for your patient on your terminal screen.

B.  Display a different type of health summary for the same patient.

1.9 Print an Rx Profile for a Patient

1. Type OR at the “Select Action:” prompt.  This action will open “Other Reports” menu.  There are seven (7) reports to choose from: 1—Routing Slip, 2—Face Sheet,      3—Rx Profiles, 4—PCC+ Form, 5—Visit Display, 6—Chart Locator,      7— CWAD Notes.  

2. Type 3 at “Choose Report(s) To Print:  (1-7):” prompt.  
3. If you are in a clinic screen, type the name of the patient at “Select Patient:” prompt.  If you are already in patient screen, go to step 4.

4. Type 1 for the patient’s Medication Profile or type 2 for the patient’s Action Profile at the “Select Rx Profile to Print:” prompt.  If you choose to print an action profile, you will be prompted to enter the appropriate clinic.

5. Type a printer name at the “Device:” prompt. You can type HOME to display the report on the screen.

Exercise: 
C.  Display an Rx profile for your patient on your terminal screen.  Display their medication profile.
1.10 Patient Registration Update (PR)
1. Type PR at the “Select Action:” prompt.

2. If you are in a clinic screen, type the name of the patient at “Select Patient”. 

3. A listing of the patient’s registration history will be displayed. Type [Y] or [N] at the “Does patient’s address or phone # need to be updated?” prompt.

4. If you typed a [Y], the patient registration screen will be displayed. Press [Enter] to continue with the editing.

5. When the IHS Registration Editor screen appears, type the number of the field you want to edit and press [Enter]. 

6. Type the new information and press the [Enter] key to record the changes.

7. When you have completed the editing, press [Enter] and continue to the next page. When you have completed all editing, press the [Enter] key to scroll through the remaining pages until returning to the Appointment Management module.
Exercises

A. 
Select a patient from the list provided by the instructor and change the patient’s 
street address or P O box number.

B.
Select a different patient and review their registration information. On page two (2) 
of the 
registration information, enter or edit the patient’s employer and the 
employer’s address.

C. 
Using the same patient, review the patient’s veteran’s status on page 6. Change the 
status to Yes, enter a branch of service and save the data.

2.0 Objective #2: Display Patient’s Appointments

Display a patient’s appointments for a specified date range.

Purpose: 

The purpose of this objective is to show you how to produce a listing of a patient’s appointments.

Overview: 

Use this option to view a patient's appointments for a date range you specify.  This will also tell you who made the appointment and when, along with the current status of the appointment and PCC visit.

Goals

Upon completion of this objective, you’ll be able to:

· Print pending appointments

· View appointments and visits within a specified date range.

2.1 Log On

1. Log on to the Scheduling module.

2. On the Scheduling System’s main menu, select the Display Patient’s Appointment (DA) option.

2.2 Display Patient’s Appointments

1. Type the patient’s name at the “Select Patient:” prompt.

2. Type the date you want to start your appointment search at the “Select Beginning Date:” prompt.  This date can be in the past.

3. Type the date you want to end your appointment search at the “Select Ending Date:” prompt.  This date can be in the future.

4. Type VA (View Appointment) or VV (View PCC Visit) to look at an appointment. VV (View PCC Visit) may only be selected for past appointments.
5. If there is more than one appointment showing, enter the number of the appointment/visit you want to display.  Keep in mind you cannot view a visit for an appointment the patient has not yet checked-in.

Exercise

A.
Display your patient’s appointments for a specific timeframe.  The beginning date 
will be T-15 days and the ending date will be T+30 days.  View one appointment 
and one visit for your patient that has been checked-in.

B.
Select a different patient and review their appointment history for the past month. If 
they were checked in for a visit, view the PCC information for that visit.

3.0 Objective #3: Month-At-A-Glance Display

Display a clinic’s available appointments for each clinic under a principle clinic.

Purpose

The purpose of this exercise is to show you how to display clinic availability without making an appointment for a patient.  You can view a clinic’s available appointments on the first available date for each clinic under a principle clinic.  You can view the appointment schedule for availability, beginning at a specified date and search through up to 15 days in the future.

Overview

It is important that you be able to view a clinic’s available appointments or view the first available date for each clinic under a principle clinic.

Goals

Upon completion of this objective, you’ll be able to:

· View a clinic’s available appointments

· View a clinic’s first available date for each clinic under a principle clinic.

3.1 Log On

1. Log on to the Scheduling module.

2. Type MD at the “Select Scheduling Menu Option:” prompt.

3.2 Display a Month at a Glance

1. Type the clinic name for which you are interested at the “Select Clinic:” prompt.

2. Type the date of the desired appointment.

3. On the Month-at-a-glance screen, type AL (appointment list) or SL (short appointment list) at the “Select Action:” prompt.

Note: Use the Right Arrow key (→) to see appointment times that occur later in the day and may not appear on your current display.  

Exercises

A. Display the appointments for a selected clinic for the next month.
B. Display the appointments for the General Principal clinic.
C. Display the appointments for a different clinic for the next month.
4.0 Objective #4: Appointment List

Customize a list of scheduled appointments for one or more clinics on a specific date.

Purpose
This objective teaches you how to print a list of set appointments categorized by time slot for each selected clinic on a specific date.

Overview
This option allows you to print a list of scheduled appointments for one or more clinics on a specific date.  This option also allows you to include walk-in patients, who made the appointment, patient's phone number and primary care provider assignments.

Goal
Upon completion of this objective, you’ll be able to:

· Print appointments for a specific clinic

· Print appointments for a principle clinic

· Print appointments for all clinics in the facility

4.1 Log On

1. Log on to the Scheduling module.

2. On the Scheduling System’s main menu, select the Appointment List (AL) option.

4.2 Print an appointment list

1. Enter the name of the clinic you want to print an appointment list for. If more than one clinic is returned, enter the number for your clinic.

2. If you want to print an appointment list for more than one clinic, enter another clinic.

3. Enter the date for which you want to print an appointment list.  If you want to print an appointment list for today, accept the default response.

4. To include walk-in patients on the appointment list, type YES at the “Include Walk-Ins?”  If you do not want walk-ins to appear on your appointment list, type NO at the prompt.

5. To include the name of the person who made each appointment on your appointment list, type YES at the “Include Who Made Appt?” prompt.  If you do not want to list who made each appointment, type NO at the prompt.

6. To include the patient’s telephone number on your appointment list, type YES at the “Include Patient's Phone #?” prompt.  If you do not want to list the patient’s phone number, type NO at the prompt.

7. To include the patient’s primary care provider and team affiliations on your appointment list, type YES at the “Include Primary Care Information?” prompt.  If you do not want to list the patient’s primary care provider and team affiliations, type NO at the prompt.

8. To print chart requests, type YES at the “Include Chart Requests?” prompt.  Chart requests will be listed at the end of the report.  If you do not want to print chart requests, type NO.

9. Select the mode for how you want to print your appointment list.  To browse the list on your screen, type B.  To print your appointment list to paper, type P.

Reminder: Anytime a possible answer is followed by //, pressing ENTER will default to the entry displayed. If an alternative response is desired, it must be typed after the //.

Exercises
(Select clinics from the list provided by the instructor.)
A.
Print an appointment list that includes one specific clinic.  The date of the  
appointments will be 3 days from today.  Include walk-ins and who made the 
appointments on your list.

B.
Print an appointment list for one specific clinic.  The date of the appointments will be 
today.  Include walk-ins and who made the appointments on your list.  Print the list 
on your computer display.
C.
Print an appointment list for all clinics in your facility.  The date of the appointments 
will be one week from today.  Do not customize this list - accept all default 
responses.  Browse the list on your computer display.
D.
Print an appointment list for the General Principal clinic in your facility.  The date of 
the appointments will be for today.  Include who made the appointments and the 
patient’s telephone number on your list.  Browse the list on your computer display.
5.0 Objective #5: View Provider’s Schedule

Use this option to view a particular provider's schedule across all clinics where that provider is listed as the default provider.  

Purpose

The purpose of this exercise is to introduce you to how providers can review their daily or weekly schedule.

Overview

It is important that all providers be able to look at their daily or weekly scheduled appointments.

Goal

Upon completion of this objective, you’ll be able to:

· Look up a provider’s schedule regardless of the clinic.

· Display details for a selected appointment.

5.1 Log On

1. Log on to Scheduling Menu, select the PS option, and then your provider’s name. Enter either Daily or Weekly. Enter the date to start the search.

5.2 Viewing the Appointments

1. The appointments for either the day or week will be displayed with the time, clinic, and name.

2. For details of a particular appointment, display the provider’s appointments: select the VA option, and then choose the particular appointment.

Exercises
(Select providers from the list given by the instructor.)

A. 
A Provider has arrived at the clinic on Monday morning and would like to review 
his/her appointments 
for the week. The assigned nurse also needs to see the 
appointments for the week.

B.
Choose a different provider and review his/her schedule for the next month.

C.
Your provider has arrived at the clinic on Monday morning and wants to view his/her 
appointments for the next three days. They also want to view the details of 
today’s first appointment.

6.0 Objective #6: Waiting Lists

Use this option to manage the waiting lists for outpatient clinics, day surgery, and inpatient admissions.  

Purpose

This objective introduces you to the latest waiting list options for both outpatient clinics and inpatient wards. Once a list is selected, an alphabetical listing of active patients will be displayed. From that list, you may add new patients, edit or view existing entries, or remove patients from active status.
Overview

It is important that all users be able to accurately enter, track and remove patients from a waiting list. 
Goal

Upon completion of this objective, you’ll be able to:

· Add a patient to a waiting list for a specific clinic
· Edit wait list information regarding a specific patient

· Remove a patient from a wait list
6.1 Log On

1. Log on to Scheduling Menu, select the WL option, and then the waiting list or clinic name.

6.2 Add Patient to List

1. At the Select Action prompt, type the number 1 and press [Enter].
2. At the next prompt, enter the name of the patient to be added to the Wait List.

3. At the next prompt, press [Enter] to accept today as the date the patient is added to the waiting list or enter a different date and press [Enter].

4. At the Reason Added to the List, enter[?] to see a list of site specific reasons; enter the specific reason and press [Enter].

5. Priority: Select from 1) High; 2) Middle; or 3) Low.

6. At the next prompt, enter the name of the provider the patient needs to see.

7. Recall Date prompt: Enter a future date when the wait list entry is to be reviewed.

8. Comments (Optional): Enter any information that may be relevant to scheduling this appointment.

9. The next prompt gives the user access to update screens for the patient’s address and phone numbers
10. After completing data entry fields, the patient’s information is displayed on the clinic’s list view.
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Sample Wait List Entry
Exercises
(Select waiting lists/patients from the list provided by the instructor.)
A. 
Select an outpatient clinic waiting list and add a patient to the list. Select any wait list 
reason that you want to use. Indicate that this is high priority with a recall date two 
weeks from today. 
B.
Select a different wait list and add the same patient to that list. Use the F/U reason. 
Indicate that this is low priority with a recall date of one month from today. 

C.
Select a different patient and add them to the wait list for an outpatient clinic. Select 
any reason, priority and recall date.

6.3 Edit Entry on List
1. At the Select Action prompt, type the number [2] to edit and press [Enter].

2. At the next prompt, enter the number representing the patient data to be edited and press [Enter]. 

3. Each prompt is displayed with the current answer. To accept the prompt as written, press [Enter]. To change the information, type in the correct response and press [Enter].

Reminder: In RPMS, information followed by // indicates a default response. If it is correct, press [Enter] and continue; if it needs editing, enter the changes after the // and press [Enter].

Exercises:

(Select waiting lists/patients from the list provided by the instructor.)
A. 
Select a waiting list entry created in the previous exercise and edit the date the 
patient was added to the list. Change the date to one week ago today.

B.
Select another waiting list entry and edit the reason the patient was added to the 
waiting list and the priority.

C.
Select a different patient or waiting list entry and edit the comment field. Add a 
comment if there isn’t one currently; add an additional sentence or two if one 
already exists.

6.4 Remove Entry on List

1.   At the Select Action prompt, type the number [3] to remove an entry and 
press [Enter].

2. At the next prompt, enter the number representing the patient data to be removed and press [Enter]. 

3. Enter the date the entry is being removed and press [Enter].

4. Enter the resolution and press [Enter]. If unsure what the responses are, type [??] and press {Enter]. Then complete the data entry and press [Enter].

5. Comments may be entered as needed. Type [Y] and press [Enter] to proceed to a ScreenMan display. When finished with the data entry, press [F1] [E] to save the information and return to the previous screen.

Exercises:

(Select waiting lists/patients from the list provided by the instructor.)
A.
Select a patient who is on a waiting list and remove them from the list for one clinic. 
Enter a resolution of Appointment Made.

B.
Select a different patient who is on a waiting list and remove them from that list. 
Enter a different resolution and add a comment.

C.
Select another patient who is on the waiting list for a specific clinic. Return to the 
Appointment Management menu , select that clinic and schedule an appointment for 
the patient. At the prompt asking if the patient should be removed from the waiting 
list, type [Y].
D. 
Review one of the waiting lists and identify a patient who is on the list for a specific 
clinic. 
Return to the Appointment Management menu, select that clinic and 
schedule an 
appointment for next month for the patient. At the prompt asking if the 
patient should be removed from the waiting list, type [N].

7.0 Objective #7: Patient Mini Registration

Use this option to temporarily register a new patient requiring an appointment at the clinic. The patient will be assigned a temporary chart number until he/she has come to the appointment.
Purpose

This objective teaches you how to secure a temporary chart number for a new patient by entering the patient’s name, date of birth, and social security number. 
Overview

It is important that all users be able to assign temporary chart numbers for patients who may need immediate access to a clinic. 

Goal

Upon completion of this objective, you’ll be able to:

· Scan for similar names
· Enter patient demographic information and assign a pseudo SSN, if necessary
· Add individual as a new patient and assign temporary chart number
7.1 Log On

1. Log on to Scheduling Menu, and then select the PMR option.

7.2 Scan for Similar Names
1. If you want to search the current database for the patient you are registering, type [Y] at the “Do you wish to scan for similar names or chart numbers?” prompt.
2. Type the patient’s name, Social Security Number, or Date of Birth at the “Select Patient Name” prompt.




If the patient is already registered at the clinic, a message stating that the 




patient is 
already registered will be displayed. The user will not be able to 




continue in PMR.

3. If the patient isn’t registered at the facility, press [Enter] key to return to the original prompt “Do you wish to scan for similar names or chart numbers?” 

4. If you want to immediately begin entering the patient’s information, type [N] at the prompt.

5. Type the patient’s full name at the next prompt.

Reminder: RPMS name format is last name,first name middle name. There is no space between the comma and the first name. Example, Forrest,Claudine Renee
6. At the “Are you adding (patient’s name) as a new patient/” prompt, enter [Y] to continue with the registration process or [N] to return to the previous prompt.
7. If you didn’t type the patient’s middle name, you will be prompted to do so. If no middle name, press [Enter] and proceed to the next question.

8. At the next prompt, enter the patient’s sex and press [Enter].
9. Enter the patient’s date of birth in MM/DD/YYYY format and press [Enter].

10. Type the patient’s Social Security Number (SSN) and press {Enter]. If you don’t know the SSN, type [P] to create a pseudo-social security number. 

Note: Consult your supervisor for information on assigning pseudo-social security numbers.

Exercises

A. 
Select a patient from the list provided by the trainer and complete a scan using their 
name or social security number.

B.
Select a fictitious name and scan for similar names in the database. If the name 
doesn’t exist 
in the database, proceed to enter data and assign a temporary chart 
number. If the name already exists, select a different name and complete the mini 
registration.
8.0 Objective #8: Chart Requests

Request multiple patient charts for review without scheduling a patient for an appointment.

Purpose
The purpose of this exercise is to teach you how to request a patient’s chart without scheduling a patient for an appointment.

Overview
Situations may arise where physicians need to review a patient’s chart without actually seeing the patient.  You can request multiple charts for a specific date.

Goals
Upon completion of this objective, you’ll be able to:

· Request multiple patient charts for review without scheduling a patient for appointment.

8.1 Log On

1. Log on to the Scheduling module.
2. On the Scheduling System’s main menu, select the Chart Request (CR) option.

8.2 Request a Patient’s Chart

1. Type the name of the requesting clinic at the “Select Clinic Name:” prompt.

2. Type the Provider’s name and location at the “Request Charts for Provider/Location/Ext.” prompt.

3. Type the date the charts are to be delivered to the provider at the “Select Chart Delivery Date:” prompt.

4. Type the name of the patient whose chart you are requesting at the “Select Patient:” prompt.

5. Enter another patient’s name for additional chart requests.  If you are finished requesting charts, press Enter at the “Select Patient:” prompt.

6. Type the name of the printer in which you want the chart requests printed at the “Chart Request Printer:” prompt.

Exercise
(Select clinics/providers/patients from the list provided by the instructor.)
A. In a Clinic, a Provider would like to request patient’s charts to review today.  Print the chart requests to the printer.  
B. In a different Clinic, a different Provider would like to request a patient’s chart to review tomorrow.
C. In another Clinic, another Provider would like to request two (2) patient’s charts to review 2 days from today.  Print the chart requests at the medical records chart request printer.

Note: 
Chart requests for the current date will print as soon as the device is selected.



Future chart requests will be queued to print the night before the requested date.  

They will print along with the nightly routing slips.  

9.0 Objective #9: Routing Slips

Use this option to print routing slips for one individual patient, all patients, or add-ons (appointments made since routing slips were last printed). The routing slips may be sorted to print by terminal digit, patient name, clinic name, or principle clinic. 

Purpose
The purpose of this exercise is to learn how to print routing slips to be used to pull charts for future appointments. 

Overview
Routing slips are printed in the Medical Records Department and are used to pull charts for walk-in appointments or future appointments.  For walk-ins, the routing slip will print immediately.  For future appointments, the routing slips are printed prior to the appointments and used to pull the charts.  Routing slips are no longer printed when an appointment is made.  In place of the routing slips an appointment letter is printed.  If “Print Health Summaries with Routing slips” is set to “Yes” in the site parameters and the clinic parameter is set to print the Health Summary, these documents will print with the routing slips during walk-in and nightly routing slip runs.  Routing slips can be sorted by terminal digit, clinic name, Principle Clinic, or patient name.

Goal
Upon completion of this objective, you’ll be able to:

· Print all routing slips for a future day’s scheduled appointments

· Print add-on routing slips (appointments that have been made since the last printing of the routing slips

· Review the various options for sorting routing slips

9.1 Log On

1. Log on to the Scheduling module.
2. Pick the SCR (Reports) menu option.

9.2 Printing All Routing Slips

1. Type RS at the “Select Reports Menu (Scheduling) Option:” prompt in the Reports Menu.

2. Type the name of the division from where you would like the information at the “Routing Slips for Which Division:” prompt.  Use the division provided by the instructor.

3. Type NO at the “Do you want routing sheet for a single patient?” prompt.

4. Type A at the “Select All Routing Slips (A) or Only Add-ons (O):” prompt.
5. Type the number from the option list that corresponds to the way you would like your report sorted (We’ll sort by clinic in this scenario).

6. Type the date for the day’s appointments that you want the routing slips printed at the “Print Routing Slips For What Date:” prompt. (i.e. Tomorrow’s appointments would be T+1)

7. Type No at the “Is This a Reprint of a Previous Run?” prompt.

8. Type the printer name or number at the “Device:” prompt.
9. Type Yes or No at the “Do you want your output Queued?” prompt.

9.3 Printing add-on Routing Slips

1. Type RS at the “Select Reports Menu (Scheduling) Option:” prompt in the Reports menu.

2. Type the name of the division from where you would like the information at the “Routing Slips for Which Division:” prompt. Use the division provided by the instructor.

3. Type NO at the “Do you want routing sheet for a single patient?” prompt.

4. Type O at the “Select All Routing Slips (A) or Only Add-ons (O):” prompt.

5. Type the number from the option list that corresponds to the way you would like your report (We’ll sort by clinic in this scenario).

6. Type the date for the day’s appointments that you want the routing slips printed at the “Print Routing Slips For What Date:” prompt. (i.e. Tomorrow’s appointments would be T+1)

7. At the next prompt “Select Clinic: All//” press Enter to print for all clinics or type the name of the specific clinic.

8. Type No at the “Is This a Reprint of a Previous Run?” prompt.

9. Type the name of or number of your printer at the “Device:” prompt.
Note: Chart Requests that were entered for future dates will be sorted and printed with the routing slips.

Exercise
A.  You are the clerk in Medical Records and you are ready to pull the charts for the 
next day’s appointments.  
· You need to print the routing slips that you will use to pull the charts.

· You want to sort your routing slips by clinic name 

(You may also sort by the method you currently use at your facility). 
· Before leaving, you want to print the 
routing slips for any add on appointments and pull those charts.

Note: for this exercise, print your routing slips to the screen <HOME>



If your clinic is set to print the Health Summary with the Routing Slip, the health 


summary will print immediately after the routing slip.

10.0  Objective #10: New Reports for File Rooms

Use these options to find charts and print a list of routing slips that have been printed.

Purpose

The purpose of this exercise is to introduce you to new reports used by the file room (Medical Records) to find charts, list chart requests, and list routing slips that have been printed for a date.

Overview
Locating a chart, finding out if a chart has been requested, and printing a list of routing slips that have been printed are important functions of the Medical Records department. These reports will assist the file room in managing charts and routing slips.

Goal
Upon completion of this objective, you’ll be able to:

· Review the various appointments and chart requests for a patient to assist you in locating the paper chart if it is not in it’s proper place in Medical Records

· Print a list of charts that were requested. This report lists only chart requests and does not include scheduled appointments or walk-ins.

· Print a list of all routing slips printed for a date sorted by date appointment was made, by clinic, or by terminal digit

10.1 Log On

1. Log on to the Scheduling module and select SCR for Reports Menu.
10.2 Locating a Chart

1. Select the CHL (Chart Locator) option.
2. Type the patient’s name whose chart you are looking for.

3. Type the beginning date for the search.
4. The Chart Locator screen will be displayed.
5. Type Q (Quit) to exit the screen.
10.3 Printing List of Chart Requests

1. Select the LCR (List Chart Requested) option.
2. Type the date that you would like to print the chart request listing.
3. Type the name of the division from where you would like the information. 

4. Type the name of the clinic you are interested in or type ALL for all clinics.
5. Type the number from the option list that corresponds to the way you would like your report sorted.
6. Type the name of the printer where you would like the report to print.
7. The list of charts requested will be displayed.
8. Type Q (Quit) to exit the screen.
10.4 Printing List of Routing Slips Printed

1. Select the LRS (List Routing Slips Printed) option
2. Type the date that you need the information 

3. Type the name of the division from where you would like the information. Use the division provided by your instructor.
4. Type the name of the clinic you are interested in or ALL for all clinics. 

5. Type the number from the option list that corresponds to the way you would like your report sorted.

6. The list of routing slips printed and the number of total appointments will be displayed

7. Type Q (Quit) to exit

Exercise
(Select needed data from the list provided by the instructor.)
A. You have received a call from a provider to pull a chart. When you look in the files, the chart is not there, nor is there an out guide. You need to find the chart.
B. It is the end of your shift in medical records and you want to make sure that you have pulled all of the charts for Chart Requests tomorrow. You need a list of Chart Requests for the following day so that you can review the charts that have been pulled.
C. You are not sure if all of the routing slips for tomorrow’s appointments printed during the evening run. You need a list of routing slips that have already been printed and the number appointments for tomorrow
11.0  Appendix A: Set-Up-a-Clinic Field Definitions

Page One Data Elements

Clinic Name:  Name given by user to any ward, clinic, file room, operating room or 
other location within a facility.
Abbreviation:  An abbreviation for the clinic name 1-7 characters in length.

Division:   Division name assigned to each entry in this file to identify where the 
specific location is. There can be multiple divisions assigned to an institution, but 
only one division per location.

Facility:
Institution name assigned to each entry in this file to identify where the 
specific location is.

Clinic Meets at this Facility? YES:  Press the Return key to accept the default of 
[YES]. [NO] if the clinic 
meets elsewhere.
Non-Count Clinic? Y or N:  [YES] if the visits should not affect statistics. No if visits 
should affect statistics.

Include on File Room Lists:  This filed will only appear for non-count clinics. [YES] 
to 
include this clinic on file room lists; [NO] to not include.

Principal Clinic:  If enrollment in this clinic is equivalent to enrollment in a larger one, 
enter the larger one here. If your entry is not in the HOSPITAL LOCATION file, you 
will be prompted for Hospital Location Type and Hospital Location Type Extension.

Physical Location:  Enter the location of the clinic (0-25 characters). Press the [Enter] 
key to skip this entry.

Telephone:  
Telephone number for the specific location.

Clinic Code:  Three digit code number assigned to this clinic. Type [??] for a list of 
codes.

Service:  
The facility or hospital service associated with this clinic. Press the [Enter] 
key for a list of services. 

Clinic Owners: 
Enter the people that are responsible for the setup of the clinic.

Page Two Data Elements 

[image: image5]
Select Special Instructions:  Any special instructions concerning this clinic, 0-25 
characters.

Prohibit Access to Clinic:  Should only privileged users have access to book this 
clinic? 
Schedule on Holidays:  Should the user be able to schedule appointments to this 
clinic on holidays?

Overbook Users & Level:  Enter the users who have overbook capability.

Hour Clinic Display Begins:  Appears for new clinics only. If it doesn’t begin at 8 AM, 
enter it as follows:




9 AM = 9

11 AM = 11


1PM = 13


3PM = 15




10AM = 10 
Noon = 12


2PM = 14


4PM = 16

Length of Appointment:  
Enter the time, in minutes, of an average appointment for 
this clinic
(must be a multiple of 10 or 15). The length of time entered here directly 
affects the INCREMENTS PER HOUR display set up later. Be sure to calculate the 
desired time/increment relationship before entering them as you are not able to edit 
INCREMENTS PER HOUR after an availability date has been entered.

Variable Appointment Lengths:  Does this clinic have variable appointment 
lengths? 
Enter [V] to allow for a varied appointment length or press the [Enter] key 
to not 
allow variable appointment length.

Display Increments per Hour:  The number of increments that will be displayed per 
hour for this clinic. Accept the default or type [?] for a list of choices.

Overbooks/Day Maximum:  Enter the number of allowable overbooks per day to this 
clinic. If overbooks are not allowed, enter zero.

Max # days for Future Booking:  Maximum number of days available when searching 
for open clinic slots for this clinic in the future. A number between 11-999.

Start Time for Auto Rebook: Start time (hour of the day) that should be searched for 
when auto rebooking an appointment to this clinic.

Max #days for Auto Rebook: Maximum number of days the system can be set to 
search up to when auto rebooking appointments. A number between 1-365.

Page Three Data Elements

Pre-Appointment Letter: This letter will be generated through the Print Scheduling 


Letters option of the Output menu. It advises patients of upcoming appointments to 

this clinic. Enter the name of the pre-appointment letter. Type [?] for a list of pre-


appointment letters.

Clinic Cancellation Letter: This letter will be generated for this clinic whenever 



either the clinic availability is cancelled through the Cancel Clinic Availability option 

of this menu, or when an appointment is cancelled through the Cancel Appointment 

option of the Appointment menu and the cancellation is at the request of the clinic. 

Enter the name of the clinic cancellation letter. Type [?] for a list of clinic 




cancellation letters.

Appointment Cancellation Letter: This letter will be generated for this clinic 




whenever an appointment is cancelled at the patient’s request through the Cancel 

Appointment option of the Appointment menu. Enter the name of the appt. 



cancellation letter. Type [?] for a list of appt. cancellation letters.

No Show Letter:  This letter will be generated in conjunction with any shows entered 
for
this clinic through the No Show option of the Appointment menu. Enter the name 
of the No Show letter. Type [?] for a list of No Show letters.

Allowable Consecutive No Shows: This is the number of times in a row that a 



patient can be a no show in this clinic before being flagged for possible discharge 

from the clinic.

Waiting Period for No Shows: Enter the number of days you want the computer to 

use in searching of previous no shows in this clinic.

Print Health Summary: Answer [YES] if you want Health Summaries printed with 


Routing Slips.

Print Health Summary Type: Enter the type of Health Summary you would like 



printed.

Print Address/Insurance Update: Answer [YES] if you want address and insurance 

updates printed with the Routing Slips.

Print Rx Profiles: Enter one of the following:
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Require X-Ray Films: [YES] to have x-ray films pulled for visits to this clinic. 

Page Four Data Elements

Ask for Check In/Out Time: [YES] to ask the date/time each time a patient is 



checked in or out of this clinic. Press the [Enter] key for NO to have the system 


automatically enter the current date/time.


It is recommended that you set this parameter to NO for most clinics; however, if 
you wish to track the actual check in or out time for a particular clinic, set this 
parameter to YES.


Your entry here will override how this field is set in the Scheduling Parameters. 


Pressing the [Enter] key here will act the same as a NO response and will also 


override the Scheduling Parameters. 


When retroactively scheduling an appointment, the system will use the date/time of 

the appointment as the check in time. This date/time will either be automatically 


entered or used as the default, depending on how this parameter is set.
Create a Visit at Check-in: Answer [YES] to create a PCC visit when checking in a 


patient to this clinic. If you are setting up a dental or behavioral health clinic that 
uses the corresponding PCC package, answer 
[NO] since those applications create 
their own PCC visits.

Visit Service Category: Choose from Ambulatory, Chart Review, or 
Telecommunications. 

Multiple Clinic Codes Used: Answer YES if more than one clinic code is used for 


this clinic.

Visit Provider Required: Enter [YES] or [NO].
PYXIS Location: Used to link with PYXIS unit.

Clinic Providers: Enter the providers associated with this clinic. These providers will 

then be displayed when updating the provider through Appointment Management or 

Check Out.

Default Provider: Enter 1 or YES if you wish to make the selected provider appear 


as the default provider for this clinic; otherwise, enter 0 or NO. 

12.0  Appendix B: FAQ

1. Question:  When an appointment is made for a patient, what does the <A> stand for that is next to their name?  

Select Patient name or Clinic name:

    
 Searching for a Patient

 
 DEMO,PATIENT                    <A>   F 06-07-1934 233334444  MIH 00000

        ...OK? Yes//

Answer:  That is part of the CWAD function in TIU.  Patients can show an “A” even before using TIU, as that means they have an allergy or adverse reaction noted in the VA Allergy package.  The other letters will start showing up when the CWAD function in TIU is used.  The letters stand for C = Crisis Note, W = Clinical Warning, A = Allergy/Adverse Reaction, D = Advance Directive.

2. Question:  Why am I getting a form that looks like a billing report when I request a chart?  
Answer:  The form that you are getting is the AIU (Address & Insurance Update).It is used for the patient to update their insurance information.  If you have your clinic set to print the Health Summary when you request a chart and you also have the field “Print Address/ Insurance Update” set to yes, you will get the AIU printed. You can set how often you want the AIU to print in your scheduling site parameters.

PRINT HEALTH SUMMARY?: YES   HEALTH SUMMARY TYPE: ADULT REGULAR

PRINT ADDRESS/INSURANCE UPDATE?: YES

             PRINT RX PROFILES?:

           REQUIRE X-RAY FILMS?:   

3. Question:  When I am in the AM Appointment Management option, the Health Summary and RX profile are in parenthesis. Why does this happen for me and not my co-worker?
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Answer:  You have been assigned the DGZNOCLN security key which controls viewing clinical data. Ask your site manager to take this key away from you.

13.0 
Contact Information

If you have any questions or comments regarding this distribution, please contact the OIT Service Center by:

Phone: 
(505) 248-4371 or




(888) 830-7280

Fax: 

(505) 248-4363
Web: 

http://www.rpms.ihs.gov/TechSupp.asp
Email:

ITSCHelp@mail.ihs.gov 

If you are editing the parameters of an existing clinic and wish to change a previous YES entry to NO, type @ to delete the YES entry. This will change the entry to a null response which will be interpreted as NO by the system.
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