Instructions to update clinical tracking information using a Workflow grid

Action / Instruction

| Screen Shot

Scenario: Need to update clinical tracklng information for muItlele Eatlents and/or documents

1. Select ‘Clinical
Tracking’ in
WORKFLOW /
Operations.

Help I Workflow Processing I Home I Sign Out
Payments 2 User: John Smith | Access Level: Admin | Agency Name: The Very Best Agency | Office: Southeast
Non-PPS Payment

Entry Introduction

Patient %z Welcome to the Care Portal Workflow module. Here, you have real-time access to information acro:

Stat modules. These workflow grids allow you to search, view, sort, group, report and most importantly
e create/update the information.

Changes

Confirm

Admissions and/or

Non-Admit Payments

Patients ¢ Non-PPS Payment Entry allows you to access and apply payments (and various adjustment tr

g?;;';ge to all insurance and self-pay (non-Medicare) invoices.

Patients

Exclude Patients | patient Status Changes
with PPS Claims
_ s Confirm Admissions and/or Non-Admit grid will provide a listing of all patients in a 'pre-admi
You can then decide whether to confirm the patient admission or assign a non-admit date an
e Recert / Discharge Patients grid will display 'active' patients along with their most recent cert
period. With a single click in a checkbox, you can recertify the patient or assign a discharge

Operations#
5] Transactions
(Pending,
Confirmed, and

Ignored) reason.
Clinical Trac{ing
2. Select values as crid TR
approprlate for Clinical Track Workflow | I Apply Filter ] | [ Reset Form ] | f Clear Form | | { Show List Text I | { Save Filter
. . Use the Ctrl / Shift keys to select and de-select multiple items in a list.
information you want ; >
. Patient: Agency Patient ID: Document Type: i
update in the FILTER T
form. Click [Apply Daniels, Philip K (200604070929) ~ | [o5423322 ~ | [485 cert
i Depp, Johnny S (200504011415) 1111111109 485 Recert
Filte r] button. Dodd, Daryl (200512140912) 1111111122 Infusion POT
Donald, Mack (200508250944) 1111111133 N/A
Donaldson, Pam (200510201108) 200504011415 Supl Order
Doodle, Monkey D (200505040932) 200504011530
Dooley, Tom (200504071216) 200504060937
Douglas, Donald (200512151219) 200504070923
Draughon, Randall L (200512120933) 200504071316
D'Renski, Don (200509191435) 200505021326
D'Shent20060126, Pay "Nick" (200601260 200505040932
Dunn, Debra D (91111111104) 200505181014
Erlick, Michael (200603311150)[} 200505201324
FOURINSMONTH, TEST (21111111104) 200505201349
Fraser, VJOSEphV(ZUUtSUﬁZ:V!lllZ) N 2005062217244 B
RFA: Doc #: Cert From Date:
Range: ._ ) |
~ |[01/01/2008 Pl
" 1 01/03/2006 =
1 2 01/06/2006
3. Grid results are ) Filter
H Clinical Track Workflow | Export to Excel || Expand All ||| Collapse All
displayed. K [ h I J
Patient Agency Patient ID Document Type RFA Doc # Cert From Date Cert To Date Order Date Create Date Print Date R
91111111104 Supl Order 03/02/2006 04/30/2006 |(03/04/2006|03/07/2006 |03/07/2006
In this example, a engiBenia (91111111104)\91111111104 |s D‘ ord EER \uaﬁuzﬁzuuﬁ |u4ﬁ30}tznuﬁ |usﬁ03jzmnﬁ\u3ju7;2005|u3ﬁn7jzuma\
. . upl Order
single patient

(DUNN,DEBRA) and
tracking status of
MD_WAIT were used
for filter form
selections.
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Screen Shot

4. You can enter a date by

triple-clicking in the
date field to display the
calendar.

(el Filter

Clinical Track Workflow | [

Export to Excel ] | [ Expand All J | [ Collapse all ]

03/04/2006

jned Date Mailed Date Second Mail Request Date Third Mail Request Date Counier Delivery Date Fax Sent Date Phys Signed Date Patient

| Null >

|03/03/2008]

| | June, 2006

= | June v | [2008 v| 7
Sun Mon Tue Wed Thu Fri Sat
28 29 290 31 3 2 % )
4 5 [} 7 8 9 10
11 12 1 14 15 16 17
i8 19 ﬁ 21 22 23 24
25 26 27 28 29 30 1
2 3 4 5 (] 7 8

Today: 6/23/2006

Alternately, you can
enter a date by typing
the date into the date
field. The date field will
auto-format, you do
not need to enter the
'/’ separators. Simply
enter month, date and
year numeric values.

Please note that month
and date fields are two-
digits and year field is
four digits.

Example: January
should be entered as
\\01", not \\1"'

m Filter

Clinical Track Workflow |

jned Date Mailed Date Second Mail Request Date TH
03/04/20006 i
03/03/2006|6/14/2006]T




