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Preface

The Practice Management Application Suite (namespace BPRM) is a browser-
accessible graphical user interface (GUI) for the Indian Health Service (IHS)
Resource and Patient Management System (RPMS) applications.

BPRM provides for the entry of new patients and editing the records of those already
registered at a medical facility. The patient data managed with BPRM is crucial to the
third-party billing of patient care. Appropriate caution and checking should be
employed to ensure that accurate data is entered into the patient registration system
and, subsequently, transmitted to the National Patient Information Resource System
(NPIRS).
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1.0 Introduction

The Practice Management Application Suite (BPRM) represents a forward step in the
streamlining of IHS record and patient management. Through the use of a consistent
GUI and module-based architecture, it not only simplifies record and patient
management, but also allows for future expansion of the scope and capabilities of the
system.

This User Manual describes the use of the BPRM Patient Registration module,
registration-related reports provided by the Reports module, and options in the
Settings module that affect patient registration. It also describes the Benefits and Prior
Authorizations modules. A separate User Manual gives an overview of the BPRM
application suite, and individual User Manuals are available for the other modules in
the suite.

Patient Registration Module User Manual Introduction
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2.0 System Navigation

The Practice Management Application Suite (BPRM) provides access to a vast array
of RPMS information. Entering and accessing that information is done through a
consistent interface, primarily the Application Toolbar, the Taskbar, and the
Workspace. Refer to the BPRM Application Overview User Manual for information
about using the BPRM interface.

Patient Registration Module User Manual System Navigation
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3.0 Patient Registration

This chapter discusses how to register a new patient, and it provides a brief overview
of how to view an existing patient record. Subsequent chapters provide a more
detailed description of the various patient registration functions within BPRM.

3.1 Registering a New Patient

To register a new patient, click Register Patient (Figure 3-1) in the Application
toolbar.

Figure 3-1: Register Patient button

This displays the Register New Patient form (Figure 3-2).

Register New Patient

Last Name dl First Name 4] Middle Name Suffix Date of Birth required
“ ] - Enfer date a]
Social Security Number Reason for No SSN Health Record Number required|  Primary Language equired
- Q

Sex required]  Marital Status equired]  Ethnicity Ethnicity Collection Method

- - - -
Race Collection Method

hd SELF IDENTIFICATION ¥ Remove Add Race

Location of Home Classification/Beneficiary il Eligibility Status required

Indian Blood Quantum

Tribal Membership

Tribe Quantum

Tribal Enroliment Number

Street Address

City

Zip Code

Present Community

State

Date Moved

Q 3/28/2014 t

Home Phone Work Phone Place of Birth [City] Place of Birth [State]

Save Cancel

Figure 3-2: Register New Patient form

The Register New Patient form provides fields for the following patient information:
e Last Name
e First Name

e Middle Name

Patient Registration Module User Manual
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e Suffix

e Date of Birth

e Social Security Number

e Reason for No SSN

e Health Record Number

e Primary Language

e Sex

e Marital Status

e Ethnicity

e Ethnicity Collection Method
e Race

e Collection Method

e Location of Home

e C(lassification/Beneficiary
e Eligibility Status

e Indian Blood Quantum

e Tribal Membership

e Tribe Quantum

e Tribal Enrollment Number
e Street Address

e City

e State

e Zip Code [Accepts Zip+4]
e Present Community

e Date Moved

e Home Phone

e Work Phone

e Place of Birth [City]

e Place of Birth [State]

Patient Registration Module User Manual Patient Registration
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Any fields containing required information are marked as such. If a required field is
left incomplete or blank, it is highlighted with a red outline. You will be unable to
save the patient record if you do not include all the required information.

Once the patient information has been entered, click Save to complete the
registration. The Save button will not be available until all the required fields are
completed.

If you do not want to save the information you have entered, click Cancel to exit the
Register New Patient form. A warning displays informing you that the screen has
unsaved changes. Click OK to exit or click Cancel to return to the form.

If the Health Record Number (HRN) entered is a duplicate of an existing HRN, a
warning message displays, and the registration cannot be saved until a non-duplicate
HRN is entered.

If necessary, you can enter a temporary HRN. To do so, type the letter T along with
five numeric digits, i.e., T54321.

When the patient’s name or Social Security Number (SSN) is entered into the fields,
the system searches the database to verify it is not a duplicate. If a duplicate is found,
a new screen displays listing any duplicate patients. In this new screen, select the
existing patient and click Select Patient in the lower-right corner of the page to open
the previously registered patient’s record. Click Ignore or Change to return to the
new patient record to continue with data entry or to change the SSN.

If necessary, you can enter a temporary Social Security Number for the patient called
a Pseudo SSN. To do so, type the letter P into the Social Security Number field. Once
the form is saved, the system will automatically generate a temporary SSN for the
patient based on their initials and date of birth, i.e., 102010180P.

After you successfully complete and save the form, the new patient record (Figure
3-3) displays.

Patient Registration Module User Manual Patient Registration
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3.2

XXX-XX-1139 999349
031171939 MALE .
Personal Detail

DEMO,PATIENTB SSN XXX-XX-1139  show Eligibility Status CHS & DIRECT  view RHI NO ::
03/11/1939 (80y) MALE HRN 999349 Active Insurance YES Sensiive NOQ
¥ Last Updated 6/5/2019 (TOWNSE PCP Veteran NO
Errors nWamings Print ~
h
DEMO;PATIENTB Demographics Family Tribal Names 8 HRN Document Summary Legal Documents Veteran Migrant/Homeless Notes Errors/Warnings

Change Personal Detail || Languages

Primary Language ENGLISH
Preferred Language ENGLISH

Address view History

Ethnicity NOT HISPANIC OR LATINO ,
Classificatior/Beneficiary INDIAN/ALASKA NATIVE

Marital Status MARRIED

SELF IDENTIFICATION
Religious Preference

English Proficiency  WELL

Employment  IHS AREA OFFICE,FULL-TIME

Place of Birth SANTA FE,NEW MEXICO
Race AMERICAN INDIAN OR ALASKA NATIVE

Change Address Internet Access PHR Access

123 FOREST HILL

Ry Patient Residence HOME

PHR Access

Location of Home

Emergency Contact

ALBUQUERQUE, NEW MEXICO, 88888-1234

Present Community SANTA FE since 11/10/2017
Internet Access NOT ENTERED

Send Generic Info

Home Phone
Work Phone
Other Phone

E-rnail

z

o
PHR Handout

Change  Emergency Contact

DEMO,FATHER
1009 MISSION ROAD
ALBUQUERQUE, NEW MEXICO, 81247

Relationship FATHER
Phone Number 505-888-5555
Waork Phone

Figure 3-3: Patient Record example

Note: Standard practice mandates that a face sheet be printed for
each patient at the time of registration or edit. The face
sheet should then be filed in the patient’s chart so that if the
clinic staff needs to contact the patient, the most current
information and alternate resource information is available.
Click Print, then select Face Sheet Report in the upper
right part of the patient record to print the face sheet.

Patient Header

The Patient Header (Figure 3-4) displays at the top of the patient record, regardless of

the other information shown lower on the screen.

DEMO,PATIENT
01/01/1980 (35y) MALE

SSN XXX-XX-4444 show
HRN 123412

Last Updated 3/16/2015 (ADAN

Eligibility Status CHS & DIRECT  view RHI NO @
Active Insurance Sensitive NO
pCP Veteran

Figure 3-4: Patient Header example

The Patient Header provides basic demographic information for the currently selected

patient. It includes the following information:

e Patient Name

e Patient Record Flag (when present)

e Date of Birth
o Age

Patient Registration Module User Manual
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e Sex
e SSN
e HRN

e Last Updated timestamp and by whom
e FEligibility Status

e PCP (name of Primary Care Provider)
e Yes/No indicators for these criteria:

— Active Insurance

— RHI (Restricted Health Information)
— Sensitive (Sensitive Patient Tracking)
— Veteran Status

The SSN field displays only the last four-digits of the patient’s SSN in compliance
with the Privacy Act. If you have the appropriate security key access, click
SHOW/HIDE next to the SSN to display the entire number.

To view the patient’s eligibility reasons from the header, hover your mouse cursor
over the View option located next to the eligibility status (Figure 3-5).

SSN XXX-XX-4444 Show Eligibility Status CHS & DIRECT  view

[

Eligibility Reasans

LIVES ON RESERVATION AND WITHIN THE UNITED STATES

|

Figure 3-5: Patient Header — View Eligibility Reasons

3.2.1  Patient Record Flag
When present, the Patient Record Flag displays beside the patient’s name in the
Patient Header. Figure 3-6 shows an example of a patient name with a patient record
flag.
DEMO,CAROL p~
02/22/1991 (21y) FEMALE
Figure 3-6: Patient name with Patient Record Flag
To view an active Patient Record Flag, hover your mouse cursor over the flag icon to
see information about the flag. Figure 3-7 shows an example of the information
shown for a typical Patient Record Flag.
Patient Registration Module User Manual Patient Registration
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Flag Site Review Date

HIGH RISK OB DEMO HOSPITAL 12/23/2008
Patient is at high risk for HTM.

Figure 3-7: Patient Record Flag information example

3.3 Viewing/Editing an Existing Patient Record

You can view and edit a broad range of information within a patient record.

To open an existing patient record, use the Search box (Figure 3-8) in the Application
Toolbar. You can search for a patient based on their name (LAST NAME,FIRST
NAME,MIDDLE NAME), their exact HRN, date of birth (in the form
BMMDDYYYY or MM-DD-YYYY), or Social Security Number (SSN).

Figure 3-8: Patient Search box

Typing any one (or a combination) of these search criteria into the Search box
displays a list of search results. Select a patient from the list to open that patient’s
record in the Patient workspace.

Note: If the patient’s HRN is displayed in the search results, the
patient is registered at the selected facility. If no HRN is
displayed, this indicates the patient is not registered at the
selected facility. See Section 3.4 for information about
moving a patient to a new facility or division.

The Patient Record is comprised of several key components. These include the
Patient Header, the Profile, Benefits, and Appointment tabs, the Patient Record Pane,
and the Workspace. The Profile and Benefits tabs also contain additional pages of
information, which provide access to additional information within the patient record.
These additional pages are accessible via secondary tabs at the top of the Workspace.
All these additional components are described in detail later in this manual.

When a patient record is opened, a list of warnings displays if applicable. Examples
of possible warnings are Restricted Health record or if the patient is deceased.

Patient Registration Module User Manual Patient Registration
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3.4 Moving a Patient to a New Facility or Division

Regardless of the facility or division where a patient was initially registered, that
patient’s information (such as demographics, benefits, and appointments) can be
viewed from other facilities or divisions. However, this information can only be
edited when you are viewing the patient record from a facility or division where the
patient is registered.

BPRM simplifies the task of moving a patient from one facility to another. Follow
these steps to move the patient:

1.

Use the Division Selection list button on the right side of the Application Toolbar
to select the medical facility to where the patient is to be moved.

Open the patient’s record as described in Section 3.3. The patient’s record will
display, but the information shown cannot yet be edited.

Open the Names & HRN page of the Profile tab and click the Health Record
Number button on the right side of the page.

In the page displays, use the Health Record Number field to enter the HRN
assigned to the patient for the new facility or division.

Optionally, use the Record Disposition list box to choose a reason for the
change:

e Reactivated

e No Active Chart

e Sent to Archives

e Inactive Record (on file here)
e Registered in Error

e New Chart

Note: Except for the Reactivated and New Chart options, using
any of these options will set the patient’s record to
Inactivated. An inactive patient record is not erased from
the database. To reactivate a patient file, select the
Reactivated option from the list.

Click Save when done to update the patient’s record and assign it to the selected
facility or division.

Patient Registration Module User Manual Patient Registration
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4.0 Profile Tab

The Profile tab (Figure 4-1) and the separate tabs within it contain a wide range of
information about the patient. It is also the default display when you open a new or
existing patient record.

L

Figure 4-1: Profile Tab

The Profile tab includes these sections, all of which are accessible via tabs at the top
of the Workspace:

e Demographics tab

e Family tab

e Tribal tab

e Names & HRN tab

e Document Summary tab
e Legal Documents tab

e Veteran tab

e Migrant/Homeless tab

e Notes tab

e Errors/Warnings tab

These tabs and the information on them are described in detail in the remainder of
this section.

4.1 Demographics Tab

The Demographics tab (Figure 4-2) within the Profile tab is separated into sections
containing personal details, address information, and emergency contact information
about the current patient. Any of the information in these sections can be edited by
clicking the associated buttons on the right side of each section.

Patient Registration Module User Manual Profile Tab
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411

Demographics Family Tribal MNames & HRN Document Summary Le

Personal Detail

city NOT HISPANIC OR LATINO , SELF IDENTIFICATION
ficary INDIAN/ALASKA NATIVE
ENCLISH
sage ENGLISH
fatus MARRIED

Address viey

ment  |HS AREA OFFICE,FULL-TIME

e of Bith SANTA FE,NEW MEXICO
Race AMERICAN INDIAN OR ALASKA NATIVE
ficiency WELL

wrors [ werowss B [ -

Change Personal Detail  Languages

Change Address Intemet Access  PHR Access

123 FOREST HILL
ALBUQUERQUE, NEW MEXICO, 88888-1234

derce HOME
unity SANTA FE since 11/10/2017
ess NOT ENTERED

Emergency Contact

cInfo NO

Change Emergency Contact

DEMO,FATHER
1009 MISSION ROAD
ALBUQUERQUE, NEW MEXICO, 81247

tonship FATHER
\ber 505-888-5555

Figure 4-2: Demographics tab example

Personal Detail

The Personal Detail section of the Demographics tab shows this information:

e [Ethnicity and collection method

e Classification/Beneficiary

e Primary Language

e Preferred Language (if applicable)

e English Proficiency (if applicable)

e Employment (employer name and status if available)
e Religious Preference

e Place of Birth

e Race

4111 Personal Detail Form

Click Personal Detail on the right of the Demographics tab to change or view the
following details. The required fields are labeled and will be highlighted with a red
outline if incomplete.

Social Security Number. This field displays the last four-digits of the patient’s
SSN. If you have the appropriate security access key, the full SSN displays when
the field is selected. If this field is empty, the Reason for No SSN field must be
populated.

Patient Registration Module User Manual
August 2019
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e Reason for No SSN. Use this field when the Social Security Number field is
empty. Click within the field then choose one of the options shown on the list to
populate this field.

e SSN Verification Status. This view-only field shows whether the SSN has been
verified and if so, the agency that verified it.

e Date of Birth. This is the patient’s date of birth (DOB). Manually enter the date
using any of the accepted date formats or click the calendar icon to select the date
from a calendar view.

e Sex. Use this field to specify the patient’s gender. Click within the field then
select either Male, Female, or Unknown.

e Marital Status. Use this field to specify the patient’s marital status. Click within
the field then choose one of the options shown.

e Place of Birth (City). Use this field to specify the city where the patient was
born. This field allows alphanumeric characters.

e Place of Birth (State). Use this field to specify the state where the patient was
born. Click within the field then choose from the options displayed on the list.
The list includes the 50 United States, the U.S. territories, Canadian provinces,
and several other countries outside the U.S. As a shortcut, you can type the first
few letters of the state name, then select the state from the list shown.

e Employment Status. Use this field to specify the patient’s employment status.
Click within the field then choose one of the options shown on the list.

e Employer. Use this field to specify the patient’s employer. To search, click
within the field and type one or more of the letters contained in the employer’s
name to display a list of search results. Click on a name to populate the field. If
the employer’s name is not found, it can be added via the Settings module. See
Section 9.4 for more information about adding an employer.

e Ethnicity. User this field to enter the patient’s ethnicity. Click within the field,
then choose one of the options shown on the list.

e Ethnicity Collection Method. Use this field to enter the method used to
determine the patient’s ethnicity. Click within the field, then choose one of the
options shown on the list.

e Religious Preference. Use this field to specify the patient’s religious preference.
Click within the field then choose one of the options shown on the list.

e C(lassification/Beneficiary. Use this field to specify the patient’s classification or
beneficiary. Click within the field, then choose one of the options shown on the
list.

e Race. Use this field to specify the patient’s race. Click within the field, then
choose one of the options shown on the list.

Patient Registration Module User Manual Profile Tab
August 2019
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e Collection Method. Use this field to enter the method used to determine the
patient’s race. Click within the field then choose one of the options shown on the
list.

e Add Race. Click Add Race to add one or more additional races to the patient’s
personal detail information. Click Remove to remove a previously added race.

If the selected race is Unknown by Patient or Declined To Answer, no additional
race can be added. The error message “If race is unknown or declined to answer,
you may only have one race selected” will display if the user tries to add another
race. The error message “You cannot have the same race listed more than once”
displays as well when the user tries to add the same race twice.

Other races cannot be used with Declined to Answer or Unknown by Patient. The
error message “if race is unknown or declined to answer, you may have one race
selected” will display and not allow to save. If the same race has been used twice,
the error message “you cannot have the same race listed more than once” will be
display and not allow to save.

o Eligibility Status. Use this field to specify the patient’s eligibility status. Click
within the field, then choose one of the options shown on the list. This status
indicates the eligibility for care at an IHS facility.

¢ Eligibility Reasons. Use this list to specify the reasons for the patient’s
eligibility. The list of available reasons will depend on the patient’s eligibility
status. Select one or more reasons from the list shown. Use the scroll bar next to
the list to view all the options. See Section 9.1 for more information about adding
Eligibility Modifiers.

41.1.2 Languages Form

Click Languages on the right of the Demographics tab to change or view the
following details. The required fields are labeled and will be highlighted with a red
outline if incomplete:

e Primary Language. Use this field to specify the patient’s primary language. To
search for a language, click within the field and type one or more of the letters
contained in the language name to display a list of search results. Click the
language name to add it to the field.

e English Proficiency. Click within the field,. then choose from the options on the
list to describe the English proficiency of the patient. If the patient’s primary
language is not English, this field is required.

e Preferred Language. Use this field to specify the patient’s preferred language.
As with the primary language field, click within the field and type one or more of
the letters contained in the language name to display a list of search results. Click
the language name to add it to the field.
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Interpreter Required. Click within the field then choose from the options shown
on the list to indicate whether the patient needs an interpreter. If the patient’s
primary language is not English, this field is required.

Other Languages Spoken Section. The Other Languages Spoken section
contains a list of other languages the patient speaks or uses. To search for a
language, click within the field and type one or more of the letters contained in
the language name to display a list of search results. Select the name to add it to
the field and click Add. Languages can be removed from the list by clicking
Remove beside the name.

Be aware that if English is not the Primary Language or Preferred Language, the
Other Languages Spoken field must contain the one of the languages noted in
those fields.

4.1.2 Address

The Address section of the Demographics tab shows this information:

Street Address, including city, state, and ZIP code

Rx Patient Residence

Present Community

Internet Access

PHR Access

Location of Home

Home, Work, and Other phone numbers

E-mail Address

Send Generic Info and Preferred Method of Communication

PHR Handout

Click View History at the top of the Address section to see a listing of any previous
addresses and communities as well as previous entries for PHR access that have been
entered for the selected patient.

Click Address on the right of the Demographics tab to change or view these details:

Street Address (Line 1, Line 2, Line 3). Use these fields to specify the patient’s
street address. These three free-text fields allow alphanumeric characters.

City. Use this field to specify the city where the patient’s street address is located.
This free-text field allows alphanumeric characters.
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State. Use this field to specify the state or province where the patient’s street
address is located. Click within the field then choose from the options on the list
displayed. The list includes the 50 United States, the U.S. territories, Canadian
provinces, and several other countries outside the United States. As a shortcut,
you can type the first few letters of the state name then select the state from the
list shown.

Zip Code. When applicable, use this field to specify the Zip code where the
patient’s street address is located. This field accepts the five-digit zip code plus
four-digit extension.

Location of Home. Use this free-text field to add a narrative describing how to
get to the patient’s home.

Rx Patient Residence. This field is used to enter a valid pharmacy patient
residence type, to comply with CMS 2014 requirements for coding patient
residence on pharmacy claim transactions. Options are provided for this field. If
an Rx Patient Residence is not specified, the field will default to 1-Home.

Present Residence Community. This field displays the community where the
patient currently resides. To search for a community, click within the field and
type one or more of the letters contained in the community name to display a list
of search results. Click a community name to add it to the field.

Since. This field displays the date the patient moved to the current location.
Manually enter the date using any of the accepted date formats or click the
calendar icon to select the date from a calendar view.

Phone (Home, Work, and Other). Use these three fields to enter the patient’s
home, work, and other phone numbers. Each is a free-text field that accepts
alphanumeric characters. Be sure to include the area code.

Click Internet Access on the right of the Demographics tab to change or view these
details:

Has Internet Access. Select Yes within this list box to indicate that the patient
has Internet access. Select No if the patient does not have Internet access.

E-mail Address. Use this free-text field to enter the patient’s e-mail address.

Internet Access Locations. Select any combination of these check boxes to
indicate the locations where the patient has access to the Internet.

Send Generic Health Information. Select this option to indicate whether the
patient would like to receive generic information sent to their email address.

Preferred Method of Communication. This field indicates how the patient
would like to be contacted to receive reminders. Click within the field then choose
from the options shown on the list to indicate the patient’s preferred method for
receiving reminders.
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Click PHR Access on the right of the Demographics tab to change or view these
details:

PHR Access. Select Yes within this list box to indicate that the patient has access
to their Personal Health Record (PHR). Select No if the patient does not have
PHR access.

PHR Access Date. Use this field to show the date(s) when a patient was given
PHR access. Manually enter the date using any of the accepted date formats or
click the calendar icon to select the date from a calendar view.

PHR Handout. Use this field to show the date(s) when a patient received a PHR
handout. Manually enter the date using any of the accepted date formats or click
the calendar icon to select the date from a calendar view.

4.1.3 Emergency Contact

The Emergency Contact section of the Demographics tab contains contact
information to be used in case of a patient emergency. It shows this information:

Name and Address (of contact person)
Relationship
Home Phone

Work Phone

Click Emergency Contact on the right of the Demographics tab to change or view
these details:

Name. Use this field to enter the name of the emergency contact person, using the
LAST,FIRST name format. Most often, this is the patient’s spouse, parent, or
grown child.

Relationship. Click within the field then choose from the options on the list
displayed to indicate the emergency contact person’s relationship to the patient. If
no relationship is found from the list, select Other.

Street Address. Use this field to specify the emergency contact’s street address.
This free-text field allows alphanumeric characters.

City. Use this field to specify the city where the emergency contact resides. This
free-text field allows alphanumeric characters.

State. Use this field to specify the state where the emergency contact resides.
Click within the field then choose from the options on the list displayed. The list
includes the 50 United States, the US territories, Canadian provinces, and several
other countries outside the United States. As a shortcut, you can type the first few
letters of the state name then select the state from the list shown.
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e Zip Code. When applicable, use this field to specify the Zip code where the
emergency contact person’s street address is located. If used, this field must
contain five digits.

e Phone Number. Use this field to enter the emergency contact person’s home
phone number. This is a free-text field that accepts numeric digits. Be sure to
include the area code. The number entered into this field should be verified as
correct.

e  Work Phone. Use this field to enter the emergency contact person’s work phone
number. This is a free-text field that accepts numeric digits. Be sure to include the
area code. The number entered into this field should be verified as correct.

To copy the patient’s Street Address, City, State, Zip code and Phone fields to the
Emergency Contact information form, click Patient’s Address on the right side of
the page.

Note: If the Patient’s Address includes the zip code plus four
digits, only the zip code portion (five digits) will be copied.

Similarly, to copy the Next of Kin’s information to the Emergency Contact
information form, click Next of Kin in the upper right corner of the page. The Next
of Kin information on the Family tab of the Profile tab must be entered before this
will have any effect. See Section 4.2.2 for more information about the Next of Kin
section of the Family tab within the Profile tab.

4.2 Family Tab
The Family tab (Figure 4-3) within the Profile tab is separated into two sections
containing detailed information about the patient’s family and next of kin. Any of the
information in these two sections can be edited by clicking the associated buttons on
the right side of the page.
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Demographics | Family | Tribal Names & HRN

Family Information

Document Summary

Errors n Warnings Print ~

Legal Documents Veteran Migrant/Homeless Notes Errors/Warnings

Change  Family Information

Father's Name DEMO,FATHER

Father's Employer Name

Spouse's Employer Name

Number In Household

Next of Kin

Mother's Maiden Name DEMO,MOTHER
ier's Birthplace PHOENIX,ARIZONA

Mother's one

Motk

Mother's Other Phone
Mother's E-mail
Mother's Employer Name

Total Household Income

Change Next of Kin

DEMO,FATHER

1009 MISSION ROAD
ALBUQUERQUE, NEW MEXICO, 81247

Relationship FATHER
Phone Number 505-888-5555

Work Phone

Figure 4-3: Family tab example

4.2.1  Family Information Section

The Family Information section of the Family tab shows this information:

Father’s Name

Father’s Birthplace
Father’s Phone

Father’s Other Phone
Father’s E-mail

Father’s Employer Name
Spouse’s Employer Name
Number in Household
Mother’s Maiden Name
Mother’s Birthplace
Mother’s Phone
Mother’s Other Phone
Mother’s E-mail
Mother’s Employer Name

Total Household Income

Click Family Information on the right of the Family tab to change or view these
details:

Father’s Name. Use this field to specify the name of the patient’s father.
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e Father’s Birth City. Use this field to specify the city where the patient’s father
was born.

o Father’s Birth State. Use this field to specify the state where the patient’s father
was born. Click within the field then choose from the options on the list
displayed. The list includes the 50 United States, the U.S. territories, Canadian
provinces, and several other countries outside the United States. As a shortcut,
you can type the first few letters of the state name then select the state from the
list shown.

e Father’s Employer. Use this field to specify the where the patient’s father is
employed. To search, click within the field and type one or more of the letters
contained in the employer’s name to display a list of search results. Click on a
name to populate the field. If the employer’s name is not found, it can be added
via the Settings module as described in Section 9.4.1.

e Father’s Phone and Other Phone. Use these two fields to enter primary and
other phone numbers associated with the patient’s father. Each is a free-text field
that accepts numeric digits. Be sure to include the area code.

e Father’s E-mail. Use this field to specify the e-mail address of the patient’s
father. This is a free-text field.

e Mother’s Maiden Name. Use this field to specify the maiden name of the
patient’s mother.

e Mother’s Birth City. Use this field to specify the city where the patient’s mother
was born.

e Mother’s Birth State. Use this field to specify the state where the patient’s
mother was born. Click within the field then choose from the options on the list
displayed. The list includes the 50 United States, the US territories, Canadian
provinces, and several other countries outside the United States. As a shortcut,
you can type the first few letters of the state name then select the state from the
list shown.

e Mother’s Employer. Use this field to specify the where the patient’s mother is
employed. To search, click within the field and type one or more of the letters
contained in the employer’s name to display a list of search results. Click on a
name to populate the field. If the employer’s name is not found, it can be added
via the Settings module as described in Section 9.4.1.

e Mother’s Phone and Other Phone. Use these two fields to enter primary and
other phone numbers associated with the patient’s mother. Each is a free-text field
that accepts numeric digits. Be sure to include the area code.

e Mother’s E-mail. Use this field to specify the e-mail address of the patient’s
mother. This is a free-text field.
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Spouse’s Employer. Use this field to specify the where the patient’s spouse is
employed. To search, click within the field and type one or more of the letters
contained in the employer’s name to display a list of search results. Click on a
name to populate the field. If the employer’s name is not found, it can be added
via the Settings module as described in Section 9.4.1.

Number in Household. Use this field to specify the number of people residing in
the patient’s household.

Total Household Income. Use this field to specify the patient’s total household
income on a weekly, bi-weekly, monthly, or yearly basis.

Household Income Period. Use this field to specify the basis used in the Total
Household Income field.

422 Next of Kin Section

The Next of Kin section of the Family tab shows this information:

Name and address of Next of Kin
Relationship
Home Phone

Work Phone

Click Next of Kin on the right of the Family tab to change or view these details:

Name. Use this field to enter the name of the patient’s next of kin, using the
LAST,FIRST name format. Most often, this is the patient’s spouse, parent, or
grown child.

Relationship. Click within the field then choose from the options on the list
displayed to indicate the next of kin’s relationship to the patient. If no relationship
is found from the list, select Other.

Street Address. Use this field to specify the street address for the patient’s next
of kin. This free-text field allows alphanumeric characters.

City. Use this field to specify the city where the patient’s next of kin resides. This
free-text field allows alphanumeric characters.

State. Use this field to specify the state where the patient’s next of kin resides.
Click within the field then choose from the options on the list displayed. The list
includes the 50 United States, the US territories, Canadian provinces, and several
other countries outside the United States. As a shortcut, you can type the first few
letters of the state name then select the state from the list shown.

Zip Code. When applicable, use this field to specify the Zip code where the next
of kin’s street address is located. If used, this field must contain five digits.
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4.3.1

e Phone Number. Use this field to enter the next of kin’s home phone number.
This is a free-text field that accepts numeric digits. Be sure to include the area
code. The number entered in this field should be verified as correct.

e Work Phone. Use this field to enter the next of kin’s work phone number. This is
a free-text field that accepts numeric digits. Be sure to include the area code. The
number entered in this field should be verified as correct.

To copy the patient’s Street Address, City, State, Zip code and Phone fields to the
Next of Kin information form, click Patient’s Address on the right side of the page.

Note: If the Patient’s Address includes the zip code plus four
digits, only the zip code portion (five digits) will be copied.

To copy the Emergency Contact’s information to the Next of Kin information form,
click Emergency Contact on the right side of the page. The Emergency Contact
information on the Demographics tab must be entered before this will have any
effect. See Section 4.1.3 for more information about the Emergency Contact section
Demographics tab.

Tribal Tab

The Tribal tab (Figure 4-4) within the Profile tab is separated into two sections
containing detailed information about the patient’s primary tribal membership and
any other tribes to which they belong. Any of the information in these two sections
can be edited by clicking the associated buttons on the right side of the page.

Version 3.0 Patch 7

——n T n T ;
Profile ‘ ‘ Errors Warnings | |1 Print
Demographics  Family | Tribal | Names & HRN  Document Summary Legal Documents Veteran Migrant/Homeless MNotes Errors/Warnings
Tribe of Membership Change Tribe of Membership
Indian Blood Quanturn UNSPECIFIED
Tribe of Membership WHITE MOUNTAIN APACHE TRB, AZ Quantumn UNSPECIFIED
Enrcliment Nurnber
Other Tribes Add Other Tribe
Tribe Quantum
NAVAJC TRIBE, AZ NM AND UT 1/4 Remave
ZUNI TRIBE, NM 1/4 Remove

Figure 4-4: Tribal tab example

Tribal Membership Section

The Tribal Membership section of the Tribal tab provides information about the
patient’s primary tribe. It shows this information:

¢ Indian Blood Quantum

e Tribe of Membership
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Quantum

Enrollment Number

Click Tribe of Membership on the right of the Tribal tab to change or view these
details:

Indian Blood Quantum. Use this field to indicate the patient’s overall Indian
blood quantum, expressed as a fraction in a numerator/denominator format, such
as 1/2 or 1/4. Alternatively, enter one of these text choices:

— ForFull
— UNK or Unknown
— UNS or Unspecified

If this figure is entered as a fraction, note that it must not be less than the Tribe
quantum, which is specific to a single tribe.

Tribe of Membership. Use this field to specify the patient’s primary tribal
membership. To search, click within the field and type one or more of the letters
contained in the tribe name to display a list of search results. Click on a name to
populate the field.

Quantum. Use this field to indicate the patient’s tribal blood quantum expressed
as a fraction in a numerator/denominator format, such as 1/2 or 1/4. Alternatively,
enter one of these text choices:

— For Full
— UNK or Unknown
— UNS or Unspecified

Since this quantum is for the primary tribe only, this fraction must not be more
than the overall Indian blood quantum.

Enrollment Number. Use this field to enter the patient’s tribal enrollment
number. This is a free-text field that accepts alphanumeric characters for the
enrollment number.

4.3.2 Other Tribes Section

The Other Tribes section of the Tribal tab provides information about other tribes
the patient is a member of. When used, it shows the name of the other tribe (or tribes)
and the patient’s Indian blood quantum for each tribe.
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Click Other Tribe on the right side of the Tribal tab to change or view these details:

e Other Tribe. Use this field to specify the patient’s other tribal membership. To
search, click within the field and type one or more of the letters contained in the
tribe name to display a list of search results. Click on a name to populate the field.

¢ Quantum. Use this field to indicate the patient’s tribal blood quantum expressed
as a fraction in a numerator/denominator format, such as 1/2 or 1/4. Alternatively,
enter one of these text choices:
— ForFull
— UNK or Unknown
— UNS or Unspecified

Since this quantum is for the other tribes only, this fraction must not be more than
the overall Indian blood quantum.

4.4 Names & HRN Tab

The Names & HRN tab (Figure 4-5) within the Profile tab is separated into sections
containing aliases and legal names used by the patient as well as the HRN assigned to
the patient. Any of the information in these three sections can be edited by clicking
the associated buttons on the right side of the page.

Warnings. Print ~
Demographics  Family Tribal  Names & HRN Document Summary Legal Documents Veteran Migrant/Homeless Notes Errors/Warnings
Aliases Add | Edit | Delete
DEMO,PAT
Legal Names Add | Edit | Delete
Document Number Name Changed To Date Changed Proof Provided
Health Record Number Change | Health Record Number
Record NumtFacility Status. Record Dispasition Inactivated on
123412 2013 DEMO HOSPITAL

Figure 4-5: Names & HRN tab example
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441 Aliases Section

The Aliases section of the Names & HRN tab lists any alias names associated with
the patient. Click Add on the right side of the page to add alias names to the patient’s
record. Fields are provided for Last, First, and Middle names.

To edit an existing alias, select the name from the list and click Edit on the right side
of the page. Once you have completed your changes, click Save.

To delete an existing alias, select the name from the list and click Delete on the right
side of the page. To confirm the deletion, click OK or you can click Cancel to return
to the previous screen.

Alias names can also be used when conducting a search for a patient.

4.4.2 Legal Names Section

The Legal Names section of the Names & HRN tab lists any legally changed names
associated with the patient. This section shows this information for each name listed:

e Document Number
e Name Changed To
e Date Changed

e Proof Provided

Click Add Legal Name on the right side of the page to add a new legal name to the
patient’s record. New legal names will automatically be added as a new Alias name.
Future searches for the patient will return the most current legal name of the patient.
These self-explanatory fields are used in entering a new alias name:

e Last Name

e First Name

e Middle Name
e Suffix

e Document Number. Use this field to enter a document number (if provided).
This is a free-text field that accepts alphanumeric characters.

e Date Changed. Use this field to enter the date that the legal name was changed.
Manually enter the date using any of the accepted date formats or click the
calendar icon to select the date from a calendar view.

e Proof Provided. Use this field to specify the type of documentation provided by
the patient as proof of the legal name change. Click within the field then choose
from the options on the list displayed to indicate how the legal name change was
proven.
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To edit an existing legal name, select the name from the list and click Edit on the
right side of the page. Once you have completed your changes, click Save.

To delete an existing legal name, select the name from the list and click Delete on the
right side of the page. To confirm the deletion, click OK or you can click Cancel to
return to the previous screen.

443 HRN Section

The Health Record Number section of the Names & HRN tab lists any Health
Record Numbers assigned to the patient. This section shows this information for each
record listed:

e Record Number

e Facility

e Status

e Record Disposition
e Inactivated On

Click Health Record Number on the right of the page to edit or inactivate an
assigned health record number. These fields are displayed:

e Health Record Number. Use this field to change the Health Record Number for
the selected patient. The current HRN displays in this field. To change the
patient’s HRN, type a new number and click Save. If the HRN you enter is
already in use, a warning message displays, and you will not be able to save the
patient record.

e Record Disposition. Use this field to indicate the disposition of the patient’s
record. Click within the field then choose from the options displayed to indicate
the reason for the patient’s record update:

— Reactivated

— No Active Chart

— Sent to Archives

— Inactive Record

— Registered in Error
— New Chart

Note: Except for the Reactivated and New Chart options, using
any of these options will set the patient’s record to
Inactivated. An inactive patient record is not erased from
the database. To reactivate a patient file, select the
Reactivated option from the list.
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4.5

After making the desired changes, click Save to save the updated patient record.

Document Summary Tab

The Document Summary tab (Figure 4-6) within the Profile tab is separated into
sections showing information about the Restricted Health Information, Notice of
Privacy Practices, Death Information, and Advance Directives.

Warnings J| Print ~

Demographics Family Tribal Names & HRN | D y Legal Documents Veteran Migrant/Homeless Notes Errors/Warnings
Restricted Health Info PENDING on 3/16/2015 Change  Restricted Health Info
Reason
Notice of Privacy Practices Entered on 03/16/2015 Change | Natice of Privacy Practices
Received by Patient YES On 03/16/2015 Acknowledgement Signed  YES
Privacy Act Obtained on 03/16/2015 Reasan
Death Information Change = Death Information
Advance Directives Add || Edit || Delete
Directive Date of Entry Type Reason
YES 03/16/2015 POWER OF ATTORNEY

Figure 4-6: Document Summary tab example

4.5.1 Restricted Health Info Section

When used, the Restricted Health Info section of the Document Summary tab

displays any restricted health information related to the selected patient. This section

shows the status, date, and approving official, if available. Click Restricted Health

Info on the right of the page to edit this information:

e Reason. Use this field to indicate the reason for the patient’s restricted health
information designation. This is a free-text field that accepts alphanumeric
characters.

e Status. Use this field to show the status of the patient’s restricted health
information designation. Click within the field then choose from the options on
the list displayed to show the restricted health status.

e Date. Use this field to enter the date that the Restricted Health Info was entered or
changed. Manually enter the date using any of the accepted date formats or click
the calendar icon to select the date from a calendar view.

¢ Entered By. (For Pending or Entered in Error status only) Use this field to enter
the name of the person documenting the request.
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4.5.2

453

Name of Official. (For Approved, Not Approved or Revoked status only) Use
this field to enter the name of the official who approved, denied, or revoked the
restricted health information designation.

When the status field is set to Approved, this will mark the patient’s record as
being restricted. The patient header information will indicate this status next to
the RHI label and a warning will display before the patient’s record can been
opened or accessed.

Notice of Privacy Practices Section

The Notices of Privacy Practices section of the Document Summary tab shows if
and when the selected patient received a Notice of Privacy Practices as per the Health
Insurance Portability and Accountability Act (HIPAA). Click Notice of Privacy
Practices on the right of the page to edit this information:

Received by Patient. Select this check box if the patient has received the NPP
(Notice of Privacy Practices).

Received Date. Use this field to indicate the date the patient received the
Acknowledgement of Receipt of the Notice of Privacy Practices. This is a Health
Insurance Portability and Accountability Act (HIPAA) requirement. It is a
required field if the Received by Patient check box is selected. Manually enter the
date using any of the accepted date formats or click the calendar icon to select the
date from a calendar view.

Acknowledgement Signed. If the acknowledge was signed, select the check box
indicating that the signature was obtained.

Privacy Act Date. Use this field to show the date that the patient signed the
Acknowledgement of Receipt of the Notice of Privacy Practices. This is a Health
Insurance Portability and Accountability Act (HIPAA) requirement. Manually
enter the date using any of the accepted date formats or click the calendar icon to
select the date from a calendar view.

Reason. If the acknowledgement has not been signed, use this free-text field to
explain why it was not signed.

Death Info Section

When used, the Death Information section of the Document Summary tab displays
the date and location of the patient’s death, as well as the Death Certificate number.
Click Death Information on the right of the page to edit this information:

Preliminary Date of Death. Use this field to indicate the preliminary date of the
patient’s death. This field only displays when a patient has been discharged from
the ADT module due to death.
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e Preliminary Cause of Death. Use this field to enter the preliminary cause of the
patient’s death. This field is free-text and only displays when a patient has been
discharged from the ADT Module due to death.

e Date of Death. Use this field to indicate the date when the patient’s death
occurred. Manually enter the date using any of the accepted date formats or click
the calendar icon to select the date from a calendar view.

e Time of Death. Use this field to indicate the time when the patient’s death
occurred. Manually enter the time using any of the accepted time formats or click
the clock icon to select from a list of times.

e Death Certificate Number. Use this field to enter the Death Certificate number
if available.

o State of Death. Use this field to specify the state in which the patient’s death took
place. Click within the field then choose from the options on the list displayed.
The list includes the 50 United States, the US territories, Canadian provinces, and
several other countries outside the United States. As a shortcut, you can type the
first few letters of the state name then select the state from the list shown.

When a date of death has been entered in a patient’s record, the patient’s
information can no longer be edited except to update the Death Info section. The
Patient Header at the top is shaded to indicate that this patient has been marked as
deceased.

Click Clear Death Info in the upper right corner of the page to remove any death
info entered. This will delete all death information for the selected patient.

454 Advance Directives

When used, the Advance Directives section of the Document Summary tab shows
whether an Advance Directive has been provided regarding the patient’s wishes in the
event of a life-threatening event. If an Advance Directive has been provided, this
section shows the date the directive was entered, the type of directive, and the reason
it was provided.

Click Add Advance Directive on the right of the page to enter this information:

e Directive. Select this check box if an Advance Directive has been provided for
the patient. Note that if you select and then clear this check box, the result is a
“No” entry.

e Date of Entry. Use this field to show the effective date for the Advance
Directive. Manually enter the date using any of the accepted date formats or click
the calendar icon to select the date from a calendar view. This field is required if
the Directive check box has been selected.
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4.6

e Type. Use this field to show the type of Advance Directive provided. Click within
the field then choose from the options on the list displayed. This field is required
if the Directive check box has been selected.

e Reason. Use this free-text field to describe the reason an Advanced Directive was
not provided.

To edit an existing advanced directive, select the name from the list and click Edit on
the right side of the page. Once you have completed your changes, click Save.

To delete an existing advanced directive, select the name from the list and click
Delete on the right side of the page. To confirm the deletion, click OK or you can
click Cancel to return to the previous screen.

Legal Documents Tab

The Legal Documents tab (Figure 4-7) within the Profile tab provides a listing of
legal documents that have been added to the patient’s records.

~ Demographics Family Tribal Names & HRN Document Summary | Legal Documents | Veteran Migrant/Homeless Notes Errors/Warnings

Legal Documents Add | Edit | Delete

Document Number Legal Document Date Added Effective Date

4564564 STATE BIRTH CERTIFICATE 06/24/2015 01/01/1980

Figure 4-7: Legal Documents tab example

Click Add Legal Document on the right side of the page to add this information:

e Document Number. Use this field to enter a document number (if provided).
This is a free-text field that accepts alphanumeric characters.

e Legal Document. Use this field to specify the type of legal document you are
adding to the patient record. Click within the field then choose from the options
on the list displayed. See Section 9.1 for more information about using the
Eligibility Modifiers table to add Legal Document to this list.

e Date Added to File. Use this field to show when the legal document was added to
the patient file. Manually enter the date using any of the accepted date formats or
click the calendar icon to select the date from a calendar view.

o Effective Date. Use this field to show the date the legal document became (or
becomes) effective. Manually enter the date using any of the accepted date
formats or click the calendar icon to select the date from a calendar view.
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End Date. Use this field to show the date the legal document is no longer
effective. If there is no expiration date on the document, this field can be left
blank. Manually enter the date using any of the accepted date formats or click the

calendar icon to select the date from a calendar view.

To edit an existing legal document, select the name from the list and click Edit on the
right side of the page. Once you have completed your changes, click Save.

To delete an existing legal document, select the name from the list and click Delete
on the right side of the page. To confirm the deletion, click OK or you can click
Cancel to return to the previous screen.

4.7 Veteran Tab

When used, the Veteran tab (Figure 4-8) within the Profile tab shows information
about the patient’s military service.

Demographics  Family Tribal Names & HRN  Document Summary  Legal Documents | Veteran

Veteran Information

[+ T o o

Warnings Print  ~

Migrant/Homeless Notes Errors/Warnings

Change | Veteran Information

veteran YES

Service Branch AIR FORCE Service Entry Date 12/10/2012
Claim Nurnber 12345678 Service Separation Date 03/30/2014
Walid VA Card  YES Vietnam Service Indicated NO

Date WA Card Copy Obtained 02/02/2014 Is Service Connected YES

Description of VA Disability PTSD

Figure 4-8: Veteran tab example

The Veteran Information page shows this information:

Veteran

Service Branch

Claim Number

Valid VA Card

Date VA Card Copy Obtained
Description of VA Disability
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Service Entry Date
Service Separation Date
Vietnam Service Indicated

Is Service Connected

Click Veteran Information on the right side of the page to enter or change these
details:

Is Veteran. Select Yes or No from this list box to indicate if the patient is a
veteran of the U.S. military.

Service Branch. Use this field to indicate the military branch in which the patient
entered their last period of military service. Click within the field then choose the
appropriate option on the list displayed.

Service Entry Date. Use this field to show the date the patient entered their last
period of military service. Manually enter the date using any of the accepted date
formats or click the calendar icon to select the date from a calendar view.

Service Separation Date. Use this field to show the date the patient ended their
last period of military service. Manually enter the date using any of the accepted
date formats or click the calendar icon to select the date from a calendar view.

Vietnam Service Indicated. Use this field to indicate whether the patient’s
disability is Vietnam Service indicated. Click within the field then choose the
appropriate option on the list displayed.

Claim Number. Use this field to enter the patient’s claim number, using seven or
eight characters.

Is Service Connected. Select this check box to indicate that the disability is
service connected.

Description of VA Disability. Use this field to type a description of the service
disability, using 3 to 60 characters. (This field is optional.)

Valid VA Card. Select this check box to indicate that the patient has a valid
Veterans Administration (VA) card.

Date VA Card Copy Obtained. Use this field to show the date the copy of the
patient’s VA card was obtained. Manually enter the date using any of the accepted
date formats or click the calendar icon to select the date from a calendar view.

4.8 Migrant/Homeless Tab

When used, the Migrant/Homeless tab (Figure 4-9) within the Profile tab shows
information about the patient’s migrant or homeless status (if applicable).
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'Prof ' Warnings | ||| Print  ~
J:rofila | | arnings | || rirm
Demographics  Family Tribal Names & HRN Document Summary Legal Documents Veteran | Migrant/Homeless | Notes  Errors/Warnings
Migrant Change | Migrant

Migrant Worker NO Migrant Worker Type

Last Updated 08/01/2011
Homeless Change  Homeless
Homeless NO Hormeless Type

Last Updated 08/01/2011

Figure 4-9: Migrant/Homeless tab example

Note that the Migrant/Homeless tab is only visible when it has been specifically
enabled by the Site Administrator through the Patient Registration site parameters.
Additionally, some sites may only have access to the Migrant or the Homeless
sections; other sites may have access to both.

The Migrant section shows this information:

e Migrant status

e Last updated

e Migrant Worker Type

The Homeless section shows this information:

e Homeless status

e Last updated

e Homeless Type

Click either Migrant or Homeless (depending on what is displayed at your site) to
change this information in a patient’s record.

4.9 Notes Tab

The Notes tab (Figure 4-10) within the Profile tab shows available notes about the
current patient’s record. This is a free-text field where you can add or remove notes as
needed. If notes have been entered on this page, an asterisk is displayed next to the
Notes tab label at the top of the Profile tab page.
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4.10

:E‘sz"a | ‘ | Errors n Warnings | |10 print

Demographics  Family Tribal Names & HRN Document Summary  Legal Documents  Veteran Migrant/Homeless MNotes* | Errors/Warnings

MNotes Edit Notes

This is a sample note. This tab is a free-text field that can be used by case
workers and others with access to the system.

Figure 4-10: Notes tab example

Click Edit Notes to add and edit text for the current patient.

Errors/Warnings Tab

The Errors/Warnings tab (Figure 4-11) within the Profile tab shows information
about errors or warnings that have been found within the patient data. Note that icons
are displayed in the upper right of the Workspace below the Patient Header if any
errors or warnings exist. Each error and warning displays in a list format. If
displayed, click Fix it on the right of the page to navigate directly to the tab or form
requiring correction.
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Errors n Warnings L Print -

Demographics  Family Tribal

Mames & HRN Doc