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MED2020 Health Care Software Inc.

MED2020 Health Care Software Inc. (MED2020) is a leading provider of modular health information
management solutions for the health care industry.

MED2020 provides solutions to assist capturing, reporting and analyzing health data to:

eEnable enhanced information sharing
eEncourage informed decision making, and
e Streamline facility operations.

MED2020’s flagship product, WinRecs™, is the foundation for a complementary suite of modules
designed to assist health information management departments with their operational needs.

Contact Details

MED2020 is open Monday to Friday between 07:00 and 19:00 (Eastern Time), except Canadian federal
holidays and Ontario provincial holidays.

Head Office

MED2020 Health Care Software Incorporated
4471 Innes Road, Suite #200

Ottawa, Ontario

K4A 1A7

Tel: (613) 830-3761

Fax: (613) 830-2410

Toll Free: (800) 461-2020

E-mail: support@med2020.ca
Web: http://www.med2020.ca
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End-User License Agreement
MED2020 retains proprietary rights for all information disclosed in this manual.

Permission to reprint this document is provided to facilities and users of a licensed MED2020 WinRecs™
application, provided the document is complete and its contents remain unaltered. No proof of status is
required.

Neither this document nor the information disclosed herein, or any part thereof, shall be transferred to
other documents, used by, or disclosed to other parties for any purpose except as explicitly authorized by
MED2020 Health Care Software Inc.

MED2020 Health Care Software Inc. cannot give permission for use of any third-party content.

Microsoft, Windows, Windows server, and Microsoft SQL Server are either registered trademarks or
trademarks of Microsoft Corporation in the United States and/or other countries.

Microsoft product screen shot(s) reprinted with permission from Microsoft Corporation.

CMG, DPG, RIW, CACS, CACSON and HIG are registered trademarks of the Canadian Institute for
Health Information.

Crystal and Crystal Reports are registered trademarks of SAP Crystal Reports.

Other trademarks remain the property of their respective owners.
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About This Document

The information contained in this document is intended as a User Guide to system functionality in the
MED2020 WinRecs suite of applications.

To learn more about installing and managing WinRecs at the system level please refer to the WinRecs
Server Administration Guide, also available as a download from the MED2020 Client site, located at
ftp://web.med2020.ca.

Note: For All Paths that reference Program Files — if your system is 64-
bit the path will be Program Files (x86)

Note: The images contained in this document are for illustrative purposes only.

Document Conventions

Throughout this User Guide, text formatting is used to complement the information provided.

Function keys and key sequences are distinguished by large bold text.

Example: CTRL +M

Module and function names used in the application are distinguished by italic text.

Example: WinRecs Application Menu

Cross-references to other sections of the User Guide are distinguished by bold text.

Example: Introduction to the CPI Layout

Important notes and hints are distinguished by text with a gray background.

Example:  Note: This is an important note

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 8 of 410
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Pop-ups and Hyperlinks in WinRecs
o|f you see a word that is underlined, it is either a hyperlink or a pop-up.
¢Clicking a hyperlink moves you to another topic within the help system.

¢Clicking on a pop-up generates a new window containing important information relative to the underlined
word clicked. Hyperlinks can also take you to a website.
If you want to return to the topic that you were previously on, click the Back button.

eYou can also choose to print a pop-up topic by right clicking within the pop-up window and selecting
Print.

Hotspots and Hot Links

eHot links will open up websites. You must be connected to the Internet for them to work.

eHotspots are areas on images that contain pop-ups or hyperlinks. If you move your mouse over an area
in the image, notice when the cursor changes from an arrow to a hand. Once it turns into a hand, click

to see more information regarding that area.

Hot Linking Between Modules

oTo hot-link to other WinRecs modules, select either the Chart Maintenance or Abstracting Hot Link from
the icon bar.

Hot-linking generates a NEW record in the receiving module. The drop-down arrow is used to select a
different module.

[ERTE -

C.P.L [CTRL - P] AmCare ~ ICD 10 [CTRL - B]

Wisit History [CTRL - ¥] AbsCare [CC. R.] ~ ICD 10 [CTRL - R]

Chart Locator [CTRL - O] AbsCare [Inpatient] ~ ICD 10 [CTRL - I]

Chart Deficiency [CTRL - D] Abscare [5.D.5.] ~ ICD LO [CTRL - 5]

R.O.I [CTRL - F] Abscare [Rehabilitation] ~ ICD 10 [CTRL - H]
M.D.A.S, [CTRL - G] Abscare [Continuing Care] ~ ICD 10 [CTRL - L]
Clinical Pathways Variance [CTRL - K] Mental Health [O.M.H.R.5.] ~ ICD 10 [CTRL - T]

Note: Only modules licensed by your institution will be available.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 9 of 410
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Printing This Document

For the best print quality when printing this document, select the Print as Image option in Adobe® Acrobat®
Reader™ Print window, or the Advance—Print as Image option in the Adobe® Acrobat® print window.
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About WinRecs

First introduced to the Canadian market in 1996, MED2020’s flagship product, WinRecs™, has evolved to
become one of the most comprehensive Health Information Management software solutions on the Canadian
market. WinRecs is a customizable abstracting and reporting system that is currently being used by hospitals
to support decision-making at corporate, regional and provincial levels. The WinRecs Suite of Products
provides solutions for Inpatient, Clinical and Ambulatory Care Services, including modules for DAD, NACRS,
CJRR, Cancer Care, OHMRS, NRS and CCRS. Furthermore, WinRecs offers a new Computerized Assisted
Coding tool for diagnosis and intervention coding, in addition to the complementary modules, Concurrent
Review and Chart Maintenance.

WinRecs Features
eUser customization without vendor intervention
eSort ordering of fields to individual user’s preference
eEnabling/disabling of fields
eUser defined edit checks
eReport selection/distribution
eDefault values for faster input
¢20 free user-defined fields customized by the user
eContains provincial and national fields and edit requirements
eIntegrated reports library

eInterface capabilities — HL7, Batch

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 11 of 410



ceoe0
co00

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

1 Introducing WinRecs

1.1 Overview

The WinRecs Suite of Modules is a state-of-the-art coding and abstracting system designed to increase
productivity while assisting with quality assurance for Health Information Management departments. This
document provides a guide for using various modules of this application.

Note: WinRecs must be installed using a local installation with the WinRecs.exe running from
individual PCs.

1.2 Logging on to the WinRecs Application

y
To open the application, begin by double-clicking the WinRecs icon located on your computer
desktop.

The following log on dialog displays.

-

P MED2020 WinRecs® Log On [5m]

E User Mame [med2020 | [k |
I%é Pazsward ] |Ean|:el

Server Name |[||:n:a|] | Befresh
D atabaze Mame |l:$l:n:unsult | | Passward

Figure 1: WinRecs Log-on Dialog Box

The following table describes the buttons displayed in the above Log On dialog:

OK Click this button to log on to WinRecs once all fields have been
populated.

Cancel Click to close the log on dialog and return to your Windows desktop.

Refresh Click to refresh the list of available servers and databases attached to
the server.

Password Click to initiate a password change.

To log onto the WinRecs, enter the required information then click OK (once) or click ENTER twice to
refocus on the OK key (default is on Cancel):

eUser Name: This is assigned in User Profile and is individualized for each user.

ePassword: This is initially assigned in User Profile. For information regarding Change of Password see
the Changing your Password section in the document.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 12 of 410



L d
o000 o
seeoe® ®

#MED2020

* Health Care Software Inc WinRecs v.295.3.0 User Guide

eServer Name / Database Name: The Server/Database is set when your system is set up. After you
have logged on successfully to WinRecs the first time, your server name and database name will be
remembered by the application.

Note: For security reasons, the password is masked. WinRecs tracks all user activity. For new

installations it is recommended you change your password as soon as possible. Do not share
this password. Passwords are case sensitive.

1.3 Changing your Password

«On the Log On dialog, enter your existing password
«Click the 2] Basswerd button.

e Type a new password, and confirm in the boxes provided.

¢Click OK to save your new password.

r@ Change Password @-‘

ser Mame: |

Mew Pazsword: l | oK.
Confirm Mew Pazswaord: | | Cancel

Pazzward Minirurm: 0

Figure 2: WinRecs Change Password Dialog Box

Note: If your account has been locked out due to repeated failed login attempts, contact your
facility’s WinRecs system administrator to have your account unlocked.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 13 of 410
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Once you have successfully entered your password, the MED2020 WinRecs® ‘Splash’ screen displays.
Bypass it by pressing the ESC key on your keyboard.

MED2020 WinRecs© Version: 294.2.0 [Build 07

Usze the ESC key to close
The Level of Care Indicator walues are provided to MED 2020 by the Hay Group Health Care Consulting. http: /v haygroup.ca

Main Notice ICD-10 CA/CCI

@ 2003 Canadian Instibute for Health [nformnation
Bazed upon the International Statistical Clazsification of Dizeazes and Related Health Problems, Tenth Flevizion [ICD-10]

Copyright 2 wWiorld Health Organization 1992-2009. All rights rezerved.

Maodified by permizzion for Canadian Government purpozes by the Canadian [nstitute far Health [nformation.

MRS Motice

The FIM® instrument, data et and impairment codes referenced herein are the trademarkz of Uniform Data Systern for Medical
Fiehabilitation, a divizion of 1B Foundation Activities, [ne.

Copyright 1337, Urniform Data Systen for Medical Rehabilitation, a divizion of B Foundation Activities, Inc., all rights rezerved.

Copyright 2000, Canadian Institute for Health Information. All rights rezerved.

CCRS Motice
Bazed upon the Resident Azzeszment Instrument [RAL, which includes the MDS 2.0 and Resident Aszeszment Protocols [RAPz).

The RAI-MDS 2.0z 2 interRAl Corporation, Washington DC, 1997, 1339
M odified with permizzion for Canadian use under icence o the Canadian Inztitute for Health [nformation.
Canadianized items and their descriptionz are protected by copyright; 2002, Canadian [nstitute far Health Information

OMHRS
Baovernment of Ontario; Ontanio Hozpital Azsociation; inter Sl

D5k and DSk-5 are registered trademark s of the Amencan Peychiatric Aszociation, and are used with permizzion herein. Use of t+
termsz iz prohibited without permizzion of the American Peychiatic Association. Uze of thiz trademark dogz not conzstitute endarzem
thiz product by the American Paychiatic Azzociation.

D5 k-5 Diagrnostic Criteria iz reprinked with permizzion from the Diagnostic and Statistical M anual of Mental Disorders, Fifth Edition T
Capyright 2013 American Paychiatic Azzociahon. Al Rights Reserved.

nlezs authorzed in writing by the EPA, no part may be reproduced or uzed in a manner inconsistent with the APA's coperight. This
prohibition applies to unauthonzed uses or reproductions in any form. The American Peychiatie Aszociation iz nat affiliated with am
not endorzing this product.

CHMG, DPG. CACS, RIwW. CACSOM, HIG
Are Copyright of the Canadian Institute for Health Information

SAFP Criystal Reports iz a registered trademark of SAP

Qtker trademark.z rermain the property of their respective owners

Figure 3: MED2020 WinRecs® ‘Splash’ Screen

1.4 Custom Privacy Message

You can customize a Privacy Message at the Regional or Hospital Level, allowing users to accept or
decline after login into the WinRecs. By default, this feature is disable and only available if there is text in
the Privacy Message field in either Regional Profile or Hospital Profile.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 14 of 410
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To configure

The field Privacy Message in Regional Profile and Hospital Profile allow plain text to be pasted into it (to a
maximum length of 4000 characters if SQL2000 and unlimited for later SQL versions).

At the Regional Level: Enter text in the “Privacy Message” field in Regional Profile settings. The privacy
message will be the same for all the Region (all the Hospitals in that Region).

At the Hospital Level: Enter text in the “Privacy Message” field in Hospital Profile settings. The privacy

message will only display for that specific hospital. Notice that Hospital Privacy Message will override the
Regional Privacy Message.

Note: If privacy message is not set, then the pop-up privacy window will not be displayed. If the

privacy message field is blank in both Regional and Hospital profile, then no pop up message
will display.

If Privacy Message is entered, then users of WR application will see a pop-up Privacy Message right after
the MED2020 copyright splash screen.

Privacy statement detais:

Thank you for visling a Govemment of Ortaria webste and reviewing our arline Piivacy Stalement in detai. Respecting your privacy and prolecting you personal informaltion in an arline enviranment is a prioriy for
us. The Ortario govemmert's management of persanal informaiion is govemed by the Freedom of Information and Protection of Privacy Act [FIPPA]. Service praviders under contract to pravide online services on
behalf of the govermment must folouw the praciices equired of Govemment of Oniario organizalions.

This Privacy Stalement explsins our cutent praclices regarding what information govemment minisres and agencies may callect, use, and secure when you visit our websites. In addiian, some government
argarizations may past further detaled statements related ta their specific programs. Thase statements sugplement this Piivacy Statemen

If user Accept, then a normal WinRecs operation will follow.

If user Decline or close this window (click on an X on the top right of the pop-up), then the system will log
off the user from WinRecs Application.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 15 of 410



#MED2020

WinRecs v.295.3.0 User Guide

1.5Terminating Multiple Log in Sessions By User

When a user logs in with other sessions open in the same database a warning generates during login that
there is at least one registered login for this user and is prompted to close other sessions:

Warning

There iz at lzast one active reqistered log in for this User. | you do not have another session

open, this may have been caused by an unexpected termination of the program. ¥ ould pou
like the system to cloze the other opened session now?

Yes Mo | Contact Us

If the user chooses Yes, the following prompt to terminate will show as follows:

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 16 of 410
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&, Login Session Information

[~ Select Al
|dzer Mame | Login Tirme | Dromain M ame | Work.ztation |
betty 2017-09-21 16:28:57 MED20204betty MEDAFPFS
Terminate

When the user attempts to open a visit with the older log in session this session the following error will
display:

Critical Error

H Critical Error

Tour login zezsion haz been terminated by Betty Lowe at 2071 7-09-21 16:34:00
WinRecs will be clozed.

ok | Contact s

Click Ok and the session is then terminated.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 17 of 410
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Terminating WinRecs Logins
The WinRecs System Administrator can terminal WinRecs Log in sessions as follows:

Go to Modules > System Maintenance > Show Login Information:

k7 MEDZ020 WinRecs@© Yersion: 294.1.0 - User: Betty - Environment: T

File Actions | Modules Help

WinRecs  Chart Mantenance at | | =
—————————  Abstracting ICD 10 3
m Abstracting ICD 909 -CM »
VI SO X

- Ltilities 3

T - 54601 - stemn Maintenance 3 Region Profile
Repart Generator Haspital Prafilz

] Institution Profile

[feh]
IEI User's Prafile

= Contral File

E Field -Na["ne - Provider Maintenance
3] Admission Time Unknow | .. i Field Maintenance
B |H|Reporting Provfinst Num  Database Update Histary
— Site Number Show Login Information

A Login Session Information Box will display showing all users logged into WinRecs:

. Login Session In’ »rmation

1 )|

Usger Mame Login Time | Domain Mame | Wworkstation -
COMMIE 2017-09-21 13:00:08 MED 20204 onnie. Coughtrey  LES-CKF-2226
Med2020CoderaM] 2017-06-26 16:35:43
Med2020Coder(BL) 2017-06-2211:24:16
Med2020CoderBL) 2017-071912.67.06
tMed2020Coder(BL) 20170802 13:04:34
Med2020CoderBL) 2017-08-10 12:56:44
Med2020CoderBL) 2017-03-08 11:55:27
Med2020Coder(CF) 2017-06-21 15:43:57
Med2020Coder(CF) 2017-07-04 12:03:48
ted2020Coder(CF) 2070705132514
Med2020Coder(CF) 2017-08-28 14:59:42
Med2020Coder(CF) 20170313 10:56:33
Med2020Coder(CF) 2017-09-1311:63:37
Med2020Coder(CF) 2017-08-1312:04:48
Med2020Coder(CF) 2017-09-15 15:44:42
tMed2020CoderPC) 2017-08-1511:01:42 -
prozsy 2017-08-24 13.02:37
prossy 2017-08-24 13:03:02 MED20204ob wi-Ah-2261 A
< [

Terminate | i

If Select All Box is checked all users are selected to terminate WinRecs Log in Session.

To select only specified sessions, remove the Select all check and check off the users to terminate

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 18 of 410
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. Login Session Information
[~ Select &ll

Uzer Mame | Login Time -

[ CONMIE 2017-09-21 12:00:08 MED 20200 Conie. Coughtrey  LCS5-CxF-2228

[ Med2020Cader(ab] 2017-06-26 16:35:49

[ Med2020CoderBL) 2017-06-22 11:24:16

[ Med2020CoderBL) 20170719 12:57.06

[ Med2020CoderBL) 2017-08-02 13:04:34

[ Med2020CoderBL) 2017-08-10 12:56:44

Med2020CoderBL) 2017-09-06 11:55:27

[ Med2020CaderCF) 2017-06-21 15:43:57

[ Med2020Cader(CF) 2017-07-04 12:03:48

[ Med2020CoderCF) 20170705 12:25:14

Med2020CoderCF] 2017-08-25 14:59.42

[ Med2020Coder(CF) 2017-09-13 10:56:33

[ Med2020Coder(CF) 20170913 11:53:37

[ Med2020CoderCF) 20170913 12:04:48

[ Med2020CoderCF) 20170915 15:44:42

[ Med2020CoderdPT) 2017-08-15 11:01:42 b

prassy 2017-08-24 12:02:37

O prossy 2017-08-24 12:03:.02 -

« [»[
Terminate |

Once the users have been selected click on the Terminate Button. After the user is terminated by the
administrator, the user cannot add or load new abstracts but WinRecs will allow coder to finish and save
the record being worked on before forcing the login session to terminate with the following error:

Critical Ereor ]
E Critical Error

‘riour login session has been terminated by Betty Lowe at 2017-03-21 17:08:49
WwinRecs wil be cloged.

oK | Contact Us

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 19 of 410
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2 WinRecs Layout

2.1 Overview

WinRecs application is the foundation for a variety of modules developed and designed to assist Health
Records departments within various facilities. Some of the WinRecs functionalities and features are
customizable to an individual facility's requirements; however, there are common functionalities and
Graphical User Interfaces (GUI) that apply throughout the application. This chapter describes these
common aspects in three sections: WinRecs GUI, Color indicators and Information Panes.

Note: When a menu item has an equivalent function key or key sequence assigned to it, the
key/sequence will be displayed between square brackets. For example: WinRecs Application
Menu [CTRL + M].

2.2 Common WinRecs GUI - Main Grid

Application Menu

The WinRecs Application Menu [Ctrl + M] is displayed under the File menu on the left side of the window
when you first log on. The Application Menu will show the same modules that are in the Modules drop
down on the top Menu Bar. You will only see the modules you have access to.

To select a Module, single-click on the category and it will expand or collapse accordingly.

To open a module, click on the module you want to open or use the arrow keys on the keyboard to
navigate up/down, highlight the module and press ENTER.

The following image displays the Category and Module folder structure accessed through the WinRecs
Application Menu and the File Menu Bar.

File Actions Modules Help File Actions [Modules| Help

|WinRec=9 Application Menu [Ctrl + M] | winRecs® Chart Maintenance »
N ) - Abstracting ICD 10 »

Chart Maintenance : .
Abstracting ICD 9/9 -CM 3
Central Patient Index [C.P.1.] Abstract Clinic Records .-
= + e - Utilities »

Wisit History Abstract

»

System Maintenance

Chait Locator

Chait Deficiency
Transciiplion

Release of Information [R.0.1.]
Clinical Pathways Variance

Abstracting ICD 10

Utilities Report Generator

Syztem Maintenance

ElREEE

Report Generator

Abstracting ICD 9/9 -CM
Utilities

System Maintenance

ElEEEE

Report Generator

Note: Use the mouse or the keyboard arrow keys and Enter to navigate the WinRecs application Menu.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 20 of 410
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The following is the list of Modules contained within each Category and their related modules; category

and modules that are greyed out are no longer in use:

Chart Maintenance

Central Patient Index (C.P.l.)

Visit History

Chart Locator

Chart Deficiency

Transcription

Release of Information (R.O.I)

Clinical Pathways Variance
Abstracting ICD 10

AmCare (N.A.C.R.S))
Concurrent Review (CC.R.)
Inpatient (D.A.D)
Same Day Surgery (SDS)
Rehabilitation (N.R.S.)
Minimum Data Set 2.0 (MDS 2.0)
Mental Health (O.M.H.R.S.)
Cancer Care (CCM)
Canadian Joint Replacement registry
(CIRR)
Abstracting ICD 9 —ICD 9 CM (no longer
supported)
Utilities

CIHI Submission
CIHI Corrections
Incoming Batch Interface
Outgoing Batch Interface
Reciprocal Billing Submission
AdaptCS Outgoing Interface
Batch Grouper
Purge/Undelete

System Maintenance

Regional Profile

Hospital Profile

Institution Profile

User’s Profile

Control File

Provider Maintenance

Look Up Field Maintenance
Report Generator

Note: The Abstracting ICD 9/9—CM is no longer used in WinRecs

The table below this image displays a description of the reference numbers seen in this image.

©2018 MED2020 Health Care Software Inc. All rights reserved.
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Figure 4: Central Patient Index (C.P.l.) Window

The reference numbers refer to the labeled numbers in the image above.

Ref # Window Control Description

1. Module Banner Each Module has a color-coded banner used as a means to identify it quickly. The
same color is displayed on the icon for the module found under the category. The
banner displays the module name, record information, and the record status (for
example, READ-ONLY, NEW, EDIT), depending on the module and current
function. The colours and icons are listed in Appendix B.

2. Data Entry Box This is where data is entered or updated. The field name selected will be
displayed in the box to the left.

3. Bookmarks Bar Used to navigate to other sections of the section or to a multiform by
clicking on a bookmark icon.

4, Field Requirements | Displays a colour flag that defines if the field is system, provincial or

Bar

hospital mandated.

©2018 MED2020 Health Care Software Inc. All rights reserved.

Page 22 of 410




»

L d
o000 o
seeoe® ®

#MED2020

Health Care Software Inc

WinRecs v.295.3.0 User Guide

Ref # Window Control Description

5. Main Grid Displays the record data grouped into bookmarked data categories. To
quickly locate a specific field press (F3) and start typing the name of the
field you are looking for. Keyboard arrows move the focus up and down
through the grid. Pressing Enter confirms the text typed in the Data Entry
Box, and moves to the next enabled field. Disabled fields are greyed out.
These fields do not require data entry and will be skipped over while
navigating through the display grid.

6. Message Pane Warnings and error messages are displayed in this area. Double-clicking
on a message automatically moves focus to the field that is causing the
error. See the section on color indicators.

7. Status Bar From left to right, the following information is displayed: - CIHI field
reference - Users Field Description - Data Length - Maximum Data Length
- Lookup table status - Default Name associated with the current field

8. Calculation Note Displays a module-specific colour flag, defining if the field will affect

Bar/Shared Field information in the Patient History, or CMG™, DPG™ or CACS

Status Bar Calculations.
For System Maintenance modules, this is used to identify the modules in
which a field is used.

9. Information Display additional information relevant to the current record and module.

Sidebars

10. Field Name Provides different fields by which a user can search the database for
records. When pressing the (F3) button a drop-down list of these fields
display.

11. Field Value Displays data recorded in the field. To access the Lookup Table for valid
field responses, press F2.

12. Field Description Displays the meaning of the Field Value code letter or number.

13. Calculation Bar In D.A.D., the calculation bar shows which fields affect the CMG

calculation. For other modules, the calculation bar reflects a reference to
the fields necessary to calculate the scores relevant to the module, such
as CACS, FIM, etc.
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Menu Bar

On the main page of WinRecs, the Menu bar contains four main dropdown menu items: File, Actions,
Modules, and Help; each having further options as follows:

File Actions Modules Help
WinHecs@ Application Menu [Ctrl + M]

The following table lists the content of each menu item in the above Menu bar:

Menu Options

Contains a list of the last 6 entries accessed by the user.
Exit

File
Other Logged In Users (Who)

Log Off (your personal log on name)

Find [F4] Cancel [F8]

New [F5] Delete [F9]

Edit [F6] Print [F10]

Save [F7] Verify [F11]

Select Hospital Link Show Multiple User

Show All Regional Data Messages

Actions i
Show Message Pop-up Show Chart Linkages

Auto Show Look Up List Clear CPI Lock

Enable Quick Search Font

NOTE: The above list is the core default Actions
List for all Modules. Other Module specific
Actions will be available as you navigate each
Module.

Chart Maintenance > Central Patient Index, Visit History, Chart Locator, Chart
Deficiency, Release of Information, Clinical Pathways Variance

Abstracting ICD 10 > AmCare, Concurrent Review, Inpatient, Same Day Surgery,
Rehabilitation, Minimum Data Set, Mental Health. Cancer Care, Canadian Joint
Modules Replacement Registry

Utilities > CIHI Submission, CIHI Corrections, Incoming Batch Interface, Outgoing
Batch Interface, Reciprocal Billing Submissions, Batch Grouper, Purge/Undelete

System Maintenance > Regional Profile, Hospital Profile, Institution Profile, User’s
Profile, Control File, Provider Maintenance, Look Up Field Maintenance
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Menu Options

Report Generator

WinRecs User Guide
Download PDF Viewer
Help About

License Agreements

Contact Us

Tool Bar Area

File Actions Modules Help

WinHecs@ Apphication Menu [Chrl + W] E E E E @ 3 - E -

Each module contains a set of icons, some standard and some module specific. A list of these icons, their
shortcut keys and the description of functions can be found in Appendix A. Only drop-down menu items
are described in this section as follows:

Note: When Quick Search option is enabled, the AutoExecute (save) option from the
Report Selection List is not applicable.

Table 1: Show Message Pop-Ups

=~ | B Bl ~

- Hide Message Pop-Up
Auto Show Look Up List
Enable Quick Search
Show Multiple User Message
Show Chart Linkages
Verify MACRS Level 3

Message Description

When the cursor lands on a field with warnings or errors a prompt
Show/Hide immediately displays. These prompts require a response prior to moving
Message Pop-Up to the next field. If not activated, warnings and hard errors will display in

the message box only. On login, the setting for this field will revert to the
permanent setting in User Profile — Show Messages field.
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Message

Description

Auto/Manually
Show Look Up
List

Auto Show Look Up List automatically displays the look up table
associated with the field. If this feature is activated the cursor must be
pointed over the data entry box. When the cursor lands on a field that
has a lookup table, it will automatically display. Double-click on the value
to select it, placing it in the field. The up and down arrow can also be used
to move through the selection list. Select ENTER. The program will move
to the next available field.

To deactivate Auto Show Look Up List, click on the down arrow of the
Message Selection icon and select Manually Show Look Up List. On
login, the setting for this field will revert to the permanent setting in User
Profile — Show Messages field will revert to the permanent setting in User
Profile — Show Messages field.

Enable/Disable
Quick Search

¢ This option is only available in the Abstracting modules. After an abstract is
saved, a Visit Date and Chart Number search window displays. This window
displays the previous visit date search. Modify the visit date if required. In the
Record Search only records with the recorded visit date displays. If desired,
enter the chart number. The chart number search displays and refines with
each entry. When the exact match for the record is determined, the program
automatically opens the abstract. This function is particularly useful for
abstracting many records for the same day such as Ambulatory care
abstracting. To deactivate Quick Search, click on the down arrow of the
Message Selection icon and select ‘Disable Quick Search’.

Show/Hide
Multiple User
Message

eWhen this feature is turned on and a user accesses a record when another user
is in it, a message displays. The following warning message also displays in
the Message Pane: ‘At least one other User is currently accessing this record’.

Show/Hide Chart
Linkages

o This option is only available from the Central Patient Index module. When ‘Show
Chart Linkages’ is selected, if the chart number is linked to another chart
number, the information pane will display Potential Duplicates or Chart
Ancestry. When ‘Hide Chart Linkages’ the Patient Visit History displays.

Verify NACRS
Level 3 (Verify
NACRS Level 1)

o This option is only available from the Amcare module. Can verify the Emergency
abstract at the Level %2 or Level 3. The Message Pane displays the edits
based on the Level selected.
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2.3 Information Sidebars

Additional information pertaining to the record and module is provided in the information sidebars,
displayed vertically on the right of the main grid. The type of information displayed will depend on the
module being accessed.

Below is an example of the Central Patient Index (C.P.1.) window which shows the Information Sidebars
with five sections:

File Actions Modules Help

|E|Wifﬂecsﬂ'ﬁppli::ationﬂmu[[ZtlIoM] HE@EHEEIEIEI - B -

= E
4
4

103063 - Last 103063, First 103063 - READ-ONLY
Hospital Link .
] H| Can| Patie| Ingt | Visst Date:
@ BE 00| 201 20441
Fietd Dscrio P BE SO0 2012404720
HIN Ll BE|  |5M0D|2012/04/04
@ Central Patient Index Record Key Chart Yolumes _2
E Hospital Link IHos Volume | Type|Pem Loo Cument  ——
Label Printed - -
|£| |l | Chart Number 103063 Last 103063, First 103063 Chart Requests/Activity 3
B m| ou [Tipe [DateFiofDato] —
H| |Secret /V.1P. Patient
Last Vizit Date 20020421 Chart Deficiencies a
Patient/Client Demographics Hosp ID| Def. |D) Dr. #| Nan| Disch. Date —
Salutation il
[ Record Update History -
Hex| Coder Updated —
‘wh Data Cons| 201 3/04/16 1556

Hospital Lk |5 | Look Up Fisd (] |Hospital Link

Figure 5: Information Sidebar in CPI

Note: The ellipsis button = the information sidebar can be used to maximize each section to provide
expanded information.

Patient Visit History

In Central Patient Index (CPI), double-click on an entry to open the corresponding chart volume
maintenance grid or from the ellipsis window, highlight a volume and press F7 Select.

Chart Volume

In Central Patient Index (CPI), double-click on an entry to open the corresponding chart volume
maintenance grid or from the ellipsis window, highlight a volume and press F7 Select.
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Chart Volume tells you what Hospital the patient has a chart at, where the chart is currently located within
each Hospital, the volume type, volume number, the date the chart starts (Date From) and ends (Date To),
the link volume number of charts that have been linked together.

Chart Requests/Activity

Displays all chart request activity.

Chart Deficiencies

The Chart Deficiency module is used to track charts that have incomplete or required information.

Record Update History

Displays an audit trail of all transactions, and includes the WinRecs user ID of the person who made the
change.

For detailed information on the contents of these different sidebars, see the Information Sidebars sections
in each module.
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2.4 Common WinRecs GUI - Multiforms

Multiforms are embedded in a module’s main grid (for example, CPI and Abstracting modules) when more
than one entry is required per record. For example, multiple Patient Services, Providers, Diagnoses,
Interventions, Special Care Units, and Project Information are often required for a given chart or abstract.

Navigating a multiform is similar to that of the main grid.

Multiform Screens

The Multiform screens show fields where the information/data entered can have more than one
occurrence. The fields are grouped in the same occurrence type as required by CIHI. All modules have
one or more multiform associated with them.

Multiform GUI

The multiform is divided into two panels. The left panel displays a data entry form, similar to the main grid.
The right panel displays information such as the other multiform entries attached to the current record are
displayed on the right.

@muu:a.wqw/' : - \—N Toun
ODEEEBE B Home [F10] < Back [FL1] > Forward [FL2)
T - ST160 - BHISETASES - Seith, Buadely - 201205 29 (Mew Rocosd) NEW [EDIT)
Diagnaoss Code ] =
) Diag| Diagraoss Prafec] Disgnosss Code | Diagreoss Chastes | Duagross Type

L | 1 [+ M

T T 0 1 0

Field Name Field Value Fiedd Description 3 usag [y E]

4 SED LY 1

5 3,

Diagnosis Occurrence

0| Diagnosis Profix
B |Diagnosis Codo
0| Diagnosis Cluster

B

® O|Diagnosis Type

1042 Diagrosis Code |7 | Diagrosis Code [} | Diagross Code

Figure 6: Multiform GUI
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The following describes the part of the multiform in detail.

Ref No Description
1 Occurrence Grid: Displays the data entered in the main grid for each
occurrence.
2 Re-sequence buttons: Moves occurrence up or down on the occurrence list.
3 Data Entry Grid: Displays the occurrence data is being entered
4 Data Entry Box: This is where data is entered. The field the cursor is focused

on will display in the box to the left.

S Function Icons/Keys (as displayed on Menu Bar)

F5 New occurrence: Allow additional data entry for a new occurrence.
This will be added at the end of the occurrence list. Re-sequence
the occurrence if necessary

=

F9 Delete Occurrence: Double-click on the occurrence and ensure
the occurrence is in the Data Entry Grid.

F7 Other N-Coder Diagnosis and Intervention Multiform

[©l| B

Opens the CIHI Folio (only available in Diagnosis and Intervention
multiforms). The File/Folder Paths/Folio paths need to be entered
in the User Profile.

[#] Home [F10] F10 Home: Return to the Main Grid
< Back [F11] F11 Back: Move back one field. This will move to the previous field or
multiform
> Forward [F12] F12 Forward: Move forward one field. This will move to the next field
or multiform
EI F6 Quick Hint — Intervention Multiform. Will display all interventions

recorded in the database based on the diagnosis entered.

Table 2: Multiform common elements

Note: Keyboard function to recall an occurrence in a multiform: Hold the CNTRL key down and select
the occurrence number on the keyboard above the letter keys (not number pad). This will work
with occurrences 1-9 only.
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2.5 Color Indicators

WinRecs uses Icons and color indicators throughout the application to help the user recognize at a glance
an error or detalil that require attention. This includes graphics displayed in:

Message Pane

Field Requirements Bar

Status on abstract through patient visit history information pane
Calculations Note Bar

Graphics in Message List Box
The following graphics are warning and error messages displayed in Message Pane. Double-clicking on a
message will automatically move focus to the field that is causing the error. See color indicators below:

Critical Error: Record will not save. (Dark Red)

Error: Record will save, but will not submit. (Red)

Warning: Record will save and will submit. (Yellow)

EE B B

| Valid: Verified and Valid. (Green)

Information: This displays if there is a message for the User.

E] Question: This displays if there is a question for the User.

Graphics in Field’s Requirements Bar

These colour flags indicate if the field is mandatory by the system, province, CIHI or the hospital.

System Required: WinRecs required field. Must have data entered to save.

CIHI Required: Mandatory data element for submission to CIHI.
CIHI Submitted: Optional data element for submission. However, if a value is
entered in the field it will be submitted to CIHI.

Provincial or Module Required. Mandatory data element for Provincial or
Module

Hospital Required: Required field. Must have data entered to save. (Dark
Red)
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Hospital Error: Mandatory data element for submission to CIHI (Red)

Hospital Warning: Hospital warning. Record will save and submit. (Yellow)

Toolbar Icons

Icon Menu Item Keyboard Function
WinRecs [Ctrl + M] Displays a drop-down menu of all the modules.
Application
Menu
Find F4 Search for a record
New FS Creates a new record
@ Edit F6 Makes changes to a record.
Save F7 Saves changes to the current record.
F8 Cancels changes made to record since the previous save.
Cancel Warning prompt will display.
In Chart Deficiency module, F8 Creates a New Provider to
attach deficiencies to the Visit.

F9 Deletes the current record. A message prompt will appear “You
are about to delete this record? Do you wish to proceed?” If
you delete an abstract, the record will be found in the

Delete Utilities\Purge module. It must be deleted from this module for
it to be permanently deleted from the database.
If you delete an occurrence in a multiform, this will not go to the
Purge module.
Print F10 Prints a module dedicated report. This is configured using the
Report Selection List.
_ N/A Opens the Windows Explorer folder allowing you to view PDF
[i] PDF viewer files stored on the PC or Server (see Accessory File Directory)
E Suppress N/A View data for your Hospital only. (Clicking this icon changes the
Red Regional Data colour of the dot from green to red)
E Show N/A View data from all of Regional Sites
Green | Regional Data (Clicking this icon changes the colour of the red dot to green.)
[H] | Select N/A Select a specific Hospital so only records from the Hospital
Hospital Link selected display.
@ Verif F11 Verifies the current record. This is applicable for abstracting
y modules.
Show F12 When selected, the error messages appropriate for the entry will

Message Pop-
Up

show immediately on the screen, rather than showing only in the
Error Message Box at the bottom of the grid after saving. Once
selected, the button description will be ‘Hide Error Messages’
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Icon Menu Item Keyboard Function

Click/toggle to turn the messages off and on. See ‘Show Error
Message’ section below for more information (see detail below).

L2l

Help F1 Opens the WinRecs User Guide.

Itis a drop down box with two options:
Copy Abstract Profile
Clone Abstract

Abstract Auto
Coding
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3 WinRecs Basic Functionality

3.1 Overview

The following provides an overview of some of the basic functionality within WinRecs, including searching
for records, creating records, editing records, saving records and more.

3.2 Search

Record Search

To search for a patient/chart number/abstract click on the Find icon
- or - Press F4.

Type the data that corresponds to the field that the search is focused on (e.g. Chart number) and then
press Enter

Options

[Chart Number |E
[Chart Number |

Chart Number

[Chart Number |

Exact Match Search

e Options allow you to search for a record using up to 4 search fields.

Click on the drop-down column to display the Field Names
- or - Press (F3).

Select a Field Name that you want to use for a search option.

Options
[Last Name ][4 [Ocears ] ] Include Altemate Nam
Birth Date I 7/
Health Care Number |
[Chart Number |
HDecea{ Ful Name Chat # Abscal Bith Date
T2, ASHLEY MARIE Q000044064 F | 2002704/
072, ALICE MARY-EDITH 0000013623 F_[1938/09/
INGS, ADRIAN GEORGE 0000008632 1937/047
esch, Audrey 0000555555 F_[1956/0/1
0000000224 F_[1950/01/1
okesch, Audre, 0000000AKT F__[1s70/01/
okesch, Audrey 000004K103
EFFER, ALICE REBECCA Q000001937 F__[193/07/18
EFFER, ALLISON DEBORAH 0000034206 F_[1996/05/14

Note: Once a search has been completed, the settings will retain until the options are changed.

Note: You can sort any of the columns in the search window by clicking on heading of the column.
They will sort ascending and descending. To select a patient, highlight the entry and press Enter
or double-click.

Note: Right click on the patient’s name, select ‘Show Patient Visit History’. A report will show all visits
for the patient selected.
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Chart Search

Cptions

| ||:| Clear [F8] |

|Chall Number
Hozp 1D

H?saas [ Exact b

Deceased Chart #

i} 00075356 KX
00072836 XX
O0073336x%
00073836 KX

Birth Date

1920405/25
19686/03411
1967/03/03
15970/02/20

Full Hame Gender
Last Name, First Name Middle name
Last Hame, First Hame Middle name
Last Name, First Hame Middle name

Last Name, First Hame Middle name

(=X

m

==|=

n

To close the Chart Search dialog and go to the main grid press the Esc key.

3.3 Field Search (F3)

This search is a field search. The main grid of any of the abstracting modules has many fields. To find a
field on the grid without scrolling through hundreds of fields, press F3. This displays the fields in
alphabetical order. Select the field on the list and press ENTER, or double-click on the field in the list and
the program will go directly to the field. Type the first letter of the field to bring you down to the fields that
begin with that letter.

Search Techniques

Chart Number Exact match: Searches for only data in data entry box. If ‘exact match Search’ is
selected on the far-right hand side, the program only searches on the exact values

entered.

Chart Number No Exact Match: Searches for values within the chart number. If ‘Exact Match
Search’ is not checked, then the program searches for any chart that has 123
somewhere in the field. E.g. If you key in 123, the program will return all chart

numbers that have 123, 1234, 12345, etc. in the string.

Last Name Used as first option, will search partial last name and first name if separated by ‘,;
(i.e.: SM,A)

Last Name Include Alternate name — Will search for other records that have used that data
entered as an alternate name.

Last Name Search anything entered in the data entry box. ‘AND’ will return records that start

with AND in the last name.

Any field except
Chart Number
Exact Match

Returns anything that starts with the data entered in the data entry box. (i.e.. AHC
123 will return all records that have a Health Care Number starting with 123)

Multiple
Searches

If there is more than one option search, the hierarchy will be from the first search,
then second etc. (i.e.: Option 1 Discharge Date 2007/04/00, Option 2 Last Name
‘SM’ returns all records that were discharged in April 2007 that had a last name
starting with SM.)

Quick Search

Available on All Abstracting modules.
Enable Quick Search.

From the Show Messages icon, select
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Show Error Messages

Auto Show Look Up List
Enable Quick Search

Hide Multiple User Message
Show Chart Linkages

When a save is executed on an abstract the program will go immediately to a
modified search screen.

The search will retain the previous discharge/registration date, and the data
entered in the chart number will modify as it is entered. When there is only one
possible match, the program will automatically display the abstract matching the
date/chart number.

To deactivate From the Show Messages icon, select Disable Quick Search.

3.4 New

To create a new record press F5 or click

Module Description
Abstracting — Creates a new abstract
DAD/NACRS/SDS/CCR
MDS 2.0 Creates a new abstract or new assessment. Please refer to the
MDS 2.0 section for details.
NRS - Rehab Creates a new abstract or new assessment. Please refer to the
NRS-Rehab section for details.
OMHRS Creates a new abstract or new assessment. Please refer to the
OMHRS section for details.
CCO Creates a new abstract or new assessment. Please refer to the
CCO section for details.
CJRR Creates a new abstract. Please refer to the CJRR section for

details.

Chart Locator

Please refer to the Chart Locator section for details.

Chart Deficiency

Please refer to the Chart Deficiency section for details.

Release of Information

Please refer to the Release of Information section for details.

Regional Profile

This function is not available in this profile

Profiles — Institution,
User’s

Creates a new Institution or User profile

Provider Maintenance

Creates a new provider

Look Up Maintenance

Creates a new variable for the look up field.
create a new look up field.

It is not possible to

3.5 Save

To ‘Save’ a record press F7 or the click
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This function saves any data recorded on the record.

A record of the date/time and User who saved the record is maintained in the Record
Update History in the bottom left corner.

| Record Update History |

Coder |Updated -
Roland | 2007/05/01 10:13
Roland | 2007406401 10:12
Audrey | 200703426 12221
Audrey | 200703426 1210

3.6 Delete
To ‘Delete’ a record, press F9 or click

This function deletes the entire abstract, occurrence, or item on which the program is
focused. If the entire abstract or CPI entry is deleted it will be stored in the PURGE
module until it is completely purged from the system.

All abstracts and CPI entries that are held in the PURGE module will show on reports as
they are still held in the database. Ensure you have incorporated a PURGE procedure
with deletions to ensure your reports are accurate.

There is also a procedure that will send a deletion to CIHI if the abstract has already been
submitted to CIHI. All deletions must be dealt with appropriately prior to closing a
NACRS period.

3.7 Bookmarks

The bookmarks icons will navigate directly to Sections on the main grid.

3.8 User Fields

In each abstracting module, there are fields available that the user can define for their own data collection
purposes. These fields have been preformatted to correspond with the type of data collected in each field.

Each field type has 4 of these fields. These fields are located at the end of the abstracting grid. They can
be renamed and resorted as any other field in WinRecs.

Type of field Description
Date Default Date format YYYY/MM/DD
Time Default Time format HH:MM
Look Up F2 (Lookup) 12 characters. The Look Up values are set up in Look Up Field

Maintenance, with the field names by the module the field is in. EG User Inpatient
Look Up 1, User AmCare Look Up 1, User Rehab Look Up 1, etc.

Numeric 10 characters numeric only.
Text 50 characters free text. When reporting in Crystal this is considered a string field.
Note 255 characters

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 37 of 410



ceoe0
co00

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

3.9 Terminal Digit

Terminal Digit is used to re-arrange the chart number in order to produce reports sorted in a way that
leads to a randomized distribution. Terminal Digit functionality has been added to the following module
searches: CPI, AbsCare/AmCare, Deficiency, ROI, Visit History, MDS 2.0, Rehab, and OMHRS.

In the Hospital and Regional Profiles, if the Terminal Digit field is configured, the value must be 10
characters long using all digits between 0 and 9. Each number represents the new position of the
corresponding chart number.

Example:
Chart No. = 0000123456
Terminal Digit mask = 9012345678
Terminal Digit value = 5600001234

When a chart is saved its Terminal Digit value will populate in the database. If the Terminal Digit field is
changed, or needs to be run against converted data, open Set Terminal Digit from the Modules/Utilities
menu to Update all Charts or Update only charts that have a blank Terminal digit

Note: If your site uses a Regional database configuration and is interested in using this utility, please
contact Client Services at MED2020 to discuss as this feature is presently only available for non-
regional databases.
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4 Chart Maintenance and Abstracting Modules
4.1 Central Patient Index [C.P.1.]

Central Patient Index Overview

The Central Patient Index (C.P.l.) stores patient demographic information. Within the C.P.I users are able
to capture information such as the record key, patient demographics and user field information.

Available Reports

The following reports are available for the Central Patient Index:

Central Patient Index Visit History
CPI Visit History Report

CPI Report On Load

Embosser Card

Central Patient Index Setup

The following setup must be completed before using the Central Patient Index module. For a complete
description of the setup required and the steps to complete please refer to “Section 5 - System
Maintenance” in the WinRecs User Guide.

User Profile: Set “Display Multiple User Messages” in User Preferences to “Y” to ensure
notifications display if accessing a record that another user is currently accessing. The notifications
display in the Message Pane. This prevents the second user from modifying the record until the
first user exits the record.

Look Up Field Maintenance: The following should be set up for efficient field selection:
Hospital Link
Secret / V.I.P. Patient
Death Indicator
Gender
Living Arrangement
Language
Primary Province
Primary Country
Residence Code
Residence Type
H.C.N. Province
Allergy/Alert Codes
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Accessing the Central Patient Index Module

The Central Patient Index module is one of the modules within Chart Maintenance. Please refer to
Chapter 2 “WinRecs Layout” for more information on the modules available within WinRecs.

The Central Patient Index is accessed from the WinRecs Application Menu.
To access the Central Patient Index module using the WinRecs Application Menu:

From the WinRecs Application Menu, select Chart Maintenance — Central Patient Index (C.P.1.).
The Central Patient Index window displays with no information populating fields.

If the Chart Search dialog displays, use the Chart search to select the chart to display, or click @ to
close the search.

@ MED2020 WinRecs® Version: 289.21 - User: murray.garnett - Environment: Test289_2 10N - Module: CPI (Central Patient Index) EI = @
File Actions Modules Help

W’inﬂecs@ Application Menu [Cul + M]

Mo Records Selected IDLE

BOHAERXEEDREAE =- | E [E - [ -

g T
m _ Field Mame Field V alue Field Description -
_ Central Patient Index Record Key
Hospital Link
El| H| Chart Number
] uLl
] Secret / V.1.P. Patient
| [Last Visit Date
— Patient/Client Demographics
= >
Name at Birth
Fl|_ |Maiden Name
B| [Last Name
B|_ |Middle Hame
B |First Name
Date Patient Died Chart Yolumes
Death Indicator —
E|_ |Birth Date
B|_ |Is Birthdate Estimated?
Pl i Birth
=] L oo 8L A Chart Requests/Activity
M| |Education
| |Maiital Status |
[m] Living A
Primary Address 1 -
Chart Deficiencies
Record Update History
Figure 1

Use the relevant options as described in this chapter to maintain the Central Patient Index information.
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Using the Central Patient Index Module

The Central Patient Index (C.P.l.) stores patient demographic information.
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Figure 2

The main components of the Central Patient Index window are the Bookmarks, Main Grid, Data Entry Box
and 5 sidebars. The main parts of the Central Patient Index window are described in the table below. The
REF# field for each row relates to the callouts shown in the above image.

REF# ‘ Description

1 Bookmarks: Bookmarks allow for fast access to categories of information within the Main Grid.
Click a bookmark to display the section in the Main Grid. This may be basic data entry, or
multiforms (for entering multiple occurrences of information, such as multiple allergies). There
are 3 bookmarks (and corresponding sections) in the Main Grid as described below:

Central Patient Index Record Key. This includes information for uniquely identifying
the patient record and last visit. Information is entered in the Central Patient Index
Record Key fields using the Data Entry Box. Please refer to Chapter 2: “ WinRecs
Layout” for additional information.

# Patient/Client Demographics. This includes the detailed demographic information for
identifying the patient, such as first and last name, birth date, address, etc. Patient
demographic information may come from the ADT system or via an HL7 interface.

EI Alerts/Allergies. Provides details of any patient alerts or allergies using a multiform.
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2 Data Entry Box: The Data Entry Box is used to enter or edit information displaying in the Main
Grid. Click on a field in the Main Grid and the field name displays on the left and the cursor is
positioned in the box ready for entry.

3 Main Grid: The Main Grid shows the information for the currently selected chart. To add or
modify information in the Main Grid, select the row and the field name displays beside the Data
Entry Box and the data may be changed by typing in the Data Entry Box.

The information in the Main Grid is organized under headings and can be accessed by scrolling
through the grid, or by clicking on a bookmark to move the grid to the section within the
associated heading.

4 Patient Visit History Sidebar: Displays a one-line summary of each patient visit for the selected
patient. Detailed information may be viewed by double-clicking the visit.

5 Chart Volumes: Displays the chart volumes associated with the selected patient. Double-click
on the volume in the Chart Volumes sidebar to display the volume detail. Please refer to “Central
Patient Index Information Sidebars” in this chapter for more information.

6 Chart Requests/Activity: Displays all chart requests and associated activity for the selected
chart. Double-clicking an entry displays the detailed information for the chart.

7 Chart Deficiencies: Displays all chart deficiencies for the selected chart. Double-clicking a
deficiency displays the chart deficiency report.

8 Record Update History Sidebar: Displays an audit trail showing the history of any changes
made. This includes the WinRecs user ID of the user who made the change.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 42 of 410




o
°

#MED2

»

020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide

Creating Central Patient Index Entries

Use the Central Patient Index (C.P.l.) to enter and maintain patient demographic information. The
information entered here is used by other modules within WinRecs.

To create Central Patient Index entries:

1.From the Central Patient Index click
The Central Patient Index fields are available for entry.

MED2020 WinRecs® Version: 289.2.1 - User: murray.garnett - Environment: Test289 2 10N - Module: CPI (Central Patient Index) o] & =)
File Actions Modules Help
[ winRecs® Application Menu [Cul + M] ] HEGRRH E =~ E ~ [ ~
Ho Records Selected IDLE
[ rotent oy B
: . — 1
m ] Field Mame Field Yalue Field Description -
1 Central Patient Index Record Key
| [Hospital Link
‘B[ W[ Chart Number
m|_[uul
B|_|Seciet 7 V.L.P. Patient
| [Last Visit Date
] Patient/Client Demographics
Salutation
__|__[Mame at Birth
Bl|_|Maiden Name
Bl|_|Last Name
Bl|_|Middle Name
Bl|_|First Name
Date Patient Died Chort Volumes
Death Indicator =2
o —
B|_|Birth Date
B|_[Is Bithdate Estimated?
Place of Birth
= L:"';:ge x Chart Requests/Activity [}
0| |Education -
B|_[Marital Status |
@|__[Living Arrangement
Primary Address 1 hd
Chant Deficiencies
Record Update History
Figure 3

Enter information in all required fields. Press Enter after each field to move to the next field. The following

are the fields accessed by pressing Enter.

Hospital Link:

Select a specific Hospital so only records from the Hospital selected display. When

adding a record, ( is clicked) the “Select Hospital Link” dialog displays.

[H] Select Hospital Link (=2za
Select the preferred hospital link you would like to work with
Hospital Link | I | @ |[] selectiF7

If the hospital number is not known, press F2 to display a list of hospitals in the
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Lookup from which the hospital may be selected.

Chart Number:

Enter the unique chart number identifying the patient. Use the Chart Lookup (F2) to
select the chart from the list of available charts. Once the chart number is selected,
the patient name and birth date populates the Patient/Client Demographics.

ULI: | The Unique Lifetime Identifier (ULI) is a unique and permanent number assigned to all
persons who receive health services in Alberta.
Secret / V.I.P. | Indicates if the patient is a V.I.P. or if the identity of the patient should be kept
Patient: | confidential. Use the Secret/ V.I.P. Lookup (F2) to select the required indicator.

Last Visit Date:

The date of the patient’s last visit. Dates are entered in “YYYY-MM-DD” format.

Press Enter in the Last Visit Date field to move to the Patient/Client Demographics section. Enter the
Patient Demographic information.

Salutation:

Enter the salutation to use when addressing the patient, such as Mr., Miss, Mrs., etc.

Name at Birth:

Enter the patient’s birth name.

Maiden Name:

Enter the patient’'s name before marriage, if applicable.

Last Name: | Enter the patient’s surname.
Middle Name: | Enter the patient’s middle name.
First Name: | Enter the patient’s first name.
Date Patient | Enter the date the patient died, if applicable. Dates are entered in “YYYY-MM-DD”
Died: | format.

Death Indicator:

Enter the death indicator, if applicable. Use the Lookup (F2) to select the death
indicator.

Gender: | Enter the patient’s gender. Use the Lookup (F2) to select the gender.
Birth Date: | Enter the date of birth of the patient. Dates are entered in “YYYY-MM-DD” format.
Is Birthdate | Indicate whether or not the birth date is an estimate.
Estimated?:
Place of Birth: | Enter the place of birth (city, town, etc).
Language: | Enter the patient’s language. Use the Lookup (F2) to select the language.
Marital Status: | Enter the marital status of the patient. Use the Lookup (F2) to select the status.
Living | Enter the patient’s living arrangement, such as “Lives with spouse”, etc. Use the
Arrangement: | Lookup (F2) to select the living arrangement.
Primary Address | Enter the patient’s primary address.
1
Primary Address | Enter the patient’s additional address information if necessary.
2:
Primary City: | Enter the patient’s primary city of residence.
Primary | Enter the patient’s primary province of residence. Use the Lookup (F2) to select the
Province: | province.
Primary | Enter the patient’s primary country of residence. Use the Lookup (F2) to select the
Country: | country.
Postal Code: | Enter the patient’s postal code.
Residence | Enter the patient’s residence code. Use the Lookup (F2) to select the residence code.
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Code:

Residence Type:

Enter the patient’s residence type. Use the Lookup (F2) to select the residence type.

Primary Phone

Enter the patient’s primary phone number.

Number:
Cell Phone | Enter the patient’s cell phone number.

Number:

Fax Number: | Enter the patient’s fax number, if applicable.

E-Mail: | Enter the patient’s email address, if applicable.
H.C.N. Province: | Enter the H.C.N. Province code. Use the Lookup (F2) to select the province code.
Health Care | Enter the number from the patient’s health card. The format of the number varies from
Number: | province to province.
H.C.N. Version:
C.P.l. Notes: | Enter the freeform notes for additional information.

After pressing Enter in the last field, the Alerts/Allergy multiform displays. This multiform records
information by recording every “Alert” or “Allergy” relating to the patient.

CPL Alerts/Allergies- [READ-ONLY]

=

[B] Home [F10] < Back[FL1] > Forward [nz]‘

4052056670 - Training27408, Test27408 -

READ-ONLY

Alert/Allergy Code

= T
Alert/| Alert/llerqy Code
Loy ot |

‘ |

.

Field Hame

Alert/Allergy Code

Alerts FAllergies

Alet/ilercy Code |2 [Look UpFieid ([ [ AlentAlleray Code:

Figure 4

Enter the required information in the Alerts/Allergy multiform.

If there are no more alerts/allergies to enter for the patient, clic

Alert/Allergy
Code:

The Alerts/Allergy uses a multiform, allowing multiple alerts and/or allergies to be
entered for the patient. As each is entered, it displays in the Occurrences sidebar.

" [#] Home [FL0]

Enter the duplicate chart indicator.

Duplicate Chart:

Enter the duplicate chart indicator.
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The information is saved and displays in the Main Grid.

Modifying Central Patient Index Entries

Central Patient Index (C.P.l.) information may be modified at any time.

To modify Central Patient Index (C.P.l.) information:

WinRecs v.295.3.0 User Guide

From the Central Patient Index click
- or - Press F4.
The Chart Search dialog displays.

Use the search fields in the Chart Search to display central patient index entries.

Double-click in the Chart Search on the entry containing the information to update.
- or - Select the required entry and press Enter.
The Central Patient Index (C.P.1.) window displays the information for the selected entry.

A MED2020 WinRecs@ Version: 289.2.1 - User: murray.gamett - Environment: Test289_2_10N - Module: CPI (Central Patient Index) ol @ |
File Actions Modules Help
|WinHecsS Application Menu [Ctrd + M] || @ E E E @ =~ E A . v b
XWw20110909 - Training33026. Test33028 - HEADOH IR
Hos;| Ca| Patient T[Inst [ Visit Date
E | | Lkl 54321 2011/044
| Field Name Field V alue Field D escription .||l B 51235 2011/04A
| Central Patient Index Record Key
| {Hospital Link
|| | Chart Number >w20110903 Training33028, Test33028
] ul
B Secret / V.I.P. Patient
|| |Last Visit Date 2011-04-04
L Patient/Client Demographics
Salutation
Name at Birth
B Maiden Name
B Last Name Training33028
] Middle Hame
B First Name Test33028 1 +
ga'ﬂh"la"i;"‘ Diod Chart Volumes
eath Indicator —
] Gender
B Buth Date
B Is Bi Estimated?
Place of Birth —
= L £ Ergin Chart Requests/Activity |
= Education Hosp ll| Wolume Typ| Tye| Date Fror| Date T
B[ |Marital Status
= Living Arrangement
Primary Address 1 ——
Chart Deficiencies
Hosp ID|_Def. ID] Dr. #[Han) Disch. Date
Record Update History
Hosp \Eoder \Updated -
|Coderda | 2011/03/15 1256
Traa-  Trmitamore ner
Hospital Link |5 | Look UpField [{] |Haspital Link < 3
Figure 5

Enter information in all required fields. Press Enter after each field to move to the next field. The
following are the fields accessed by pressing Enter.
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Hospital Link:

Select a specific Hospital so only records from the Hospital selected display. If the
hospital number is not known, press F2 to display a list of hospitals in the Lookup from
which the hospital may be selected.

Chart Number:

The unique number identifying the patient. Enter the Chart Number. Use the Chart
Lookup (F2) to select the chart from the list of available charts. Once the chart number
is selected, the patient name and birth date populates the Patient/Client Demographics.

ULI: | Universal Linking ID
Secret / V.I.P. | Indicates if the patient is a V.I.P. or if the identity of the patient should be kept
Patient: | confidential. Use the Secret / V.I.P. Lookup (F2) to select the required indicator.

Last Visit Date:

The date of the patient’s last visit. Dates are entered in “YYYY-MM-DD” format.

Enter the Patient Demographic information.

Salutation:

Enter the salutation to use when addressing the patient, such as Mr., Miss, Mrs., etc.

Name at Birth:

Enter the patient’s birth name.

Maiden Name:

Enter the patient’'s name before marriage, if applicable.

Last Name: | Enter the patient’s surname.
Middle Name: | Enter the patient’s middle name.
First Name: | Enter the patient’s first name.
Date Patient | Enter the date the patient died. Dates are entered in “YYYY-MM-DD” format.
Died:
Death Indicator: | Enter the death indicator. Use the Lookup (F2) to select the death indicator.
Gender: | The patient’'s gender. Use the Lookup (F2) to select the gender.
Birth Date: | The date of birth of the patient. Dates are entered in “YYYY-MM-DD” format.
Is Birthdate | Indicate whether or not the birth date is an estimate.
Estimated?:
Place of Birth: | Enter the place of birth (city, town, etc).
Language: | Enter the patient’s language. Use the Lookup (F2) to select the language.
Marital Status: | Enter the marital status of the patient. Use the Lookup (F2) to select the status.
Living | Enter the patient’s living arrangement, such as “Lives with spouse”, etc. Use the Lookup
Arrangement: | (F2) to select the living arrangement.
Primary Address | Enter the patient’s primary address.
1:
Primary Address | Enter the patient’s additional address information if necessary.
2:
Primary City: | Enter the patient’s primary city of residence.
Primary | Enter the patient’s primary province of residence. Use the Lookup (F2) to select the
Province: | province.
Primary | Enter the patient’s primary country of residence. Use the Lookup (F2) to select the
Country:
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country.

Postal Code: | Enter the patient’s postal code.

Residence | Enter the patient’s residence code. Use the Lookup (F2) to select the residence code.
Code:

Residence Type: | Enter the patient’s residence type. Use the Lookup (F2) to select the residence type.

Primary Phone | Enter the patient’s primary phone number.
Number:

Cell Phone | Enter the patient’s cell phone number.
Number:

Fax Number: | Enter the patient’s fax number, if applicable.

E-Mail: | Enter the patient’'s email address, if applicable.

H.C.N. Province: | Enter the H.C.N. Province code. Use the Lookup (F2) to select the province code.

Health Care | The number from the patient’s health card. The format of the number varies from
Number: | province to province.

H.C.N. Version:

C.P.I. Notes: | Enter the freeform notes for additional information.

After pressing Enter in the last field, the Alerts/Allergy multiform displays. This multiform records
information by recording every “Alert” or “Allergy” relating to the patient.

[ CPL Alerts/Allergies- [READ-ONLY] =)o =
| [BlHome[F10] < Back[F11] > Forward [nz]l
4052056670 - Trainins 1927408, Test27408 - READ-ONLY

AlertZAlergy Codo I | S Dcci=rence: M—

| & o

3
Alerts/Allergies

|Alert/Allergy Code

Alett/Allergy Code |2 |Look Up Field ] |Alert/Alleray Code

Figure 6

Enter the required information in the Alerts/Allergy multiform.

Alert/Allergy | The Alerts/Allergy uses a multiform, allowing multiple alerts and/or allergies to be
Code: | entered for the patient. As each is entered, it displays in the Occurrences sidebar.

4] Home [F10]

If there are no more alerts/allergies to enter for the patient, click

Enter the duplicate chart indicator.
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| Duplicate Chart: ‘ Enter the duplicate chart indicator.

When complete click
- or — Press F7.
The information is saved and displays in the Main Grid.

Deleting Central Patient Index Information

Central Patient Index (C.P.l.) information may be deleted at any time.

Note: If there are existing abstracts that are currently using the chart, the information cannot be
deleted.

To delete Central Patient Index (C.P.l.) information:

1. From the Central Patient Index (C.P.l.) click
- or - Press F4.
The Chart Search dialog displays.

2. Use the search fields in the Chart Search to display Central Patient Index (C.P.l.) information.
3. Double-click in the Chart Search on the entry containing the Central Patient Index (C.P.l.) information
to delete.

- or - Select the required entry and press Enter.
The Central Patient Index (C.P.l.) window displays the information for the selected entry.
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nt Index [C.P.1.
Xw20110909 - Training33028, Test33028 - READ-ONLY
Haspital Link I L
Hoszg| Ca| Patient T|Inst  [Yisit Date
H | ] 54321 2011044
Field Name Field "/ alus Field Description ML B 51235] 2011./044
| Central Patient Index Record Key
Haospital Link
][l | Chart Number w'20110309 Training33028, Test33028
-] uLl
B| |Secret / ¥.L.P. Patient
| |Last Visit Date 2011-04-04
| Patient/Client Demographics
o .
Mame at Birth
El| |Maiden Name
B Last Name Training33028
E|_ [Middle Name
B First Name Testda02s 4 »
Date Patient Died Chart Yolumes
Death Indicator —
B Gender
B| |Birth Date
B| _|Is Birthdate Estimated?
Place of Birth ==
5] 1 £ Erlish Chart Requests/Activity L
] E ducation Hasp ll| Yolume Tvp| Tug| Date Fror| Date T
B Marital Status
] Living A
Primary Address 1 =2
Chart Deficiencies .
Hosp ID| Def. ID|Dr. #|Man| Disch, Date
Record Update History
Hosp | Coder Updated -
Coderda | 2011/03/1513:56
Hospital Link |5 |Look Up Field (01 |Hospital Link ‘ U Ty
Figure 7

4.Ensure the correct record displays.

Click
The Delete confirmation dialog displays.
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Question
Question

Aure pou sure you want to delete this record?

Figure 8
5.Click Yes.

The patient information is removed from the Central Patient Index (C.P.I.) module.
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Modifying a Chart

Definitions:
Source Chart — Chart to be merged/child
Destination Chart — Chart to be retained/parent/Master Chart Number

In the CPI module, select the chart number you want to change.
Select Modify a Chart from the Actions menu.

Note: If Modify a Chart is not displayed in the Actions menu, you do not have the necessary
permissions. Contact your local WinRecs system administrator.

| ]
O 5 " Relocate Yisits " Merge Charts = Unmerge Chart Change Chart Mode
Source Chart Humber: cio Penner, Cindy Carol -
Destination Chart Murnber: l:l
H Destination Chart has not been entered. Execute Modification [F7]

The Source Chart Number will be the chart number that was accessed in the CPI module.

Function Descriptions

Change Chart

Use this option to change one chart number to another, e.g. change chart # 1234 (Source) to # 4567
(Destination). All visits for the patient will be moved to Chart # 4567. This is only possible if the
destination chart number does not already exist in C.P.l. See Submitted Records at the end of this section
for information on how WinRecs handles records that have already been submitted.

Relocate Visits

Use this option to move only selected visits from one chart to another. The Source Chart Number will
display all visits for the chart. Select the Destination Chart Number and the visits to move to the
Destination Chart Number. This cannot be ‘undone’. See Submitted Records at the end of this section
for information on how WinRecs handles records that have already been submitted.

Merge Charts

Use this option to move all visits from the Source Chart Number to the Destination Chart Number. See
Submitted Records at the end of this section for information on how WinRecs handles records that have
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already been submitted.

Unmerge Chart
This option will unmerge previously merged records. The Hospital Profile field ‘Charts can be Re-Issued’
MUST be set to ‘N’.

IMPORTANT! Review the field ‘Chart Numbers can be Re-Issued?’ in Hospital Profile. If this field is set
to ‘N’ then the Source Chart Numbers cannot be reused — this setting allows Un-Merging. If this field is set
to Y’ you will NOT be able to Un-merge records as this causes a CPI Chart Lock.

Note: Before any of the Modify a Chart options are actually executed, the user will be prompted with
the relevant “would you like to continue?” dialogue to manually confirm the action.

Submitted Records

When performing any of the Modify a Chart functions (Change/Relocate Visits/Merge), it is important to
consider whether the visits being moved to the new chart number are going to require re-submission to
CIHI. Read this section in its entirety before proceeding!

Once you click “yes” to confirm proceeding with the selected Modify a Chart function, the screen below will
appear if there are abstracts/assessments related to the Source Chart Number. These are records that
have been submitted to CIHI and require a correction/deletion file and a new submission file for the period
submitted to update the CIHI database.

When selecting records to delete/re-submit, consider whether the relevant CIHI database is still “open” for
receipt of updates. (e.g. Corrections for DAD and NACRS may not be allowed for prior fiscal years)

To select specific abstracts, hold down the Ctrl key and using the mouse pointer select the abstracts you
want to process for deletion/re-submission. In this example the batch year you want to select is 2006.
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Submitted Charts

The following abstractz have been submitted and a conection should be zent ta CIHI to notify them about the Chart Mumber Change.
Select the Charts you wish to create a corection recard far.

Chart Humber:

ICD Type | Care Type | Ihgt Mo, | E ncount... | Encount... | Admit/R. .. | Dizcharag... | CIHI Dat... | Batch™... | Batch P...
T b 54085 2006700... 0O 2006/04... 2006/04.. 2006/08.. 2006 01
T B 54035 2005106... 001 200510, 200540, 2006/01.. 2005 07
T B 54035 2005106... 001 200510, 200540, 2006/01.. 2005 07
T B 54035 2005103, 00 2005/07...  2005/07..  2005/09.. 2005 04
T B 54085 2005103... 00 2008/07...  2005/07.. 2005/09.. 2005 04
T B 54085 2005100... 0O 2005/04...  2005/04..  2005/08.. 2005 )|
T B 54085 2005100... 0O 2005/04...  2005/04..  2005/08.. 2005 )|
T B 54085 2004104, 0O 2004409, 2004/09..  2005/01.. 2004 0g
T B 54085 2003104, 0O 2003/08...  2003/08.. 2004/06.. 2003 05
T B 54085 2003102, 0O 2003/06...  2003/06..  2004/06.. 2003 03
T B 54085 2003102, 00 2003406 2003/06.. 2004406 2003 03
C A 4044 1993302, | 000 2000402 2000002 2000404 1939 11
1| | »
[ setect [F7] |

Once the selected visits are highlighted, click on the I~"1 Select (F7) button at the bottom right hand corner
of the screen. The screens displayed in the image below will pop-up.

Select the Ok button to confirm the Modify a Chart function you are using — in this example it is a Chart
Merge.

E Information

Chart Merge Successiul

ok | | Contact Lz

What is the result of this action of selecting submitted records?

Amcare/NACRS records: Visits under the old/source chart number will be flagged as a deletion in the
Purge/Undelete module and the “new” abstract created under the new number will be flagged as not
submitted. A correction file must be processed for the deleted record to be included in a submission file.
The subsequent submission file will then pick up the abstract with the revised chart number.

Abscare/DAD/SDS records: Visits under the old/source chart number will be flagged as a deletion in the
Purge/Undelete module and the “new” abstract under the new number will be flagged as not submitted. A
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correction file must be processed, at which time the separate deletion file will be created. A subsequent
submission for that batch year/period will include the ‘new’ abstract.

NRS records: Assessments under the old/source chart number will be flagged as a deletion in the
Purge/Undelete module and the “new” assessments under the new number will be flagged as not
submitted. A submission file will require creation for that Batch Year/quarter for both the deletion of the
old, and insertion of the new assessment to be included. Note: an admission assessment cannot have a
changed chart number or merge without a linked discharge assessment also being changed/flagged for
deletion/resubmission, if that discharge assessment has also been submitted.

If the discharge has not been submitted, it requires deletion (in order for WinRecs to process the delete of
the admission) and re-entry but not re-submission until you are ready to submit the period that contains
that discharge.

OMHRS records: Assessments under the old/source chart number will be flagged as deletion in the
Purge/Undelete module and the “new” assessment under the new number will be flagged as not
submitted. A submission file will require creation for that Batch Year/quarter for both the deletion of the
old, and insertion of the new assessment to be included. Note: an admission cannot have a changed
chart number or merge without any linked quarterly and/or discharge assessments also being
changed/flagged for deletion/resubmission.

Changing Chart Numbers

After loading your source chart and selecting ‘Modify a Chart’ from the Actions menu, ensure the Change
Chart radio button is selected.

Type in the Destination Chart Number and click Execute Modification or [F7].
Selected any visits as described in the Submitted Records section above.

The new Destination Chart Number will be saved with the CPI record and future searches for Source
Chart Number will return the CPI record associated with the Destination Chart Number.

The “NEW” number assigned will automatically recreate any selected, submitted abstracts with the new
chart number, however the submission control elements will show as Date Sent to CIHI 1900/01/01.

Create and send (if the fiscal year is still open) the appropriate submission files if submitted records were
selected.

Merging / Unmerging Charts

IMPORTANT! Review the field ‘Chart Numbers can be Re-Issued?’ in Hospital Profile If this field is set to
‘N’ then the Source Chart Numbers cannot be reused — this setting allows Un-Merging. If this field is set to
‘Y’ you will NOT be able to Un-merge records.

Anytime a baby or a mother’s chart number changes you will need to manually update the C.P.l. module to
reflect these changes. In the C.P.l. module there are fields called ‘Mother’'s Chart’ and multiform with
fields called ‘Baby Chart Number’. Search Field (F3) will show the fields on the grid in alphabetical order.

In the case of unmerge the user will need to delete the volume that was created by the merge.

Merging Charts

After loading your source chart and selecting ‘Modify a Chart’ from the Actions menu, ensure the Merge
Charts radio button is selected.
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Type in the Destination Chart Number and click Execute Modification or [F7].
Selected any visits as described in the Submitted Records section above, if applicable.

The new Destination Chart Number will be saved with the CPI record and future searches for Source
Chart Number will return the CPI record associated with the Destination Chart Number. All visits from the
Source Chart Number will now be found under the Destination Chart Number.

The “NEW” number assigned will automatically recreate any selected, submitted abstracts with the new
chart number, however the submission control elements will show as Date Sent to CIHI 1900/01/01.

Create and send (if the fiscal year is still open) the appropriate submission files if submitted records were
selected.

Un-Merging Charts

Search in CPI for the Source Chart Number (the number the chart was merged to). From the Action drop-
down column select Modify a Chart. If Modify a Chart is not displayed then you do not have permission
to do this.

€ Change Chart € Relocate Visits € Merge Charts ] : Unmerge Charts Mode

Source Chart Mumber: cio Penner, Cindy Caral -
Destination Chart Mumber: I vl

Care Type | todule | Ingtitution. .. | Chart Mu... | Admit/Fe... | Discharg... | First Mame I Last Mamne |

Destination Chart has not been entered.

The Modify a Chart screen will appear.

Execute Modification [F7]

The Source Chart Number and the patients’ name will display.
Select the Unmerge Charts radio-button.

The Destination Chart Number will populate (the Destination Chart is the number the data was originally)
and click Execute Modification or [F7].

CLEARING CHART LOCKS: When chart numbers are merged and the "Chart numbers can be
reissued” field is set to Y in Hospital Profile this causes a lock and will not allow an unmerge.
There is a now new field in users profile called "Can Clear CPI Lock". When alock happens after a
merge, change the "Chart numbers can be reissued" setting in Hospital profile to N. Users that
have rights can clear the CPI Lock by going to CPI > Actions > Clear CPI lock. Once this is done
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the unmerge button will become enabled and will allow the unmerge of the chart numbers.

Relocating Visits

After loading your source chart and selecting ‘Modify a Chart’ from the Actions menu, ensure the Relocate
Visits radio button is selected.

Type in the Destination Chart Number and ENTER. The Source Chart Number visits appear in the grid
below.

3 Modify a Chart [ %]
i~ Change Chart {+ Relocate Yisits " Merge Charts " Unmerge Chart Relocate Visit Mode
Source Chart Humber: [ Penner, Cindy Caral -
Destination Chart Mumber: l:l
_____ i Inst Desc Admit D ate -
FRiehabilitation 2007/03.
81237 Med2020 CCRS Institution 2006/04...
2003/04... 1. 123
2003/04... 1. 123
2003/04... 1. 123
9 2001/03..  2001.. 609. 1. 123
T 51160 Med2020 Inpatient 2007/04...  2007... 1. 123
T 54406 Med2020 Amcare 2006/07... 2006... —
T 51160 Med2020 [npatient 2006/04...  2006... 1.0 123
T 54406 Med2020 Amcare 2006/04.. 2006.. 1231 001
T 54408 Med2020 Amcare 2006/04...  2006..
T 54406 Med2020 Amcare 2006/03... 2006...
T R4E22 Georgetown Acute Care 2006403,  2006... 2. 2313
T R4EZ2 Georgetown Acute Care 2006702,  2006.. 1. 123
T 51160 Med2020 Inpatient 2006/01... 1. 123
T 2004/06.. 2004.. 200.. 001
T 2003410, 2003.. 885.. 001
T 2003/08...  2003.. 2. 23
T 2003/08, 2003 7. 777 hd
H Destination Chart has not been entered. Execute Modification [F7]

Select the visits you wish to relocate to the Destination Chart Number by holding Ctrl key and click the
applicable visits.

Click Execute Modification (F7) button. The message below indicates successful relocation of a visit (s).

E Information

Relocate Wizt Successzful

ok | Contact Uz

To change the location of a merge, use the Transaction Type ‘M’ in the Chart Locator module. If you
change the Permanent and Current Location of a chart using 1 transaction instead of 2 it will be visible
in the Chart Request/Activity section of the C.P.l. module.
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Electronic Merges via Interface

Note: Merge transactions via an interface have limited functionality. Typically these automated
merge transactions are done shortly after the duplicate number has been assigned i.e. before
any abstracts/assessments are submitted to CIHI.

Therefore, MED2020 recommends these transactions be used with caution. None of the
automatically flagging or selection of visits to delete/resubmit is incorporated as part of the
electronic merge transactions.

Use the CPI Merged Records Report.rpt from the WR2Reports\CPI folder to assess regularly if
any charts electronically merged require manual intervention.

1. Source Chart number visits are merged into the Destination Chart number.

2. Last name of the patient of the source chart gets replaced with “Merged with Destination Chart
Number”, and the first name field of the patient now contains the last name, first name of the patient
prior to the merge.

WinHecs@ Application Menu [Ctrl + M] H @ E E E | @ | 3 - | |

ane e bnd,

- Merged with Cit

Hospital Link |
& 2]
@ Field Mame Field " alue Field Descrption
@ Central Patient Index Becord Ke
=] Hospital Link
@ Label Printed
Fl| l | Chart Number CH terged with CH#,
F Secret / ¥ | P. Patient
Last Yizit Date 1995/01/18
F Last Name Merged with C pagugyg
F Maiden Hame
F Middle Hame
F First Name Last Name. First Namerbefore the merae)
Date Patient Died
Death Indicator ] Mo
F Gender b b ale
F Birth Date 1962/03/14

3. All previous Source Chart Deficiencies, R.O.l. requests, and visits will appear on the Destination
Chart screen.

4. Volumes of the Source Chart remain with the Source Chart number and are NOT moved to the
Destination Chart.
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5. Chart Locator Activities associated with the Source Chart volume(s) remain with the Source Chart
volume(s) and DO NOT move to the Destination Chart Number.

6. The Master Chart Number field on the Source Chart would be updated with the Destination Chart
number as part of the merge routine.

7. Access and use of the Source Chart Number will no longer be available (unless you have been
granted permissions to access locked source charts in the User Profile).

When a merged chart number is entered into a search the Question box displayed in the image below will
appear. Selecting ‘Yes’ will direct the user to the Destination Chart number (The Master Chart Number).

Question

Chart haz been Merged. ‘would you like to execute a search for the Master Chart instead’?

| e | ‘ Mo | | Contact Us

Note: On a Pull List any Chart Request will NOT be updated to reflect the destination chart number,
however, the Lastname field for the merged chart will contain the destination chart number e.g.
indicating “Merged with # 1234567”

Printing Reports

The following reports are available for the Central Patient Index:
Central Patient Index Visit History
CP I Visit History Report

CP | Report On Load
Embosser Card

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 59 of 410



Y

#MED2020

Heslth Gare; software 1 WinRecs v.295.3.0 User Guide

Central Patient Index Sidebars

The following sidebars are available within the Central Patient Index.

Patient Visit History

Displays a one line summary of all patient visits for the selected patient. Detailed information may be
viewed by double-clicking the visit.

Chart Volumes

Displays the chart volumes associated with the selected patient. Double-click the Volume Number within
the Chart Volume sidebar to display the Chart Volume dialog.

=
READ-ONLY
Ejm—?sl
A C—
@rn
CEE—
(B
Ermeirio
I

Ho| Violume| T/ Pf‘LlEuml

"ot ek |5 | Look Up Fekd () | Mol Lk

[ instivution Mo, | Care Typm [ Dinchage Date | Adwt Date | Fobowsasons [ i, Update History
20000005

B Same BE

Fsmn T 2000108 2007/ 208 Hosp [Cotwe _ [Upduind

Figure 9

From the Chart Volume dialog, the chart volume information may be maintained using the options on the
right. New volumes may be added, existing volumes edited, deleted or printed.

At the bottom of the screen there is a list of all the institutions and the dates for each visit. When finished

click

Chart Requests/Activity

Displays all chart requests and associated activity for the selected chart. Double-clicking an entry displays
the detailed information for the chart.
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Chart Deficiencies

Displays all chart deficiencies for the selected chart. Double-clicking a deficiency displays the Chart
Deficiency report.

Record Update History

Displays an audit trail showing the history of any changes made. This includes the WinRecs user ID of the
user who made the change.
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4.2 Visit History Overview

The Visit History module is used mainly for chart management within a hospital or facility. Visit history
captures both abstracted records and non-abstracted (paper) records.

The Visit History module contains patient / client demographics, admission / discharge information, visit
information, and record information.

Note: This is a READ-ONLY module. Changes that need to be made to a patient record should be
made in the C.P.l. or the appropriate module.

Available Reports

There are no reports available for Visit History.

Visit History Setup

The following setup must be completed before using the Visit History module. For a complete description
of the setup required and the steps to complete please refer to “Section 6 - System Maintenance” in the
WinRecs User Guide.

Regional Profile: The Regional Profile is used to specify default values which are used in individual
facility profiles. The information entered here is required for lookups.

Hospital Profile: The Hospital Profile is used to specify values accessed using lookups when
working with Visit History.

Look Up Field Maintenance: The following tables must have entries in them before creating a Visit
History entry.

Gender
Patient Type
M.I.S. Code
Clinic/Nursing Unit
Attending Provider
Referring Provider
Main Diagnosis Code
Main Intervention Code
User Profile: Users must have rights to access the Visit History module.

Control File Settings: The Control File specifies default settings for fields, determining if fields are
visible or enabled within the Visit History module.
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Accessing the Visit History Module

The Visit History module is one of the modules within Chart Maintenance. Please refer to Chapter 2
“WinRecs Layout” for more information on the modules available within WinRecs. There are two options
for accessing the Visit History module. The option to use can depend on what is to be performed within the
module. The options are:

Option 1: From the Central Patient Index (CPI)

This option always opens the Visit History module in “New” mode, ready for data entry. When accessed
using this option, the chart number and any other relevant fields are populated from the CPI. Therefore, if
adding visit history information, this method is recommended. For information on using the CPI, please
refer to “Central Patient Index (CPI)” on page 39 within this user guide.

To access the Visit History module from the CPI:

1.From the WinRecs Application Menu, select Central Patient Index (CPI).

2.Search for the patient in the CPI.

If the CPI does not open in Search mode, press F4 to display the search dialog then search for the
required chart.

3.Double-click on the required chart to display it in the CPI.

4.When the chart displays, hot-link to the Visit History module using the Hot Link ( ™) button on the
toolbar. The Visit History window displays.

[P MED2020 WinRecs® Version: 289.2.1 - User: murray.gamett - Environment: Test289_2_10N - Module: Visit History ol & ==
File Actions Modules Help

[ winRecs Application Menu [Chil + M] = ERMEE =~ E - &l -

VB =
T- - - Training30442, Test30442 - NEW {EDIT}
ST ETIEE [CHEERED |
Hosy| Ca| Patient T]Inst_|isit Date
| Field Name Field W alus Field Description -
| | Chart Humber
Last Hame Training 30442
First Hame Test 30482
Middle Name
Maiden Name
Gender F Female
Birth Date 1979-05-20

Health Care Humber i
Hospital ID

itution Number
Patient Type D Daycars
Visit Date
| [visit Time
W [Admit Date
W [Admit Time
M| Discharge Date
M| Discharge Time

Encounter Number

—|Encounter Sequence

Register Number
econd Chart/Register Number

| [M.L5. Code 710 A% Administualive Services * '
.. Vistlnfamaton Record Update History

Chart Number is @ System Mandatory Field thal s nat completed P

Admit Date is a System Mandator Field that is not completed. :‘

- B Adwit Time is a System Mandatory Field that is not completed.

Discharae Date_is & Sustem Mandators Field that is not complated 2

Ercounter Sequence |3 | [ | Ercounter Sequence

Figure 10

5.With this method, all available information from the CPI populates all relevant fields.
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Option 2: From the WinRecs Application Menu

With this method there is no auto-populating of fields so the Visit History window does not contain any
information.

To access the Visit History module using the WinRecs Application Menu:

1.From the WinRecs Application Menu, select Chart Maintenance — Visit History.
The Visit History window displays with no information populating fields.

MED20) 28900101 - User: David Chr. - Environment: Test289_001_0LON - Module: Visit History o)==

File Acti

EOHEEXNEEEEE =- | B(E-

[Field Name |Field Valug |Field Descriptian
Module Name

Patient/Client Demographics
1 Chart Number
Last Name
First Name
Middle Name
Maiden Name

Gender

Birth Date

| |Health Care Number
B admssowDichageiomaton |
Hospital ID
Institution Number
Patient Type

Visit Date

Visit Time

Admit Date

Admit Time
Discharge Date

Record Update History

T —

Figure 11

2.Use the relevant options as described in this chapter to maintain visit history and related information.

Note: For Regional Database users, this module is linked to your User Profile setting for Hospital
Link. You can only view the Visit History of patients with the same Hospital Link.
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Using the Visit History Module

The Visit History module is used mainly for chart management within a hospital or facility. Visit history
captures both abstracted records and non-abstracted (paper) records.

The Visit History module contains patient / client demographics, admission / discharge information, visit
information, and record information.

T MAEI Wk € et T - e vy et - Dmcertemant. TotR I SOM - M Yok Miatiny o ==
Pl fmepns  Blesicien ool
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- L. .
| Mo e

A s T )
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1 - Rocend Updete Mty .
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Figure 12

The main components of the Visit History window are the Main Grid, Data Entry Box and 2 sidebars. The
main parts of the Visit History window are described in the table below. The REF# field for each row
relates to the callouts shown in the above image.

Note that there are no bookmarks in Visit History.

REF# ‘ Description

1 Data Entry Box: The Data Entry Box is used to enter or edit information displaying in the Main
Grid. Click on a field in the Main Grid and the field name displays on the left and the cursor is
positioned in the box ready for entry.

2 Main Grid: The Main Grid shows the information for the currently selected visit history entry (or is
empty when first creating entries). To add or modify information in the Main Grid, select the row
and the field name displays beside the Data Entry Box and the data may be changed by typing in
the Data Entry Box.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 65 of 410



ceov0e0
c0o000

#MED2020

Y Health Care Software Inc.

WinRecs v.295.3.0 User Guide

The information in the Main Grid is organized under headings and can be accessed by scrolling
through the grid to move the grid to the section within the associated heading.

Patient Visit History: Displays a summary of patient visits. Clicking the ellipsis displays the
detail view of patient visits.

Record Update History Sidebar: Displays an audit trail showing the history of changes made.
This includes the WinRecs user ID of the user who made the change.
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Creating Visit History Entries

Before creating visit history entries, the patient should first exist within WinRecs as the patient data can be
used to populate information within the Visit History module. If the patient exists, the Visit History Search
may be used to locate the required patient chart and related demographics.

To create visit history entries:

From Visit History click
The Visit History fields are available for entry.

MED2020 WinRecs© Version: 289.2.1 - User murray.garnett - Environment: Test289 2 10N - Module: Visit History E = @
Eile Actions Modules Help

|WinHec39 Application Menu [Chrl + M] || E E E @ = - E v

WIED ) sit History |EM
No Records Selected IDLE
[ Figld Nams [ Field Value [Field Description -

Module Name
Patient/Client Demographics

Chart Number

Lagt Name

First Name

Middle Mame
Maiden Name
Gender

Birth Date

Health Care Humber
e Admission/Dischargenfomation ]
Hoszpital ID

| ion Number

Patient Type

Visit Date

Visit Time

H | Admit Date

M| Admit Time

H| Discharge Date

M| Discharge Time
Encounter Number
Encounter Sequence
Register Number
Second Chart/Register Number S

Record Update History

—]

Figure 13

Enter information in all required fields. Press Enter after each field to move to the next field. The following
are the fields accessed by pressing Enter.

Module Name: If an existing visit is pulled up in Visit History module, the module name

auto populates in this field. If new visit is being created for the Visit
History only a value of Non Abs (non-abstracted) will display.

Enter the Patient/Client Demographics information.

Chart Number: | Enter the unique chart number identifying the patient. Use the Chart Lookup
(F2) to select the chart for the list of all available charts. Once the chart is
selected, the patient name and birth date populates the Patient/Client
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Demographics from the Central Patient Index.

Last Name: | The patient’s surname.

First Name: | The patient’s first name.

Middle Name: | The patient's middle name.

Maiden Name: | The patient's maiden name (if applicable).

Gender: | The patient’s gender.

Birth Date: | The date of birth of the patient. Dates are entered in “YYYY-MM-DD” format.

Health Care Number: | The number from the patient’s health card. The format of the number varies
from province to province.

Enter the Admission/Discharge information for the patient.

Patient Type: | The type of patient. Use the Lookup (F2) to select the patient type.

Visit Date: | The date of the patient visit.

Visit Time: | The time of the patient visit.

Admit Date: | The date the patient was admitted. Dates are entered in “YYYY-MM-DD”
format.

Admit Time: | The time the patient was admitted.

Discharge Date: | The date the patient was discharged. Dates are entered in “YYYY-MM-DD”
format.

Discharge Time: | The time the patient was discharged.

Encounter Number: | Hospital assigned number.

Encounter Sequence: | Hospital assigned.

Register Number: | Hospital assigned.

Second | Optional hospital assigned.
Chart/Register
Number:

M.I.S. Code: | Visit M.I.S. functional center code. National values.

Clinic/Nursing Unit: | Optional. Non-CIHI defined field.

Attending Provider: | Optional. Non-CIHI defined field.

Referring Provider: | Optional. Non-CIHI defined field.

When complete click
- or — Press F7.
The information is saved and displays in the Main Grid.
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Modifying Visit History

Visit History information may be modified as required.

To modify visit history:

From Visit History click
- or - Press F4.
The Visit History Search dialog displays.

Use the search fields in the Visit History Search to display all charts.

Double-click in the Visit History Search on the entry containing the information to update.
- or - Select the required entry and press Enter.
The Visit History window displays the visit history information for the selected entry.

@ MED2020 WinRecs© Version: 289.2.1 - User: murray.garnett - Environment: Test289_2 10N - Module: Visit History E =] @I
File Actions Modules Help

PRl inRecs® Application Menu (Cul + M1 || [ [ ARE B =~ B E-E -

wWiCo oo

T- - - Training30442, Test30442 - NEW {EDIT}

EH Hosf| Ca | Patient T| Inst | Visit Date

Encounter Sequence

Field Mame Field \/alue Field Description -

H| Chart Number

Last Name Training30442

First Name Testa0442

Middle HName

Maiden Name

Gender F

Birth Date 1975-05-20

| Health Care Number 1

mm  Admission/Dischagelnfomation |

Hozpital ID

Institution Number

Patient Type 8] Daycare

Yisit Date

Vigit Time

Admit Date

Admit Time

Discharge Date

Dizcharge Time

Encounter Number

Encounter Sequence

Register Number

Second Chart/Register Humber

M.L.S. Code 71110 AS Administrative Services 4 >
Yigit Information

Z ﬂ Chart Mumber iz a System kandatory Field that iz not complated. i

Female

Record Update History

+ E Admit Date is a Spstem Mandatory Field that is not completed.

ﬂ Admit Time iz a System Mandatory Field that is not completed.
Discharge Date iz 8 Sustern Mandaton Field that is nob completed
Encounter Sequence | 3 [ﬂ' Encounter Sequence

Figure 14
Make the required changes.
When complete click

- or Press F7.
The information is saved and displays in the main grid.
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Deleting Visit History

Visit History information may be deleted as required.

Note: Records can only be deleted from this module if the visit is not linked to any other
modules; in other words, the module name value must have a value of Non Abs (Non
Abstracted).

To delete visit history information:

1.From Visit History click
- or - Press F4.
The Visit History Search dialog displays.

2.Use the search fields in the Visit History Search to display Visit History information.

3.Double-click in the Visit History Search on the entry containing the visit history information to
remove.
- or - Select the required entry and press Enter.
The Visit History window displays the visit history information for the selected entry.

MED2020 WinRecs® Version: 289.21 - User: murray.garnett - Environment: Test289_2 10N - Module: Visit History E = @
File Actions Modules Help

|PE winRecs® Application Menu [Cul + M || 5] NEDRH B =~ B - G-

WIEDT00
T- - - Training30442, Test30442 - NEW {EDIT}
Encounter Sequence _
Hosg| Ca| Patient T|Inst | Visit Date
Field Name Field ¥alug Field Description -
| M| Chart Number
Last Hame Training30442
First Name Test30442
Middle Name

Maiden Name

Gender F Female
Birth Date 1979-05-20

Health Care Humber 1

Hogpital ID
Institution Number
Patient Type u] Daycare
Visit Date

Visit Time
Admit Date
Admit Time
Discharge Date

Discharge Time

Encounter Humber
Encounter Sequence
Register Number

Second Chart/Register Number
M.L.5. Code 71110 A5 Administrative Services d ¢
Visit Information Record Update History

n Chart Number iz a System Mandatory Field that iz not completed -

n Admit Date is a Sypstem Mandatory Field that is not completed. :‘
n Admit Time is a Spstem Mandatory Field that is not completed.

B Discharge Date s 4 Sustern Mandator Field that i not completed
Encounter Sequence | 3 [ﬂ' Encounter Sequence

Figure 15
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4.Ensure the correct visit history displays.

5.Click

The Delete confirmation dialog displays.

Question

Question

Are pou sure pou want to delete this record?

Contact Us

6.Click Yes.

The selected visit history is removed from the Visit History module.

WinRecs v.295.3.0 User Guide
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Visit History Sidebars

The following sidebars are available.

Patient Visit History

If the patient has had multiple visits on their chart, the Patient Visit History sidebar displays previous visits.
These other visits can be accessed by clicking on the ellipsis to displays a detail view of patient visits.

To view other visits:

1.Select the visit in the Patient Visit History Sidebar.

2.Click =
The Patient Visit History dialog displays.

(] Patiert init Htory =
Chant Numbeor 2220100H

][50 ] ron] Honpal Dee: [ Ca Pt Fotrt [inst [ it i [ st Dt [Cimchasge Diate [ bum JEnc. Se] F] MI5: Code [ Nar [Purse [an FlAn oo Fiel 1] et Prc] il Dag 1] et brtwe 1] L1/2] 17 Statu
L] 11 [ 11 11 1 1

T[] Locked |
al | i | | | S |zt | |

TR [oom 1

1 Flecend: Flohured

[ P——

3.Double-click a visit to view detailed visit information in the Visit History window.

Record Update History

Displays an audit trail of all requests, and includes the WinRecs user ID of the person who made the
change.
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4.3 Chart Locator

Chart Locator Overview

WinRecs v.295.3.0 User Guide

The chart locator module is used for tracking and locating the paper copy of the patient record. Using the
key identifier fields entered into the patient record in other modules the chart locater can provide an up to

date report on the chart’s location within the facility.

There are a number of different locator transaction types that are used to identify and process transactions
within the Chart Locator. These transaction types are identified below:

Table 4.1

Transaction Types

C- Chart Request: Allows you to establish a request
for a chart that is currently out on loan. On the chart’s
return a follow up process identifies the next
requester for the chart.

T- Transfer: Used for charts transferred from one area
to another within the health records department. The
difference is that the charts are tracked internally to
allow quick access for a provider to complete their charts
and/or for patient care.

L- Loan: Used for charts loaned externally from the
department. However, charts can be loaned
internally also, such as to a R.O.l., Research Area or
a Secure File Cabinet etc. in cases where you may
need to track an ‘expected date of return’ for the
chart.

R- Return to Permanent/Previous Location: This
process allows a loaned chart to be returned to either
the previous location or the chart’s designated
permanent location.

M- Mass Change of Location: Used if you want to
mass move charts to a new location. Usually used to
change one permanent location to another. A field
‘New Permanent Location’ applies to this Transaction

Type.

X- Cancel: This allows you to cancel transactions that
were made in error and returns the chart to its previous
‘current location’.

P- Pull List: Used to create pull lists for clinics etc.
These can be created manually or with a Batch
Interface.

Examples of each of these transaction types are included within this chapter.

The chart numbers will be color coded and populate the Chart Volumes pane.

Chart number in Blue: Indicates that there is an outstanding request for the chart.
Chart number in Red : Indicates that the chart is currently out on Loan
Chart number in Purple: Indicates that the current location of the chart is the same as the location

you are about to send it to.
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Chart Locator Setup

The following setup must be completed before using the Chart Locator module. For a complete description
of the setup required and the steps to complete please refer to “Section 6 - System Maintenance” in the
WinRecs User Guide.

e System Maintenance modules must be configured before the Chart Locator can be used.

e Regional Profile/Hospital Profiles: Verify that the configured Chart Mask and Terminal Digit formats
are correct.

e User Profile Settings: Most Locator transactions (loads, transfers, returns) are performed in this
module. Setting the permissions also enables interaction between Chart Locator and Abstracting, and
Chart Locator and Chart Deficiency.

e Control File Settings: Set default values for individual fields as well as disable and/or enable fields as
required

e Look Up Field Maintenance: All lookup tables for the Chart Locator module are prefixed with “Loan”.
The following fields must be set up for lookups:
Hospital Link
Transaction Type
Borrower
Transaction Location
Location Type
New Permanent Location
Request Priority

Note: For each user some changes may need to be applied to the User Profile to give access and
permissions.
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Accessing the Chart Locator Module

The Chart Locator module is one of the modules within Chart Maintenance. Please refer to Chapter 2
“WinRecs Layout” for more information on the modules available within WinRecs. There are two options
for accessing the Chart Locator module. The option to use can depend on what is to be performed within
the module. The options are:

Option 1: From the Central Patient Index (CPI)

This option always opens the Chart Locator module in “New” mode, ready for data entry. When accessed
using this option, the chart number and any other relevant fields are populated from the CPI. Therefore, if
adding charts, this method is recommended. For information on using the CPI, please refer to section 4.2
“Central Patient Index (CPI)” on page 39 within this document.

To access the Chart Locator module from the CPI:

From the WinRecs Application Menu, select Central Patient Index (CPI).

Search for the patient in the CPI.
If the CPI does not open in Search mode, press F4 to display the search dialog then search for the
required chart.

When the patient is located, Hot-link to the Chart Locator module using the Hot Link ( ™) button on
the toolbar.
The Chart Locator window displays, with available information from the CPI populating all relevant fields.

[P8 MED2020 WinRecs® Version: 289.21 - User: murray.gamett - Environment: Test289_2 10N - Module: Chart Request Locater o] 2 ==
File Actions Modules Help

% WinRecs® Application Menu [Ctl + M] ) OREEBE =~ B -

P ——
MEDZU2U =
READ-ONLY
Transac tion Number 20050811 CLNCCading LTSRN 47 | Erable Mo Request Tine
|
Select Charts [F11]-Chart Number

Field Value
Chart Location Information

o/ BO230673
olume

P PullList
20050511 CLNCCoding
CLNC Eye Cliic
ait.. | Vot it oo tevi. | Pen
- 1967 Adnit Coding 14.25
T . F 000 1960- ER 8§ FERM 1435
= 0000, 000 1985 CINC  CLNC  CLNC 1435
20050612
2307
et
o otes
xpected Return Date T
| [Reason for Loan
< i v
Transact tion Number |50 | Alphahumeric T | Transaction List Humber & Restore | [H Deleterrsl | [ LoanF8l

For more information on searching in the Central Patient Index (CPI), please review section 3.2 “Search”
in Chapter 3 of this document.
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Option 2: From the WinRecs Application Menu

With this method there is no auto-populating of fields.
To access the Chart Locator module using the WinRecs Application Menu:

From the WinRecs Application Menu, select Chart Maintenance - Chart Locator.
The Chart Locator window displays with no information populating fields.

MED2020 WinRecs® Version: 289.21 - User: murray.garmett - Environment: Test289_2_10N - Module: Chart Request Locator o]l =@ ==
File Actions Modules Help
PE| WinRecs® Application Menu [Ctrl + M] = HELDRHHBE =~ 2 E-
WIEDZUZ0 2 0 0 |h4_
No Records Selected IDLE
[ New Request Time l:l!? Enable New Request Time
& Select Charts [F11}-Chart Humber
I ExactMatch
] Chart Location Information Volume
ospital Link ...
- [ EsactMatch
] Type =
| [¥ransastion Humber [ | K1
orower Chart Yolumes

1 ion Location =

Localion Type .| Digital | Patie... | Expired | Bith. | Cunent [ Previ..

New Permanent Location

T ion Date

T ion Time

Actual Pull Date

Actual Pull Time

Request Priority
_|__[Box Number

Hotes

Expected Retumn Dale

Reason for Loan

< n, 3
B Restore | | DeleteFa] | [ LoaniFal |

Use the relevant options as described in this chapter to work with charts and related information.

Using the Chart Locator Module

When the Chart Locator module is accessed the Chart Locator window displays. The chart locator module
is used for tracking and locating the paper copy of the patient record. Using the key identifier fields entered
into the patient record in other modules the chart locater can provide an up to date report on the chart
locations within the facility.
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Figure 18

The main components of the Chart Locator window are the Main Grid (there are no Bookmarks), Data
Entry Box and sidebar. The main parts of the Chart Locator window are described in the table below. The
REF# field for each row relates to the callouts shown in the above image.

REF# Description

1 Data Entry Box: The Data Entry Box is used to enter or edit information displaying in the Main
Grid. Click on a field in the Main Grid and the field name displays on the left and the cursor is
positioned in the box ready for entry.

2 Main Grid: The Main Grid shows the information for the currently selected chart. To add or
modify information in the Main Grid, select the row and the field name displays beside the Data
Entry Box and the data may be changed by typing in the Data Entry Box.

3 When locating charts for transactions (loaning, returning, transferring, etc.), the charts are
selected using the Chart Volumes pane.

When first creating a Locator transaction, there are no charts assigned. Existing transactions
may or may not have charts already assigned. To locate charts to assign to a Locator
transaction, a search may be done to locate the charts. Searches may be done on several fields
as listed below.
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Creating Transactions

Transactions are created from the Chart Locator. The type of transaction created depends on the
Transaction Type entered. Please refer to Transaction Types earlier within this chapter in Table 4.1. The
example within this section should be used as a generic guide only. For a complete description of creating
transactions for each transaction type, please refer to the relevant section within this chapter.

To create transactions:

1.From the Chart Locator, click

- or - Press F5.

The Chart Locator fields are available for entry.

es Help

[ MED2020 WinRecs® Version: 289.21 - User: murray.gamett - Environment: Test289_2_1ON - Module: Chart Request Locator ol & ==

IDLE

New Request Time: |:|p Enable New Fequest Time

‘ Select Charts [F11]}-Chart Number

Chart Location Information

Retumn Location [ -

nnnnnnn

ctual Pull Date

MNote:

otes
xpected Return Date
eason for Lo

‘ i
& Restoe | A Deleterrs] | [ Loan e |

Figure 19

2.Enter information in all required fields. Press Enter after each field to move to the next field. The

following are the fields that are accessed by pressing Enter.

Field Name

Description

Hospital Link:

Select a specific Hospital so only records from the Hospital selected display. If the
hospital number is not known, press F2 to display a list of hospitals in the Lookup
from which the hospital may be selected.

Transaction Type:

The type of transaction. See Table 4.1 for a complete description of transaction
types.

Transaction
Number:

This applies to Pull Lists only. The Transaction Number is populated automatically,
or can be entered.
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Borrower: | This identifies the borrower (a specific person of a location) for the location type.

Transaction | The location to where the chart is going. Press F2 to select a location.
Location:

Location Type: | The type of location. Press F2 to select a location type.

New Permanent | This applies to mass moves only. Press F2 to select a new permanent location.
Location:

Transaction Date: | The date that the transaction was created.

Transaction Time: | The time that the transaction was created. To enter the current date, when the
Transaction Time field is highlighted, press the Space Bar, then Enter.

Actual Pull Date: | This applies to Pull Lists only. The date the chart was pulled.

Actual Pull Time: | This applies to Pull Lists only. The time the chart was pulled. To enter the current
date, when the Actual Pull Time field is highlighted, press the Space Bar, then
Enter.

Request Priority: | If priorities have been set up in Look Up Field Maintenance, press F2 to select a
priority.

Box Number: | If the location is permanent, enter the box number.

Notes: | Free form text.

Expected Return | This is the date on which the chart is expected to be returned. This is based on the
Date: | number of loan days indicated on the Transaction Location lookup.

Reason for Loan: | The reason for the loan.
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Selecting Charts

When locating charts for transactions (loaning, returning, transferring, etc), the charts are selected using
the Chart Volumes pane. When first creating a Locator transaction, there are no charts assigned. Existing
transactions may or may not have charts already assigned.

To locate charts to assign to a Locator transaction, a search may be done to locate the charts. Searches
may be done on several fields as listed below.

Pull List: The pull list number.

Chart Number: The chart number.

Last Name: The last name of the patient associated with the chart.
Birth Date: The date of birth of the patient associated with the chart.

Volume Bar Code: When using bar codes for scanning for chart numbers, Exact Match must be
selected.

Last Visit Date: The date on which the patient was last seen.
Use the following steps to select a chart for a transaction.

To select charts:

Once the Locator transaction is added or selected in the Main Grid, select the search type (Press F3 to
select the search type and select the type).

Enter the value on which to search.

Note: When searching for charts, the Exact Match option may be more efficient in locating the
chart. Exact Match will list only those charts that match exactly. If this is not selected, all
charts beginning with the entered value will display.

When using Bar Code scanning, it is important that Exact Match is selected.

Press Enter.
The Chart Volumes pane displays. To expand the grid, click ——=. To collapse the grid, click ﬂ

‘ Chart Hospital Link | Chart No. ‘ Yaolume Type | Yolume Hospital. | Volume Mo, ‘ Digital | Patient Name | Expired ‘ Birth Date ‘ Borrower | Current Previous

Peimany

N0NBH44748 nnonot Training18373. 1963-12-14 CLNC AMC
ND0BHEG474 nnonot Training18421. 1972-08-11
ooooo2z412 00ona1 Training832. Te... 17220 Assembly CLNC

There are 4 indicators for the charts that display.

Blue: | There is an outstanding request for the chart.

Red: | The chart is currently on loan.

Purple: | The current location of the chart is the same as to where it is to be sent.

Black: | No outstanding requests or loans.
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Requesting Charts

Chart Requests are defined by entering “C” in the Transaction Type field when creating the transaction.

To create chart requests:

1.From the Chart Locator, click
- or - Press F5.

2.Enter “C” in the Transaction Type field. Press Enter after each field to move to the next field. Refer
to Creating Transactions on page 78 for a detailed description of each field. The following fields
require entry for chart requests:
Borrower (if applicable)
Transaction Location
Transaction Date
Transaction Time
The expected Return Date field is populated automatically based on the Transaction Location
specified.

3.Select a chart as described in Selecting Charts. If the selected chart already has an outstanding
reguest, the following message displays:

Question

m Question

Chat 000000001 5 Volume 000001 has an Dutstanding Regquest. Do wou want Lo review
the st of requests?

4.To view all outstanding requests, click Yes.
The Chart Requests dialog displays.

@ Chart Requests @
Chart-Yolume & 0000000015 - 000001
Reque:| Borrower Lacation Expected Return Date From Time From | Current Location Request Pi| Locatiol| Borrowe
Clinic B Floor East Qif Site Locatior| 2282/06/26 2008/03411 1334 Agzembly Urgent
200412727 2004411702 1E:08 Assembly
Testing Link " Bomower | Assembly 2004/11/02 2004/11/02 1603 Agzembly
MNumber of Activity Tranzactions: 3 | Select [F7] | | Furge [F3] ‘ E Home [F10]

5.When complete click
- or — Press F7.
The chart request is processed.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 81 of 410



» o0 0
L ] °

#MED2020

* Health Care Software Inc WinRecs v.295.3.0 User Guide

Return to Previous or Permanent Location

The return process (R - Return to Permanent/Previous Location) allows a loaned chart to be returned to
either the previous location or the chart’s designated permanent location.

Charts must be returned when loaned to their previous or permanent location before a new loan may be
processed. If Chart Deficiency is used, the loan will stop the day count for a physician and the return starts
it again.

The following error message may display if attempting to return a record to a Permanent Location that has
an active deficiency:

“You are attempting to place an active deficiency chart in your permanent location area. Do you want
to continue.”

To return charts:

1.From the Chart Locator, click
- or - Press F5.

2.Enter “R” in the Transaction Type field. Press Enter after each field to move to the next field. Refer
to Creating Transactions on page 78 for a detailed description of each field.

3.Enter information in all required fields.
4.The Chart Volumes pane is populated automatically.
5.The following messages may display:

“Do you want to return Chart Volume 00001 back to its previous
location (Awaiting Transcription) or permanent location (ACTIVE-ACTIVE FILE)? Yes —
Previous. No — Permanent. Cancel — Select from return location list.”

“Chart Volume 00001 has an Outstanding Request, Do you want to review the
list of requests?”

Delete [F9]

If the record is selected incorrectly, highlight the record and press

6.When all messages have been answered as required, click
- or Press F7.
The chart is returned.
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Loaning Charts

The Loan process (L- Loan) is used for charts loaned externally from the department. However, charts
can be loaned internally also, such as to a R.O.l., Research Area or a Secure File Cabinet etc. in cases
where you may need to track an ‘expected date of return’ for the chart.

To loan charts:

From the Chart Locator, click
- or - Press F5.

Enter information in all required fields.

Enter “L” in the Transaction Type field. Press Enter after each field to move to the next field. Refer
to Creating Transactions on page 78 for a detailed description of each field. The following fields
require entry for chart requests:

Borrower (if applicable)

Transaction Location
The Location Type, Transaction Date, Transaction Time and Expected Return Date fields are
populated automatically.

Select a chart volume in the Chart Volumes pane.

Click
The chart loan is processed.

Mass Moving Charts (Change of Location)

The Mass Move process (M — Mass Move) is used for sending charts offsite or to change the location
of merged charts. This changes the permanent and the current location in the same transaction for
multiple charts.

To mass move charts:

From the Chart Locator click
- or — Press F5.

Enter information is all required fields.

Enter “M” in the Transaction Type field. Press Enter after each field to move to the next field. Refer
to Creating Transactions on page 78 for a detailed description of each field. The following field is
required for mass moves:

Transaction Location
The New Permanent Location field defaults to the same location as the Transaction Location. The
Transaction Date and Transaction Time default to the current date and time.

Select a Chart Volume in the Chart Volumes pane as described in Selecting Charts.

Click

- or — Press F7.
The Mass Move is processed.
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Pull Lists

Pull lists are used for clinics etc. These can be created manually or with a Batch Interface. There are
several types of pull lists, as described in the following sections.

Creating Manual Pull Lists

Manual pull lists are created as required.

To create manual pull lists:

1.From the Chart Locator, click
- or - Press F5.

2.Enter information in all required fields.

3. Enter “P” in the Transaction Type field. Press Enter after each field to move to the next field.
Refer to Creating Transactions for a detailed description of each field. The following fields are
required for mass moves:

Transaction Date

Transaction Time

4.The Transaction Number can be set from the Hospital Profile information. A Pull ID can be
defined in the Hospital Profile (See section 6.2). If the default is not set in the Hospital Profile,
the Transaction Number can be entered automatically.

5.The Actual Pull Date and Time also default to the current date and time, and can also be
changed. The Expected Return Date defaults to the date indicated on the Loan Location for
number of load days in the Lookup table.

6.Select a Chart Volume in the Chart Volumes pane as described in Selecting Charts.

7 Click

- or—Press F7.

The Pull List is created. The bottom on the volume grid in the pull list displays the options
“Restore”,

“Purge”, and “Loan”.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 84 of 410



o
o0

wMED202

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

=)

Printing Pull Lists

The Pull List should be printed before loaning charts. Once all charts have been loaned, the Pull List is
no longer available. The reports are set up in Look Up Field Maintenance\Report Selection List. For

more information on the setting up the reports, please refer to “Report Selection List” in Look Up Field
Maintenance.

To print Pull Lists:

1. Click

- or — Press F10.
The Select Report dialog displays.

L] Select Reports o] @ |
Application:  Chart Locator

For Uszer: 33 - murray. garnett

10 Reports Found

Locatar Batch Pull List =W 2R eparts\Client Ready\Cha...
Locator Coder \wWarkload Flepart : Feparts\Client Ready\Cha...

\eports\Client Beady\Cha...

Locatar Loan And Transfer Bepart B
Locator Overdue Loan For Returng z%W R 2R eports\Client Ready\Cha...

Locatar Pull List %W R 2R eports\Client Ready\Cha...
Laocator Pull List Chart Search z\BethhClient\LocatorsF TP Locat. .
TEGH Batch Pull List z\Beth\Client\TEGHMEBI Pull List\...
TEGH Pull Lisgt Single z\Beth\Client\TEGHMEBI Pull List\...
Test Batch Pull List Beth s\BethhClient\Locatarh T esting Pul...

Wwhomen College Pull List Chart Search z\BethhClient\w omens Collzge’...

Show Report [F12] [EIE Mail [F11] | [E] Frint (F10) |
2. Select the Pull List that has been developed for your institution or site.

2 Click

- or — Press F12.
The report displays.
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Loaning Charts From Pull Lists

Charts may be loaned from a Pull List.

To loan charts from Pull Lists:

From the Chart Locator, click to display the Pull List Search dialog.
- or - Press F4.

Use the search fields in the Pull List Search dialog to display charts. The available search fields are:

Actual Pull Date
Actual Pull Time
Transaction Date
Transaction Number
Transaction Time

Double-click in the Pull List Search on the entry containing the pull list to select.
- or - Select the required entry and press Enter.
The Chart Locator window displays the chart information.

If the Transaction Date or Time and or Actual Date or Time are different than what was originally
entered for this Pull List, it can be changed.

Click
- or Press F7.
Select the records to loan.

Click

- or — Press F8.
The selected records are loaned.

Once all records on a pull list have been loaned, the Pull List is no longer available.

Adding Charts to Pull Lists

Charts may be added to Pull Lists when required.

To add charts to Pull Lists:

From the Chart Locator, click to display the Pull List Search dialog.
- or - Press F4.

Use the search fields in the Pull List Search dialog to display charts. The available search fields are:

Actual Pull Date
Actual Pull Time
Transaction Date
Transaction Number
Transaction Time
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Double-click in the Pull List Search on the entry containing the pull list to select.
- or - Select the required entry and press Enter.

The Chart Locator window displays the chart information.

Press F11 to select a Chart Number on the right side of the window.
Enter the chart number(s) and volumes to add to the list.
The following message may display:

Question
EI Question

Sedected ChartNVokmne is not o this pull st Do vou want bo add?

N

Click Yes.

Click
- or Press F7.
The records are added to the pull list.
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Changing Transaction Details on a Pull List

The Transaction details may be changed as required. This is used to update the Require Time, Notes,
Borrower, or Reason for Loan. If changing this information for the main record, use the Main Grid to
select the item and make the change in the Data Entry Grid. If making changes to the individual
records, use the steps outlined here.

To change the Transaction Details:

1. From the Chart Locator, click to display the Pull List Search dialog.
- or - Press F4.

2. Use the search fields in the Pull List Search dialog to display transactions.

3. Double-click in the Pull List Search on the entry containing the pull list to select.
- or - Select the required entry and press Enter.
The Chart Locator window displays the chart information.

4. Click the Transaction Date field and enter the new transaction date in the Data Entry Box.

5. The following message may display:

Question

IE' Question

Yo have changed the "Transsction [0, Do pou wank to replace the all unkoaned
Transaction 102001 21227185 wath new D200 21227317

I Yes || Ha || Contact Uz |

Note: Double-click the ellipse on the right side of the Chart Volume banner to display the detail
information.

4. Right-click on the record to modify and make the required selection. The options are:

Input New Require Time: A dialog displays where the new require time is entered.
Input Notes: A dialog displays where the new note is entered.
Update Borrower: This option is used to change the borrower for individual records.

Update Reason for Loan: This option is used to change the reason for loan for individual
records.

Enter the required information.

5. Click

- or Press F7.
The transaction details are saved.
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Creating Pull Lists From Another Pull List

There may be charts in various locations: box numbers, Inactive, perm, loaned out to other hospital
departments. WinRecs allows for a copy of part of the Pull List to make another Pull List.

To create Pull Lists from other Pull Lists:

1.From the Chart Locator, click
- or - Press F5.

2.Enter the Transaction Type (“P”).
3.Select the Transaction Location for the new Pull List.
4.Change the Transaction Time to be the same as the Pull List that is being copied (if appropriate).

5.Enter the Reason for Loan, if required. This could be used to note the Pull List that is being
copied.

6.From the Chart Volumes pane select “Pull List”.
7.Enter the Transaction Number from the original Pull List.
8.Press Enter.

9.Select the charts that are to be included in the new Pull List. Select multiple charts by holding
down the Ctrl key and clicking the required charts.

Press Enter.
The new list displays the charts selected.

Click

- or Press F7.
The transaction details are saved.
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Purging Pull Lists

When a user searches for an existing Pull List, depending on the search method, sometimes a large
number of lists are returned. These may be old Pull Lists that have been used previously and may no
longer be required.

To access the Purge Pull Lists window:

Select Chart Maintenance — Chart Locator.

Select the Actions drop down menu and select Purge Pull Lists.
The Purge Pull Lists window displays.

[ Purge Pull List =
I | | Te [ -- | [E PulList Search
[~ All Pull List [~ Loaned and not Returned " Loaned and Retumed [ Mot Loaned [~ Purged tem
Tran. Hospital L... | Pull Lizt 1D | Request Locati0n| Request Date | Chart Hospital L... | Chart No. | Patient Mame | Expired | Birth D ate | Barro
] i b
[FPugeFal | [[@ Home F10 |

Select the criteria to display the Pull Lists to Purge:

e Select Date: Select a date range for selecting Pull Lists. All Pull Lists created within the range
entered will display.

e All Pull List: Select to display all Pull Lists.

e Loaned and not Returned: Select to display all Pull Lists that were loaned, but have not yet been
returned.

e Loaned and Returned: Select to display all Pull Lists that were loaned, and have been returned.
e Not Loaned: Select to display all Pull Lists that were not loaned.
e Purged Item: Select to display charts that have been deleted from a pull list.
Select the Pull Lists to purge by clicking with the mouse.
Click
- or — Press F9.

The selected Pull Lists are permanently removed.

Click @to return to the Chart Locator Main Grid.
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Transferring Charts

This is used to transfer charts to a new location within the department. These locations are designated
in the Transaction Location Table. Please refer to System Maintenance — Look Up Field
Maintenance for more information.

To transfer charts:

From the Chart Locator click
- or — Press Fb5.

Enter “T” in the Transaction Type field.

Enter the borrower, if applicable. Press F2 to display a list of Borrowers.

Enter the Transaction Location fields. Press F2 to display a list of Transaction Locations.
The Transaction Date and Transaction Time fields default to the current date and time.
Press F11.

Note: Charts may only be returned if they have been returned to their permanent location.

The Following message may display:

“This chart is currently on loan. Would you like to have the system automatically create a
request?”

Click

- or Press F7.
The selected charts are transferred.
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Cancelling Transactions

The Cancel process (X — Cancel) allows transactions to be cancelled that were made in error and
returns the chart to its previous ‘current location’. For example, transactions may be cancelled if:

e Achartis accidentally loaned out to the wrong borrower/location.
e A chart has been transferred to the wrong borrowetr/location.
e A chart has been returned to the wrong location.

e A chart request was made, but the request is no longer needed.

To cancel transactions:

1.From the Chart Locator click
- or — Press Fb.

1.Enter the required information as described in Adding Transactions.

2.Enter “X” in the Transaction Type field.

3.The time and date fields are populated automatically.

4.Press F11 to go to the right side of the window or click on the Chart Volumes pane box.
5.Enter the chart numbers and volume numbers to cancel.

6.Click

- or Press F7.
The transaction is cancelled.

After the cancel transaction has been processed, the CPI module shows that a new activity has
been added titled “Activity Type Cancel” and an activity note is added to the previous activity
stating that the transaction has been cancelled.
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Chart Locator Reports

After selecting a patient record the user can generate and view a Crystal report on chart locations by

selecting or by pressing (F10). (See chapter 9),

Available Reports

The following reports are available for Chart Locator:

Chart Activity: This report displays in CPIl and Chart Locator. This report must be put where
the

Locator Loan and Transfer Report: This report can be set up in the Report Selection List. It
displays all current Loans and Transfers.

Locator Overdue Loan for Returns: This report can be set up in the Report Selection List. It
will display all overdue loans for each location.

Locator Pull List: This report can be set up in the Report Selection List. It is used when to
display the Pull List.

CPI Bar Code Label Template: If your site has Bar Code scanning, this report is set up in the
Report Selection in the Central Patient Index (CPI) module.

Note: All reports are available for download from ftp://web.med2020.ca/WR2Reports/Chart_Locator/.
All reports will be downloaded to the server on which you are working.
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4.4 Chart Deficiency Module

Chart Deficiency Overview

The Chart Deficiency module provides Health Information Management (HIM) departments the ability to
track all activity required to complete a patient's chart.

Once a chart is returned to the HIM department, it is collated, sorted and analyzed to determine if any
deficiencies exist. These can be entered quickly and easily via the Chart Deficiency module - either
manually or using bar code technology. WinRecs generates a deficiency letter per delinquent visit.

As the physician(s) completes the deficient items, the chart can be updated in one of several ways:

If only some of the deficiencies are complete, those individual items can be entered and a new
deficiency letter printed, showing only the outstanding items.

If a physician has completed all deficient charts, the physician number can be entered, and all
charts will be updated to a status of “C” (Complete). If the physician has completed all items,
only one reference number must be entered.

Main Features of the Chart Deficiency module

Deficiency codes are profile driven (Please refer to Lookup Field Maintenance in the WinRecs
User Guide for more information).

Bar Code Technology allows for quick and accurate entry of key information, as well as quick
removal of completed deficiencies. This is not covered in this document.

Delinquent count is done electronically (first person to signh onto WinRecs activates the count).
Printing of the Deficiency Letter by Provider / Visit Date once the entry has been completed and
saved.

Deficiency Color code tabs can be assigned to each provider for easy identification of where
deficiencies are noted within the chart. These colors are also printed on the Deficiency Letter
for reference. Each provider will have a different colored tab to denote their deficiencies.

Note: To simply view if a chart has any deficiencies, select the chart from the Central Patient Index
(C.P.1.) and view the Chart Deficiencies sidebar.

Available Reports
The following reports are available for Chart Deficiencies:

Chart Deficiency Report (Chart Deficiency.rpt): This must be put in the “Reporting” folder where
Winrecs.exe is located. This report is run from the Central Patient Index when the Chart
Deficiency sidebar is double-clicked.

Deficiency Single Slip (Deficiency Single Slip.rpt): This is used to print a single deficiency letter
for a provider.

Deficiency Slip Batch Print (Deficiency Slip Batch Print.rpt): This is used to print a single or
multiple providers on a single letter.

Deficiency Providers Pull List (Deficiency Providers Pull List.rpt): This is used to print all
deficiencies for a provider.

Note: All reports are available for download from
ftp:/lweb.med2020.ca/WR2Reports/Chart Deficiency/. All deficiency reports and all canned
reports will be downloaded to the server on which you are working.
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Chart Deficiency Setup

The following setup must be completed before using the Chart Deficiencies module. For a complete
description of the setup required and the steps to complete the setup, please refer to “Section 6 —
System Maintenance” in the WinRecs User Guide:

Regional Profile: The Regional Profile is used to specify default values which are used in
individual Hospital Profiles. The information entered here is required for lookups.

Hospital Profile: The Hospital Profile is used to specify values accessed using lookups when
working with chart deficiencies.

Control File Settings: The Control File specifies default settings for fields, determining if fields
are visible or enabled with Chart Deficiencies. This information is mainly used within Chart
Deficiencies when access to the Provider Maintenance module is required.

Provider Maintenance: Provider Maintenance must be set up with language and address
information.

Look Up Field Maintenance: All deficiency codes must be set up.

Deficiency Letters: Deficiency Letters are created using the Report Generator module.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 95 of 410



----- o0
se00000
» 000000

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

Accessing the Chart Deficiency Module

The Chart Deficiency module is one of the modules within Chart Maintenance. Please refer to Chapter
2 “WinRecs Layout” for more information on the modules available within WinRecs. There are two
options for accessing the Chart Deficiency module. The option to use can depend on what is to be
performed within the module. The options are:

Option 1: From the Central Patient Index (CPI):

This option always opens the Chart Deficiency module in “New” mode, ready for data entry. When
accessed using this option, the Chart number and any other relevant fields are populated from the CPI.
Therefore, if adding charts, this method is recommended. For information on using the CPI, please
refer to section 4.2 “Central Patient Index (CPI)” within this document.

To access the Chart Deficiency module from the CPI:

From the WinRecs Application Menu, select Central Patient Index (CPI).

Search for the patient in the CPI.
If the CPI does not open in Search mode, press F4 to display the search dialog, then search for the
required chart.

When the patient is located, Hot-link to the Chart Deficiency module using the Hot Link ( ™) button
on the toolbar.

The Chart Deficiency window displays, with available information from the CPI populating all relevant
fields.

MED2020 WinRecs® Version: 289.001.01 - User: murray.gamett - Environment: esconsutt - Module: Chart Deficiency ol ® ==
File Actions [Modules Help
[P WinRecse Application Menu [Ctrl + M] [l @ E ArEBEA =~ EE-E -
- - 1234565 - Last 1234565, First 1234565 - - 1962-01-14 NEW {EDIT}
= Other Providers Deficiencies
i1} Visit Date
B Hosp ID|_Det. 10 Provider | Colowr | Status
= | Field Name [ Field Value | Field Description =
__|_[Haspital Link
| Deficiency Header Information
__|m|Header Reference ID Number | 10003100
| m|Chart Number 1234565 Lael 1234565, First 1234565
Patient Last Name Last 1234565
Patient First Name First 1234565
| [Bith Date 19620114
Visit Date
Volume Number 000001
Institution Number
|| Site Number
[ W[ Provider Humber [E]Show Provider Information._
HLo T SO Def. Code | DetallID Number | Status
Provider Specialty
Provider Status
0 Caod, sl
= Def. Complete [F11]
1] Def. Complete All [F12]
Record Update History
| Coder [Updated |
VistDate |10 | ([ |vist Date
Figure 20

For more information on searching in the Central Patient Index (CPI), please review section 3.2
“Search” in Chapter 3 of this document.
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Option 2: From the WinRecs Application Menu:

With this method there is no auto-populating of fields. With this option, the Deficiency List Search dialog

WinRecs v.295.3.0 User Guide

displays automatically, and the required chart may be located using the search dialog.

To access the Chart Deficiency module using the WinRecs Application Menu:

From the WinRecs Application Menu, select Chart Maintenance - Chart Deficiency.

The Deficiency List Search dialog displays. Please refer “Searching in WinRecs” for information on
using the Deficiency List Search.

Use the Deficiency List Search dialog to search for an existing chart deficiency.
When a deficiency is located, the information displays in the Chart Deficiency window.

[Pl MED2020 WinRecs® Version: 288.001.01 - User: murray.gamett - Environment: esconsult - Module: Chart Deficiency o = |
File Actions Modules Help
‘Winﬂec:aApplication Menu [Cul + M] || E E E E E E‘] B = - E E A
_EM|%
100762Test - - 1234565 - Last 1234565, First 1234565 - - 1962-01-14 READ-ONLY
= Other Providers Deficiencies
[H Visit Date
o Hosp ID[_Def. ID| Provider | Colour | Status
&l 0035001010 |Red |C
0036001072 | Orange| &
[ Field Name [ Fiekd Value [ Fiekd Description = T A e 1
| {(Hospitallink - - W04300] 1 Blue |A
— Deficiency Header Information TR e la
|__| M| Header Reference 1D Humber [10004300 004500]1 Pk 1€
| m|Chart Humber 1234565 Last 1234585, First 1234565
Patient Last Name Last 1234565
Patient First Name First 1234565
Birth Date 19620114
¥isit Date
Yolume Number 000om
Institution Number
| [Site Number
M | Provider Number 1 100762 T est — —
T Triovidor Service [E] Show Provide: Information...
Provider Specialty Def. Code_| Detai ID Number | Status
Provider Status A ALCFMC 10004301 &
Colaus Cod 4 Bl ANSS 10004202 A
ARI 10004202 A
[e] Def. Complete [F11]
[B  pet Complete a1 [F12]
Record Update History
| Coder \ Updated |
| Murray Gamett [2mzninzisns |
Wigit Date |10 m Wigit Date:
Figure 21

Use the relevant options as described in this chapter to maintain deficiencies and related information.
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Using the Chart Deficiency Module

When the Chart Deficiency module is accessed the Chart Deficiency window displays. The Chart
Deficiency window is used to manage chart deficiencies, allowing users to create chart deficiencies,
update and remove chart deficiencies, print deficiency letters, transfer deficiencies and enter provider
unavailability and other information.

ﬂmmmmm-mmm-
e Acioms  Modules  Help

[P Wil ecs® Application Menu [Cui + M)

|EOEECDRENEE OB =- @ M- 6 -

- VZBASES - Last 1ZIASES, Fast 1234565 - - 1962-01-14 NEW [EDIT)

m Vi Date m
> m el Hiceip 10| Dl 10 Prosvsden | Colionr | $2shn
& - =
[ Fnkd Nsme | Fitd Vs | Fatid Descnguon al
I |w Lk |
| W[ Hesde: Relorence 10 Musbe: | 10009100 *_E
__| | Chant Numbes [P Last 17585, Fien 1 70558
Patsent Last Name Lt 12734565
Patsent Fast Name Fesl 1230565
__ | |Bath Date [E=IE]
"1 [Vohme Numbes 0000
1 instattion Humber
S Mutbeid |
W[ Provides Number [ show Provides intosmation.
Pacvides Sorvice r
Preides Specioly Dol Codo | Doial ) Numbes | Stsh
Pyorides Slatan |
Codiss Cacla. 1 Dl =
5]
Del. Completa [F11]
Diel. Complete AN [F12]
| Recod Update Hestory
[Coder [Updsted |
| - <«
Vist Date |10 | () | Visi Date
Figure 22

The main components of the Chart Deficiency window are the Bookmarks, Main Grid, Data Entry Box
and 3 sidebars. The main parts of the Chart Deficiency window are described in the table below. The
REF# field for each row relates to the callouts shown in the above image.
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REF# ‘ Description

1 Bookmarks: Bookmarks allow for fast access to categories of information within the Main Grid.
Click a bookmark to display the section in the Main Grid. This may be basic data entry, or
multiforms (for entering multiple occurrences of information, such as multiple deficiencies for a
chart). There are 3 bookmarks (and corresponding sections) in the Main Grid as described
below:

H] Deficiency Header Information. This includes information for uniquely identifying the
patient, hospital, provider, etc. Information is entered in the Deficiency Header
Information fields using the Data Entry Box. Please refer to Chapter 2: “TOC - WinRecs
Layout” for additional information.

[E] Deficiency Detail Information. This includes the details for each deficiency. There
may
be multiple deficiencies for each chart. Deficiency Detail Information uses multiforms
for entering information to allow multiple deficiencies for each chart.

[£] Deficiency Calculations. Only the Deficiency Start and End dates, Manual Days and

Header Notes may be entered using the Data Entry Box. The rest of the fields are
calculated.

2 Data Entry Box: The Data Entry Box is used to enter or edit information displaying in the Main
Grid. Click on a field in the Main Grid and the field name displays on the left and the cursor is
positioned in the box ready for entry.

3 Main Grid: The Main Grid shows the information for the currently selected chart. To add or
modify information in the Main Grid, select the row and the field name displays beside the Data
Entry Box and the data may be changed by typing in the Data Entry Box.

The information in the Main Grid is organized under headings and can be accessed by scrolling
through the grid, or by clicking on a bookmark to move the grid to the section within the
associated heading.

4 Other Providers Deficiencies Sidebar: Displays all providers associated with the selected
chart. Deficiency information may be viewed for providers by clicking the provider and the
deficiencies for the provider display in the Deficiencies sidebar below. From this sidebar, the
Provider Maintenance module is accessed to update provider information such as unavailability.

5 Deficiencies Sidebar: Displays deficiency information on the provider selected in the Other
Providers Deficiencies sidebar.

6 Record Update History Sidebar: Displays an audit trail showing the history of any changes
made. This includes the WinRecs user ID of the user who made the change.
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Creating Chart Deficiencies

If it is determined that deficiencies exist in a chart, they can be entered quickly and easily using the
steps outlined here. Deficiencies may be entered manually or using a bar code scanner. WinRecs
generates a deficiency letter per delinquent visit. As physicians complete deficient items, the chart can
be updated.

To create chart deficiencies:

From Chart Deficiencies cIick
- or - Press F5.
A Header Reference ID number is generated by WinRecs and displays in the Header Reference ID
Number field.

Enter information in all required fields. Press Enter after each field to move to the next field. The
following are the fields that are accessed by pressing Enter.

Field Name Description

Header | (Required) The Header Reference ID Number is a unique identifier for each
Reference ID | deficiency. This is entered automatically and cannot be changed.

Number:

Chart Number: | (Required) Enter the Chart Number. Use the Chart Lookup (F2) to select the chart
for the list of all available charts. When the chart number is entered, the patient
demographics from the Central Patient Index populates the chart deficiency.

Visit Date: | The date of the pati

ent visit. Ensure the visit date is correct. To select a different visit date, press F2 to
display the Visit History Lookup and select a visit date.

Volume Number: | The Volume Number provides a link to all charts for a patient. The volume
indicates the hospital where the patient has a chart, where the chart is currently
located at each hospital, the volume type, and the date the chart starts and ends.
To select a different volume number, press F2 to display the Volume Lookup and
select a volume. If a volume does not display, the Central Patient Index should be
updated with the required volume number.

Provider | (Required) Enter the Provider Number. The Provider Number is the unique
Number: | identifier for each provider. If the Provider Number is not known, press F2 to
display a list of providers in the Provider Lookup from which a provider may be
selected. If the first few letters of the provider name or number are entered, F2
displays only those providers matching what has been entered.

Provider Service: | The service from the provider. This is entered automatically when the provider
number is selected.

Provider | The specialty of the provider. This is entered automatically when the provider
Specialty: | number is selected.

Colour Code: | Enter the colour code for this provider. Press F2 to display the Colour Code
Lookup to select a colour. If the first few letters of the colour are entered, F2
displays only those colours matching what has been entered.
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After pressing Enter in the Colour Code field, the Deficiency Detail Information multiform displays.
] Chart Deficiency Detais- (NEW (EDITH = ®
_E] = > Forward [F12)

[ Home [F10] < Back [F11]

HEW {EDIT}

Deficiency Cade

Gl

[c
Datasd Shatu
| Deficiency Detad Stait Date
Deficiency Detad End Date
j Deficsency Datad Days
Dotadl Commerils

(= Dieficasncy Code s a Sysbem Mandatory Fithat iz nol o od
¥ ¥ W

Defcurcy Code |8 | [[] | Deficmncy Code

Figure 23
Enter the required information in the Deficiency Detail Information multiform.

Description

(Required) Enter the deficiency code, or press F2 for the Deficiency Code
Lookup. Type in the first few characters of the deficiency code, then press
F2, and the lookup displays all codes matching what was entered.

If there is a linked deficiency code, the following message displays:

“There is a deficiency code linked to this one. Would you like to
create the link? Yes/No”

These messages are generated from the Lookup Maintenance
/Deficiency Code table. There may be deficiency codes such as a
signature that are linked to a dictation. Refer to the Deficiency Code table
in Lookup Field Maintenance in the WinRecs User Guide for details.

Field Name
Deficiency Code:

Completed By:

The user ID of the current user is automatically entered.

Deficiency Detail
Start Date:

Enter the starting date for the deficiency detail.

Deficiency Detail
End Date:

Enter the ending date for the deficiency detail.

Detail Comments:

Enter any required comments.

When the detail for the current deficiency is complete, press Enter.

- or - Press F5.
The Occurrences sidebar in the multiform is updated to display the deficiency and the Deficiency Code
field is selected in the multiform for the next deficiency to be entered.
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Horme [F10
If there are no more deficiencies to enter for the provider, click @ [FL0}

To save the deficiency entered, cIick@, then
If the user has access to the Chart Locator module, the following prompt displays:
“Would you like to change the Chart Location now? Yes/No”
If there are additional providers to enter deficiencies for on this chart, click No.
If any required fields are missing, an error message displays in the Message pane. Click OK, then

view the Message pane to identify the field that required entry. Make any required changes then
repeat step 6 to save the information.

Updating Chart Deficiencies

Updating information on the main grid is not recommended. This will update the reference to the
physician and provider, and may cause problems with any other provider that may be linked to the visit
previously displayed in the grid.

It is recommended that the deficiency that is to be updated be cleared, rather than updating information
in the grid.
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Completing Deficiencies

WinRecs allows for single deficiencies to be completed, one at a time, multiple deficiencies to be
completed at one time, or for batches of deficiencies to be completed. Use the method that best suits
your circumstances.

Completing Single Deficiency Iltems

Single deficiencies are completed by selecting the deficiency to complete, and following the instructions
below.

To complete single deficiencies:

1.From the Chart Deficiencies window clickto display the Deficiency List Search dialog.
- or - Press F4.

2.Use the search fields in the Deficiency List Search dialog to display charts.

3.Double-click in the Deficiency List Search on the entry containing the deficiency to complete.
- or - Select the required entry and press Enter.
The Chart Deficiencies window displays the deficiency information for the selected chart.

4.Double-click the appropriate physician from the Other Providers Deficiencies sidebar.
The Deficiencies sidebar displays deficiency items for the provider.

5.Select the deficiency item to complete and click [ Def. Complete [F111
The Status of the deficiency in the Deficiencies sidebar changes to “C” (Complete). If there are
no more deficiencies at “A” (Active) status for the provider, the Status for the provider in the
Other Providers Deficiencies sidebar also changes to “C” (Complete).

6.At this point the deficiency is complete at the information is saved.
If all deficiencies are completed for this chart, and the user has access to the Chart Locator,
the following message displays:
“Would you like to change the Chart Location now? Yes/No

7.1f the chart location is to be set to the next location, click “Yes”.

When the last deficiency is set to “C” (Complete), it is not possible to undo the complete status of
deficiencies. It will be necessary to reenter the deficiencies. However, if this is not the last deficiency, to
change the deficiency back to “A” (Active):

1.Select the deficiency.

2.Select Actions — Def. Incomplete.
This sets the item status back to “A” (Active).

3.Click
The deficiency status information is saved.
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Completing Multiple Deficiency Items

Multiple deficiencies are completed by selecting the deficiencies for a selected provider, and following
the instructions below.

To complete multiple deficiencies:

1.From the Chart Deficiencies window, pressto display the click Deficiency List Search dialog.
- or — Press F4.

2.Use the search fields in the Deficiency List Search dialog to display charts.

3.Double-click in the Deficiency List Search on the entry containing the deficiencies to complete.
- or - Select the required entry and press Enter.
The Chart Deficiencies window displays the deficiency information for the selected chart.

4.Double-click the appropriate physician from the Other Providers Deficiency sidebar.
The Deficiencies sidebar displays the deficiency items for that provider.

5.Click [Z] Def. Complete All [F12]

The Status of the provider in the Other Providers Deficiencies sidebar and the status for the
deficiencies in the Deficiencies sidebar change to “C” (Complete).

At this point the deficiency is complete and the information is saved.

Completing Batches of Deficiencies for Providers

Completing batches of deficiencies allows all deficiencies for a provider to be completed at once,
without having to select deficiencies to complete. This is useful if a provider has completed all
deficiencies assigned.

To complete batches of deficiencies:

1.From the Chart Deficiency window select the chart containing the deficiencies to complete.

2.Select Actions — Def. Batch Complete.
The Deficiency Batch Complete window displays.
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E Deficiency Batch Complete = @
Provider Mumber (11005 (3 100409Test
Deficiency Hos... | Header 1D Detail D Def. Code Detail Status Chart H Dietail D |

10003700 10003701

»

A L
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Figure 24

3.In the Provider Number field, enter the Provider Number for whom all deficiencies are to be
completed and press Enter.

The deficiencies for the selected provider display.

Note: If only the first character(s) of the provider number are entered, the window first displays all

matching providers. Double-click the provider containing the required deficiencies to display
the deficiencies for selection.

4.Select the deficiencies to complete.

To select contiguous deficiencies to complete, hold the Shift key down and click the first
deficiency and then click the last deficiency. The first and last deficiencies, along with all
deficiencies in between are selected. To select non-contiguous deficiencies to complete, hold
the Ctrl key down and click the deficiencies to select.

5.Click jto move the selected deficiencies to the Detail ID column.

. » .. .
- or - click Jto move all deficiencies.

6.Click [E] Def. Complete [F11]
All deficiencies in the Detail ID column are set to “C” (Complete).
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Printing Deficiency Letters

The Chart Deficiency module can auto-generate deficiency letters to physicians to notify them for chart
completion. There can be up to five deficiency levels which are defined by the hospital. Each level
represents the number of days the chart is deficient.

Manual Printing of Deficiency Letters

Deficiency letters may be printed on demand, such as when deficiencies have been entered, and the
deficiency letter is required.

To print deficiency letters:

1.Select the deficiency letter. Note that if a deficiency was just entered and still displays on-screen,
these same instruction apply.

2.Click

- or — Press F10.
The Select Reports window displays.

@Se\ect Reports \EI (=] @

Application:  Chart Deficiency

For Uzer, 91 - mumay.gamett

0 Reports Found

Show Flepart [F17] E-Mail [F11] | Piint [F10]
Figure 25

3.Select the report to print. In this case, select one of the deficiency letters.

& Frirt [F10
Clck ELPF10
The letter is printed.

4

Note that the letter may also be viewed in the Crystal Report viewer or emailed.
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Emailing Deficiency Letters

To email deficiency letters:

After report is generated click on Export Report Button J

WinRecs v.295.3.0 User Guide

In the Export Box choose document format you wish to email and choose MAPI for Destination:

Export E
Farmat:

|= Acrobat Fomat [POF)

Deztination:

|
[ mm [

i3

Cancel

Select Export Options and select OK.

Export Dptions l

Fage Range
e all
" Page Fange:

Frorm: |1 To |1
Ok, I Cancel |

In the send mail box enter email address/s, subject, message, etc. and select Send.

T N |

Send I Check Namesl Address | Canizel

To: Ibett_l,@med2|:|2llca

Ce: I

Subject.  |Deficiency Report

teszage

See attached repor] =]
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The following Microsoft Outlook message displays.

Microsoft Dutlook I
r H A program is trving ko access e-mail address information
& stored in Outlook, IF this is unexpected, click Deny and
werify your antivirus software is up-to-date.

For more information about e-mail safety and how you
might be able to awoid getting this warning, click Help.

[~ Allow access far |1 minute vl
Allow | Deny I Help |

Select Allow.
The following Microsoft Outlook warning will display.

Microsoft Dutlook

r'; A program is trying to send an e-mal message on your
. behalf, IF this is unexpected, chick Deny and verify your
antnirus software is up-to-date.

For more information about e-mail safety and how you
might b able bo avoid getting this warning, dick Heip.

Select Allow.
The email will now be sent.

WinRecs v.295.3.0 User Guide
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Transferring Deficiencies to Other Physicians

Deficiencies are transferred as required to different providers. A new start date for the deficiency may
also be entered.

To transfer deficiencies:

From Chart Deficiencies select the chart containing the deficiencies to transfer.

From the Menu select Action — Def Transfer.
The Deficiency Provider Transfer window displays. Placing the cursor in between the column/field titles
until the double-sided arrow appears, hold and drag to expand.

Deficiency Provider Transfer = @
Transfer From I:Im TransferTnl:I ]
Ho H. [p o Jo Jc o [r.]v. |5 [M Header ID | Detail I | Start Date |

[l [B1E]

[ Wew Stat Date  [2012-11-09 Tranzter [F7)

To complete the transfer, enter the “Transfer From” provider. Use the lookup if required.
All deficiencies for the “Transfer From” provider display in the pane on the left.

Figure 26

Enter the “Transfer To” provider. Use the lookup if required. All current deficiencies for the “Transfer To”
provider display in the pane on the right.

Note: If only the first character(s) of the provider number are entered in either the Transfer From or
Transfer To providers, the pane first displays all matching providers. Double-click the
provider containing the required deficiencies to display the deficiencies for selection.

Select the deficiencies to transfer in the left pane. To select contiguous deficiencies to move, hold
the Shift key down and click the first deficiency and then click the last deficiency. The first and last
deficiencies, along with all deficiencies in between are selected. To select non-contiguous deficiencies
to transfer, hold the Ctrl key down and click the deficiencies to select.
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Click

The selected deficiencies are moved to the right pane.
To move all deficiencies, click ﬁ

To select a new date, select the New Start Date field, then enter the new start date.

CH Tranzfer [F7
When complete click ransfer (F7)

The deficiencies are assigned as shown in the panes. If a new start date was entered, the date is
assigned to the deficiencies.

Adding Providers for the Same Visit

When additional providers need to be added to a deficiency, the steps here should be used. Using this
option, the chart and demographics remain, and new provider information may be entered, along with
additional deficiencies.

To add providers for the same visit:

1.From Chart Deficiencies, click
- or — Press F8.
The Header Reference ID Number is incremented and all fields in Chart Deficiencies are ready
for entry. The Chart Number, Visit Date and demographics remain.

2.Enter the information as described in “Creating Chart Deficiencies” in this chapter.

To save the deficiency entered, cIick@ , then
If the user has access to the Chart Locator module, the following prompt displays:

“Would you like to change the Chart Location now? Yes/No”

To change the location, click Yes.
The Chart Locator displays with the chart number and Volume number already entered. Click F7 to
return to the Chart Deficiencies module.

When the deficiencies for the current provider are entered and saved, the Other Providers Deficiencies
sidebar is updated with the additional providers. This sidebar shows all providers with deficiencies for
the current chart.

To view deficiency information in the Deficiencies sidebar, double-click on the provider in the Other

Providers Deficiencies sidebar. As you toggle between providers, the provider’'s chart completion items
display in the Deficiency Detail window.

Entering Provider Unavailability

Updating provider unavailability is done using the Other Providers Deficiencies sidebar.
To enter provider unavailability:

1.From the Chart Deficiencies module, select the chart containing the required provider.
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2.In the Other Providers Deficiencies sidebar, click the Show Provider Information button.
The Provider Maintenance window displays.

MED2020 WinRecs @ Version: 289.001.01 - User: murray.garnett - Environment: csconsult - Module: Provider File Maintenance [l @ =l
File Actions Modules Help

[ wiiec=® appicatin oo vt 1|1 I B 6 B DB | @ - |

WIEDZUZU p E
1072 - 101000Test HESDUNE
Hospital Link E‘H ‘
[T [Field Name: Field Valus Field D escription =
L Provider Information [l
__|m]Display Code 1072 M
| [Hospital Link
|| CIHI Code Value 1072
CJRR Sugeon ID
ser i 010007 est
|| Default Description 01000  est
[ m|¥alid From Date 20020401
H|Valid To Date 205512-31
P2 Look Up Note [
Interface In 1072
L Link to MIS Code
Billing Specially
_|_[Provider Status &
Cunent Provider Level il
| ast Lattar Leeuad Laual

Update History

[ Coder [Updated |
I | 20020708 1128 |

Hospital Link |5 |Look Up Field [[J] Hospital Link

Figure 27

3.Double-click the Provider Unavailability header in the Main Grid.
The Provider Unavailability multiform displays.

[®- exd-onc =
o Bl Home[F10] < Back[F11] > Forward [F12]
1072 - 101000T est READ-ONLY

Provider Unavadability Type ] e |
Prow] Provder Ur] Prow] Prows
| 1
Field Name Fiekd Vel Field Descipion
Provider Unavadabdity 1
B |Provider Unavas e
Provider Unavaiabiity Date From
|| Provider ate To.
Provider Unavalabity Tspe |1 | ([ | Provider Unavalabity T

Figure 28
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4.Enter the provider unavailability information. Press Enter after entering data in each field to move
to the next field.

Field Name Description

Provider Unavailability | This field identifies the unique occurrence of the provider
Occurrence: | unavailability record. This field is generated and cannot be
changed.
Provider Unavailability Type: | (Required) Enter the unavailability type. Press F2 to display the
lookup if required to select the type.
Provider Unavailability Date | Enter the starting date for unavailability. Dates are entered in
From: | the format “YYYY-MM-DD”".

Provider Unavailability Date | Enter the ending date for unavailability. Dates are entered in
To: | the format “YYYY-MM-DD”.

5.After pressing Enter after the last field, the cursor increments the Provider Unavailability
Occurrence field and another unavailability can be entered.

[#4] Home [FL0]

6.1f there are no more availabilities to enter, press
The Provider Maintenance window displays.

7.Press
The information is saved and the Chart Deficiency window displays.
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Entering Provider Logs

When a provider has completed their deficiency chart(s), a Physician’s Log entry should be completed.

To complete physician’s logs:

1.From the Chart Deficiency module, CIiCk
- or Press F4.
The Deficiency List Search dialog displays.

2.Click F3 (Search Field) to display the fields on which to search.
3.Select either Provider Number or Provider Name.

4.Press Enter.
The Provider Name or Provider Number prompt displays.

5.Enter the Provider Name or Number, depending on the selection above.

6.Press Enter.
A list of providers displays.

7.Double-click the required provider.
The Chart Deficiency window displays with the provider highlighted in the Other Providers
Deficiencies sidebar.

Show Provider Information...
8.Click |E
The Provider Maintenance window displays.

9.Double-click the Provider Log field in the Data Grid.
The Provider Log window displays.

Provider Log- [READ-OMNLY]
1072 - 1010007 est READ-OMLY

New Fsl | Delete IF4 |

| Date Logged | Time Logged | Completed By ||

@ Home [F10] ] [< Back [F11] | > Fomard [F12]

Provider Log | 2500 |Record Motes (& | Provider Log

Figure 29
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10.Enter the required information. For example, indicate the physicians/residents completion of the
deficient charts, such as:

Physician/resident completed all charts.

Physician/resident completed all available charts.
Physician/resident completed dictation only.

Physician left chart for resident to complete.

Physician/resident did some charts but was paged.
Physician/resident requested only certain charts.
Physician/resident left without indicating what had been done, etc.

11.When complete, click > Ferward [F12]

The Provider Maintenance window displays.

12.Click
The entry is saved and the Chart Deficiency window displays.

Printing Physician Logs

A report must be set up in the System Maintenance - Lookup Field Maintenance - Report Selection List
field prior to attempting to run a report using the steps below. For details on running these reports,
please refer to “Running Reports Through WinRecs” section.

To print physician logs:

click &l
- or — Press F10
The Select Reports window displays.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 114 of 410



eoe
oo
oo
L X X

#MED2020

Health Care Software Inc.

Application:  Provider Maintenance
For Uzer: 03 - Beth

4 Reports Found

SelectReports EI [=] @

Provider Maintenance Feport C:\winrecs2ieporting\Pravider Ma.
Praovider Summary s \Beth\ClientsMisc\Provider auto...

Show Fieport [F12]] E-Masil[F11] | [E Fint IF10) |

Figure 30

Select Physicians Log report (note that the name may vary).

Click

Enter any required parameters.
Click OK.

Click to print the Physician Log.

WinRecs v.295.3.0 User Guide
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Chart Deficiency Sidebars

The following sidebars are available.

Other Providers Deficiencies

Displays all providers associated with the current chart who are currently deficient. Click on the provider
in the Other Providers Deficiencies sidebar to view the provider’s deficiency in the Deficiencies sidebar
below.

Deficiencies

This provides access to the Provider Maintenance table. To display deficiencies for a provider, click on
the provider in the Other Providers Deficiencies sidebar. The deficiencies for the provider display in the
Deficiencies sidebar.

. |® Show Provider Information... o _ ) )
Clicking at the top of this sidebar displays the Provider Maintenance

window, where Provider Unavailability and other information for the provider is maintained.

Record Update History

Displays an audit trail of all transactions, and includes the WinRecs user ID of the person who made
the change.
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4.5 Release of Information Module (ROI)

Release of Information Overview

The Release of Information module is used to maintain and store all Release of Information requests
received by a facility. It can be used to track turn-around time, authorizations, workload measurement
as well as invoicing and payments, if desired.

The requests are chart-based, so a request must relate to an existing record in the Central Patient
Index.

Available Reports

The following reports are available for Release of Information:

Chart Deficiency Report (Chart Deficiency.rpt): This report is accessed by double-clicking a
deficiency in the Chart Deficiencies sidebar.

ROI Invoice.rpt:

ROI Outstanding Transactions.rpt:
ROI Productivity.rpt:

ROI Request Summary.rpt:

ROI Revenue Transactions.rpt:

ROI Standard ConsentTemplate.rpt:

Note: All reports are available for download from ftp://web.med2020.ca/WR2Reports/ROI/. All
reports and all canned reports will be downloaded to the server on which you are working.

Release of Information Setup

The following setup must be completed before using the Release of Information module. For a
complete description of the setup required and the steps to complete the setup please refer to “Section
6 - System Maintenance” in the WinRecs User Guide:

Regional Profile: The Regional Profile is used to specify default values which are used in
individual facility profiles. The information entered here is required for lookups.

Hospital Profile: The Hospital Profile is used to specify values accessed using lookups when
working with Release of Information requests.

Control File Settings: The Control File specifies default settings for fields, determining if fields
are visible or enabled within the Release of Information module.
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Lookup Maintenance: The following tables must have entries in them before creating a Release
of Information request.

Note: The valid to/from dates for all ROl Look up values are linked to the Request Received Date in
the ROI Module.

ROI Action Types
ROI Authorization Type
ROI Couriers

ROl Item Types

ROI Payment Method
ROI Request Method
ROI Request Type
ROI Requesters

ROI Requester Types
ROI Signed By

ROI Status

Report Generator
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Accessing the Release of Information Module

WinRecs v.295.3.0 User Guide

The Release of Information module is one of the modules within Chart Maintenance. Please refer to
Chapter 2 “WinRecs Layout” for more information on the modules available within WinRecs.

There are two options for accessing the Release of Information module. The option to use can depend
on what is to be performed within the module. The options are:

Option 1: From the Central Patient Index (CPI):

This option always opens the Release of Information module in “New” mode, ready for data entry.
When accessed using this option, the chart number and any other relevant fields are populated from
the CPI. Therefore, if adding release of information requests, this method is recommended. For
information on using the CPI, please refer to section “Central Patient Index (CPI)” within this user

guide.

To access the Release of Information module from the CPI:

From the WinRecs Application Menu, select Central Patient Index (CPI).

Search for the patient in the CPI.

If the CPI does not open in Search mode, press F4 to display the search dialog then search

for the required chart.

Double-click on the required chart to display it in the CPI.

When the chart displays, hot-link to the Release of Information module using the Hot Link ( ™)

button on the toolbar.

The Release of Information window displays, with available information from the CPI

populating all relevant fields.

MED2020 WinRecs®© Version: 291.0.0 [Build 11] - User: Dyan - Environment: Test291_ON - Module: ROI (Release Of Information) — =

‘Eile Actions Modules Help

‘ WinRecse Application Menu [Ctrl + M]

|EEEEEEERCEET-IERE 1

- @

- 000-0333-3: Testing248, Garry -

Haspital Link

Field Name: Field Value
ROI Request Information

Bl @ E A

Haspital Link

Request Number

Site Number

Chart Number 000-0333-3
Last Name Testingzds
First Name Garry
Age Code 0

Age Number 0

W | Requester ID

Requester Address

Requester Type

Request Received Date

Request Received Time

Request Coder

Request Method

Request Dated

Duration Since Request Received 1

Request Type

Chargeable Request

Fee Level
Request Comments
ROI Recard Notes

Confidential

Contact Information

| Contact E-Mail |

NEW {EDIT}
ROI Requests

Hosp IL| Req | Dat] @ Typ | IE[R Typ] Status

Chart Deficiencies

Record Update Histary

Hospital Link | |Laok Up Field (] |Hospitel Link

1

Figure 31
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For more information on searching in the Central Patient Index (CPI), please review section 3.2
“Search” in Chapter 3 of this document.

Option 2: From the WinRecs Application Menu:

With this method there is no auto-populating of fields so the Release of Information window does not
contain any information.

To access the Release of Information module using the WinRecs Application Menu:

From the WinRecs Application Menu, select Chart Maintenance - Release of Information (R.O.1.).
The Release of Information (R.O.1.) window displays with no information populating fields.

MED2020 WinRecs® Version: 289.2.1 - User: murray.garnett - Environment: Test289 2 10M - Module: ROI {Release Of Information) [E=n=hE==
File Actions Modules Help

W’inHec:9 Application Menu [Ctrl + M]

No Records Selected

NONEEREERMEE =~ EE- &

IDLE

ROI Requests
‘

i

5]
E

Field Mame Field Value Field Description -
ROI Request Information

[o]]

Hospital Link
H|Request Number
Site Number
Chart Number
Last Name

First Name

| B[ Requester ID
__|Requester Type
Hequest Received Date
Request Received Time

Request Coder

Request Method

Regquest Dated

Duration Since Request Received
__|Request Type

Chargeable Request e
Fee Level Chart Deficiencies

Request Comments
ROI Record Notes

Confidential

Contact Information
Contact

Contact E-Mail
Contact Phone Number

Contact Phone Extension
Contact Fax Humber Record Update History
Authorization Required hd ‘

I

Health Care Software Inc. WinRecs v.295.3.0 User Guide

Figure 32

Use the relevant options as described in this chapter to maintain release of information requests and
related information.
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Using the Release of Information Module

When the Release of Information module is accessed the Release of Information (R.O.1.) window
displays. The Release of Information module is used to maintain and store all release of information
requests received by a facility. It can be used to track turn-around time, authorizations, workload
measurement as well as invoicing and payments, if desired.

A stion Merss [C61 + W] BO0SEEEREONEE B =- @

RLAD ONLY

TON ORI ORI Y i W0 Tost MO - CANCE RCARL
] =T CAIOTI067) e
= il _Ei]hﬁ:grn Tz _Ti Typ] 1ot
Mg B | [
T Fakd Viakm Fomkd Discogien a]
B8 Numdes 207 000000,
[E] ] [Sae Mambe
L] L O Tirwg IR0 T wat WR0T
Lt M o K7 1
Pt M Tt WFT
m 0 CANCE ARG CANCER CARE OMTARIG *_E
1
== Fleerrerd Date
1 Asversed o
u Coder
]

TITHT

11101

T

Hmp]rnd- ]w::uns
| Enitny ] A LARIRAY |

«—s]

Ot Wombor |10 | (] | ot Mo

Figure 33

The main components of the Release of Information window are the Bookmarks, Main Grid, Data Entry
Box and 3 sidebars. The main parts of the Release of Information window are described in the table
below. The REF# field for each row relates to the callouts shown in the above image.
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REF# ‘ Description

1 Bookmarks: Bookmarks allow for fast access to categories of information within the
Main Grid. Click a bookmark to display the section in the Main Grid. This may be
basic data entry, or multiforms (for entering multiple occurrences of information,
such as multiple actions performed). There are 5 bookmarks (and corresponding
sections) in the Main Grid as described below:

ROI Request Information. This includes information for uniquely identifying
the release of information request, including the facility link, chart, etc.
Information is entered in the ROl Request Information fields using the Data
Entry Box. Please refer to Chapter 2: “TOC - WinRecs Layout” for additional
information.

Contact Information. This includes the contact information for the person or
organization making the information request.
A]  Action Information. This multiform is used to record every “Action”

performed while fulfilling the request for information. Task lists can be
designed to run as a canned report, which clerks can print off daily to
determine what ROI activities are due to be completed each day. Action
Information uses a multiform for entering information to allow multiple actions
for each request.

Sent Information. This section provides information on how the response
to the release of information request was sent to the requester.

E Invoice Information. Information in this section is calculated and updated
based on information entered in the Invoice and Payments multiforms.

Note that there are no bookmarks for Items Sent and Payments in the Main Grid.

2 Data Entry Box: The Data Entry Box is used to enter or edit information displaying
in the Main Grid. Click on a field in the Main Grid and the field name displays on the
left and the cursor is positioned in the box ready for entry.

3 Main Grid: The Main Grid shows the information for the currently selected request
(or is empty when first creating requests). To add or modify information in the Main
Grid, select the row and the field name displays beside the Data Entry Box and the
data may be changed by typing in the Data Entry Box.

The information in the Main Grid is organized under headings and can be accessed
by scrolling through the grid, or by clicking on a bookmark to move the grid to the
section within the associated heading.

4 ROI Requests Sidebar: Displays all release of information requests for the chart
associated with the current request. Release of information request detail may be
viewed by double-clicking the request in the sidebar. The associated request detalil
displays in the Main Grid.

5 Chart Deficiencies Sidebar: Displays deficiency information on the chart
associated with the current request. Double-click a deficiency to display the Chart
Deficiencies Report.

6 Record Update History Sidebar: Displays an audit trail showing the history of
changes made. This includes the WinRecs user ID of the user who made the
change.
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Creating Release of Information Requests

Before creating release of information requests, the patient should first exist within WinRecs as the
patient data can be used to populate information within the Release of Information (ROI) module. If the
patient exists, the Chart Search function may be used to locate the required patient chart and related
demographics. The two system mandatory fields are Request Number and Requester ID. Other fields
may be made mandatory for your facility.

For further instructions to make fields mandatory please refer to the Control File section in the WinRecs
User Guide.

To create release of information requests:

From Release of Information (R.O.l.) click
The Release of Information fields are available for entry.

File Actions Modules Help
P WinRecs® Application Menu [Ctrl + M] H = AEHEBE =~ E ~ @~ @

NEW {EDIT}

Haspital Link ROl Requests
Field Name Field Value ~
E ] ROI Request Information
Hospital Link
B [Request Number
Site Number
Chart Number
Last Name
First Name
Age Code i
Age Number 0
B [Requester ID

Requester Address
Requester Type
Request Received Date
Request Received Time
Request Coder

Regquest Method Chart Deficiencies
Regquest Dated
Duration Since Request Received 1

Request Type
Chargeable Request
Fee Level

Regquest Comments
ROI Record Notes
Confidential

Contact Information
Contact Record Update History

| Contact E-Mail | A [

L1

Haospital Link |5 LnnkUpF\e\d@ Huospital Link

Figure 34

Enter information in all required fields. Press Enter after each field to move to the next field. The
following are the fields accessed by pressing Enter.

Hospital Link: | The hospital link. If the hospital number is not known, press F2 to display
a list of hospitals in the Lookup from which the hospital may be selected.

Request Number: | (Required) Enter the unique alphanumeric identifier for the request. The
first digit must be numeric. This can be entered manually or
automatically, depending on setup.

Site Number: | Enter the site. If the Site Number is not known, press F2 to display a list
of sites in the Lookup from which a site may be selected.
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Chart Number:

Enter the chart number of the patient. Type in the first part of the chart
number and press Enter to access the Chart Number Lookup.

Requester ID:

(Required) The ID of the person or organization requesting the
information. If the Requester ID is not known, press F2 to display a list
of requesters in the Lookup from which a requester may be selected.

Request Received

The date the request was received. Dates are entered in “YYYY-MM-

Date: | DD” format.
Request Received | The time the request was received.
Time:

Request Coder:

The user ID of the person entering the request. If the user ID is not
known, press F2 to display a list of users in the Lookup from which a
user may be selected.

Request Method:

The way in which the request was received. If the method is not known,
press F2 to display a list of methods in the Lookup from which a method
may be selected.

Request Dated:

The actual date of the request. Dates are entered in “YYYY-MM-DD”
format. The number of days between the Request Received Date and
the Request Dated are used to calculate the Duration Since Request
Received.

Request Type:

The type of information requested. If the type is not known, press F2 to
display a list of types in the Lookup from which a type may be selected.

Chargeable Request:

Indicates if the request is chargeable (“Y” or “N”). If Chargeable Request
is “N”, the Fee Level field and Payment multiform are disabled.

Fee Level:

This is connected to the Requester ID. If the requester has a fee level
assigned, the Fee Level is entered automatically.

Request Comments:

Enter any required comments.

ROI Record Notes:

This is used to enter notes related to the request.

Press Enter in the ROl Record Notes field to move to the Contact Information section where the
required contact detail is entered. The fields in Contact Information can be linked to the Requester ID.
If the information is entered in the linked Requester ID, when the Requester is selected, the Contact
information fields are updated automatically.

Contact:

The code for the contact. This is linked to the Requester ID.

Contact Email:

The email address of the contact.

Contact Phone
Number:

The phone number of the contact.

Contact Phone
Extension:

The phone number extension of the contact.

Contact Fax Number:

The fax number of the contact.

Authorization
Required:

Indicates if authorization is required (“Y” or “N”). If “N” is entered then
Authorization Received and Authorization Signed By are disabled.

After pressing Enter in the last field, the Action Information multiform displays. This multiform records
workload information by recording every “Action” performed while fulfilling the request for information.
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Figure 35

Enter the required information in the Action Information multiform. Using the multiform, multiple actions
may be performed for each release of information request.

Field Name Description

Action Occurrence: | The unique occurrence number of the action done. This is
incremented automatically.

Action Hospital Link: | Clients who have regional databases can set this to their specific
hospital.

Action Type: | This field indicates the action taken. As the table containing this
information is user-defined, actions can be customized to fit your own
departmental workflow and procedures. If the Action Type is not
known, press F2 to display a list of actions in the Lookup from which
an action may be selected.

Action Date: | The date the action occurred. Dates are entered in “YYYY-MM-DD”
format.

Action Time: | The time the action occurred.

Action Coder: | The user who performed the action. If the User ID is not known,
press F2 to display a list of users in the Lookup from which a user
may be selected.

Follow Up Days: | The number of days in which the action needs to be completed. In
combination with a report, this can produce workload information.

Next Action: | Indicates what the next action (if any) is to be.

When all actions are entered, click ¢ Back [F11] to return to the Main Grid.

Enter the required information in the Sent Information fields.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 125 of 410



o

& MED2020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide

ROI Status: | The status of the request. If the status is not known, press F2 to
display a list of statuses in the Lookup from which a status may be
selected.

Sent Date: | The date the information was sent. Dates are entered in “YYYY-MM-
DD* format.
Sent Time: | The time the information was sent.
Sent Coder:

The ID of the coder who sent the information. If the coder is not

known, press F2 to display a list of coders in the Lookup from which
a coder may be selected.

Sent By (Couriers):

Indicates how the information was sent. This is normally a courier
name. If the Sent By is not known, press F2 to display a list from
which a sent by method may be selected.

Tracking Number:

The tracking number assigned by the courier for following the
information sent.

Extension Notice
Required?:

Indicates if extension notice is required. Enter “Y” or “N”".

Special Handling
Instructions:

Enter comments for any special instructions for handling the item.

After pressing Enter in the Special Handling Instructions field, the ltems Sent multiform displays.
This multiform records the details of each item sent, including the item price. The Item Total
Amount is calculated by multiplying Item Quantity*Iltem Price.

oA

D] ROL Sent Rems- [NEW (EOTT])
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Ttom Sent Date
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NEW (EDIT)
- Occur
oo  hoes Sert Do een (] ern (] e ] teen  hees 4 Sert §
ﬁ‘l_l_iw_@}_lﬁi_f

hem SertDate |6  Standad Oate (VMM OD] (I | hem Sert Date

Figure 36
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Enter the Items Sent information.

Item Sent Occurrence: | Multiple items sent may be entered for the same request. This is a
uniqgue number, generated automatically to identify the occurrence
of the item sent.

Item Sent Date: | The date of the information sent request. A date is required. Dates
are entered in “YYYY-MM-DD* format.

Item Quantity: | The number of items sent with this occurrence, such as the number
of photocopied pages, etc.

Item Code: | (Required) The code identifying the item, based on tables set up by
your facility. If the item code is not known, press F2 to display a list
of item codes in the Lookup from which an item code may be
selected.

Item Price: | The item price. This defaults from the Item Code, if applicable, but
can be changed.

Item Tax Type: | The tax type (GST, PST, etc) of the item. The value in this field
defaults from the Item Code, if applicable. If the tax type is not
known, press F2 to display a list of tax types from which a tax type
may be selected.

The Item Total Amount is calculated based on the fields entered
above.

Sent Item Comments: | Any specific comments relating to the items sent can be entered.

When all items sent are entered, click ¢ Back[Fl1] to return to the Main Grid.

Double-click the Payments section heading.
The Payments multiform displays.

[ ]
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[ [Fetd dan
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| |Paypment Tne

|| Paymant Meothod
0] | Payment Amount 000
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Figure 37
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Enter the required information in the Payments multiform. Using the multiform, multiple payments
may be entered for each release of information request. This allows for installment payments to be
recorded and fields to record information for invoicing purposes. This entire section is enabled if
the “Chargeable Request” field is “Y”.

Payment Occurrence
Number:

This is a uniqgue number, generated automatically to identify the
occurrence of the payment.

Payment Date:

The date the payment was received. Dates are entered in “YYYY-MM-
DD* format.

Payment Time:

The time the payment was received.

Payment Method:

The method used to make the payment, such as cheque, cash etc.

Payment Amount:

The amount of this payment occurrence.

Payment Comments:

Any additional comments.

When all payments are entered, click ¢ Back[F11] {5 return to the Main Grid.

Enter the required fields in the Invoice Information section.

GST Number:

The hospital's GST number can be entered here. The Control File
default can be set up to eliminate repetitive entry.

Invoice Number:

The invoice number.

Invoice Date:

The date the invoice was created. Dates are entered in “YYYY-MM-DD*
format.

Invoice Time:

The time the invoice was created.

Invoice Total: | The total amount of the invoice including applicable taxes.
Amount Paid To | The amount paid to date. Amounts recorded in the Payments multiform
Date: | will accumulate in this field.

Total Amount Due:

The total due, as adjusted by payments received and recorded in the
Payments multiform.

Due Date:

The date by which the Total Amount Due must be paid.

When complete click Save (F7).
The information is saved and displays in the main grid.
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Modifying Release of Information Requests

Release of Information requests may be modified as required.

To modify release of information requests:

From Release of Information (R.O.1.) cIick
- or - Press F4.
The Release of Information (ROI) Search dialog displays.

WinRecs v.295.3.0 User Guide

Use the search fields in the Release of Information (ROI) Search to display all Release of Information

requests.

Double-click in the Release of Information (ROI) Search on the entry containing the release of

information request to update.
- or - Select the required entry and press Enter.

The Release of Information (R.O.l.) window displays the release of information request for the selected

entry.

Eile Actions Modules Help

B WinRecs® Application Menu [Ctrl + M] HEEHEIEI (= A= R B 15 R ETR 2 7]

000-0333-3: Testing248. Garry -:

ROI Status

Field Name Field Valug
ROI Request Information

Bl E E A

Hospital Link

Request Number

Site Number

Chart Number 000-0333-3

Last Name Testing248

First Name Garry

Age Code 0

Age Number 0

Regquester ID

Requester Address

Requester Type

Request Received Date

Request Received Time

Request Coder

Request Method

Request Dated

Duration Since Request Received 1

Request Type

Chargeable Request

Fee Level
Request Comments
ROI Record Notes

Confidential

Contact Information

[Contact E-Mail [

NEW {EDIT}
ROI Requests

Hosp IC| Req || Date| Q Typi| IC) R Typi| Status

Chart Deficiencies

| Record Update History

ROl Stetus |15 @ ROl Status

I

Figure 38
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Hospital Link:

The hospital link. If the hospital number is not known, press F2 to
display a list of hospitals in the Lookup from which a hospital may be
selected.

Request Number:

(Required) Enter the unique alphanumeric identifier for the request. The
first digit must be numeric. This can be entered manually or
automatically, depending on setup.

Site Number:

Enter the site. If the Site Number is not known, press F2 to display a
list of sites in the Lookup from which a site may be selected.

Chart Number:

Enter the chart number of the patient. Type in the first part of the chart
number and press Enter to access to Chart Number Lookup.

Requester ID:

(Required) The ID of the person or organization requesting the
information. If the Requester ID is not known, press F2 to display a list
of requesters in the Lookup from which a requester may be selected.

Request Received

The date the request was received. Dates are entered in “YYYY-MM-

Date: | DD” format.
Request Received | The time the request was received.
Time:

Request Coder:

The User ID of the person entering the request. If the User ID is not
known, press F2 to display a list of users in the Lookup from which a
user may be selected.

Request Method:

The way in which the request was received. If the method is not known,
press F2 to display a list of methods in the Lookup from which a
method may be selected.

Request Dated:

The actual date of the request. Dates are entered in “YYYY-MM-DD”
format. The number of days between the Request Received Date and
the Request Dated are used to calculate the Duration Since Request
Received.

Request Type:

The type of information requested. If the type is not known, press F2 to
display a list of types in the Lookup from which a type may be selected.

Chargeable Request:

Indicates if the request is chargeable (“Y” or “N”). If Chargeable
Request is “N” then the Fee Level field and Payment multiform are
disabled.

Fee Level:

This is connected to the Requester ID. If the requester has a fee level
assigned, the Fee Level is entered automatically. Otherwise the field
remains blank and disabled. Use the lookup if necessary.

Request Comments:

Enter any required comments.

ROI Record Notes:

This is used to enter notes related to the request.

Press Enter in the ROl Record Notes field to move to the Contact Information section where the
required contact detail is entered. The fields in Contact Information can be linked to the Requester ID.
If the information is entered in the linked Requester ID, when the Requester is selected, the Contact
information fields are updated automatically.

Contact:

The code for the contact. This is linked to the Requester ID.

Contact Email:

The email address of the contact.

Contact Phone

The phone number of the contact.

©2018 MED2020 Health Care Software Inc. All rights reserved.
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Number:

Contact Phone
Extension:

The phone number extension of the contact.

Contact Fax Number:

The fax number of the contact.

Authorization
Required:

Indicates if authorization is required (“Y” or “N”). If “N” is entered then
Authorization Received and Authorization Signed By are disabled.

After pressing Enter in the last field, the Action Information multiform displays. This multiform records
workload information by recording every “Action” performed while fulfilling the request for information.

"
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Figure 39

Enter the required information in the Action Information multiform. Using the multiform, multiple actions
may be performed for each release of information request.

Field Name

Description

Action Occurrence:

(Required) The unique occurrence number of the action done. This is
incremented automatically.

Action Hospital Link:

Clients who have regional databases can set this to their specific
hospital.

Action Type:

This field indicates the action taken. As the tables are user-defined,
actions can be customized to fit your own departmental workflow and
procedures. If the Action Type is not known, press F2 to display a list of
actions in the Lookup from which an action may be selected.

Action Date:

The date the action occurred. Dates are entered in “YYYY-MM-DD*
format.

Action Time:

The time the action occurred.

Action Coder:

The user who performed the action. If the User ID is not known, press
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F2 to display a list of users in the Lookup from which a user may be
selected.

Follow Up Days:

The number of days in which the action needs to be completed. In
combination with a report, this can produce workload information.

Next Action:

Indicates what the next action (if any) is to be.

When all actions are entered, click ¢ Back[F11] to return to the Main Grid.

Enter the required information in the Sent Information fields.

ROI Status: | The status of the request. If the status is not known, press F2 to
display a list of statuses in the Lookup from which a status may be
selected.

Sent Date: | The date the information was sent. Dates are entered in “YYYY-MM-
DD format.
Sent Time: | The time the information was sent.
Sent Coder: | The ID of the coder who sent the information. If the coder is not

known, press F2 to display a list of coders in the Lookup from which
a coder may be selected.

Sent By (Couriers):

Indicates how information was sent. This is normally a courier. If the
Sent By is not known, press F2 to display a list from which a sent by
method may be selected.

Tracking Number:

The tracking number assigned by the courier for following the
information sent.

Extension Notice
Required?:

Indicates if extension notice is required. Enter “Y” or “N”.

Special Handling
Instructions:

Enter comments for any special instructions for handling the item.

After pressing Enter in the Special Handling Instructions field, the ltems Sent multiform displays. The
multiform records the details of each item sent, including the item price. The Iltem Total Amount is
calculated by multiplying Iltem Quantity*Item Price.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 132 of 410




#MED202

o

=)

Health Care Software Inc.

[BEIROL Sent Rems- (NEW (€O
]

XKWAGEAI580. Training 30518, Ten30518

Itom Seet Date ’[E] [ e=asi]

WinRecs v.295.3.0 User Guide

B Heme[F10] < Back(F11] > Forward [F12]
NEW (EDIT)
Occurences
oo { ees Serd Do | e ] e (] o ] e 1 s Y S
1 o] | |s0.00] |s0.00;

B 1111

hem SertDate 8  Standad Date [AYVYMMOD] (R |hew Sert Date

Figure 40

Enter the Items Sent information.

Item Sent Occurrence:

Multiple items sent may be entered for the same request. This is a
unique number, generated automatically to identify the occurrence of
the item sent.

Item Sent Date:

The date of the information sent request. A date is required. Dates
are entered in “YYYY-MM-DD* format.

Item Quantity:

The number of items sent with this occurrence, such as the number
of photocopied pages, etc.

Item Code: | (Required) The code identifying the item, based on tables set up by
your facility. If the item code is not known, press F2 to display a list
of item codes in the Lookup from which an item code may be
selected.

Item Price:

The item price. This defaults from the Item Code, if applicable, but
can be changed.

Item Tax Type:

The tax type (GST, PST, etc) of the item. The value in this field
defaults from the Item Code, if applicable. If the tax type is not
known, press F2 to display a list of tax types from which a tax type
may be selected.

The Item Total Amount is calculated based on the fields entered
above.

Sent Item Comments:

Any specific comments relating to the items sent can be entered.

When all items sent are entered, click ¢ Back[F11] to return to the Main Grid.

Double-click the Payments section heading.

The Payments multiform displays.
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Enter the required information in the Payments multiform. Using the multiform, multiple payments may
be entered for each release of information request. This allows for installment payments to be recorded
and fields to record information for invoicing purposes. This entire section is enabled if the “Chargeable

Request” field is “Y”.

Payment Occurrence
Number:

Payments uses a multiform, allowing multiple payments for the same
request. This is a unique number, generated automatically to identify the
occurrence of the payment.

Payment Date:

The date the payment was received. Dates are entered in “YYYY-MM-
DD* format.

Payment Time:

The time the payment was received.

Payment Method:

The method used to make the payment, such as cheque, cash etc.

Payment Amount:

The amount of this payment occurrence.

Payment Comments:

Any additional comments.

When all items sent are entered, click ¢ Back[F11] to return to the Main Grid.

Enter the required fields in the Invoice Information section.
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GST Number: | The hospital’s GST number can be entered here. The Control File
default can be set up to eliminate repetitive entry.

Invoice Number: | The invoice number.

Invoice Date: | The date the invoice was created. Dates are entered in “YYYY-MM-DD*
format.

Invoice Time: | The time the invoice was created.

Invoice Total: | The total amount of the invoice including applicable taxes.

Amount Paid To Date: | The amount paid to date. Amounts recorded in the Payments multiform
will accumulate in this field.

Total Amount Due: | The total amount due, as adjusted by payments received and recorded
in the Payments multiform.

Due Date: | The date by which the Total Amount Due must be paid.

When complete click Save (F7).
The information is saved and displays in the main grid.
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Deleting Release of Information Requests

Release of information requests may be deleted as required.

To delete release of information requests:

From Release of Information (R.O.1.) cIick
- or - Press F4.
The Release of Information (ROI) Search dialog displays.

Use the search fields in the Release of Information (ROI) Search to display Release of Information
requests.

Double-click in the Release of Information (ROI) Search on the entry containing the release of
information request to remove.

- or - Select the required entry and press Enter.
The Release of Information (R.O.1.) window displays the release of information for the selected entry.

File Actions Modules Help
P WinRecs® Application Menu [Ctrl + M] H = EAEHE =~ ~ @~ @

NEW {EDIT}

000-0333-3: Testing248. Garry - :

ROl Status ROI Requests
Hosp IC] e i Dat] Q Typ( L] R Typ] Status
Field Name Field Value ~
& ] ROI Request Information
Hospital Link
B |Request Number
Site Number
Chart Number 000-0333-3
Last Name Testing248
First Name Garry
Age Code [
Age Number 0
B |Requester ID

Requester Address
Requester Type
Request Received Date
Request Received Time
Request Coder

Request Method Chart Deficiencies
Request Dated
Duration Since Request Received 1

Request Type
Chargeable Request
Fee Level

Request Comments
ROI Record Notes
Confidential

Contact Information

Record Update History
| Contact E-Mail | & |

I

ROl Status |15 @ ROl Gtatus

Figure 42

Ensure the correct release of information request displays.

Click
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The Delete confirmation dialog displays.

Question

Question

Are you zure you want to delste thiz recard?

o Contact Us

Click Yes.

The selected Release of Information request is removed from the Release of Information (R.O.l.)
module.
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Printing Reports
The following reports are available from the Release of Information (R.O.l.) module:

Chart Deficiency Report (Chart Deficiency.rpt): This report is accessed by double-clicking a
deficiency in the Chart Deficiencies sidebar.

ROI Invoice.rpt:

ROI Outstanding Transactions.rpt:
ROI Productivity.rpt:

ROI Request Summary.rpt:

ROI Revenue Transactions.rpt:

ROI Standard ConsentTemplate.rpt:

Note: All reports are available for download from ftp://web.med2020.ca/WR2Reports/ROI/. All
reports and all canned reports will be downloaded to the server on which you are working.

The following example shows how to print the ROl Request Summary report.

To run the ROl Request Summary report:

From the Request of Information (R.O.l.) module, click
The Select Reports window displays.
Select Reports EI = IEI
Application:  Releaze of Information [R.0.1.]
For User. 33 - murray. garnett

9 Reports Found

ROl Forms Template z\BethiClent\ROINROIl Foms Te...
ROl Irvoice zA\BethiClent\BRONROI Invoice. mpt
ROl Maiing Labels d:\MEDEFileShare\Crystal - Beth'...

ROl Productivity Report s "WWHRZ2R eportshClient Ready\ROI .
10 b5 z\BethtClientsBOINFTPAEOI Beg...
ROl Revenue Tranzaction Report 2"WWR 2R eportstClient Ready\ROI...
ROl Standard Conzent =W/ 2R eportehTest Reports Fro...
TEGH ROl Invoice “whdeddata\support B ethh Crystal -
“WWC RO Invoice z\BethtClient'w'omens Collegel....

Show Repart [F12] EMallF11] | @] Pint F10)
Figure 43

Select ROI Request Summary.
Click
Click OK.
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To print the report click

The ROI Request Summary report prints.

Release of Information Sidebars

The following sidebars are available.

ROI Requests

If the patient has had multiple Release of Information requests on their chart, the Release of
Information sidebar displays previous requests. These other requests can be accessed by double-
clicking on the request entry. The request record will automatically display in the Main Grid section.

Chart Deficiencies

The Chart Deficiencies sidebar displays deficiency information on the selected chart. Double-click a
deficiency to display the Chart Deficiencies Report.

Record Update History

Displays an audit trail of all requests, and includes the WinRecs user ID of the person who made the
change.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 139 of 410



\

4.6Abstracting Modules

»re 000
co000

#MED2020

Health Care Software Inc

WinRecs v.295.3.0 User Guide

Abstracting modules are used to store patient care data. The modules can be loaded directly from the
WinRecs Application Menu, or launched from the Abstracting hot link button on the CPI toolbar.

Note: Function keys can perform different functions, depending on the active module or window.

Sidebar (Information Pane)

Patient Visit History

otV oy

Hi| Care| Patient Type [Inst | Wizt D ate
HiCa |l 4046 |1999/087
M(C|BE|E 4079 [ 1999/085

Double-click on a visit in the list to open the record.
CPI, Visit History, NACRS, CCR, CC, DAD, SDS, NRS, OMHRS

Field

Description

Flag

Red icon — hard errors

Dark Red - hard error in which the record will not be saved
Green - no errors

Yellow - warnings

Blue - The record has not been saved by a coder (from HL7 or Batch-
In interface)

Hospital ID

Identifies the hospital CPI record is linked.

Care

Letter code for the care type, as defined in the Care Type lookup
table. For AmCare (Care type starting with ‘B’, this is designated by
the MIS code recorded on the record.

A = Acute

B = Ambulatory Care (undefined / incomplete)
B-E = Emergency

B-D = Day Surgery

B—C = Clinic

CC = Cancer Care Registration

M-A = Mental Health — Admission

M-D = Mental Health — Discharge

M-S = Mental Health — Short Stay

©2018 MED2020 Health Care Software Inc. All rights reserved.
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R-1 = Rehabilitation — Admission

R2 = Rehabilitation — Discharge

R3 = Rehabilitation — Follow up

N = Non- abstracted visit (outpatient)

] ‘I' = Inpatient visit
Patient . . .-
Type O’ = Outpatient visit
‘E’ = Emergency visit
Institution The'ur.ﬂque identifier for the institution. If data is submitted to CIHI,
this is issued by CIHI.
Visit Date The date of the patient visit.
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CMG Calculation

o CMG
CMG 2016 504
Description MCC 04 Unrelated Interve
Medical CMG  [134
MCC 04
R.1W. 1.6175
Inpatient Typicz| 1.6175
Caomarbidity 0
R.IL. 1
Rl Atypical |00
M.OH. 1]
R.IW. $ $0.00
M.0H. $ $0.00
ELOS 76
LOS 1
Acute LOS 1
ALC LOS 0

Trim 026
CMG Age Cat [T
Dw/Interv Part |1

Flag Inter 0
Interv. Event |1

O0H Intery o

i@ CMG

——

HIG Code

HIG Descriptior

MEC 04 Unirelated

HIG Yeight

05342

HIG ELOS

141

HIG Age Categ

T

HIG Akppical St

03

HIG Fl Tatal Co

0o

HIG Hormecars

HIG Maternal &

HIG Palliative C

HIG O0H Flag

HIG 5CU Flag

[ml ) o o ]

HIG Long Stay

53.3

HIG Shart Stay

[T5]

WinRecs v.295.3.0 User Guide

Click on this button to expand or compress the CMG Calculation sidebar

Users can select which grouper assignments they prefer to display in the visit by
clicking on either the CMG or HIG Radio Button.

Double-click on any of the fields in this information pane to open the CMG Batch/optimizer
CCR, DAD ( concurrent review and Discharge Abstract Database
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CMG (Year)
Description
MCC

Cpx

Qrtl

MOH

RIW $
MOH $
ELOS

LOS

Acute LOS
ALC LOS
Trim

CMG Age Cat

Diagnosis 2
Interv. Dx/Interv Part

Gest. Age
Admit Weight
Comorbidity
Flag Interv.
OOH Interv.
R.I.L.

Interv Used

FI (Intervs)
Inpatient RI total

Comorbidity Total Fact.

Intev Episode
Interv Attributes

Date Batch Grouped

#MED2020

Health Care Software Inc

WinRecs v.295.3.0 User Guide

Case Mix Grouper value for the year displayed

Description of the CMG group

Major Clinical Category code

Complexity value (prior to 2007)

Acute Quatrtile value

Ministry of Health Resource Intensity Weighted value

Resource Intensity Weight (in dollars)

Ministry of Health value (in dollars)

Estimated Length of Stay

Length of Stay (Total Days stay)

Acute Length of Stay (Total LOS minus ALC LOS)

Alternate Level of Care Length of Stay

The LOS point in time where the case becomes an outlier should the LOS
exceed this # of days.

As outlined by CIHI for CMG+

2007 - Diagnosis in second occurrence is type 6 affects CMG Assignment.
2007 - Cases with significant interventions that are considered Appropriate to
each MCC are assigned to the intervention partitioning (CMG + Tool Kit, page
36)

2007 — Recorded in Reproductive Care field

2007 — Recorded for Newborn

Comorbidity Level (2007)

CMG + Flagged Intervention (2007 — Not used for CMG assignment)

Out of Hospital Intervention

Resource Intensity Level ( 2007 - Will replace PIx in many CIHI reports for
2007

The CCI code that was used for CMG assignment to the

intervention partition

If there is more than one related intervention, the grouper loops through and
uses the highest-ranked intervention

List of 16 Flagged Intervention categories used in CMG+ methodology
the total number of flagged interventions per case up to a maximum value of
16

The total multiplicative effect on cost/LOS of the combinations of
comorbidities appearing in a case

Based on Intervention date (trips to OR)

Not used for CMG+
Displays date/time the visit was batch grouped

©2018 MED2020 Health Care Software Inc. All rights reserved.
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DPG Calculation
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SDS (Same Day Surgery — Only Valid to 2011/03/31))

DPG Calculation Double-click on any of the fields in this information pane to open

DPG 2007 |[3999

Description | Ungroupable

AL, 0
DPG Day Procedure G
Description
RIW

the DPG Batch/Optimizer.

roup

Description of the Day Procedure Group assigned.

Resource Intensity Weight for the DPG

Acute CACS DAD (Same Day Surgery — Effective 2011/04/01)

CACS Calculation

MAC: 2011 |03

e

CACS Cell [ C109

A0 0.238

Descrphion

Dental/Pendaontal [nterventic

Age Categon| A

Anaesthetic |1

It Tech Con| O

-

E— Double-click on any of the fields in this

information pane to open the CACS Batch/Optimizer.

MAC

CACS Cell

ACW

Number representing Major Ambulatory Cluster

Comprehensive Ambulatory Classification System Cell Code Value

Comprehensive Ambulatory Classification System Resource Intensity WT

Description Description

Age CategoryAcute  CACS Age

Inv Tech Count

of CACS Group

Grouping

A distinct count of the number of investigative technology categories found on

each abstract

CACS Calculation

CACS Calculation

Double-click on any of the fields in this information pane to open

[ the CACS Batch/Optimizer.
NACRS (National Ambulatory Care Reporting System)

Number representing Major Ambulatory Cluster

MAC: 2004 |21 e
CAC5 Cell | 2118.0
ACW 0.3721
Description | OPEN WOUNDS WITHOUT Cf
MAC
CACS Comprehensive
Cell
ACW Comprehensive
Weight

Ambulatory Classification System Cell Code Value

Ambulatory Classification System Resource Intensity
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Multiple Contact Information

Only applies to NACRS abstracts prior to April 1, 2006. Entries listed are the multiple care providers
that were consulted during the visit. Registrations after April 1, 2006 will only have one entry.

Multiple Contact Information Double-click on the contact information listed to show the contact’s

Sequence MIS Code abstract information.
002 71470 - TH Social W li—
Sequence Unique ID used to patient encounters/visits
MIS Code The MIS code assigned for the visit
OMHRS Visits

‘ OMHRS Visits

Aseess Dot [ Assess Tvme Double—clicl: _o? the ct:_ontact information listed to show the
2007/10/04_| 3 - Full Admission Assessmegd | 255€SSment information
2008/01/29 |5 - Discharge Assessment #

Assessment Date The date of the OMHRS assessment.
Assessment Type Type and Description of the OMHRS assessment.
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Record Update History

Displays the coders who have saved the record.

| Record Update History |

Coder |Updated -
Roland | 2007/05/01 10:13
Roland | 2007/05/01 10:12
Audrey | 2007/03/26 12:21
Audrey | 2007/03/26 12:10 —

v

Searching for a Record

Generally speaking, facilities that have a batch or HL7 (real-time) interface transferring records into the
WinRecs program will use Find (F4) to locate records they need to code and abstract.

A facility that does not have an interface to transfer the patient visit information into WinRecs, will

generally use New (F5) to create a new abstract. In this case, the chart search method is Chart
Number.

Field Search (F3) displays different fields to search for.

Y Chart Search e x|
Field Name: Search For:
Chart Number | | [ Exact Match Search

[Birth Date: | I |

Chart Nurber | | |

Date Patient Died

Duplicate Chart

First Name

H.CN. Wersion

Health Carz Number

Insurance Policy #1
uanc

Insi = F’Dhci #2

¥
Frimary City
Frimary Phone Number

3

0 Records Retuned

To change the search field, press F3 and select the new field name from the list. WinRecs will retain
this search the next time the search window is opened.

Chart Number search allows an Exact Match Search. Check the box to search for the exact chart
number entered.

Type the search criteria in the Data Entry Box Press ENTER.
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Chart earch

010
[ G ]

3Recceds Relured

A list of records matching the data entered is displayed. The currently selected record is highlighted in
yellow.

To open one of the records in the list, double-click on an entry, or navigate to it using the arrow keys
and press ENTER.

When no records are found, the data entry box will turn pink.

Change the search criteria and rerun the search, or press ESC to close the search window and return
to the main module screen.

Creating a New Record

To create a new record, press New (F5)

If the Chart Number entered does not exist in the CPl a message box appears “Chart cannot be found.
Do you wish to create a new one?”

Answer
‘No’ to return to the ‘Select a Chart’ search window.

Answer
‘Yes” to create a new CPIl record. Or select the F5 button in the ‘Select a Chart’ window to create a

new chart. The program will go to the CPI module for demographic data entry. At this point, all that is
needed is the Chart Number. Press Save (F7) to return to the abstracting module.

NEW (EDIT) will be displayed on the right, under the module banner.
When creating a new record, the program will automatically go to the first empty data field.

Note: If your facility is using the Auto-Generate Chart Number option, the chart number will
be provided for you (See Hospital Profile for more information).
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Completing a Record

i

72 - Enviranment: Trainngbatabsse - Madle: Rehabiitatian ~ ICD 10 -3 o Tel 5|

SOEGE- 00123 - Fraves, Patien J - 2003/01705

o [E

Fiskdane: FiekiVabe Fikd Descipion

0| Dot of Onact 002415

Hesght fopsionai)

DEEEEEBBE

Weight faptionsl)

4 [Ewwg [1 [ 10 (v lood Casl

Typically, a user will navigate through a record from top to bottom, completing the fields as required.

When a field has focus, it is highlighted and the field name is displayed above the main grid.

To facilitate data entry data can be typed without having to put the focus on a text box. Pressing

ENTER will advance the focus to the next available field (ALT+ENTER moves the focus to the
previous available field).

To enter the current date or time, when the field is highlighted, press the Space Bar, then ENTER.

Note: Fields that have been disabled are grayed out and are skipped when navigating
through the main grid.

When a book icon is displayed in the status bar, the current field has an associated lookup table. Press
F2 to view the available values.

Warning and error messages for any fields requiring attention will be displayed below the main grid in
the errors/warning messages area.

Note: Even though records can be saved with hard (red) errors, they cannot be submitted
to CIHI until the errors have been cleared.

Note: All WinRecs modules are customized in the System Maintenance modules.

When working with modules and records, some fields might not be displayed or might be
disabled. Refer to the System Maintenance \Control File for details.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 148 of 410



----- o0
se00000
c000000

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide
Multiforms

-]
ODEEE B Heme G < Back[FIT] > Formard [F12]

[ T—

T —
Frem

0 0|/ Othe ProblemiDiogmoss] 120 [aeossces ia

10 Disgnosis Chaser

Disgrosis Type LT b

& oot Potirngan |7 s e [ WG it

Multiforms are embedded in a module’s main grid (for example, CPI & Abstracting modules) when more
than one entry is required per record. For example, multiple Patient Services, Providers, Diagnoses,
Interventions, Special Care Units, and Project Information are often required for a given chart or
abstract.

The multiform is divided into two sections. The left displays a data entry form, similar to the main grid.
Information areas displaying information such as the other multiform entries attached to the current
record are displayed on the right.

Double-click on an entry to display its contents. Navigating a multiform is similar to that of the main grid.
An overview of the available functions is provided below:

Button Description Keyboard

Mew [F5] Create a new occurrence for data entry. An alternate method is to continue F5
pressing ENTER until the cursor goes to the next occurrence

Delete [F3] Deletes the selected occurrence. F9
Home [F1i] Returns to the beginning of the abstract or record in the main grid. F10

Back [F11] Returns to the previous field. F11

Forward [F12] Move forward to the next field or multiform in the grid. F12

Note: When creating or modifying a multiform entry, changes are automatically saved.

Once all data has been entered in the multiform screens, return to the main grid by selecting F10 or
F12.

Save (F7)

The new record will be stored in the database.
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Note: Remember that certain fields are flagged as mandatory, and certain fields require
specifically formatted values. If you encounter difficulties saving a record, check to see if any
warnings and/or errors are displayed at the bottom of the screen

Copy Function — Intervention Multiform

This function gives you the ability to copy the intervention information from the previous occurrence
Inpatient and Amcare records.

oFill in occurrence 1 with required information

With occurrence 2 open the copy function will enable

| ICD 10: Interventions- [READ-OMNLY]

OE o]

ePressing this function will populate all fields except the Intervention Code.
oIf you need to make any changes you can do this manually.
o|f you copy on occurrence 3 it will copy all fields from occurrence 2.

Saving Records

A record can only be saved in EDIT or NEW mode.

Press Edit @ (F6) switch to edit mode. If a user saves a READ-ONLY record, the following message
is displayed:

‘You are not currently in edit mode. Would you like to save this record anyway?’
‘Yes’ saves the abstract.
‘No’ returns to the same abstract without saving.

Use F11/Verify to Verify the record, then hit Edit and Save, that way the record is saved right away
without any errors.

Note: A record will revert to READ-ONLY after a save.

HINT: Data can be entered in READ-ONLY mode. One technique commonly used when
saving a complete abstract is to press F6 F7 one right after another. This will bypass the
message requiring a Yes/No answer.

Hot-Linking Between Modules

To hot-link to other WinRecs modules select either the Chart Maintenance or Abstracting Hot Link from
the icon bar. Hot-linking generates a NEW record in the receiving module. The drop-down arrow is
used to select a different module.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 150 of 410



#MED202

Health Care Software Inc. WinRecs v.295.3.0 User Guide

=)

O @ - @ -
I C.P.I. [CTRL - P] |
Visit History [CTRL - ¥]

AmCare ~ ICD 10 [CTRL - B]
AbsCare [CC. R.] ~ ICD 10 [CTRL - R]

Chart Locator [CTRL - O] AbsCare [Inpatient] ~ ICD 10 [CTRL - 1]
—  Chart Deficiency [CTRL - D] . Abscare [5.D.5.] ~ ICD 10 [CTRL - 5]

R.O.L [CTRL - F] Abscare [Rehabilitation] ~ ICD 10 [CTRL - H]

M.D.A.S. [CTRL - G] Abscare [Continuing Care] ~ ICD 10 [CTRL - L]
| Clinical Pathways Variance [CTRL = K] Mental Health [O.M.H.R.S.] ~ICD 10 [CTRL = T]
Note: Only modules licensed by your institution will be available.
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Locating an Existing Abstract

Select an abstracting module from the WinRecs Application Menu\Abstracting, or from the Modules menu.
For example: Abstracting ICD 10-> Inpatient [DAD].

Find B (Fa)
To change the fields to be used in the search, click in the text box next to the field or press F3
Check/uncheck the Exact Match Search check box as required.
Type the search text Data Entry Box and press ENTER.
If records are displayed, there a three ways to select a record:
Double-click on the record
Select the record with one click and hit ENTER
Using the up and down arrows, highlight the record and hit ENTER

Note: There can be up to 4 search fields. The number of search fields used can be customized.
Click Options in the Abstract Search window to view the options.

Hint: To search for abstracts for an entire month, type 00 for the day (DD).

Cloning Abstracts

Cloning an abstract accelerates the data entry process when working with a patient with many visits for the
same reason. For example, the information for a patient receiving regular chemotherapy or radiation
treatment is the same for the majority of the abstract.

In AmCare, Inpatient or Same-Day Surgery modules, the Clone button is in the Autocoding icon on the
toolbar

G-

Copy Abstract Profile
Clone Abstract

Select the abstract. This may be an abstract opened by an interface, or manually enter the abstract.

Enter data in system required fields:
Registration/Visit Date and Registration/Visit

Time. 4 Registration/Visit Date
5 Figld Name Field " alue
3 [__[m[Triage Time 0815
a Arrival to Triage Time 1}
. . | E| M| Registration/Visit Date # 2003/07/09
Click the Clone selection. 4|~ [m|Registration/Visit Time 0815

[ Clone Abstract

Chart Number: 000000033 M._L.5. Code:

Encounte| Enc. Seq. |M.1.5. Code | Register Dal| Register Tire| Disposition [| Disposition 1| Complete St | Diag Code | Interv T
555654 | 001 713406610 | 200370704 08:05 2003/07/04) 16:25 hd C5010 TR 27
56654 | 002 2003/07/04) 08:05 2003/07/04] 16:25 A C5010
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From the list, select the visit to be used for the cloned abstract.

For AmCare only records matching the MIS code, or blank for ER records will display. If the MIS code
is 7134025, when viewing records to clone from, only matching MIS records will be displayed.

WinRecs will copy data from the selected abstract to the new abstract. Date and Time fields will not be
populated. The remainder of fields that are blank will be populated.

Review the record and change any data that requires updating.

Note: Incomplete fields that require data entry will be displayed in the warning/errors
message box.

Profile Abstract

Profile is used to create generic abstracts in AmCare, Inpatient, Same-Day Surgery or Mental Health
modules. Profiles are used for many patients with the same type of admission/procedure/diagnosis etc.

To Create a Profile
Go to the CPI module

New (F5)

Create a new chart in CPI, maximum 10 characters only using alpha characters (A-Z, a-z)
Example: PRDialysis or PRNNewborn or PRTURPSs

Save (F7)
Using the Abstracting Hot Link icon, go to the module that the Profile is used.

m -

l AmCare ~ ICD 10 [CTRL - B]
AbsCare [CC. R.] ~ ICD 10 [CTRL - R]
AbsCare [Inpatient] ~ ICD 10 [CTRL - I]
Abscare [5.D.5.] ~ ICD 10 [CTRL - 5]
Abscare [Rehabilitation] ~ ICD 10 [CTRL - H]
Abscare [Continuing Care] ~ ICD 10 [CTRL - L]
Mental Health [0.M.H.R.5.] ~ ICD 10 [CTRL - T]

Note: An error indicating the chart number is not a valid number will display. This is
expected behavior.

Create an abstract in the module of your choice using this alpha chart number. Complete all fields that
would be the same for all abstracts. Institution Number must be left blank.

Save (F7)

The record will be saved in the CPI and Abstracting module.
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%] Winflecs® Application Menu [Ctrl + M] H = | ] | = - | | E
T Lo
T- -A8DIALYSIS - . - 2003409401
Q | Program |E—”|
| ield Name ield Value ield Des
E Field M Field V2l Field D
g Abstract Record Key
3 __ | 0] Submitting Facility A p Care Humber
= || Coder Number 05
& [ |_[Site Mumber 1 MED202(
g O M| Chart Number AADIALYSIS
= |O[ M| Regi ion/¥isit Date 2003/05/01
2 [ M| Registration/¥isit Time 0800
g [ [ojul
B[ 0| Amb Regi ion # [Ei Humber]
Y [ | O] Registration Seq [Enc Seq #]
ﬂ __ || Armrival Date 200340301 o
| H|Arrival Time 08:00
ﬂ __|H| Triage Date 200340301
ﬂ __|H|Triage Time 08:00
= |O/B]pate Visit Completed 2003/03./01

Load the interfaced abstract, or create a new abstract with the registration date and time. Default
values will be applied.

Click the Abstract Auto Coding drop-down on the toolbar and select Copy Abstract Profile.

G-

Copy Abstract Profile
Clone Abstract

A new window showing all profiles wil be displayed. Select the profile. Review the record and
Complete the remaining required fields, or update fields as required.

Chart # Ence| E|M.L.5. C|Register Date Register Tin| Disposition | Dispositi| Comple| Diag Code | Intery Code
Tropaaaaad 0 2003/04/M1 1200 E A355 THITERNA
T Teshi| 0 2003/05/0 1200 E A355
KEKKKERKRK 0] 713508 2003/04/01 o001 2003/04/0 0001 |E N13 1PZ21HGER
CASTCHANGE 0] 713507:) 200311412 1027 E 2518
AADIALYSIS 0] 733408t 2003/09/01 0800 2003/09/0|08:00  |E Z452 P22 HOER
4
5 Records Retumed
Note: You cannot view or load profiles by searching in the abstracting module. This is to

prevent abstracts from interfering with abstract record counts. Profiles can be accessed using
Patient Visit History from CPI.

Modifying Abstract Profiles

Note: At the beginning of every fiscal year existing Abstract Profiles should be reviewed
to ensure the data in the profile is still valid such as the diagnosis code/s, MIS code/s,
interventions, etc.

Go to CPI and search Fin (F4) by Abstract Profile Chart Number —select the profile:

Q] Chart Search - - — T R T ——— L]
Options
[Chart Number | ‘Ca | ‘D Clear [F8] [] Exact Match Search
|Chall Number ‘ ‘ |
Chart Number Hozp ID Deceazed Chart # Full Name Gender Birth Date
CASTCHANGE M CASTCHAMGE Amcare, Change Cast
CANCLTREAT M CANCLTREAT .
CA20020726 M CAZ0020726 Cacs, 339 Check M 2002/02/05
CATARALCT M O0CATARACT

Pull up the Abstract Profile by clicking on Patient Visit history:
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eoe

File Actions Modules Help

EWinHecsaApplicationMenu[l:lll+M] |||§E|E m =~ E ".'

CATARACT -, - READ-ONLY

H Bl Hosp | Car| Patignt Ty| Ire| Visit Dat
a m v [ | |2004704¢
7 Field Mame Field alue Field Description -
J | Central Patient Index Record Key |
| Hospital Link
ﬂ Label Printed
E| B| Chart Number CATARACT
3@l Tun

Modify the Profile to ensure all codes (diagnoses, intervention, MIS, etc) are still valid for the current

fiscal year. Save any changes using Edit and Save (F6 & F7)

Deleting Abstract Profiles

Go to CPI and search Find (F4) by Abstract Profile Chart Number —select the profile:

Q] Chart Search W e W e— T s W e —— ]
Options
|Chalt Number ‘ ‘ca | ‘D Clear [F8] ] Exact Match Search
|Chalt Number ‘ ‘ |
Chart Nurnber Hosp ID Deceased Chart # Full Name Gender Birth Date
CASTCHANGE M CASTCHAMGE Amcare, Change Cast
CANCLTREAT N CANCLTREAT .
CA20020726 N CA20020726 Cacs, 399 Check il 2002/02/05
CATARACT N OOCATARACT .

Pull up the Abstract Profile by clicking on Patient Visit history:

File Actions Modules Help

Bwinhiecs® Appicationveru i+ Ml AN EEEEEEERE B =- | E-m-E -

Central Patient Index [C.P.L. E’F

CATARACT -, - READ-ONLY

E E Hosp | Car| Patient Ty Inc| Yisit Date
a m_ N [ | I ET
7 Field Mame Field alue Field Description -
=] Central Patient Index Record Key |
q Hospital Link B
g Label Printed
1| B| Chart Number CATARACT
ﬂ H| |uLl

Click on Delete or (F9)

B VIEUZULU YWINNELS S VETSIVI £,0./ W04~ USET DELLY ~ CIVIFONITIENL |£351207_UULUIN ~ IMUUUIES AITIRGTE ~ UL U — e p—

File Actions Modules Help

B winRecs® Application Menu [Ctl + M] |||§||E BERAEHBE 3- BB E-BE-

[

Healdhs  are Software fac:

T- - CATARACT -, - 2004-04-01 [LEVEL: 3] READ-ONLY

" Hasp| Car] Patient Tu] In Visit D
ﬂ | | B 200470
= Field Name Field Value Field Description -

] Abstract Record Key B

X Hospital Link

E W | Chart Number CATARACT

7 O/ Ambulatory Registration Number

e = —

Go to Utilities > Purge/Undelete Module

Purge [F9]

Highlight the Purged Profile by highlighting and click on purge button (F9):
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FlE  ALLUNS  WMOOUIES (R

E‘Winﬂecsg Application Menu [Ctrl + M] || @ E E E | E | j e ‘

Jeleted Records: 6

HUS..I Care | ICD | Inst... | Chart Mo | Patient Mame | Encounter Mo. | Seq. | Wit Date | Wigit Time | Date Sent | Eat. Year | Bat. Per. | Eat. Mum | Al
A T 517.. BLOT3ES14 ABEZ54E6210011... 2007/04/01 1200 200711412 2007 0 1 5
STEHAN Amcare, Change Cast ooo 2003/11 .v'? 16:13 Recover [F8]
B T 512, D 3498 om 05 1212 ——
B T 541, SHOOZZME70 om 2009/10/28 10:20 2009411411 2009 07 1 1
M CRl 0000783456 .
Purge [F9]
Note: The Abstract Profile Chart Number can only be deleted and purged from CPI when

there are no profiles attached to it in the patient visit history.
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Concurrent Review

Overview

The Concurrent Review Module (CCR) is used to abstract patient data during a patient’s
hospitalization.

This module can be used in conjunction with the CMG™ grouping methodology to determine expected
lengths of stay (ELOS) and predict expected dates of discharge. Data entered in the Concurrent
Review Module can be used in the Report Generator to prepare statistical reports on current inpatients.
The more data collected during hospitalization, the more complete the abstract will be on discharge.

Note: System mandatory fields for Concurrent Review differ from Inpatient (D.A.D.). Chart
Number, Admit Date, Admit Time and Institution Number are mandatory fields.

Data entry in Concurrent Review fields is the same as other abstracting modules.

Once the Discharge Date field is populated, the chart will automatically move from Concurrent Review
to the appropriate AbsCare module.

Reporting LOS in Concurrent Review

The LOS displayed in the abstract grid is calculated after a save or verify function. Therefore, if you
require a report that shows the LOS for CCR Abstracts, do not use the LOS from the Abstracting view.
CCR does not have a discharge date and does not automatically update the LOS. For reporting
purposes in Crystal Reports, use a custom formula to calculate the LOS, calculated against the Admit
Date and Current Date.

A sample formula is provided below:

If {I10_Abstracting.AdmissionDate} = CurrentDate then 1 else DateDiff
(‘'d'{110_Abstracting.AdmissionDate} , CurrentDate)

Develop the formula. For example: LOS Calculation.
Then use this formula in your report in place of the LOS field in the Abstracting View.
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Abstracting ICD10 —Abstracting DAD\SDS\NACRS

3 e Bne,

T - 54046 - 99-9393-9 - . - 2005512701 READ-OMLY

— r 1 —

Create a New [s] (F5) or select Find (F4) a patient in the system.

Completing the Abstract

As you move through the abstract, fields can be entered with data. The field you are currently viewing is
highlighted in yellow and the field name displays at the top of the window, next to the data entry box.

All data entry is done in the Data Entry box, once the information is ‘entered’; the information will display in
the field on the main grid.

An error message will be displayed at the bottom of the window in the Message List box for fields that are
mandatory and not completed.

An abstract can be saved with mandatory fields missing. It cannot be submitted though. The errors will be
displayed again when that record is accessed later.

Look Up Fields
F2 Look-Up displays data options for fields that have a look up table (blue book open).

“Auto Show Look Up List” feature automatically displays the look up table associated with the field. This is
a feature can be turned off and on using the selection indicated below.

EEEERPEEEEEEEE
| AbsCa

Show Error Messages
fuko show Look Up List
Enable Quick Search
Hide Multiple Liser Message

Please refer to Basic WinRecs Functionality for details on the Show Error Messages icon.

| |Hc|Eare |||nsl

| isit Diate
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Saving the Abstract

Save (F7) to save the record.
If it is the first time the record has been saved there will be no other messages.

If the record was previously saved, the program will require it to be in EDIT mode from READ ONLY.
select Edit 81 (F6), and then save (Bl (F7).

Any changes made in READ ONLY mode will not be retained until the record is saved. If you select Save

(=] (F7) while in READ ONLY, a message displays: “You are not currently in edit mode. Would you
like to save this record anyway?” Select ‘Yes’ to save the abstract. Select ‘No’ to return to the abstract
without saving it. This allows the opportunity to not save any changes made on the record.

To save the abstract at any point in the abstracting process, select F6 (edit) then F7 (save). These 2
functions keys are beside each other for ease of use.

When the save is processed, the program changes back to READ ONLY mode.

If ‘Show Complete...” in User Profile is set to ‘Y’ for this abstracting module, and there are no hard (red)
errors for the record, a message will display “Is the abstract complete?” The response of Y/N to this
guestion will be saved in the “Is Abstract Completed” field on the abstract. See User’s Profile section for
more information on setting this field.

If the colour in the Patient Visit History is yellow, there are warning

messages on the abstract that may need to be reviewed. Abstracts
can be submitted to CIHI with warnings.

B 2007/12/05

If the colour is red, there are hard errors on the abstract that need to

B 2007/11/08 be corrected. If the errors are not corrected, the abstract cannot be

A 54675 | 2007/05/30

Searching for an Abstract

In the abstracting module the record has been saved:
Find B (Fa)

In the Abstract Search screen, find the record by using one of the search options. For details on
searching, see Basic WinRecs Functionality section.

Select the record. All data entered previously will display on the grid.
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Correcting Errors

Errors are displayed in the Error Message Box, below the grid. As data is entered that corrects the error
the error automatically disappears.

[2] UsLE uenger It L EMAIR |1
ﬂ Coder Mumber iz a CIHI Mandatary Field that iz not completed.
B Re-dmit Cade is a CIHI Mardatary Field that is nat complated
ﬂ Patient Service [k Sub-Service] is a CIHI Mandatory Figld that iz not completed.
B Diagnosis Code is a CIHI Mandatory Field that is not completed.

(M0G0 |Abstract Type [1 | (0 |Abstact Type

To review a field with an error, open up the error message by clicking the plus (+) sign. This will display the
field name and field value (if recorded) that is causing the error.

LM Gender |F | Female =
28 -« fCoder Mumber is a CIHI Mandatory Field that is not completed. w I:

EIH Re-4dmit Code iz a CIHI Mandatory Field that is not completed,
o B ResAdmit Code; -
H-f® Patient Service [& Sub-Service] is a CIHI Mandatory Field that iz not completed.

|M-01-60 | Abstract Type |'I_ |_ ﬁ | ibstract Type |

Double click on the field to select and go to the field in the grid. Complete the data and hit ENTER to move
to the next field. When accessing fields from the Error Message Box, the cursor will go back to the top of
the main grid, not to the next field in the grid.

[¢7 MED2020 WinRecs®© Yersion: 2.8.4.000.01 - User: Audrey - Environment: Test284_000_010N - Module: Amcare ~ ICD 10

File Actions Modules Help

IWinRecseAppIicalionMenu[Cl|l+M] ”|§| i EEMHBE = - - | B -

¢ are Soltwace lac
- AKOD000100 - Testing, MED2020 - 2007/11/08

Submitting Facility Ambulatory Care Number

| Field Name Field Value Field Description -
M| Registration/Visit Date 2007/11/08

| H| Registration/Visit Time 07:00

0| Submitting Facility Ambulatory Care Number
Site Number
| Coder Number

] Patient/Client Demographics

=B Submltnng Fac!hl_',' Ambulalow Cale Numbel is a CIHI Mandatory Field that is not completed. -
Subm Facility Ambulat n

=

IDEROEEE - |

ng F: latory L2
=B Codev Number is a CIHI Mandalory Fleld thal is not completed.

B Visit MIS Functional Centre Code _is a CIHI Mandator Field that is not completed, T — — d
[t UDB [ Submitting Facility Ambulatory Care Number |5 [Look Up Field () [ Submitting Facility &mbulatory Care Number [5ubmiting Faciity Ambulatory Care humber |

VerifylEA (F11) to validate the data with all edits applicable for the module. Verifying the data does not
update the ‘Record Update History’ or any fields in the Record Information section on the grid.
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Multiforms

The Multiple Form is used to collect data in sections that may require more than one entry per field. This
form has 2 main sections. The left side is the data entry section. The right-side displays information
already entered into the multiform by occurrence.

-

1(0 10: Interventions- [READ-ONLY] [_[O]x] ’
| [#] Home [F10] < Back[F11] > Forward [F12] |
| T - -AK0DOOD100 - Testing, MED2020 - 2007/11/08 READ-ONLY
Intervention Suffix |
-y
i
| 2007
| [H ez are Field Value Field Description
| [Z|—[intervention Occurrence 1
‘ ntervention Date 2007/11/08
| H| [ Main/Other Intervention 3IP0VK iay, heatt with coronary arteries left heart catheterization with
ion Suffix
| {—|mintervention Attribute - Status
| || ] Intervention Attribute - Location
__|OIntervention Attribute - Extent
| UL
| xtra
| | —|D[ 001 ndicator
I0[0.0.H_ Institution Number
| | Z|—[intervention Provider Number 0123 Di EM.O.
| Intervention Provider Specialty 00003 Emergency Medicine
| Tissue Code
Intervention Date In 2007/11/08
| {_|m[intervention Time in
| ntervention Date Out 2007/11/08
ntervention Time Out
| | O Duration of Main/Other Intervention
| |_| O Intervention Location 08 Cardiac Catheter Room
| ||| Anesthetist ib
T[] ic Technique 7 Local fno present)
E'_ Unplanned Return to O.R.
=B Intervention Time In is a CIHI Mandatory Field that is not completed.
[ [Intervention Suffix [1 [Look Up Field (a1 Intervention Suffix
i

There are specific function keys available to process a multiform. They are:

New [&] (F5) - Creates a new occurrence.
As soon as you finish one occurrence press Enter and the system will automatically move to the next
occurrence.

Delete (F9) - This button will delete the occurrence you have selected. The system will display a
message “Are you sure you want to delete this occurrence?” to validate the deletion.

[&] Home [F10] < Back[F11] > Forward [F12] I\H/IoII“?_]?/Back/Forward move the cursor out of the
ultiform.

Home — Returns to the first active field in the Main Grid.

Back - Goes back one field on the grid. This may be another multiform.
Forward — Goes forward to the next field on the grid.. This may be another mutiform.

DAD CJRR

To enable the DAD CJRR Form:

1) In the DAD Institution Profile enter a value of Y in the “Submit CJRR in DAD/SDS Submission” field.
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2) Element 11-22 Intervention Joint Identifier (intervention multi-form) must have a value of 1 or 2 to enable
the CJRR form. Click forward(F12) and the CJRR Form will open.

Submit CJRR in DAD{SDS Submission ‘Y ‘fes

Intervention Joint |dentifier 1 1

Note: Values 1 and 2 cannot be entered more than once and if recorded, the first entry must be 1in
the Intervention Joint Identifier field (occurrences 1 — 20)

In the DAD CJRR Form Joint ID -1 and Joint ID-2 correspond with the Intervention Joint ID. Joint ID can be
repeated for Bilateral procedures. (intervention attribute = B).

Product and Lot Number fields should be completed as per CIHI Guidelines:

[€} Canadian Joint Replacement Registry [_[O] |
Delete [F9] Home [F10] Back [F11] Forward [F12]
CJRR 1: 1 VG 53 LA-PM - Side: L - Knee - 2018-04-22 Fiefresh View [F7]
@ Joint1D: 1 g m =
- Jaint | dentifier: 1
 JontD: 2 o Gider L
Cement: 1
& L-LeftSide - Cement Other,
R -Right Side Cement Product Mumber: H13200596401E521 #275
- Cement Lot Number: |C132005536400E521/2727 37
Cement |-| - Simplex j (=~ Companent 1: 3
= Pait1
Cement Other I ;

o Manutacturer 4

Other:
e HI1200B5E4TES2! SRR Product Number; JC13200596401E
“o Lot Mumber: H132005964016521/
Lot Number I]C1 32005964016521/2727373784952117)24 Patt 2 None
- Part 3 None
* Component 1 |3 - Knee - Femoral j Part 4 None
o Pait 5 M
" Companent 2 |4 - Knee - Tihial j - P::t : Nz:z
" Compaonent 3 |5 - Knee - Patellar j Fait 7: Nane
(=)~ Companent 2. 4

= Pat1

Part 2| Part 3| Part 4| PanS | Part6| Pait7 | -----g;r::lacluler 4

Manufacturer |4 - Zimmer/Sulzer/Centerpulse =l i+ Product Number: H124005380047
e Lot Mumber: H124005380047021/

Manufacturer Other I ] Pal;Z e
- Part 3 None
Product Number I]E1 32005364016521/2727373784952117) . Pat & None
Part & None
H132005964016521/2727373784962117)
Lot Mumber I - Part & None

Part 7: None

[+ Component 3 5 had
4| | »
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Adding Notes in the Abstract

To be able to add a note, select the Abstract Notes field. These are found on the main grid.

Field Mame Field Yalue ~
TSI Date
TS5l Time
TSI Coder

v

Abstract Notes
Submission Control Data Elements

Date Sent to CIHI
Batch Year

ML oo

The Abstract Notes field functions like a multiform. You can add and delete one or more occurrences of
abstract notes.

To create a note, click on the abstract notes field. This will take you to a Notes multiform.

New (F5)
This will open up the text field on the left hand side (turns it from grey to white).

Field Notes- [READ-ONLY]
54547 - 3: 34260152 - SEWELL, SAMUEL BARAKA - 2005/10/20 READ-ONLY

[ou can add pour note here, New [F5] [ Delete [F3]
Dake Logged Time Logged | Completed By
2006/03/13 15:01 62

62

2006/03/13 15:01

[ElHome (F10) ] [<Back (11} > Forwand F12)]

|'[02: Selfham Notes [2500 | Fecord Notes (& [ MHAP - 02: Gell-ham Notes

Make sure the cursor is in the text box and type your note here. Note that as soon as you hit F5/New
button, it will automatically create a new occurrence. The list of notes added as occurrences will display on
the right-hand side. To view any of the notes, double click on the occurrence. The note will automatically
be saved as soon as you leave the form.

When a note has been added, the Abstract Notes field will be updated to reflect this, showing a count of
the number of notes for this abstract.

Field Mame Field Walue ”~
TSI Date

TSIl Time

TSI Coder

[m Abstract Notes

Submission Control Data Elements

Date Sent to CIHI
|Batch Year |
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Printing Reports

Reports set up in the Report Selection list for the module can be accessed. To print a DAD dedicated
report, the program must be in the module the report was set up from.

Press = (F10) Select the report you would like to run.

Press M) Show Report [F12] ]

Complete any parameters and press OK.

For complete details, see Running Reports through WinRecs section.

Abstracting ICD10 — SDS

[ MED2020 WinRecs@© Yersion: 2.8.4.000.01 - User: Audrey - Environment: Test284_000_010N - Module: Abscare (Same Day Surgery) ~ ICD 10

Eile Actions Modules Help

%] WinRecs® Application Menu [Ctl + M] B EHA EEHB =B 6- B

T 7

T - 61011 - AKOOD02007 - Testing. Scu - 2007705701 READ-ONLY

Site Number | [ Esueetvhet
B Bl
=
=
£
| Chart Number AKDO002007 Testing, Seu
¥ || M[Discharge Date 2007/05/01
[Z] || M| Discharge Time 18:00
H[Ad Date 2007/05/01
D[Ad Time 08:00
o Prov/Inst Number 61011 Belty's SDS
[ |—|—[Site Number
Number
0} M.LS. Code
[¥] || ElCoder Nunber 45 udre,
o o CeniDenogiopties |
Maiden Name
ast Name Testing
& Middle Name [007j0501]
™ st Name Sou
[7]| |l Gender F Female
__|DO[Birth Date 1960/01/01
|15 Birthdate
& Marital Status
Postal Code KON ONO South E astern Rural
i Code 02521 OTTAWA
ity For Payment 01 Provincial/Terrtorial
_C.N. Province ON Ontario
ealth Care Number 0
_|__[H.C.N_ Version
. Admission/Dischawgelnfomation |
| Register Number 123
[ Second Chart/Register Number
Age Code &7 Years
Age Number 47
H[Entry Code D Direct
_R. - Decision to Admit Date
_R. - Decision to Admit Time
_R._- Date Patient Left
_R. - Time Patient Left
Weight in grams
Admit Category L Elective
Admit by N No Ambulance
tution From
‘Attending Physician MPazoo7 38 |
Referring Provider DERi|
|_|_[Chief Complaint Upon Admission ~1|Fiw 7
@B Intervention Code is a CIHI Mandatory Field that is not completed. - Record Update History
&8 Anesthetist ID s a CIHI Mandatory Field that is not completed oot [Updaed
B Anesthetic Technique is a CIHI Mandatory Field that is not completed. ey | 200706720138
LBl ion nrovider and service were tecorded without an i code and the orevious lines orovider and service are blank. £ 2
[ [Site Number [1" [Look Up Field (1" [ Site Number

Same Day Surgery Abstracting is completed in a separate module for all clients other than Ontario from
Fiscal 2003. Same Day Surgery for Ontario Clients from Fiscal 2003 is completed in the AmCare
(NACRS) module.

To abstract a SDS case, follow instructions in ICD-10 Abstracting section. Refer to the current CIHI SDS
manual for field requirements and details.
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Abstracting ICD10 — NACRS

i Care Software foc 8 g ~ IC 0

[ MED2020 WinRecs®© Version: 2.8.4.000.01 - User: Audrey - Environment: Test284_000_010N - Module: Amcare ~ ICD 10
File Actions Modules Help

|@WinﬂemeApplicalionM:nu[ElrIoM] |||§| = AEHBE =B 6| E-

el —— E

T - - AKODOO0100 - Testing, MED2020 - 2007711708 READ-ONLY

| o | = Pyt

—— \ e
a 54573 20071217

[ [e007/12/05

Abstract Record Key

Hospital Link
Chart Number

AK00000100 Testing, MED2020

ncounter Number]
Number]

2007/11/08
07:.00

0| Submitting Facility Care Number
Site Number

| Coder Number

Patient/Client Demographics
Maiden Name
Last Name Testing
| [Middle Name
First Name MED2020

B[ [ Gender F Female
O|D[Birth Date 1960/01/01
O/ I]ls Birthdate Esti
:I Marital Status
| X[ Family Physician Flag
ing Physician

eferring Provider
ursing Area/Unit/Location

0B HE B EEE E E E E R X EEE

=11 ity For Payment i} Provincial/ T eritorial
|_|__[Language
__|O[Highest Level of
i |E\ Show CIHI Error List I

| Living

D Ridnce Tpe
I[Postal Code KON ONO South E astein Rural
e ic Code ooton BRANTFORD [Seqence  [MiSCode ]|
|| Province/Territory Issuing Health Care Number ON Ontario
O/ 0[Health Care Number 1
[5]

H.C.N. Version
Admission / Registration Information

elmet Indicator
j eferal Date MAC: 2007_[5
5] ion Number CACS Cell_[1510
urival Mode ACW 0.3535
g :" ival ?_ate Description | Cardiac Study
rrival Time === =
_|__|Second Chart/Register Number B RecoidUpasaH st
P H[Coder [ Updal
B Submitting Facilty Ambulatory Care Number is a CIHI Mandatory Field thatis not completed. S | o e
[ Coder Number is a CIHI Mandatory Field that is not completed. 1S a7 5 e
i B0 Vist M Funclional Cerre Code i a CIH| Mandatoy Fied thl is ot completed A” d,g, T iTa
Time In is a CIHI Mandatory Field tha is not completed M | -
[11 " [Ambulatory Registration Number [Encounter Number] (12 [Alpha-Numeric (& [Ambulatory Registration Number [Encounter Number]

Multiple Contact Information Box

Multiple Contact Information

Seg| MIS Code For all visits prior to Fiscal 2006 displays multiple contacts
00| 7131020 - AC Emergency - General attached to the visit. To display a multiple contact on the grid,
002 | 713501088 - &0 Clivie Medical - S double click on the visit in the Multiple Contact Information

— Sidebar.
003 F13076 - AC Emergency - Paychiatic

=

-2
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CACS Calculations Box

Displays the CACS cell the case is grouped to. To view details or optimize the case double click below the
CAC Calculation bar. For details on CACS Grouping see Section 8 - Groupers

CACS Calculati Il CACS Baktch/Optimizer x|
dlculation Istitution Humbe] 54073
EhatNumber _[316327 | o ) (8] Hone e
MAC 2005 |19 Registration Nurr| 200510313238 || [CACS [Main Interv[MAC [CACS Cell[ACw | Description |
: Disposition Date | 2005/07/07 2005 |7.50.3522 |13 19720 |01242 | NON MENTAL HEALTH PROBLEM, CRISIS INTERVENTION CALL |
CACS Cell 119720 Registration/Visil| 2005/07/05
Aeute L0
A0 01242 ALL.LDS.
— LOS Das [0
DBSCIIDIIDH MOM MEMNTAL HEALTH PROB Bitth Dals 1387/05/14
Faeh 3 CACS| Interv Code| MAC] CACS Cel| ACW | Desciiption |
[ Drrned Hedabn Winknes | Weight 2005 [G4AT0CT (19 |1972 | 0.1242 (RGN HEN AL HEALTH PROBLEM, CRIS(S INTERYENTION CALL
Enlry Code
Exit Cods @
Discharge Dispo | 01
Institution From
Insftution To

Diagnosis | Description

Z04.4 Examination and obser
S50.1 Contusion of other and
5807 Multiple superficial injur|
500.5 Superficial injury of lip <|
Y05, Senual assault by bodi]
Usa.n Placs of occurrence, h|

1J93.9 Curing unspecified acti|

Abstracting a NACRS case

To abstract a NACRS (AmCare) case, follow instructions in ICD-10 Abstracting section. Refer to the
current CIHI NACRS manual for field requirements and details.

Edit VValidation for Level 1-3

In the Amcare Module, there is the option to display edits at a site’s potentially differing submission
levels. For those sites submitting strictly at Level 1 NACRS, only the level 1 edits will display on screen
within the abstract.

For sites with a combination of Level 1 and 3, or Level 2 and 3, the Show Messages icon on the
WinRecs toolbar, plus the Actions drop-down menu, will provide an option to select the alternate edit
validation. The default setting upon opening the abstract is the highest level of edits.

@ 3 . - . File: J'Ju:tinn:'. Maodules Help ]
|- — 1 | \ Find [F4] I +1
' Show Message Pop-Up | New [FS]

hiow Look Up List T e
Auko Show Loak Up W e [F7]
Enable Quick Search T- Cancel [Fa] hal
———  Show Multiple User Message Delete [F9] ?
e pE— Print [F10]
'.'tfrlr':." f'-JHI._F!.:- L':f"."t!l 1 = Verify [Fll]
rn Select Hospital Link
| Show Message Pop-Up
| Auto Show Look Up List
Enable Quick Search
Shaow Multiple User Message P
Werify NACRS Level 3 =
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Abstracting Clinic Lite Records

NACRS Lite records are abstracted within the NACRS Module and include Ambulatory Care Groups
CL, Dl and OT.

Institution Profile

NACRS Submission Level Code must be set to include Level 0 which is the reporting Level for Clinic
Lite. MED2020 provides the site with a patch to set the level in this field.

NACRS Lite Submission

A NACRS Lite submission, is identified by the Care Type B-C and Submission Level 0 —All Ambulatory
Care Group of CL, DI and OT will be included.

Ontario Reporting Level rules are applicable to Care Group CL records only and will be also be
included in Reporting Level 3 submissions.

Note: Once a CL record has been included in a higher-level submission, it won’t be able to be
included in the level 0 submission.
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Abstracting ICD10 - Rehabilitation (NRS)

L7 MED2020 WinRecs© Yersion: 2.8.4.000.02 - User: Twyla - Environment: Test284_000_020N - Module: Rehabilitation ~ ICD 10

WinRecs v.295.3.0 User Guide

File Actions Modules Help

|WinRecs@ Application Menu [Cul + M] || = AREHIE =-|EE-

A I T 2020

Overview

The Rehabilitation module is a diagnostic tool to keep track of individual patients and their progress
once transferred to a specialized rehabilitation facility.

Please refer to the WinRecs Basic Functionality Section for details on the abstract layout and
functionality.

Assessment Types

The following codes are used to distinguish between the different assessments available in the
Rehabilitation module.

Care Description

R1 Admission Assessment

R2 Discharge Assessment

R3 Follow-up Assessment

IA Interim Assessment

PD Post Discharge Assessment

All of the assessment types will display in the Patient Visit History and Rehabilitation Visit boxes except
for the Interim Assessment and Post Discharge Assessment which will display only in the Rehabilitation
Visit Section on the Side Bar of the abstract.

H | Care | Patii| Inst Wizt D ate izt [ ate Agzezs Type &
B 2007/10/18 I,
M| |R-2 51236 2007/04/08 | 20071017 3 -
M |R1 51236 2007/03/08 | «f | ﬂ
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Creating an Assessment

To create a new assessment, ensure that you are in the Rehabilitation Module.

Newll] (Fs)

Select a chart screen will appear.
[¥] Select a Chart

Chart Number

| | [ Exact Match Search

Agzeszment T
Fehab Admis
Rehab Interim

Rehab Dizcharge
Rehab Follow Up

In the select a chart search window, highlight the assessment type and then enter the chart number.

If the chart exists in CPI the chart number will populate. Double click or enter on the chart number and

this will bring you into a new assessment.
[Hl select a Chart X

Chart Number

|TF‘I | | [ Exact Match Search M Chart [F5]

Azzessment Tope De| ChartMurber Full Harme Birth D ate
Rehab Admission W | 0000OTF158 Rehab, Module 1984,/05/08
Rehab Interim M | 00TF158745

Rehab Dizcharge
Rehab Follow Lp

If the chart number entered in the select a chart window does not exist in CPI, you will receive the
following message.
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|I =1 |
_Q -
Chart Number uasion

TFEs2
_| Chart cannat be found. Do pou wish to create a new one’?

Azzezzment Tupe
Rehab Admizsion
Fehab Inkerim

Fehab Dizcharge
Rehab Follow Up

[ Record: Retumed | |
ST T T T oy T T

Mo | | Contact Us

Select YES which will to go to the Central Patient Index Module to register the client. For details on
registering clients, refer to the WinRecs Basic Functionality Section.

Note: When creating a Discharge Assessment some assessment values (as per CIHI Guidelines)
are carried over from the Admission Assessment.

To enter values, highlight the field and enter the data in the Data Entry Box and press ENTER to populate
the field.

Note: When working with a discharge assessment, several fields will be disabled (grayed out)
with data in the fields. These fields contain data provided in the Admission
Assessment and must not be changed.

An Admission Assessment must be completed before a Discharge Assessment. It is optional to record a
Follow-Up Assessment once the Discharge Assessment has been completed.

A Discharge Assessment must not be deleted without first deleting its associated Follow-Up Assessment
(if applicable). Likewise, an Admission Assessment must not be deleted without deleting its associated
Discharge Assessment.

A Post Discharge Assessment can only be created if there is an existing Discharge Assessment. The Post
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Discharge Assessment is not submitted to CIHI

If an Admission Class field 4 (unplanned discharge without assessment) is used in the Admission
Assessment the system will not allow you to create a Discharge Assessment.

The diagnostic codes can be chosen from either pre-existing table (diagnosis multiform) or written in free
text in the Diagnostic Health Condition fields. Both areas cannot be used.

Defaulting of Diagnosis Condition Type

The Main Health Condition type (occurrence 1) currently defaults to M.
Diagnosis condition types for pre-admit and post-admit conditions will now default as follows:

e Admission Assessments - For any diagnosis occurrence greater than 1, the diagnosis condition
type will always default to 1 (to represent Pre-admit Health Conditions).

o Discharge Assessments - For any diagnosis occurrence greater than 1, the diagnosis condition
type will always default to 2 (to represent Post-Admit Health Conditions).

¢ Note that Transfer or Death Health Conditions (diagnosis condition type of W) will still need to be
manually assigned.

FIM — Functional Independence Measure

Functional Independence Measure is the sum of all scores/values entered on fields 41 — 58 which denotes
a GREEN COLOUR Icon in the Field Requirements Bar.
The FIM instrument includes the following data elements:
41. Eating 50. Transfers: toilet

42. Grooming 51. Transfers: tub or shower

43. Bathing 52. Locomotion: walk/wheelchair

44. Dressing — Upper Body 53. Locomotion: stairs

45. Dressing — Lower Body 54. Comprehension

46. Toileting 55. Expression

47. Bladder Management 56. Social Interaction

48. Bowel Management 57. Problem Solving

49. Transfers: bed, chair, wheelchair 58. Memory

Note: FIM calculates as each field is entered. FIM values are not carried over to the Discharge

Assessment.
| | Dressing - Lower B ody E Modified Independence Inciudies the uee of sutable utensls
. L bring food to the mauth. chew and
| | Toileting E Modified Independence swallow, onoe the meal is presented
m table or tray.
| | Bladder Management E Modified Independence
| | Bowel Management E Modified Independence
| | Bed/Chair/wheelchair E Modified Independence FIM
| | Toilet E Modified Independence | H]FIM4 104

When completing the FIM value fields (Activities and Participation) there is an additional text information
box that is available when using the F2 Lookup function.
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On the Assessment grid, once a FIM field is highlighted, press the F2 function key or double-click. The
usual look-up table will then display.

Highlight/select the specific value you wish to view the criteria for. The relevant information for that value
displays below the list of results.

54429 - COD000-0154 - Sample, Patient - 2008-04-14

Grooming E
= B
H Link | Code Value | Hospital Description
1 Total Assistance
E 2 I awimal Assistance
4 tinimal Comtact Assistance
upervision or Setup
5 Supervision or 5
E Modified Independence
7 Complete Independence

Lhent perferms 502 fo 74E of grooming feiks. Frample 7 ouf of 5§ or 2 oot of f greoming (aiks are performed imdepandentis:

H Link
Code Yalue 3
Hospital Description | Moderate Assistance
Default Description Moderate Azsistance

CIHI Value 3

Yalid from 1950/04/01
Valid Ta 2099412/
7 Records Returned

Error Messages within the Assessments

CIHI mandates that as of their annually-specified date, any assessments not already submitted that fall
into the previous fiscal year, MUST be submitted under the new fiscal year edits/requirements.

To accommodate this requirement, WinRecs has a setting in the Rehab institution profile where this annual
date can be entered. This field is the “Record Validation and Submission Date.” (Please see the section
on NRS Submissions for more information).

When an assessment is being completed in WinRecs, if it belongs to the previous fiscal year’s data, and
the current system date is AFTER the Record Validation and Submission Date, the most current fiscal year
edits/requirements will be applied to the assessment.

This may result in some unexpected error messages appearing at the bottom of the screen — but these will
be relevant to the current fiscal year’s edit requirements and must be completed correctly.
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Service Interruptions Multiform

Rehob Service Interuption- (READ-GNY)

[T | @rcneriar] o ]

READ-ONLY

T e

Vs Ty

1

i Stast Date |
Intesption Fetun |

[intempiion ransteaed

64 [Imanugtion Stad Dave |8 ' Stancwt Do [YYMMA/D0] G | Sesmce bimupton St O

This optional multiform is only available on the Discharge Assessment and is used to record any
interruptions of service encountered by a patient.

Note: Consult your facility’s guidelines to learn when and how to record any service
interruptions.

Rehabilitation Client Group (RCG)/ASIA:
The ASIA Impairment Scale field will only open if traumatic special cord injury is chosen on the RCG
field.

Note:
Defaults: Please refer to the Control File section of the User Guide Manual for setting defaults
for fields.

Changing Field Sort Order: Please refer to the Control File section of the User Guide Manual on
changing field sort order.

Searching for an Assessment
In the NRS module Find (F4)

In the Abstract Search screen, find the record by using one of the search options. For details on
searching, see Basic WinRecs Functionality section.

There are specific fields for NRS in the Field Search F3 selection.
Select the record. All data entered previously will display on the grid. In the Patient Visit History, all

Assessment types that have been opened are displayed. To display a different assessment in the main
grid, double click on the assessment in the Patient Visit History box.

Update fields as appropriate and Save (F7)
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NRS RPG Grouper

To provide an integrated grouper and weighting methodology for adult inpatient rehabilitation care
within the MED2020 National Rehabilitation Reporting System (NRS) module.

The embedded grouper and weighting methodology will allow MED2020 Clients to account for adult
rehabilitation care data into their funding formula which is then reported to Canadian Institute for Health
Information (CIHI) and eventually their Provincial counterparts. Of note, currently, Ontario is the sole
province where adult rehabilitation reporting is mandated.

Data calculated by the rehabilitation grouper will be stored within the WinRecs database, allowing users
to report on the data by use of accompanying pre-designed reports or ad-hoc reports created by the
user facility by means of Crystal Reports™.

The Rehabilitation Cost Weight (RCW) represents an average relative resource use for patients in an
RPG. The data used to develop cost weights for the RPG was drawn from two sources of Ontario data:
the National Rehabilitation System (NRS) and the Ontario Cost Distribution Methodology (OCDM).

At discharge, each patient episode is assigned an RCW. The RCW depends on the assigned RPG and
the length of stay (LOS) of the episode of care.

Using the NRS RPG Grouper

Once the facility has purchased the NRS Grouper and the WinRecs Update has been applied to their
WinRecs database, any user with permissions to the NRS Module will be able to view the NRS Grouper
information in the FIM/RPG grid of admission and/or discharge assessments.

The red field indicator next to the FIM value indicates that the Activities and Participation fields required
to calculate the FIM have not been fully completed.

M| Flk 1]
FIM - Mator 1]
FIM - Cog a

Rehab Group [ Mo Rehab Group due toi
Fatient Group |0
Weight 00699

When the Admission assessment has had adequate data entered to complete the calculation, the
grouper data will display in the relevant cells in the FIM table.
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Fi
| Fir 5

Flkd - bAatar 32

FIM - Cog 18
Fehab Group | Stroke
Fatient Group | 17100
Weight 0.08599

Initial values are displayed at completion of the Admission Assessment however the full calculation is
applied to the FIM grid once the Discharge Assessment has been completed.

FIM

M| Flk 107
FIkd - B atar 32
FIM - Cag 15

Rehab Group | Stroke
Patient Group {1700
Wieight 25148

Batch Grouping

Batch Grouping of NRS RPG data is available using the Batch Grouping functionality in the Utilities
menu. Please see Using the Batch Grouper section in this User Guide for detailed information on the
steps required.

Access to RPG information via report writing

The following six data elements are stored in the RH_FIM_RPG table and can be accessed by Crystal
Reports ™.

e FIM

e FIM Motor

e FIM Cognitive
e Rehab Group
e Patient Group
e Weight

Rehabilitation Cost Weight (RCW) represents an average relative resource use for patients in an
RPG excluding short stay and long stay outliers.

At Discharge, each patient episode is assigned an RCW. The RCW depends on the assigned RPG
and the Length of Stay (LOS) of the episode of care.

Episodes with LOS equal to or less than 3 days are assigned the same short stay RCW.
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Each RPG has a unique LOS trim point.

Long stay outliers are assigned a RCW which is the sum of the RCW and a per diem weight for the
number of days beyond the trim point.

Abstracting ICD10 — Mental Health (OMHRS)

Fiealdl Care Sodtware fne,

54547 - 7 : 092-1499-0 - Coding. Sample - 2005/10/23 READ-ONLY - SHORT STAY

{07 MED2020 WinRecs@ Yersion: 2.8.4.000.01 - User: Audrey - Environment: Test284_000_010N - Module: Mental Health Reporting System ~ ICD 10

File Actions Modules Help
[Ewinncso Appicaton Mena i< ¥l || T E EEEEERECEEE |

OMHR D 10

Tiealth < e

Sofiwace n. £ ~
54321 - 7 : 000045676 - TRAINING. PATIENT - 2007/09/24 READ-ONLY - SHORT STAY
Care|[Inst | Visit Date
| [M-A |[54321 | 2007/10/07

| [Ms [[54321 | 2007/03/24

[ Field Name Field Value Field Desciption

|Last Name TRAINING = [ ] 4321 |2

| [First Name PATIENT | [BE 2002/04/01

| [Middle Name W[ [A [[54265[1939/09/15
K| Country of Resi B[ [D[[54066 [1933/04/03

| Province/territory issuing Health Card Number MD ||54321

[Health Card Number 1

B[ Chart Number 000045676 TRAINING, PATIENT

[]

[]

O

»

Case Record Number 1234567
acility Number 54321 Ohnrs Test
nit |dentifier

Number
egister Number
econd Chart/Register Number
M.1.S. Code
Attending Physician
Referring Provider
Nursing Area/Unit/Location
ection AA Signed Off2
Section AA Sign Off Date
Section AA Sign off Care Provider

Section BB. Personal Items
Sex M

Birthdate 194110417
Estimated Birthdate 0 No

Male

HEHDCHEHEEERHERCDEEEEEERE

Age Code 57 Years
Age Number 65
Marital Status
Language
Education
- Souceofcome |
Income - E
Income - E =
ncome - Pension
ncome - Social
Income - Disability
ncome - Other
ncome - No Income

Responsibility for Payment 2
| REP - Province/tenitorial responsibility
[RFP - Worker's compensation Board (WCB/WSIB)

[REP - Other province/territory (resident of Canada) Assess Dale
RFP - Dept. of Veteran Affairs(DVA] 2007/09/24 7 - Short Stay Recorc
RFP - First National and Inuit Health Branch(FNIHB)
RFP - Other (RCMP, Canadian Armed Forced, federal
P - Cdn Resident, self pay

[RFP - Other countiy, self pay -

e 7 - short Stay Record|
B Country of Residence is a CIHI Mandatory Field that is not completed. - Record Update Aistory ||
& B Province/tenitor issing Heath Card Number is a CIHI Mandatory Field that s not completed. Coder [Updied T
&8 Unit Identifer is a CIHI Mandatory Field that is not completed. [Budiey 200710724 1713 |
|1 B Reason for Admission - Threat or danger to self is a CIHI Mandator Field tha is not completed b

AT [MiddeName [15 [Alphabetic Q& [Middle Name

I

[

Search for a OMHRS Visit
In the OMHRS module Find E (F4)

In the Abstract Search screen, find the record by using one of the search options. For details on
searching, see Basic WinRecs Functionality section.

There are specific fields for OMHRS in the Field Search F3 selection.

If searching by Chart Number or Patient Name all Assessment Types for the patient will be listed.
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Y OMHRS Search [ ]
Options
[ [Chart Number [Ocearra | L] Exact Match Search
[Chart Number
[Chart Number
| [Chart Number
| [Hosp L[ Deceased | Chart # Patient Name Date Stay Began| Assessment Date Assess Type
| 0000045676 TRAINING, PATIENT 2007/09/24__| 2007/09/24 7 - Shott Stay Record
00045676 TRAINING, PATIENT 2007/09/24 | 2007/03/25 7 - Short Stay Record
| 0000045676 TRAINING, PATIENT 2007/10/07 | 2007/10/07 3 - Full Admission Assessment

Select the assessment. All data entered previously will display on the grid. In the Patient

Visit History, all Assessment types that have been opened are displayed.

Update fields as appropriate and Save (F7)

OMHRS Specific Visits

To view other assessments for the patient double click on the visit in the Patient Visit History and the
OMHRS visit will display on the main grid.

mlwﬂ
[10)
READ-DMLY - SHORT STAY

]m

Care |Inst Wigit Date -~

A 54043 2005411403 i

-

BE |54085 2005M10/22

| |
| |
M|EE [54085 2005M10/22
[ |

Cindn AnAA A0

T e T T P ilal

Adding Notes in the Assessment

To add a note, go to the note field on the main grid. You can find these easily as they are highlighted in
green and the field name will include the word “Notes”.

01: Yiolence i es
[@m 01: Yiolence Notes

There are Notes fields available for each of the MHAP (Mental Health Assessment Protocols), as well
as Assessment Notes.

The Note fields functions like a multiform.

To create a note, click on the note field. This will take you to a Notes multiform.

For details on entering new notes, deleting and editing, refer to Abstracting Notes in the Abstracting
Section.
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Assessment Types

Admission Assessment - Through the interface process from ADT SYSTEM, all Admission
assessments will be created for you. All you need to do is complete them and ensure they are error
free.

Discharge Assessment — Through the interface process from ADT SYSTEM, all Discharge
assessments will be created for you. All you need to do is complete them and ensure they are error
free.

Short Stay Assessment — Through the interface process from ADT SYSTEM, if the Length of Stay is
less than 3 days, the interface process will create the Short Stay assessment for you as well as delete
the Admission and Discharge Assessments it has created. All you will need to do is complete the
assessment and ensure it is error free.

Quarterly Assessment — These will not be created through the interface process. You will need to manually
create these assessments. Please see the notes under the heading “Creating Assessments”.

Change In Status Assessment — These will not be created through the interface process. You will need to
manually create these assessments. Please see the notes under the heading “Creating Assessments”.

Creating Assessments

There will be 2 occasions when an assessment will need to be manually created within WinRecs. One
is the Quarterly assessment, the other is the Change in Status assessment.

Both assessments are created the same way and follow the same steps.

A Quarterly assessment is required when a patient has stayed more than 92 days since the last
assessment was done.

A Change In Status assessment is required when “a patient has had a major physical, mental, or social
change/event that would render the current assessment and care plan invalid” (CIHI 2006).

To create a new assessment type, you must be in the OMHRS module itself.
newll] (£5)

Select the type of Assessment to create.
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x|

Chart Number

| | [ E=zact Match Search

Azzezzment Tupe

Full &drizsion

Short Stay
Cluarterly

Change in Status
Dizcharge

Type the chart number of the patient you wish to create the assessment for.

The system will show you a list of OMHRS visits for that patient. You will need to create the new
assessment by selecting the corresponding visit from the list.

i
Chart Number

|9999999 | [ Exact Match Search

Assessment Type Deceased | Chart Mumber [ Full Mame | Aszess Tupe |
Full Admission §] | 00099339393 | Training, OMHRS Patient 3 - Full Admission Assessment |
Short Stay
Quarterly
Change in Status
Dizcharge

1 Records Returned

By double clicking on the selected case from the list, the system will create the requested assessment
the assessment type will change and is displayed just below the Module banner.
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OMHE il

54546 - 4 : 99-9999-9 - Training, OMHRS Patient - 2005/09/19 NEW {EDIT} - QUARTERLY
[eal T (YRR T | ] ] Pahien H T 1

Integrated Assessment Record (IAR)

The Integrated Assessment Record (IAR) was mandated for OMHRS as of April 1, 2012.

The IAR Assessment Consent Flag is located in the Central Patient Index (CPI ) to allow the client to
set the flag to:

Y= The patient has agreed to allow the sharing of their visit within the IAR
N=The patient has requested that this visit not be shared within the IAR

P w0000 Wanseci 6 Venion 289 (B 34] - Wier Ptk res - (msrommant: Teut 90N - Modulsr CFY ICenest Patient Indes)

[ wrmtiaca ppicaon erns 1004 + M) EDNEEEEDEE B 3- 3 0 @~ -

".'u BLAD -ONLY E
B WA Anvenamend Conaend Flag N
& |
=
g Fnke P Finkd ok
o]
[E] W] | Usiwessad Lunding 10 QLIY
a
Bl ®| | Secist S VLP Patient
]
@ ‘H_—G—h d
Last Vit D st 201 2
5t st
Mams at i
8| | Mden Rame _ -
gl iama | 1] Posm [ Cumars 1|
B| | Last Hame H

B Lot ot Dt i ot s s o st clat

| Ot Reowemcicuns
Eﬂ“‘"‘”ﬂ lENiINM

[P Y Prw—r ey R B T Y— —
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This field will be visible and mandatory if the client has purchased the IAR sub module. If the client has
not purchased the IAR module then the field will not display and the field will not be mandatory. If the
field is visible then the default should be blank to force the client to enter Y=yes or N=no. By selecting
Y=Yes the patient is confirming that all visit assessments will default to “Y”. If the patient enters N=No
then all visit assessments will have no default and the visit assessment will be mandatory to enter
either Y=Yes or N=No before an assessment save can happen. If the client changes this field from a
Y=Yes to a N=No then all of the visits will change and they will be prompted as a reminder.

Please note that this is not the flag that is sent to Community Care Information Management (CCIM).
That flag will be set for each assessment.

Ontario Mental Health Reporting System (OMHRS) -> Integrated Assessment
Record (IAR)

H MEDITO0 Worlla 1O Vpnarn 2T [udd 147 - Uper Paivch lrsie - Erescorenpst: Terl? 800N - Module: Wervial Health Reporteng Syoes - KD 10

P Winltacs® Aphcsian e (0ol - 4] |ADEEEOEEDNER B 3- @ B- -5 -

[—T 6]
T i
SI7S3 - 1 NANE 1 20PN TADQRLY - ADHISSHIN

A ok T

E | .-J ] Corw [Pl st it Dt

E] Pkl B [ i

E i luwh AA Gagh oll Caie Proese

|

ol

S AR Assessmend Convent Flog "

E Datn WAF Convend Geven

O]

I LAF CEIH Suemttad

Date Saghemen niors Sl fo CC1W A DIRE

BEEEL

I LAN COIW Cosmvacind Ll

Clale Coneclam Send b DOIM AT ] fihses C11

71 [ Conariny o Fitsmdorare & o 3] Marwiotary Fosk Bt ol oumpletes] A |- = o
[ aias wispr
71 [ Proveceemsivey g sl Card Fumbe it 8 T b gedaioey Faskd thal & o compleisd o .Mf.q_ : e
51 [ Vs Cancd Humbon Siafun in 8 CO B anclairey Fiskd st ol compleisd T e
51 [ Urd iderifies i 140 M artinfowy Finid thad 1 e cormpleied S Congrativs D]
B i oy F ) =
B v e T
. ' . edtory Tk rrmed TPty [
31 [ € ptomad @ CIHE ooy Fapld Wl i rood passplsied '-Ei\-‘wt--’-.ni‘:-u
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The IAR CCIM Assessment Consent section will only be shown if the client has purchased IAR
subsystem. The following fields have been added to the OMHRS assessment module:

IAR Assessment Consent Flag (mandatory)
Y= The patient has agreed to allow the sharing of their visit within the IAR
N=The patient has requested that this visit not be shared within the IAR
U=this means the selection is unsupported
Does the Patient/Client consent to the sharing of their assessment?
This is a mandatory field to allow Health Service Providers (HSP’s) access to your visit assessment.

This field will be visible and mandatory if the client has purchased the IAR submodule. If the client has
not purchased the IAR submodule then the field will not display and the field will not be mandatory. This
field will be submitted to the IAR along with the same fields submitted to CIHI for OMHRS. If the
CPI:IAR_Assessment_Consent_Flag element is set to N=No then the
OMHRS:IAR_Assessment_Consent_Flag does not default and the patient will need to provide
consent. If the client has entered Y=Yes for the CPI:IAR_Assessment_Consent_Flag then the
OMHRS:IAR_Assessment_Consent_Flag will default to Y=Yes.

Date IAR Consent Given (mandatory):

This is the date the patient gave consent for either yes they want their assessment to be visible in the
portal or no they do want it

Is IAR CCIM Submitted
N=Not Submitted to CCIM,
Y=Submitted to CCIM
This flag determines whether or not the submission to CCIM has occurred
Date Submission Sent to CCIM:
This date field indicates the first time the assessment was sent to CCIM
Is IAR CCIM Corrected:
C=Correction, D=Deletion, N=New
This flag determines the type of submission to CCIM
Date Corrections Sent to CCIM:

This field identifies the date that the corrections to the assessment have been sent
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The System for the Classification of In-Patient Psychiatry grouper is available to clients to
purchase in addition to the OHMRS module. The SCIPP grouper data can be found in the
right-hand display panel of the OMHRS module, above the Record Update History. An
associated "auto-calculate SCIPP Grouper" option has been added to the User Profile.

SCIPP Grouper pre-designed reports have been made available.

The SCIPP Grouper is only available to clients who have purchased this functionality in addition
to the OHMRS module.

SCIFP

Category

Group

Weight

0-Short Stay

1-Schizophrenia

2-Cogritive Disorder

2_0DC

1.2236

3-Mood Disorders

4-Perzonality Disord

5-E ating Dizorders

B-Substance Use D

T-Other Dizorders

8-Ungroupable

Batch Grouping

Batch Grouping of SCIPP data is available using the Batch Grouping functionality in the Utilities menu.
Please see Using the Batch Grouper section in this User Guide for detailed information on the steps

required.
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Printing Reports

All OMHRS reports will be set up to run in the OMHRS module. See System Maintenance\Look Up
Field Maintenance\Report Selection List for detailed instructions to set up reports.

To print a report set up to run in OMHRS press Print (FlO)
Select the report you would like to view.

&7 MED2020 WinRECSEWErSION:d [N celect Reports = 1| i ] 1|
File Actions Modules Help Applicatior: OMHRS ICD 10

|Winne:se Application Menu ForUser:  52-niki2 | = -

[ 0.20708 1 Reports Found

caldh Care Sofiare ne
54547 - 3: 342-5815-2 - SEWEI

Middle Name
it Date
54048 005/11/04

Field Name 54085 005/10/20
54547 005/10/20

Last Name
First Name
Middle Name LI
Country of Residence
Province/temitory issu
O[Health Card Number
Chart Humber

Case Record Number
Facility Number [~ |
Unit |dentifier

ection AA Signed Of

ection AA Sign OFf D Assess Type

ection AA Sian off C. £ - Change in Status Assessment
3 - Full Admission Assessment

| Sex

__|m[Bithdate

ccord Update Histary

- [Updated -
EMail[F11] |[E P Fro | = |2006/02/03 13:28

d DT EFERE T2nnR/m2m 1412 =
Fal [2&1c [Middle Mame [15 [Alphabstic (& | Middle Mame <| |

Astart||| 17 & 3 || Bb. | el | Elom. | BEre. . | rvce. | Qs | Glsel. |[fsel. [CRUES s

EEECEEERDEEHEEDEREEEEE
=

Show Report [F12
[ MEETEETRE (F12.)

If you wish to view the report on the screen press Show Report

SCIPP CMI weights for case groups may change from year to year. Unlike the CMG or CACS Grouper,
there is no methodology year to report on for the SCIPP Grouper. As a result, to report on a given
methodology year you will need to set the date range in your report to match the fiscal year of reporting.
For example, to report the SCIPP Grouper values for Fiscal 2013 set the date range of your report to
2013/04/01-2014-03-31.
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MDS2.0 Assessments (CCRS)

E MED2020 WinRecs© Yersion: 2.8.5.000.01B - User: MED2020Coder - Environment: Test2850N_NRSGrouper - Module: Minimun Data Set 2.0

File Actions Modules Help
[ winRecs® Application MenuCul + 1 |[E] [ & AEAB =5 H-

51237 - M000D0-0285 - Training. MDS 2.0 - HE UL =Rl
& Hospital Link [ Patient Visit History__ [}
| |
| Field Mame: Field ' alue Field Description [
| |Hospital Link

| Admission Date 2008-06-25
M | Facility number a1237 Med2020 CCRS Institution
Site Number
0| Unigue Register Identifier 51237200807140000343
Maiden Hame
Last Name Training 3
Middle Name
First Name MDS 2.0 I
Room Unit
Room Number
| Gender F Female
| Bitth date 1954-01-25
| Estimated birth date N No | Rues
| Treaty/band m
D[ Marital Status 2 Maried el
| Province/tenitory issuing health card M Dntario EHETEIRSE
I Special Care
| Health card number 3622382822 Complex Care
H.C.N. Version |mpaired Cognition
| Health record number 100000-0285 Training, MDS 2.0 et vt (et
T p—— ™ 0 « | [ Physical Function
Record Update History
H] Coder [Updated | -
- IMED2020 |2008/07 14 0m2 | . A7

Search for a MDS2.0 Visit

In the MDS2.0 module to search for existing/interfaced assessments use Find (F4).

)
To create new assessments manually use New — (F5)

In the Abstract Search screen, find the record by using one of the search options. For details on
searching, see Basic WinRecs Functionality section.

There are specific fields for MDS2.0 in the Field Search F3 selection.

If searching by Chart Number or Patient Name all Assessment Types for the patient will be listed.

MDS 2.0 Search

Options

[Health record number I | [OoearFa | [ Exact Match
Health record number || Dec| Chart # Unique Fiegister ID Patient Mame basess T
V123 N_| 00000vL123 5533320111D0E0000438 NG, Yuen [
V123 N_| 00000vL123 55333201 11D0E0000438 NG, Yuen 0
2003 N | 000ckedzoms 51237200305040000370 Sds Sds [
52008 | 0000oxz00 51237200905040000370 Sds Sds i
w1 N_| Q0000w A15 54341 2011051 B00432 i

Select the assessment. All data entered previously will display on the grid. In the Patient Visit History,
all Assessment types that have been opened are displayed.
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Select assessment by highlighting and double click or press enter.

All data entered previously/interfaced will display on the grid. In the Patient Visit History, all
Assessment types that have been opened are displayed.

READ-ONLY - FULL

e

gl oo viitieoy B
Care Fl Inst Wizt D ate
—Im L-05 EMO04 | 2009/04/08
Nl L-05 EMO04 | 2009/04/07
] L-03 EMO04 | 2009/04/06
el L-04 BMO04 | 2009/04/05

]

[ L-08, BMO04 | 2009,/04/04

Update fields as appropriate and Save =] (F7)

Sidebar (Information Pane) [RUG Description | RUG [ CMIweight

RUGS

Field

Rehabilitation

Extensive Care

Special Care

Complex Care

Fehabilitation
Estensive Care
Special Care
Complex Care
Impaired Cognition
Behaviour Problems
Phuzical Function

Description

Identifies Rehab RUG-III group the client has been assigned to. The table
displays the RUG-IIl code and level as well as the Case Mix Index Value.

Identifies Rehab RUG-III group the client has been assigned to. The table
displays the RUG-III code and level as well as the Case Mix Index Value.

Identifies Rehab RUG-III group the client has been assigned to. The table
displays the RUG-III code and level as well as the Case Mix Index Value.

Identifies the Clinically Complex Care RUG-III group the client has been
assigned to. The table will display the RUG-IIl code and level as well as the
Case Mix Index Value.

Impaired Identifies the Impaired Cognition RUG-III group the client has been assigned

Cognition to. The table will display the RUG-III code and level as well as the Case Mix
Index Value.

Behaviour Identifies the Behaviour Problems RUG-III group the client has been

Problems assigned to. The table will display the RUG-III code and level as well as the
Case Mix Index Value.

Physical Identifies the Reduced Physical Function RUG-III group the client has been

Function assigned to. The table will display the RUG-III code and level as well as the

Case Mix Index Value.
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RUG-III Grouping Methodology within WinRecs® for MDS 2.0
Reporting

As information is collected within the WinRecs® application, the RUG-III grouping methodology will
begin to assign the RUG-III code and the associated Case Mix Index Value:

FUG Description  [RIUG | CHI ' eight
R ehabilitation

Extenzive Care

Special Care

Comples Care Caz |0.7049
Impaired Cognition [ 141 |0.4539
Behaviour Problems| Bal | 04032
Physical Function  [PA1 | 0.3381

Double-clicking within this smaller table will open up the
table seen below. This further detail when clicking once
within any of the RUGs with values will automatically let
you see what data elements were applicable in the RUG-
[l code assignment, what values within those data
elements triggered the RUG-IIl code and will show the
corresponding CMI Weight. To exit out of this table,
simply click the ‘X’ on the top right corner.

RIG Description | RUG Group Chd| ‘weight CIHI D | Field M ame

R ehabilitation C

Extensive Care

Special Care 2

Complex Care CAZ2 0.7049 g 1

Impaired Cognition Megative statements 1] Indicator not exhibited in last 30 day:

Behaviour Prablems| BA1 0.4032 Elb Repetitive questions 1] Indicator nat exhibited in last 30 daw:|

Physical Function |F'A1 ‘ 0.3881 Elc Repetitive verbalizations 1] Indicator nat exhibited in last 30 day|
Eld Persistent anger with self/others 1] Indicator nat exhibited in lagt 30 day|
Ele Self deprecation 1] Indicator not exhibited in last 30 day:
E1f Expression of unrealistic fears 1] Indicator nat exhibited in last 30 daw:|
Elg Recurrent statements that something terrble is going k|0 Indicator nat exhibited in last 30 day|
Elh Fiepetitive health complaints 1] Indicator not exhibited in last 30 day|
Eli Repetitive anmious complaints/concerns 1] Indicator not exhibited in lagt 30 day|
Elj Unpleazant moaod in marning 1] Indicator nat exhibited in last 30 daw:|
Elk Inzomnialchange in usual sleep pattern 1] Indicator nat exhibited in last 30 day|
Eil Sad/pained/worried facial expressions 1] Indicator not exhibited in last 30 day|
Elm Crying/tearfulness 1] Indicator nat exhibited in lagt 30 day|
Eln Repetitive physical movements 1] Indicator nat exhibited in last 30 daw:|
Elo ‘withdrawal from activities of interest 1] Indicator nat exhibited in last 30 day|
Elp Fieduced social interaction 1] Indicator not exhibited in last 30 day|
Edad | 'Wandering-frequency 1 Behaviour of thiz type occurred on 1
Edbd | Verbally abusive-frequency 1 Behaviour of thiz type occurred on 1
Edcd | Physically abusive-frequency 2 Behaviour of this type accurred 4 to
E4dd | Socially inappropriate or disruptive behaviour-frequenc| 0 Behaviour not exhibited in last 7 day

Resizts care-frequency

Behaviour not exhibited in last 7 day
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Assessment Types

Note: The below assessments types are effective to March 31, 2012

The following assessment types are available when abstracting in MDS 2.0:

[¥] select a Chart
Health record number

O Ewact Match Search Mew Chart [F5]

Aszessment Type |
00 - Demo Changes

01 - Admit Background

01 - Full dmit

02 - Full Anrwal

03 - Full Changes

04 - Full Corrections

05 - Quarkerly Azsessment
0 - Dizch Mo Retum

07 - Dizch Retum

02 - Digch Mo Assessment
09 - Re-Entry

10 - Quarterly Comections
17 - Update Record

Assessment Type

00 Demographic
Changes

01 Admit Background
(CA)

01 Full admit

02 Full Annual

03 Full Changes

Description

To be completed at any stage if changes or corrections to
demographic information are required.

To be completed for each resident upon admission. This is
submitted with the Admission Full Assessment Record if
the Full Assessment is required.

To be completed by the 14th calendar day of the resident’s
admission to the facility if this is the resident’s first stay in
the facility or if the resident returns to the facility after being
discharged and the conditions for use of the Re-entry Form
do not apply. The 15t calendar day of admission =0, i.e. If
patient was admitted on January 1%, then the full admit
should be completed by January 15%.

To be completed within 366 days of the Assessment
Reference Date (Element A3) from the last Full
Assessment.

Required if there is a significant change in Resident’s
status. Complete a Full Assessment within 14 days of the
day determination of a significant change has occurred.
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04 Full Corrections After the Full Assessment has been submitted, the facility
might realize that some items are in error. Should be
completed following the determination that corrections are

required.
05 Quarterly Used to track resident status between Full Assessments,
Assessment and to facilitate monitoring of critical indicators relating to

changes in the resident’s status. The Quarterly
Assessment must be completed within 92 days of the last
Full or Quarterly Assessment.

06 Discharge - No Required whenever a resident dies or is discharged from

Return the facility. This is the only record that must be completed
at the time of any discharge or death. Complete the No
Return (06) if no return to the facility is anticipated.

07 Discharge Return Required whenever a resident dies or is discharged from
the facility. This is the only record that must be completed
at the time of any discharge or death. Complete the Return
Anticipated (07) if a return to the facility is anticipated.

08 Discharge No Discharged prior to completing initial assessment.
Assessment
09 Re-Entry Used when a resident is readmitted following a previous

discharge from the facility. Certain conditions must be met.

10 Quarterly After the Quarterly Assessment has been submitted, the

Corrections facility might realize that some items are in error. Should
be completed following the determination that corrections
are required.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 189 of 410



ceov0e0
c0o000

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

11 Update Record Assessment type added Fiscal 2010; May be completed at
any stage after the resident has been admitted. The data,
where completed, will capture the date when the Private
Pay Flag (AD1), Bed Type (AD2) and/or MIS Functional
centre changed (AD3). Must be submitted within 60 days
following the end of the quarter in which the change or
error was identified.

Record Types Effective 2012 Fiscal

Year:
CR Control Record
AD Admission/Re-entry
FA Full Assessment
QA Quarterly Assessment
MD Medication
DC Discharge
uUP Update
SP Special Project
Cl Contact Information

Selecting an Existing Assessment

Select the assessment you want to work in by either selecting the abstract from the Patient Visit History in
the CPI, or:

Open Minimum Data Set 2.0 (located under Abstracting ICD-10) from the winRecs ® Application Menu or the Modules
menu.
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Press F4 or click the search button to open the MDS 2.0 Search window.

Press F3 to change the search criteria.

7. MEDZ0Z0 WinRecs®© Version: 2.8.5.000.01B - User: MED20Z0Coder - Environment: TestZ850N_NRSGrouper - Module: Minimum Data Set 2.0

[ | Ooeara |

[Ednission Date
Batch vear

Bith dale

Date Sent to CIHI
Encounter Number
Finish Date

Finish Time

Fitst Name:

H.CN. Version

Healih card number
Health record rumber
Healln register number
Input Date:

Input Time:

Interface Date

Maiden Name,
Middle Nome
Fiior pimary residence postal code
Fioom Nunber
ecand Chant/Register Number
ermincl Digt (Chart Number]
band

3
ser Humeric: 4
cer Time 1

u
u:
User Time 2
User Time 3
User Time 4

0 Recardk Retuned

Bistart| | (& @ (- | o) Offce Communicator | [~ Tnbox - Mirosoft Cutock | [] MEB2020 Tineshect [Pl 02020 WinRecs® Yo | @]« @

Specify the search criteria and text, and press ENTER.
Select the record from the list.

Note: Facilities that have a batch or HL7 (real-time) interface transferring records into the

WinRecs program will use the F4 search function to locate the assessment records they
need to complete.

Creating a New Assessment

[¥] Select a Chart

Health record number

] Exact Maich Search  |[5] Hew Char 5

Assessment Type Hosp| Decea | Urique Register [Tt [.é\ Chart Numnber | Full Name \ Birth D ate \ Date Stap Beg|Assess T\
00 - Dema Changes N | D00000M 285 | Training, MDS 2.0 19540125 | | |
01 - Admit Backaround

01 - Full Admit

(02 - Full Arirwal

03 - Full Changes

04 - Full Corrections

05 - Quarterly Assessment
06 - Disch Mo Return

(07 - Digch Return

(08 - Digch No Assessment
09 - Re-Enty

10 - Quarterly Corections

1 Records Retumed

Click the New button or press F5.
Type the patient Chart Number.
Highlight the Assessment Type from the list.

Press ENTER to display the patient details.
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Once the patient is selected, the MDS 2.0 module opens to the selected Assessment Type, bringing forward
any demographic details contained in the Central Patient Index.

Note: A facility that does not have an interface to transfer the patient visit information into
WinRecs ® will use the F5 (new) function to create a new assessment record.

Auto-Completion of Fields

Depending on the assessment section, some fields will auto-populate with values based on a key
qguestion. A good example of this is the Responsibility/Legal Guardian section of the Full Admission
Assessment. (see picture below)

If Y is typed in the None of the below field, the remaining fields’ values default to No.

This assists with the completion of assessment fields where the section does not apply to that patient, yet
must be completed based on data submission requirements. This requires less key-stroking for data entry
and consistency in the quality of data entered into the abstract.

Mone of the below Y Tes
| Legal guardian il Ma
0| Durable power of attorney/financial i] Mo
I | Other legal oversight i] Mo
0| Family member rezponsible i] Mo
0| Endurable power of attornep/health care 1] Mo
LI | Resident responsible for self i] Mo

Field Descriptions

For each data element, the description of the field is displayed on the right-hand of the WinRecs ® abstract
in MDS 2.0 for assisting the data entry. The description assists in providing the additional information
about the field so that the correct data is entered for each data element. See the following example within
a Full Admission Assessment for “Eating Self-Performance”:

How resident eats and drinks [regardless af|
zkill]. Inchudes intake of nourizhment by
other means [e.q. tube feeding, total
parenteral futrition].
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Completing the Discharge Assessment

8 medapps.med2020.ca - Remote Deskiop

& MED2020 WinRecs® Yersion: 2.8.5.000.01B - User: MED2020Coder - Environment: Test2850N_NRSGrouper - Module: Minimum Data Set 2.0
File Actions Modules Help

|WinHecsSApplicalinn Menu [Cul + M] || = ARHEHE =- E E-

L 2 MDE 20 TCD 20

W Care Softmare Dhi-

51237 - MO000D0-0285 - Training, MDS 2.0 - NEw {EDIT} - DISCHARGE

Second Chart/Register Number [

WelCae |PInst Vit Date
M| [L0a | 51237 |2008/06/25
Figld Name Field Value Field Desciplion < (m] Teor | [51257 [zo0a/7.09

Hospital Link
Unique Register Identifier 512372008071 40000343
Maiden Name
Last Name Training
Middle Name:
First Name MDS 2.0

[C] 1 5]

=

ender F Female
irth date 1954-01-25
timated birth date N

Mo

reaty/Band «
acility number 51237 12d2020 CCRS Instiution
ite Number

Province/teritory issuing health card OH
Health card number 3622382822
H.C.N. Version

Health 1ecord number HO000D0285 Tiaining, MDS 2.0
Health register number i

econd Chart/Register Number

Encounter Number RUGS

M.LS. Code —_—
Attending Physician EUF Pfsc_nptmn AUG | CMI Weight
Reteriing Provider

Nursing [Room] Area/Unit/Location
Coder Number Spesial Care
|Reason for 06 Discharge-retumn not anticipated Complex Care
Admission Date 20080625 Impaired Cognition
Discharge Status Behaviour Pioblems

Ontario

[
[==TI=[=T =TT

Extensive Care

Discharge to facility/level of care Physical Function

Discharge to faciinevel of care is a CIHI Mandatory Field that i not completed. ‘ Record Update History

4

ischarged to facility is & CIHI Mandatory Field that is not completed.
ischare Nate is & CHI Mandato Fisld that is not camnlsted Al

< >

When completing the Discharge Assessment, you will notice that several fields are grayed out with the
data displayed in the field. These are fields that have had the data entered in the Admission, Full or
Quarterly Assessments and must not be changed.

Most assessment values are carried over from the earlier Assessments to the Discharge Assessment
so that there is consistency in the collection of common data elements for the same individual for that
particular encounter for care.

Update the information by highlighting a field and typing the new value, then press ENTER.

Deleted Records in CCRS

To delete a CCRS record that has been submitted to CIHI, open the record that needs deletion. Please
note that assessments must be deleted in reverse order of submission (Quarterly Assessment needs to be
deleted before Admission assessment). When deleting the record the following warning will show for CIHI
Submitted records.
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warnipg |
Warning

Thiz record has been submitted ta CIHI. Any changes should be re-zent by either creating a
riew Comection Agzeszment or by re-zetting the submizzion statuz if the record waz not
accepted by CIHI.

ok | Contact Uz

Press Delete (F9) and the following message below will appear. Press Yes.

— Question

Are you sure vou want to delete this record?

Tes Mo | Contact Us
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The following Warning message will display and the chart will move to the Purge/Undelete Module:

] Warning

Thiz record haz been submitted to CIHL. It will be flagged as deleted, but should be sent ta
- CIHI a= a correction before the final purge.

ak. | Contact Us

After pressing ‘Yes’ to ‘Are you sure you want to delete this record?’, if you get the following error

message then any assessments created after this one need to be deleted as well. These
assessments must be deleted in reverse order of submission.
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| H Error

= These assezzment were submitted and the asseszment date is after this asseszment. You
need to delete theze azzezsment first before yow can delete this assessment

L-07 2012/05./03
L-09 2mz/05/06

oK ‘ Contact Us

A submission file for the fiscal quarter applicable to the deleted assessments will then need to be
created. See Create a CIHI Submission File for details.
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Cancer Care Module — (CCM)

||(r4I:IH4..'\.|lm,|.f\|n‘ |

Overview

The Cancer Care module is a data collection tool within the WinRecs suite of modules, sharing a
common Central Patient Index and allowing the collection of cancer care data specific to the Disease
Registration and New Drug Funding Program - NDFP Enroliment.

Please refer to the Basic WinRecs Functionality section of the User Guide for details on the record
layout and functionality.

Creating a Disease Registration / NDFP Enrollment

Select the Cancer Care module from the WinRecs Application Menu\Abstracting, or from the Modules
menu. For example: Abstracting ICD 10-> Cancer Care [CCM].

New (F5)

Select a chart screen will appear.

|8l select a Chart
Host Hospital Patient

| | [0 Exact Match Search

Azzessment Type |

Diseaze Registration

MOFF Enrallment

In the select a chart window, the option of creating a new Disease Registration or an NDFP Enrollment is
provided. Highlight the option you wish.
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Note: An NDFP enrollment can only be created once a Disease Registration has been
completed for a patient.

Enter the chart number of the patient in the data entry box, located below the Host Hospital Patient
heading.

If the chart exists in CPI the chart number will populate.

If records are displayed, there a three ways to select a record:

Double-click on the record
Select the record with one click and press ENTER
Using the up and down arrows, highlight the record and press ENTER

[E] select a Chart B

Host Hospital Patient

a
|SBH | [ Exact Match Search Mew Chart [F5] -

Azzezsment Type Hosp ID | Deceazed | Chart Humber Full Mame Bith Date

Dizeaze Registration M 00:h333157 Bridgerew, Hary 1962/02/25

NDFP Enrollment N 00:b333264 Bridgerain. Maxing 1962/02/25
N 005B333356 Bridge, Phillip Ticket 5777 1945/02/25
N 005B333456 Bridgeron, Faloon 1962/02/25
N 00:b333471 Bridgetutu, Jacob 1925/02/25

Selecting a record will bring you into a new disease registration or NDFP Enroliment.

Any common data elements between the CPI record and the Disease Registration and/or NDFP
Enroliment will populate in your new record.

If the chart number entered in the select a chart window does not exist in CPI, you will receive the
following message (see screen shot below).

Selecting “Yes” will load the Central Patient Index (C.P.l.) window and the user can enter a new C.P.I.
record. (See Creating a C.P.lI Record section of the WinRecs User Guide)

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 198 of 410



ceov0e0
c0o000

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

Question

Chart cannot be found. Do pou wish to create a new one?

Tes | | Mo | | Contact Us

Completing the Record

As you move through the record, fields can be entered with data. The field you are currently viewing is
highlighted in yellow and the field name displays at the top of the window, next to the data entry box.

All data entry is done in the Data Entry box, once the information is ‘entered’; the information will
display in the field on the main grid.

An error message will be displayed at the bottom of the window in the Message List box for fields that
are mandatory or suggested and not completed.

A record can be saved with mandatory fields missing. Any remaining errors will be displayed again
when that record is accessed later.
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J[E 3

[w]]

[#] Home [F10]

< Back [F11] > Forward [F12] |

CC/Visit Program Code

T - 0930 - 5B01114587 - Bridges. Lloyd - 2008/02/12

=

Health Professic| CCA/isit Pro[ HCP Mumber | HCP

READ-ONLY

Occunences

1

[Sur | |

Figld Name

Health Professionals Occumrence

Field Value

Field Description

Health Care Professionals

1

CCAYisit Program Code

SUR

Surgical

HCP Number

Or. G. Surgeon

HCP Sumame

HCP First Name

HCP Specialty Code

Family Practice

HCP Status

Ative

Host Hospital HCP Number

Crr. Family Practitioner

This optional multiform is used to record any health care providers involved in the patient’s care.

There are specific function keys available to process a multiform. They are:

New [&] (F5) - Creates a new occurrence.
As soon as you finish one occurrence press Enter and the system will automatically move to the next

occurrence.

Delete (F9) - This button will delete the occurrence you have selected. The system will display a
message “Are you sure you want to delete this occurrence?” to validate the deletion.

[#] Home [F10] < Back[F11]

Home — Returns to the first active field in the Main Grid.

> Forward [F12]

Home/Back/Forward move the cursor out of the

Note: Consult your facility’s guidelines to learn when and how to record any Health Care

Professionals

Saving the Record

Save (F7) to save the record.

If it is the first time the record has been saved there will be no other messages.

If the record was previously saved, the program will require it to be in EDIT mode from READ ONLY.

Select Edit @ (F6), and then Save (=]

(F7).
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Any changes made in READ ONLY mode will not be retained until the record is saved. If you select

Save (F7) while in READ ONLY, a message displays: “You are not currently in edit mode.
Would you like to save this record anyway?” Select ‘Yes’ to save the record. Select ‘No’ to return to
the record without saving it. This allows the opportunity to not save any changes made on the record.

Patient registered for treatment — Amcare basis (NACRS)

As the patient attends your facility for treatment on an inpatient or outpatient basis you want to
ensure that these visits do in fact get processed through from your ADT system to WinRecs.

Some visits of a clinic nature may not currently be processed as they are not required by CIHI (ie.
are non-mandated MISCodes).

For these cases, confirm with your CIHI representative that the submission of any additional
MISCode abstracts to CIHI will not be problematic and inform them that they can expect these new
clinic type records effective April 1st.

Update / modify your current interface to also send those visits to WinRecs and then the MED2020
interface needs to be updated to accept them.

Visits will be populated in the NACRS module.

Additional Cancer Care fields have been added to the standard NACRS module to allow you to
enter the Chemo and Radiation Treatment fields required for visit level reporting.

Please ensure that these fields are open via the Control File, for access for the coders that will be
coding the cancer care patient information for you.

MISCodes should drive the opening of these fields.

Below you will find a screen shot of these new fields:

Locating an Existing Disease Registration / NDFP Enrollment

Select the Cancer Care module from the WinRecs Application Menu/Abstracting, or from the Modules
menu. For example: Abstracting ICD 10-> Cancer Care [CCM].

For details on searching, see Basic WinRecs Functionality section.

Facilities using batch or real-time interfaces to open records in a WinRecs database will use Find
(F4) to locate existing chart numbers for data entry.

Facilities not using interfaces to open records in WinRecs will manually create new disease
registrations or NDFP Enrollments using New (F5)

Find & (F4)
To change the fields used in the search, click in the text box next to the field or press F3

Check/uncheck the Exact Match Search check box as required (if searching by Host Hospital Patient
Chart Number).

Type the search text in the Data Entry Box and press ENTER.
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Qptions

|Palienl Surname / Last Hame ||bridge | |D Clear [F8] |

|Hosl Hospital Patient Chart Humber || |

Haoszp ID Deceased Chart # Seqit Patient Mame Reqister Date Tupe
N 0581114587 1 Bridges, Lioyd 2008/02412 o
M 0581114587 Bridges, Lloyd 02

Note: There can be up to 4 search fields. The number of search fields used can be customized.
Click Options in the Cancer Care Search window to view the options.

Hint: To search for records for an entire month, type 00 for the day (DD).

Record Types

The Cancer Care Search results window will display a number of columns with data elements displayed
to assist the user in selecting the appropriate record.

The Type column will indicate:
¢01 for a Disease Registry or
«02 for an NDFP Enrollment record

T - - XWO02-0110-4 -  Last Middle - 01/04/2011
B Patient Sumame / Last Name
&
Field Hare FidVahie Fiekd Desciition
@ Staging Version 0% AICE Bih Edion
E
Hospital Link
Province Code 5 Ortaio
B |Pationt Chart Number HAOTZOTI 04 Last il
Pationt Sumam / Last Nams
Pationt First Name Lsst
Fationt Middle Name Wikl
Pationt Maiden Nams Fist
0| Gonder F Famdle
| Date of Birth 0B AT
Death Indicator N No
Date Patient Died
|Postal Code kv 28 tans wiest
Citu TOROMTO
ot of Referal to 2 Surgioal Orlogiet i 5ot afer the curent systom date
upport Care Refenal Dats i set it the st system dote
iagninsis Cote is autsids of the Nasplsom tsnge

Disease Registry entry form

Adding an NDFP Enrollment Record

As documented earlier in this section, the NDFP record can only be created based on an existing
Disease Registration. More than one NDFP enroliment can be added per disease registration.
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Viewing an NDFP Enrollment

A side-bar information pane on the disease registration record will indicate any NDFP Enrollments for
this registration.

The individual NDFP Enrollment records can be viewed simply by double-clicking on the selected
record, from within the information pane.

The selected record will load, and details can then be reviewed/updated.

HMDFP Enrollment

Chart Mumber| 10| NDFP Humber | Wersion
SB1114557 5| 201 3
SB1114587 7322 1
a| | b

Defaulting Field Values / Changing Field Sort Order

Several fields in the Disease Registration and/or the NDFP Enroliment may be practical for defaulting
values. Please refer to the Control File section of the User Guide for setting defaults for fields and
customizing the sort order of fields in either of these record types.

Providers

Specific fields have been added to the Provider Maintenance module in WinRecs (found under System
Maintenance) to allow entry of the HCP Program Code and HCP Status for the Health Care
Professionals related to the Cancer Care module. Please see Provider Maintenance in the WinRecs
User Guide for details on editing the provider records.

File Actions Modules Help

[Flwenecse sovkcotion teou e+ 1| |1 [ i B 1 (3 B 6] B 1 & | - [ 2]
117007003

alth < are Sofeware fa
13 - D1. G. Surgeon READ-ONLY

‘ HCP Progiam Code ‘E‘ B
Fiskd Name Fisld Value Field Descrption -
| |HEP Program Code SUR Sugical
HEP Status A Active
| Display Code 13
Hospital Link
CIHI Code Value e
User Description D 6. Surgeon
Default Description Dr. 6. Surgeon
| Valid From Date 1983/04/01
| Valid To Date 208812731
F2 Look Up Note B
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Submitting Data

Creation of submission files is performed via the WinRecs Report Generator. Data is extracted based
on the parameter values presented and entered.

Specific submission reports for:
1) Disease Entity
2) NDFP Enroliment
3) Provider’s Entity
4) Patient Entity

...are available to run and export to the desired application, such as Microsoft Excel.

See the Report Generator section of the WinRecs User Guide for details on how to generate reports.
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Canadian Joint Replacement Registry — (CJRR)

Overview

The Canadian Joint Replacement Registry (CJRR) module is a data collection tool within the WinRecs
suite of modules that allows for the specific collection of joint replacement data as set out by the Canadian
Institute for Health Information for their CJRR Registry. This registry focuses exclusively on gathering data
related to knee and hip interventions as captured by the following CCI codes:

1.VA53.XX
1.5Q.53.XX
1.VG.53.XX
1.VP.53.XX

CJRR records can be created in 3 ways; directly in the CJRR module (manual creation), through a DAD or
NACRS discharge abstract or through a batch in interface from an OR system.

Each facility will need to supply CIHI a list of their orthopedic surgeons prior to using the CIJRR
system. CIHI will send back assigned unique CJRR Surgeon ID’s. This will identify each Surgeon
regardless of where they perform their surgeries.

The version of the CJRR module in 2.8.9 provides data collection functionality. Submission
functionality will be provided following MED2020’s completion of vendor testing with CIHI in April
2012.

Creating a CJRR Record (Manual Creation)

Select the Canadian Joint Replacement Registry (CJRR) module from the WinRecs Application
Menu\Abstracting ICD 10, or from the Modules/Abstracting ICD 10 menu. For example: Abstracting ICD
10->Canadian Joint Replacement Registry (CIJRR).
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MED2020 WinRecs@ Version: 2.8.9 [Build 14] - User: Alan - Environment: Test2890N - Medule: CIRR ~ Knee
File Actions Modules Help

= e =]

‘ WinRecs® Application Menu [Cul + M]

[EEEEEEEREE - IEEEEE

No Records Selected

IDLE - KNEE

r
(et}

‘ Patient Visit History

T

Abstract Main Diagnosis Code

Fizid Hame Fiel3 Valuz Field Descriplion -
<1 Patient Demographics
M Hospital Link

Abstract Record Link

Abstract Intervention Code

Record Type Desi

Fiscal Year of Surgery

Hospital Province Code

Record Submission Objective

CJRR Visit

Provider Number

Surgeon ID

N —
|

Surgeon First Name

urgeon L ast Name

Patient First Name

Patient Middle Hame

Record Update History

Patient Last Hame

Patient Maiden Name

Health Card Authority Code

To create a new record: (F5)

The Select a chart screen will appear.

Select a Chart
Hospital Chart Number

=5
[] E=act Match Search Mess Chart [F5]

Azgezzment Tupe
CIRR Knee
CJRR Hip

In the select a chart window, the option of creating a new CJRR Knee or Hip record is provided. Highlight

the option you wish.
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Note: Each knee or hip replacement in the CJRR is a unique record. Therefore a bilateral knee
replacement will need to have two records created — one for the left knee and one for the right
knee.

Enter the chart number of the patient in the data entry box, located below the Hospital Chart Number
heading.

If records are displayed, there a three ways to select a record:

e Double-click on the record
e Select the record with one click and press ENTER

e Using the up and down arrows, highlight the record and press ENTER
Select a Chart @

Hospital Chart Number

|1 [ Exact Match Search Mew Chart [F5]

Azzezzment Type D¢ Chart Mumber Full Mame Birth D ate -
M 0000001308 SaUWDERS, MARY GLORIA 1943/03/07
M | 0000001309 GIBS0ON, DEBORAH AMNE 1953/07/25
M 0000001311 COLLIN, TAHWEE 1958/0812
M [D000001316 GIBSON, HAROLD D' 1939/04/03
M 0000001322 GIBSON, AUDREY LOUISE 1950/04/30

Selecting a record will bring you into a new CJRR form. Any common data elements between the CPI
record and the CIRR form will populate in your new record.

If the chart number entered in the select a chart window does not exist in CPI, you will receive the following
message (see screen shot below).

Selecting “Yes” will load the Central Patient Index (C.P.1.) window and the user can create a new C.P..
record. (See Creating a C.P.l Record section of the WinRecs User Guide)

Question

Chart cannot be found. Do you wish to create a new one’?

| Yes | | Mo | | Contact Ug |
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Completing the Record

As you move through the record, fields can be entered with data. The field you are currently viewing is
highlighted in yellow and the field name displays at the top of the window, next to the data entry box.

All data entry is done in the Data Entry box, once the information is ‘entered’; the information will display in
the field on the main grid.

An error message will be displayed at the bottom of the window in the Message List box for fields that are
mandatory or suggested and not completed.

A record can be saved with mandatory fields missing. Any remaining errors will be displayed again when
that record is accessed later.

Prosthesis Multiforms

E ICD 10: Doctors/Providers- [READ-ONLY]

‘ [#] Home [F10] ¢ Back[F11] » Forward [F12] |
T - 0930 - SBO1114587 - Bridges, Lloyd - 2008/02/12 DI
CC/Visit Program Code _I m
1 |suR | |
Field Name Field Value Field Description
B Health Care Professionals
N Health Professionals Occumence 1
CCMYisit Program Code SUR Surgical
HCP Humber 13 Dr. G. Surgeon
HCFP Sumame
HCP First Name
HCP Specialty Code an0oot Family Practice
HCP Status A Active
Host Hospital HCP Number 10 Dr. Family Practitioner

This optional multiform is used to record any health care providers involved in the patient’s care.

There are specific function keys available to process a multiform. They are:

New [&] (F5) - Creates a new occurrence.
As soon as you finish one occurrence press Enter and the system will automatically move to the next
occurrence.

Delete (F9) - This button will delete the occurrence you have selected. The system will display a
message “Are you sure you want to delete this occurrence?” to validate the deletion.

[&] Home [F10] < Back[F11] > Forward [F12] '\HAo:??/Back/Forward move the cursor out of the
ultiform.

Home — Returns to the first active field in the Main Grid.
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Note: Consult your facility’s guidelines to learn when and how to record any Health Care
Professionals

Saving the Record

Save (F7) to save the record.
If it is the first time the record has been saved there will be no other messages.

If the record was previously saved, the program will require it to be in EDIT mode from READ ONLY.
Select Edit @ (F6), and then Save (F7).

Any changes made in READ ONLY mode will not be retained until the record is saved. If you select Save

(F7) while in READ ONLY, a message displays: “You are not currently in edit mode. Would you
like to save this record anyway?” Select ‘Yes’ to save the record. Select ‘No’ to return to the record
without saving it. This allows the opportunity to not save any changes made on the record.

Creating a CJRR Record (Through DAD or NACRS)

*++* Refer to the Abstracting ICD10 — Abstracting DAD\SDS\NACRS section of this user guide for creating
or retrieving a patient’s chart.

The following criteria will need to be met in order for the CJRR form to be triggered from DAD or NACRS:

If the intervention is one of the following codes:

¢1.VA.53.M - Implantation of internal device, hip joint
¢1.5Q.53.M - Implantation of device, pelvis
¢1.VG.53.M - Implantation of internal device, knee joint
¢1.VP.53.M - Implantation of internal device, patella

This includes knee and hip replacements that are:

eEmergency or elective
eTotal or partial
ePrimary or revision

The Intervention date must be greater than or equal to April 1, 2012.
Intervention Attribute Status not equal to (<>) “A”’=Abandon after onset.

If the above criteria are met then the following pop-up screen will appear:
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Question

Question

Do pou weant to Create, Update, Recover, and/or Delete the CIRR Records?

If you click NO the record will be flagged and appear on the Incomplete Report. You will be able to run this
report at any time to determine what records are considered CJRR and need to be updated or deleted.

If you click YES then the following pop-up screen will appear:
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CIRR Links S
Create CIRR Records
Intervention Code Replacement Type Side [Location)
O

Update CIRR Records

Intervention Code | Feplacement Tupe | Side [Location)]

Recover CIRR Records

Intervention Code | Feplacement Type | Side [Location)

Delete CIRR Records

Intervention Code | Replacement Tupe | Side [Location]

When a Health Record Professional accesses a visit it will create a CJRR record if one doesn’t already
exist, updated if there is a discrepancy, recovered if needs to be brought back or deleted if the criteria does
not meet the requirements.

Create:

The CREATE section is asking you if you would like to create a new CJRR record. You must click the
checkbox in order for the CIRR form to open. If you do not check the box then the record will be flagged
and placed on the Incomplete Report which you will be able to print and decided what to do with the record
information. Press the OK button to confirm your response.

Update:

The UPDATE section is if a CIRR record exists and there has been a change on the Abstract (eg. Surgery
Date, Intervention). You must click the checkbox in order for the CIJRR form to open. If you did not check
any boxes then the record will be flagged on the Incomplete Report and you will be able to print or view the
report later and decide what to do with the CIRR record. Press the OK button to confirm your response.

Recover:

The RECOVER section is used when you have DELETED a CJRR record and wish to recover it from the
purge file. This is useful for when you have accidentally deleted a CIRR record and wish to RECOVER it
instead of re-typing all the information in again.
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Delete:
The DELETE section is used for moving records to the PURGE file.

Once you click the OK button the CIJRR form will open with all the DAD or NACRS patient demographic
information being passed through. You will need to enter all the Operation Room (OR) information as this
information will not be passed. A record can be saved with mandatory fields missing. Any remaining errors
will be displayed again when that record is accessed later.

Note: This Record has been submitted to CIHI. Users must notify their CIHI liaison via email and
include: Record ID, Surgery Date, Joint Type and Side (location).

Link CJRR Record to Abstract

¢Go to WinRecs Application Menu
eAbstracting ICD 10
eCanadian Joint Replacemnt Registry (CJRR)
olf the CIRR record is already created press F4 (Search) and enter the If the CJRR record is
already created press F4 (Search) and enter the Hospital Chart Number
olf this is a new CJRR record press F5 (New) (see section on how to create a CIJRR record)
oTo link the CIJRR record to the Abstract go to:
oActions
oLink CIJRR Record to Abstract

File Maodules  Help

y  Find[F4] ()

e [F5]
Edit [F&]
Save [F7]
B cCancel [Fa] -
Delete [F9]
Print [F10]
Yerify [F11]
n Select Hospital Link, —
Show Message Pop-Up

Auko Show Look Up Lisk
Show Mulkiple User Message
Link CIRR. Record bo Abskrack

Fonk L
[T Accbhnribn lecimina HCH

L

&n
=]

"
il

[l E B Q] [ E
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oA pop up screen will have the abstract visits for that record, choose the appropriate visit by
click on the blank square and press OK(F7)

€2 CIRR Abstract List = |
Abstract Visits

0K [F7]

oF6 & F7 to save the record

Physician Provider and CJRR

¢Go to: WinRecs Application Menu
e System Maintenance
eProvider Maintenance

¢Go to ‘CJRR Surgeon ID’ field and enter the ‘CJRR Surgeon ID’ that is assigned by CIHI.

*Go to ‘Provider Surname’ field and enter the provider surname (this field become mandatory when
the ‘CJRR Surgeon’ field has a value).
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WinRecs© Batch Interface 3

File Tools Run

AT Batch In Interface Ii
File To Import: | |J

Structure Name Structure Description

Bl statinterace [F11) |[[E Print [F10]

Creating a CJRR Record from a Batch Interface (Bl)

MED2020 will provide a standardized file layout of the flat file to be followed

The clients Operating Room (OR) system will generate a file based on the specifications provided
by MED2020 and load the file into a centralized location accessible to the WinRecs application
The client will then login to MED2020’s and select Utility->Incoming Batch Interface (CIRR)
Refer to the running a BI section within this user guide for more detailed instructions

Creating a CJRR Record from an ADT HL7 feed

The ADT HL7 feed will send across demographic only information as well as the record type
entered into ZZ-Segment

Med2020 will work with the organization to determine which ZZ-Segment will need to be populated
in order for the record type to be populated correctly

Med2020 will provide the record type values in an Excel Spreadsheet (e.g. with LK=Left Knee)

This process to send a CIRR record from the ADT (Registration) system to the WR CJRR module
will be triggered each time the record type is entered in the ZZ-Segment field.

Inputting of Bar Codes

WinRecs will allow the scanning of Bar Codes as long as the Bar Code Scanner that is being used
has been installed with all the proper drivers. A bar code font must also be installed on the
computer running WinRecs (eg. “3 of 9”). To view a listing or install new font on the computer, go
to Control Panel > Fonts.

This will be part of the Med2020 training.
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Submitting CJRR Data

Select CIHI Submissions under Utilities from WinRecs Application Menu:

WinHec39 Application Menu [Ctl + M] H

Chart Maintenance

)
o
o
o

m,
Ed
a

=]
=]
o
=

Ex

AmCae [N.ACR.S]

i
El~

Concurrent Feview [CC.R.]

LI Inpatient [D.4.0.]

Same Day Surgery [5.00.5.]
Fiehabilitation [M.R.5.]

Mirimum Data Set 2.0 [MDS 2.0]

Mental Health [0.M.H.R.5 ]

R

M Cancer Care Module [CCH]

El

el

Canadian Joint Replacement Registy [CIRR)

Abstracting ICD 9/9 -CH

Utilities

i
CIHI Corectiors

—

Enter Institution number for CJRR submission

eEnter the Batch Year

eEnter the Batch Period

eEnter Y for Is CJRR Submission

eComplete Re-Verify — enter yes if you wish to carry out a complete re-verify or No if one has already
been done.

Click F11 - (Start Submission) Process.
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D2020 WinRecs© Yersion: 2.8.9.001 [Build 9] - User: Betty - Environment: Test289_0010N - Module: CIHI Submission

Actions  Modules  Help

linfecs® Application Menu [Cil + M] = EEHE| =-|E

Institution Number

‘ Start Submission [F11]

Field Mame Field Walue Field Description

CIHI Submission Information

Institution Mumber 51160 MED2020 Inpatient / DAD / Abscare
Batch Year 20z

Batch Period o Apii

Care Type

Is CIRR Submission ¥ Yes

Submission Level [NACRS]

Complete Re-Verify ¥ Yes
Date From 2012040
Date To 20120430

The following message box will appear. Click Yes to proceed or No to cancel action.

Question

The re-verify option selected will validate all abstracts that fall under the specified period.
This may take a while. *rou may reduce the length of the process by changing the option to
Mo [thiz would zkip walidation for thoze abstracts that were zaved without errarz]. W ould you
like to continue with the selected option?

Yes Mo ‘ Contact Lsg

The records will be verified and displayed to the right where there are any errors or warnings.

At the top of the screen, the number of records processed will be recorded.
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L7 MED2020 WinRecs(© Yersion: 2.8.9.001 [Build 9] - User: Beth - Environment: Test289_0010N - Module: CIRR ~ Hip
File Actions Modules Help

‘Wlnﬂecs@ApplicalinnMenu[[ZIII+N] HEEEE\E|E'|EH' ‘

Processed: 21 records. Total of: 21 records to send. To create the file click Create File. IDLE - HIP
0 JBO0000300
JBO00BES43
)

&
[

BHODD21415
B BHO0027725

Field Name Field Value Field Description
Patie e Bl BHO01 24567

CEERE
I

Hospital Link
Abstract Record Link
Abstract Main Diagnosis Code BBl BHOD125847
Abstract Intervention Code B omzsssn
-[8 BHO1258744
0| Record Type Designation
| Fiscal Year of Surgery
L]
L]

B BHoo012554
B BHO001 2554

Hospital Province Code

Record Submission Objective

Provider Number
Surgeon ID

Surgeon First Name
Surgeon Last Name
Patient First Name
Patient Middle Name
Patient Last Name
Patient Maiden Name
Authority Issuing HCN
Health Card Number
Health Card Version
Patient Birth Date =

=]

=]

=

=]

[=NN= NN =-]

m

Correct your errors and warnings and then re-run the submissions process.

Note: If you attempt to ‘Create File’ and there are outstanding errors, the following Error Message
Box will appear.
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E Error

Cannat create submission file because there are no records or there is at least one record
that has an emor. Use the F11 key to re-verify the batch and try again

Ok | Contact Usg

Re-run your re-verify (F11) once all errors are cleared.

WinRecs v.295.3.0 User Guide
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[v7 MED2020 WinRecs® Yersion: 2.8.9.001 [Build 9] - User: Beth - Environment: Test269_0010N - Module: CIRR ~ Hip

Ele Actions Modules Help

‘Winﬂens@Applinalinn Menu [Chil + M] H|§| B AEHRME =-|E E- |

Processed: 1 records. Total of: 1 records to send. To create the file click Create File. IDLE - HIP

&
@l l
3 Field Name Field Value Field Description =
D|Hospital Province Code
O|Record Submission Objective
Provider Number
O|Surgeon 1D
Surgeon First Name
O|Surgeon Last Name Ll
O| Patient First Name

Patient Middle Name

IO| Patient Last Name

Patient Maiden Name
Authority Issuing HCN
Health Card Number
Health Card Version
Patient Birth Date

Gender

Patient Postal Code
Abstract Institution Number
Hospital Institution Number
Hospital Chart Number
Abstract Admit Date
Abstract Admit Time

I Create File

Click Create File.

Submissions progress bar will display.

&7 MED2020 WinRecs@ Yersion: 2.8.9.001 [Build 9] - User: Betty - Environment: Test289_0010N - Module: CIRR ~ Knee
Fil= Actions Modules  Help

|W’inHecs@ Application Menu [Chrl + M] ||@ 53] [i] & [H | 4 ‘ - | |

Abscare [CJRR
(CITTTTTTTT] | IDLE - KNEE

[TTTTTTITT] |
Record: 2 of: 18

File location will display at the top of your screen.
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File Actions Modules Help

‘WinREL‘.S@App“CﬂtiDn Menu [Cirl + M] H ] [E = [H ‘ | =~ ||§| @

WIEDZUZ0

=} St Submission [F11
Date To 2012/04/30 i
&l
@ Check Locked Recaords

Field Name Field Value
CIHI Submission Information

Institution Number 51235

Batch Year 2mz

Batch Period 0

Care Type

Is This a CJRR Submission File i

Submission Level (NACRS)

Complete Re-Verity hd

Date From 20120401

Date To 2012/04/30

Date To |§  Standard Date [/ DD] j

Note: Knee and hip data files must be submitted separately and therefore two separate files will
be created at the same time with the following naming convention.

CJR20120151235101.TXT

CJR —denotes the module data comes from
2012 - Denotes the fiscal year

01 — Denotes the period

51235 - Denotes the institution number

1 - Denotes type of record (1-Knee, 2-hip)
01 — Denotes the sequence number

TXT — Denotes the file extension
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Abstract Queue

Overview

The Abstract Queue module is integrated with MED2020’s chart abstracting software, WinRecs. The
Abstract Queue:

1.1s available for AmCare (NACRS) and Inpatient (DAD) modules.

2.Lists visits that have not been accessed, that contain errors or that have been created by a user.
3.Provides assign capability by the Coder to themselves or by an Administrator to a Coder.

Opening the Abstract Queue

To access the Abstract Queue, the icon @

is available in the icon bar in WinRecs. The Abstract Queue
can be used to search for AmCare or Inpatient records.

File Actions Modules Help

@ WinRecs® Application Menu [Ctrl + M]

IRIElEEEEEREET TR

Note: To enable the Abstract Queue Icon go to the Hospital Profile and update field “User
Abstract Queue” to Yes. Save this value and then users must log out of WinRecs and back

in for the change. Notice that If the above field is not shown in the Hospital Profile you must
enable the field via the Control File.

Use Abstract Queue

= -

Click on the Abstract Queue icon to open the Abstract Queue window.
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@ Abstracting Queue

- ] x
nsitution |G EFANEOEENES ~| MISGrun |+ DateRange [2010-07-01 | ¥ To [2016-0830 | ¥ Disosion [ ]
Chart Number ,7 Encounter Number ,7
ManSenice [ | DichageMusimgbwea [ <] Coder ‘ 2
Iristitution | Chart Humber ‘ Fiegistration ... | IS Funct... ‘ Admit D... | Admit Ti.. ‘ Dischar... ‘ Dischar... | Location J Iristitution | Chart M... ‘ Riegistr... | IS Fu. |A\:ImilD... Admit T | Dischar... | Dischar... | Location | Ca

2]
“
«
< > < >

Searching for Records

The Abstract Queue allows filtering by Institution Number, Ambulatory Care Group, Date Range and Chart
Number. Click the Search button once you’ve entered the parameters in the fields to run the search.

Search by Institution Number

All Institution Numbers are available to search on and are presented in a drop down list. Use the mouse to
highlight the desired Institution Number or the arrow keys to select it from the list.

Institution (54110 - v

|541 10 - I 2
54111 - Patrick Test Am
54112 - NACRS Institute

o 54115 - Test For Sudbur,
Institution I (] 54130 - AL

54197 Br413g .
54197 Bs4139-
54197 Hr4140. (<

Search by MIS Group

AmCare Institution Numbers can be further filtered by selecting the Ambulatory Care Group — Emergency
Department (ED), Day Surgery (DS), Clinic (CL), Other (OT), or Diagnostic Imaging (D).
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MIS Group ED -

05

2 CL
Admit D ate ot

2013/03/|

00 AT

Search by Date Range

The date format is presented as YYYY-MM-DD. The first date field indicates the start date for the search;
the second field the end date for the search.

Date Range |2013-01-01 | ¥ To  |2014-001-06 | ¥

Type a date directly into the Date Range fields or use the arrow ¥ open the calendar and select a
date. Forward and back arrows shown on either side of the name of the month let you move forward and
back through the calendar one month at a time.

Click on ‘Today’ at the bottom of the calendar to quickly fill today’s date into the Date Range fields.

Date Range ¥ To ¥ |

cood = January 2013 -

B 7 8 9 10 11 12
13 14 15 16 17 18 1§

20 21 22 23 24 25 2B

gf 28 29 30 3 1 2
3 4 5 8B 7 8 9

‘T 2 Today: 2£3/2014

Search by Chart Number

Enter a chart number into the Chart Number field. Chart Numbers must be an exact match to locate the
record; records with a partial match to the chart number will not be returned.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 223 of 410



DY
sc o000
cec 000

#MED2020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide
Q) X

Institution 51160 - MEDZ2020 Inpatie v | MIS Group ~]| DateRange [2013-01-16 | ¥ To [2014-02:03 | ¥ |l search ‘
Chant Nurmber  |BLESS
Cader I LI

Institut... | Chart .. | Regis.. | IS F.. |Admil.. |Admi|.. | Disch... | Disch... | Locati... | Care. | Institut. | Chart .. | Regis.. | IS F.. |Admil.. |Admi|.. | Disch... | Disch... | Locati... | Care. |
51160 BLERY 45625 2013~ 15:00 2013~ 14:00 Inpati

>

»

=

«

< [» < »

Click the Search button to search based on the parameters entered in the search fields.
The search parameters entered are saved from one session to the next.

Search by Encounter Number

Enter an encounter number into the Encounter Number field. Encounter Numbers must be an exact
match to locate the record; records with a partial match to the chart number will not be returned.

@ Abstracting Queue

- O X
Institution 51160 - MED2020 Inpal_= | MIS Group [ | DateRange [2017-06-01 | ¥ To [2017-08-30 | W Disposiion x B search
Chart Number Encounter Mumber 25485578365
Cod =
Main Service: vI Discharge Mursing Area - oot I J
Instiution | Chart Number | Registiation... | WIS Fun.. [ AdvitDate [ Admit Time [ Discharge Date [ Dischar.. | [Institution | Chart ... [ Regitr.. [ MI5 Fu... [ AdmitD... [ AdmitTi.. [ Dischar... | Dischar... [ Lacation [cd
IE44574 ; FRE 30 70E1 11 15111
»
=
<«
< > < >
Taotal Records: 1 A
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Can search by Disposition and select from a drop-down list
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[@ Abstracting Gueue - O X
Inistitution [51180 - MED 2020 Inpar | WIS Grop | =] DateRange [2018-04-01 | W To [2018-04-30 | W Disposion |04 - Discharge to pivate ¥ B search
Chart Number Encounter Number
. Cod -
Main Service w| Discharge Mursing Area - i ‘ J
Irustitution | Chart Murnber ‘ Registration | IS Fun | Admit D ate: ‘ Addmit Tirne ‘ Discharge Date | Dischar. Iustitution | Chart N Registr IS Fu Admit D | Admit Ti. | Dischar. | Dischar . | Location | Ca
51160 BH2544874 25485570965 2018-04-30 0900 2018-04-01 15:10
51160 BH1236538 251547855 10 2018-04-05 0300 2018-04-11 15:10
51180 BH261323 52534785 10 20180405 0310 20180415 1010
< > < >
Total Records: 3
Search by Main Patient Service
Can search by Main Patient Service and select from a drop-down list
[@] Abstracting Queue - O X
Institution [51160 - MED2020 Inpal_» | MIS Group [ | DateRange [2018-04-01 | ¥ To [2018-04-30 | W Disposiion hd
Chart Number Encounter Humber
Codk -
Main Service |10 - General Medicine v | Discharge Nursing Area - ot ‘ J
Iristitution | Chart Mumber ‘ Fiegistration ... | IS Fun... | Admit D ate Admit Time ‘ Discharge Date | Dischar. Iristitution | Chart M... ‘ Riegistr... | IS Fu. |A\:ImilD... Admit T | Dischar... | Dischaige ... ‘ Locati... ‘ Care Ty
51160 BH1236598 251547856 10 2018-04-05 03.00 2080411 15:10
51160 BH261323 52584785 10 20180405 0310 20180415 10:10
< > < >
Total Records: 2

Search by Discharge Nursing Area

Can search by Discharge Nursing Area and select from a drop-down list

©2018 MED2020 Health Care Software Inc. All rights reserved.

Page 225 of 410



ceoccee
se000000
c0 000000

&MED2020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide

[@] Abstracting Queue - O X
Institution 51160 - MED2020 Inpal_= | MIS Group [ | DateRange [2018-04-01 | ¥ To [2018-04-30 | W Disposiion hd
Chart Number Encounter Number
Codh -

Main Service: vI Discharge Mursing Area 13 - B-NURSERYIFDC) ot I J
Inslilutiun' Chart Mumber | FRiegistration ... | WIS Fun... | Admit D ate Admit Time | Discharge Date | Digchar.. 5 | FRegistr... | MIS Fu. |AdmilD .. | Admit Ti | Dizchar.. | Discharge ... | Locati.. | Caie Type | Disposition
511E0  BHI236538 261647855 10 80405 0300 2ME01T 1510 J
51160 BH2E133  SeSETES 10 Ms0405 0310 2080415 1010 il
< > < >

Total Records: 2 4

Click the Search button to search based on the parameters entered in the search fields.
The search parameters entered are saved from one session to the next.

[ Arstractiog Cruese o E
Walbton (51150 MEDTN pw =) MIS G =] DseRange 20180400 | W To [J00804-3) | W Capostion | Bsemn |
[ Erstmaried Wb
Mar Service = | Dinchange Mutirg e - Foe I =
Vet | Dt Kb gﬂ [WrsFun | A Dste | Aded Twe | Dtchusge Dot | Disch | [restiion, | Coatm [ Rogow [ W pu [aswen | Duchange . | Locon | Cove Ty
SIED  EHZSMET BN @E B0 1511
51160 .-I‘Sl?H‘ 1] MIE  BE 0T 1519
S1E]  NISIGEE B2 1212 ]
SMED  NETEIE 2B 1512
SR BN ESMMS 0 A E0 MBS i
L E T ¥

Tosi Fiacerdds §
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B St ~ | S Grovp ~ | D= Pang=  [2013-01-
Charl Hurvksai

Instiut_ | Chen .. | Pegs_ [ MEF. [ Admit_. [ Admit. | Disch.. | Disch_ [Lecati. | Care . Instit_ | chad .. | Fegis_. [ MEF. [ Admi_. | Admit._ | Disch.. | Disch_ [ Locai. | Care .

Search Results

Charts returned by the Search will be shown in the search results panel on the left side of the Abstract
Queue window. The search will return incomplete records for the date range entered. The following
information is given for each result:

Institution Number

Chart Number

Registration Number

MIS Functional Centre

Admit Date

Admit Time

Discharge Date

Discharge Time

Location — Current Location for Chart Locator module

Care Type

Disposition Code
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[ abstracting Cruue

51160 - MECR20EH g = MFS G =] DaieRange [Z00804-00 | W To [015-04-30 | W Cepostion
[ Eruinarigd babosy

Tuibubon

WinRecs v.295.3.0 User Guide

] EBsewn |

Coder |

Agvdl [1ghs

W5 Fun A Trvs: | Dosohisge De | Dopchas | oo | Cave Tp_ | Doageostens
10 WA 0300 0130008 510 T rpskeet 4
A0 12 g
NS08 12 g
0 ANBHE D A 15 10 rpabmnd 04
L ] L]
Tt Rcirce 5

Assigning Records to Coders

L | beshitiony | Coat N | Faggit

WiFu [ asen oo Ti | Oncer | Dnchage [ Locon | Coe o

Charts can be assigned by a Coder to themselves or can be assigned to other Coders by an Administrator.

Users must have proper permissions for to assign visits.

Selecting a Coder

If a User is not an Administrator, the Coder field will allow the user to select only their own profile ( User
number) and name from the drop down list in order to assign records to themselves for completion.
If a User is an Administrator, all Users will be shown in the Coder list. The Administrator can then click the

dropdown arrow next to the Coder list and use the mouse to select a Coder to assign records. The arrow

keys can also be used to move through the Coder list.

Loder |03 - Beth

Inztitution

SF |04 - QAT ester

05 - Judy Jui

06 - banry Yirdes
& -

02 - Aland

10 - Progsy Kawesa

03 - Beth Hobzon

Note: A coder must be selected from the Coder list before records can be assigned to them.
This also applies for users who are not Administrators; a user must select their own user
number and name from the Coder list before they can begin assigning records to

themselves.
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When a user is selected from the Coder list, the Abstract Queue window will show any incomplete records
that are currently assigned to that Coder.

Assigning a Record to a Coder

To assign a record to a Coder, select the record or records returned by the Search from the left side of the

Abstract Queue window and use the arrow —I to move the selected record(s) under the Coder name on
the right side of the Abstract Queue window.

The arrow J can be used to assign all records showing in the search results to the selected Coder at
once.

Once abstracts are assigned to a Coder, the information for that record no longer appears in the left side of
the Abstract Queue window and now only appears on the right under the Coder’'s name. The Abstract
Queue will automatically save this information to the database.

Any abstracts that have been assigned to a Coder will remain assigned to them until the abstract is
complete (i.e. verified and saved).

Note: Selecting a Coder from the Coder list will show any previously assigned records that are
not complete.
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Steps to Assign a Record to a Coder:

i Atstracting Crase

buimidon

Dt Kb Erucimaried Wby

Har Serveca ﬂ Dichange Hurtng Area ﬂ
[ tnstiiune, | Ot Wsboss | Fogrivaioon | WES Fur [ Aot Dale | Adet Tove | Dscharge Cume |
511ED EHIZIEEE  251SATEE ] N0L0E 0300 NE0AN
S11ED ST NNE0412
S11ED BN 23 5253475 1a D E-0DE 310 MNAE0415
<

Tolsl Roards: 3

STT50 - ME D] gl = | WIS oy =] DueRange Z00A4-00 | W To 0080430 | W Ceposion

WinRecs v.295.3.0 User Guide

IS Fis oo [1 o

2184030

[ A 13
[ R0

Total Rpcands: 2 ]

1 Select the record from the search results in the left panel of the Abstract Queue.

2 Click the single arrow --'to move only the selected record(s) or the double arrow ﬂto move all
records over to the Coder’s assigned list.

3 The selected records now appear on the right panel under the selected Coder’s name.

In the event more than one User tries to assign

the same abstract to themselves at the same time, the

second user who is attempting to assign the record will be presented with a message that the selected

record will be removed from their list.
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5 Abstracting Queue Conflict

Some Abstracts have been assigned to other coder. They will be
removed from this list.

[ ristitutior | Chart Hurm... | M5 Code | Adrission ... | Admizzion ... | Dizcharge... | Dizcharge... | Azzigned Coder

PK413204 20140408 1316 2040408 1317 03 - Beth Hobzon
51160 PK413204 2014-0416 1013 20140416 10:13 03 - Beth Hobson

Opening an Assigned Record

Records that have been assigned to a Coder can be quickly opened in the appropriate module by double-
clicking on the record in the assigned area of the Abstract Queue window. The Coder can now begin
completing the record.

Once the abstract is complete (i.e. verified and saved), it will be removed it from the Coder’s assigned list
in the Abstract Queue window.

Removing an Assigned Record

Similar to the process for assigning records, a Coder can remove an incomplete record from their assigned

{
list in the Abstract Queue window by using the —. arrow All records assigned to a coder can be

&«

removed using the arrow.

Records that are removed from a Coder’s assigned list on the right panel are returned to the left search
results panel.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 231 of 410



°
° e °
LN ) [ ]

#MED2020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide

Steps to Remove an Assigned Record from a Coder:

[ Atstracting Crase - o E
batbon (51150 MEDDE Inpal =] MI Geon =] Onisfange J01GD4-01 | W To [015-04-30 | W Cswposton =]

Chart Fursbar Erutinringd Kb

[P — I [ = i [0 Bath Helbimn

[ testition; | Coat umber | Regotiation | WE5 Funy | ded Dot | e T | Doachinge Date |
160

Dochar | 1 [Jestiutn | st i ]
HIDEEE  SIMMEE 10 WAME  Bm B0a11 1510
SE NETHEIE MEMIZ 512
BHED  BHMANG SO 10 MHEMEE 0310 MBS D10 |
2 =l
“|
i 1] i
Tetsi R 3

Tolal Fscards: 2 ]

1 Select the record to be removed from the Coder’s assigned record list in the right panel of the
Abstract Queue.

2 < P
Click the single arrow _——1to remove only the selected record(s) or the double arrow —— to move
all records back to the search panel.

3 The records are returned to the left panel.
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Assigning Next Available Abstract

An Admin user can define whether a Coder will be able to choose any abstract on the queue or only the
next available by assigning Yes or No value in the field Can Select abstracts in Abstract Queue? in their
User Profile. A Coder will be allowed to select abstracts from the queue if the field is set to Yes. If the

user’s permission is set to “No” coder can only select next available abstracts in the Queue. All other
abstracts will be disabled.

Scenario 1: Is Administrator = Yes and Can Select abstracts in Abstract Queue? = Yes
Allows the User to see ALL Coder and assign abstracts from Queue to Coder task list.

[ ststracting Chmn

fnadfoon [51150 - M 000 b ]| M e | =| DweRange 0060400 | W To [J0NG04-30 | W Deepieg = ﬁumh

[t Bursbar | Eruinurin b sslney

M S | DochageMurgies | = —

M5 | S Dte L ket T | Dischasge Date | [ Can select abstracts in Abstract [Locss [ue
£ 2156755 [T 2050805 z

51160 280412 15 _

1160 5 b HBME 0810 ABAE 12 Queue =Yes

T ol Rk &

Scenario 2: Is Administrator = No and Can Select abstracts in Abstract Queue? = No

User can only see the next available abstract in the Queue and transfer abstract to their task list. All
other abstracts in the Queue will not display.
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[ [ #estractiog Cuuse

Il [1160 - MEDATN gl =] WIS G | =] DuwsPags 0150400 | W Te GOIG0430 | W Dapo | -
[ Erstmaried Wb
Har Serace I Dechange Hurorg Ares. 'ﬁ

| betintioe, | Dt Wursbs | Fsgpiivatese Hunbs R85 Fur, | e Dk | e Tiew | Dimciange Diste | D .
FIED  BHIZIESEE 2515479 L T 15

]
Toisi R | Toisl Frncarde 4 ]

Scenario 3: Is Administrator = No and Can Select abstracts in Abstract Queue? = Yes
User can only select abstract for their own coder number.

[ [ atstracting Cruse

= o 4
Wahion (51750 - MEDO0N g =] IS e | =] OueRange [HG04-00 | W To [J013-04-30 | W Deposhon - [
et Kursbar Ernimaries Wby
Cexder
Hari Service Dinchargs Hurting Arsa — ] |03 Bty
|IETr MIM*M I*"E-Fm [tk Date | it Tiw_ D Date [ 08 1 [Jestiuion [Thar | [ WEFu, [ Aavaliie ] Aova T ] Uriches ] U
S11e0 EH1Z3EEEE 251 2DNE0405 D00 ZINead11 1= 51180 BLEN NS 1500 kT 1200
51180 JEE AN ORDD N3 B
]|
|
L * L] »
T ot Rk |

Total Fepcards: 2 ]
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Interfacing with Folio Views Code Basket

WinRecs has incorporated the ability to interface with the Folio Views application software through the
Code basket functionality.

For information of how to use Code Basket functionality please contact CIHI.

Set Up

The Folio file paths need to be set up in the User Profile for the folio basket feature.

Note: Need to ensure the paths point to the latest folio versions on your workstation.

To set the folio file paths:
Options > User Profile > Select User
There are two fields, Folio ICD10 CA File & Folio ICD10 CCI File

Example:
Folio ICD10 CA File CACIHIMCIHI_PUB_2018WMFOied_2018_eng.nfo
Folio ICD10 CCI File CACIHIMCIHI_PUE_ 201 8WFO eei_ 2018 _eng.nfo

Importing from Folio Code Basket into WinRecs

From within the Diagnosis or Intervention screen select the Folio button on the tool bar.

\

OEBE

T - SA160 - AMODO-0000-1 - Disney, Gealy - S000-04.25 . 700 - [ LEVEL: 3]

E -!

M ain/Tthe Problon|Disgeoar]

Diggrogia T ype M Mo Reaponubis

OHIP Service Code
DHIF Service Code §ulf

Note: Users need to be on the Diagnosis Code or Intervention Code fields to launch Folio

eIn Folio, load codes into Folio code basket, as per instructions from CIHI.

o\When the code basket has the codes needed, you can close folio.

oIn WinRecs, there will be a dialog box that will allow you to trigger the import by selecting Yes, or to
cancel the import by selecting No:
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— EI Information —

_| Before WinRecs can continue the Folio session should be complete. ‘When the session is
completed click ez to load the codes into "WinFecz. Mo will be ignaored

Yes | | Mo | | Contact s

¢Click on Yes, to trigger the import of the codes into WinRecs
o All codes that were in the code basket will now display in the abstract:

T - 564160 - AMODD-0000-1 - Disney, Goofy - 2018-04-25 - 700 - [LEVEL: 3]

M ain/0Other Problem(Diagnosis) Prefix

Field Mame Field alus Field D escription
Diagnosis Information
Diagnozis Dccurence 1

Main/Other Problem[Diagnosis) Prefix
T 1

Main/Other Problem[Diag: ] 110.0 Benign hypertension

=
Lo [ =]

Diagnosis Cluster

Diagnozis Type [l host Responsible

Provincial Diagnostic Code

OHIP Service Code

DOHIP Service Code Suffix

It's also possible to remove previously selected codes from WinRecs, via Folio, if they are no longer

needed.

¢Go to Code basket as you would to import a code.

eDelete code from Folio Code Basket (as per instructions from CIHI). Once you've deleted any codes
you’d like to, you can close folio.

eOnce back in WinRecs, select Yes on the dialog box.
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5 Utilities
5.1 CIHI Submissions

Overview

The CIHI Submissions and Corrections modules are designed to meet current CIHI specifications for
data validation and submission file creation. Based on the type of abstracts you are completing the
applicable file format will be used. The type of abstracts and relevant edits are determined by the
Institution Profile (Care Type).

If an update to any of the groupers (i.e. CMG, DPG and CACS) has been applied while the records for
that reporting period were being coded, you will need to batch group your data prior to creating your
submission file. This ensures that the most up to date calculations will be submitted with your records.

There are four basic processes involved in the submission of data to CIHI:
Month-end audit reports (balance with Finance or Registration as to number of records to submit).

Create and send the Facility Information File (only at the start of the fiscal year and when information
needs to be updated).

Create and submit monthly (or quarterly, as applicable) data files.

Receive and import rejection files for correction and resubmission of abstracts.

Note: Consult the relevant CIHI user manual for detailed information on data submission
requirements.

The submission process will:

Verify options.

Assign CIHI Record Types, Batch Numbers and CIHI Abstract Number to each record.
Verify that all records are complete.

Verify that all records are error free.

Create the CIHI file so that it conforms to specifications.

Save the file to a predetermined location as set in the CIHI Files Directory path.

Submission Setup Requirements

oCIHI Files Directory Path
Set the path in WinRecs to where the CIHI file (both submission and facility profile) will save. This
can be done at the Regional, Hospital or Institution level. Please see the System Maintenance
section of this User Guide for specific instructions on how to set the CIHI Files Directory Path.

If the CIHI Files Directory path is left blank, the default file location is “C:\Program
Files\WinRecs2\".

Note: Users must have ‘write’ permissions to the folder where the submission file is created.
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Create the Facility Profile/Facility Information File
Facility profiles or information files are used to identify the facility to CIHI and provide specific
information such as demographics, contacts and their vendor. A separate file is set up for each
institution number, even if they belong to the same facility.

The facility file must be sent to CIHI before submitting records, and must be updated and resent
if the information changes:

oAt the start of each fiscal year.
sAfter a change in the facility (for example, primary contact or facility merger).
sAfter changing vendors.

Creating the Facility Profile/finformation File
WinRecs allows you to create a facility profile/information file electronically as required by CIHI.
Ambulatory Care (NACRS)

The information required for each varies slightly, so no examples are provided here. If you have any
guestions regarding the creation of the facility profile/information file, please refer to the relevant
sections below or contact MED2020. The following sections provide the detail for each type of
submission. Each section includes a screen shot.

Note: The “Date Sent to CIHI” reflects the date the submission file was created. The WinRecs
application has no control over when the user elects to process the upload of the file to the
CIHI eDSS Site.

To create a facility file:

Set the CIHI Facility File Sequence to 001 or 01 (depending on the CIHI requirement) in the
Institution profile.

Select the appropriate Create Facility File (located under Utilities) from the Module menu.
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IC) WErsIOn: L1,
\ctions “E!E Help

nRecs| Chart Maintenance k
Abstracting ICD 10 4

% Abstracting ICD 99 -CM k

File: System Maintenance 3
Report Generator

——  Swztem Reporting

heduled Reparts Deficiency Lette

IBODEEEREGE

CIHI Submission

CIHI Carrections

Incoming Batch Interface
Oukgoing Batch Interface

Batch Grouper

Purge/Undelete

Create NACRS Facility File

Create DAD Institution File

Create DAD Separations File
Create NRS Facility Filz

Creake MDSZ,0 Contact Infarmation File
Create MDS 2.0 Facility File
Create MDS 2.0 Audit Request File
Irpart DAL CIHI Errars

Set Chart Terminal Digit

Reciprocal Billing Submission

WinRecs v.295.3.0 User Guide

Complete all fields as required. Fields with a book icon denote the presence of a lookup table.

When all information is complete, click |

- or - press F11.

Create File [F11] |

A file path/name displays at the top of the window. Your newly created file is saved at this location.

Note: At change of fiscal year, a new WinRecs update will be issued that allows for the creation of
the new fiscal year’s file format. Users must be on the new fiscal year version of WinRecs in

order to create the Facility Information file for that fiscal year.

Creating CIHI Submission Files

Entering required information varies for each module. The following is a general guide. Please refer to
the specific modules, starting on page 248.

To create CIHI Submission Files:

Select Utilities - CIHI Submission.
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The Select Hospital Link dialog displays.

[H] Select Hospital Link

Select the preferred hospital link you would like to work with

Hocpna Lk || @

Enter the Hospital code or Press F2 to display a list of Hospitals.

Select the required hospital.

[H] select[F7)
- or - Press F7.

The CIHI Submission window displays.

File Actions Modules Help

‘ WinRecs® Application Menu [Ctrl + M]

IEEEEEEENEEEE R

Start Submission [F11]
@ Check Locked Records

Institution Number

Field Name Field Yalue

CIHI Submission Information
Institution Number
Batch Year 2014
Batch Period
Care Type
Is This a CJRR Submission File
Submission Level (NACRS)
H |Complete Re-Yerify
Date From
Date Ta

Institution Nurnber E|Luuk Up Field @hnstiluhun MNurmber

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 240 of 410



ceov0e0
c0o000

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

Provide the required information in the following fields. Press Enter after entering information to move
to the next field.

Status Field Description
. Institution Identifies the facility submitting the file to
) CIHI.
Number:
Batch Year: A four digit _num_eric field entered as
“YYYY”. This will generally default once

the Institution Number has been entered.
The current batch year is pulled from the
Institution Profile.

Batch Period: A two character field that represents the
CIHI period to be sent. This corresponds

with the Date From and Date To fields.
This value is the CIHI fiscal period
designation 01 — 12 (or in BC. 01 — 13); M-
20 through <-12; Q1, Q2, Q3 or Q4.

The Care Type field will enable when the

Care Type: s -
Institution Number is a Care Type B
(Amcare). Press F2 to display the Amcare
Care Type Lookup to select.
B All Care Types
B-C Clinic
B-D Day Surgery
B-E Emergency
B-E-O ED Opioid Cases
Is This a CIRR

Submission File:

This field is used only if the Care Type is
set to “B”.

Submission
Level (NACRS):
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. Complete Re- Select a value as described here:
verify: Y: Re-verify every record for the

selected period.

N: Only re-verify records that do not
have a validated flag or records saved
with errors.

C: Verify and clean will re-verify every
record for the selected period, as well
as “clean” any extraneous data that
may be saved with the abstract due to
interfaces populating data that does not
meet the CIHI data validation criteria.

S: Only re-verify records that have
previously been submitted to CIHI. Use
this option only to provide a list of
required corrections, as no submission
file will be created.

Note: If “Y” is selected, an edit/error displays
if a disabled field is found to have a
value and the submission will not
complete. The record must be reloaded
add resaved to clear the unwanted
value. Selecting “N” will also display an
error if a disabled field has a value;
however only if the record is already
being flagged for other errors/not
complete. Selecting “C” will update the
data automatically, clearing any invalid
values. Multiforms however, cannot
have values cleared by this method.

Date From: The sFarting da_lte of the _period to be
submitted. Valid format is YYYMMDD.
This field is automatically completed when
the Batch Period is entered above.

Date To: The starting date of the period to be
submitted. Valid format is YYYMMDD.
This field is automatically completed when
the Batch Period is entered above.
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The Checked Locked Records button on the Submission screen allows you to see if any records that
will be part of your submission are currently open by a User on the system. If a WinRecs User on your
network has a file open that will be included in your submission, the following error window will display.

ﬂ Error

The process can not proceed because there are recards from this period that are currenthy
being accessed

Ok | Contact Us

@ Check Locked Becords
Click the Check Locked Records button

This will generate a Report showing the information of the chart or charts open along with the Coder
Name and Coder Number of who is accessing the record(s).

Locked Abstract Records

Institution Chart Number Admit Date Discharge Date Visit Date Coder Number

Coder Name: Beth
54197 BH125425 2013-10-11 2013-10-11 2013-10-11 03

Total: 1
Grand Total 1

Start Submigzion [F11]
To start the submission process, click
- or —Press F11.
WinRecs opens the abstracting module corresponding to the care type of the institution number
entered. A count of all the records within the batch year and period specified will then begin, and
records will be validated.

Any records with errors or warning will be listed on the right in the Main Grid.
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Note: Pressing F10 prints the error report displays on the right side. The report provides a
detailed list of all charts with a breakdown of errors.

If necessary, records can be edited/corrected from within the Submissions module using the following
steps:

eDouble-click the Chart Number and then double-click the error message.

e¢The record opens on the left of the error/warning list. Make any changes required.
eSave the changes to the record.

eContinue editing records containing errors or warnings.

e\When editing is complete, records must be re-verified.

ePress F11.
- or — Click the Verify button on the toolbar.

Note: Records with warnings do not always require corrections. If you believe the record to be
accurate, the message may be ignored. However, records with errors must be corrected
before creating the submission file.

Once all error messages are removed from the list on the right of the Main Display, the submission file
may be created.

To create the submission file, click | Create Fil= [F11] | located at the bottom right if the window.
When the submission file has been created, the path to the created file displays. Make a note of the file
location.

Submission Information

Once your abstracts have been included in the submission file, the abstract will be updated with the
submission control elements.

Each abstract will be updated with several pieces of information that are available on-screen.

The “Is Abstract Submitted” field value, under the Record Information area of the grid, changes from “N”
to “Y” once the record has been included on a submission file.
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Creating Facility/Institution Files

Select Modules — Utilities — Create DAD Institution File.

A MED2020 WinRecsD Yersion: 290.0.1 - User: Betty - Environment: TestZ290_010NM

WinRecs v.295.3.0 User Guide

Modules WEEs
% WinRecs Chart Maintenance k
————  Abstracting ICD 10 »

Bl B M B k=] X [E [E] & [H]

Abstracting ICD /9 -CM »

Abztra Swskem Maintenance 3
Report Generaktor
Absztracting ICD 9/9 -CH

Utilities

Spztem Maintenance

NSl L [ L | 51

ZIHI Submission

CIHI Corrections
Incoming Batch Interface
Cukgoing Batch Interface
Batch Grouper
PurgelUndelete

Creake MACRS Facility File

Create DAD Institution File

Mreate MAMN Senarabinns File

The Facility/Institution File window displays.

5 DAD ~ICD 10 Institution File

(oo sl

| Create File [F11]

DAD Institution Mao. EI Reload
Province/T eritory I:I m

Fizcal Year l:l

Site Street Address 1 ‘ |

Site Street Address 2 ‘ |

Site City ‘ |
Site Pravince I:I (V]
Site Postal Code I:I

Mail Street Address 1 ‘ |
Mail Strest Address 2 ‘ |

Mailling City ‘ |
Mailling Province I:I m
tailing Postal Code l:l

st Contact Mame ‘

15t Contact Phone I:I
13t Contact Ext. l:l

13t Contact Email ‘

2nd Cantact Mame ‘

2nd Contact Phone I:I
2nd Contact Ext. l:l

2nd Cantact Emai ‘

Bed Size I:I
French Edit Flag D (i

eCHAP Peer Group D m

eCHAP 5DS Inst Mo. I:I

MACRS D5 indicator D m

Make the required entries. For additional information please refer to the relevant CIHI user manual for
detailed information on data submission requirements, or contact MED2020.

Click| Create File [F11] |
- or Press F11.

The Facility/Institution file is created. The file path will display at the top of the Facility/Institution window
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No Separations

If an institution has no discharges for a specific period, CIHI requires that a “no separation” file be
submitted to advise that no abstracts apply to that reporting period.

To create the Separation file:

Select Modules — Utilities - Create DAD Separations File.
Help

Chart Me.lintenance ] E E E H
Abstracting ICD 10

Abstracting ICD 99 -CM
Litilities ZIHI Subrnission
Swstemn Mainkenance CIHI Corrections
Report Generator Incoming Batch Interface
Cwikgaing Batch Interface

Batch Grouper

PurgefUndelete
Field Mame Create MACRS Facility File alue

Creake DAD Institukion File
Create DAD Separations File Recc

The DAD — ICD 10 Separations File dialog diéplays.

DAD ~ICD 10 Separations File (mzm]
Institution Number [ Creale File [F11]
Fizcal Year l:l m
Fiscal Period l:l m

Make the required entries.

Click | Create File [F11]

- or Press F11.
The DAD Separations file is created. The file path will display at the top of the Separations File window.

DAD Error File

This function is used to flag CIHI-submitted records as pending corrections. Importing the DAD error file
allows users to print the errors for corrections.

Note: DAD records are not rejected by CIHI if they contain errors.

To import the DAD error file:
Select Modules — Utilities - Import DAD CIHI Errors.
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Help

Chart Mainkenance
Abskracting ICD 10
Abstracting ICD 29 -CM
Ikilities

1 Bl Ol [ E kH [H =] G E
U ——

ZIHI Subrnission
| Sysbem Maintenance CIHI Carrections

Report Generator Incoming Batch Interface
Cukgoing Batch Interface
Batch Grouper
Purge/Undelete —
Field Mame Create MACRS Facility File alL

Create DAD Institution File

_ Create DAD Separations File H
] ] Create MRS Facility File
Jospital Link Create MD3Z.0 Contact Information File

bl 7 B .

Create MDS 2.0 Facility File
Create MDS 2.0 fudit Request File
Create OMHRS Facility File

Impork DAD CIHL Errors

Zhart Number

Jischarge Date

Tek Tl Tavrain =l Friaik

Choose the CIHI Error file to import.

DAD Electronic Errars =X

CIHI Error File:

Ezit

——

Click Process File.

The DAD CIHI Errors are imported.

Once the file is processed, the errors display in the import window for review. You may want to then run
the 110 DAD CIHI Error Report.rpt (a WinRecs predesigned report) for a report on which records were
flagged as errors or warnings.

If no records are found to match the errors, the errors display in red.
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AmcCare (NACRS) Submissions

When an AmCare institution (Care Type “B”) is selected in the CIHI Submissions module, the Care Type

field allows a selection from a look up table to select all cases, or one of Emergency, Day Surgery, or
Clinic.

If a Care Type other than “B” is selected, only those records with the relevant MIS Codes will be
validated/included in the submission file.

To create the NACRS Facility Information File see, Creating Facility/Institution Files.
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NACRS Rejection File Import

The NACRS rejection file flags records that have been submitted to CIHI but have been subsequently
rejected due to errors. For detailed information on the Incoming Batch Interface, please refer to
Incoming Batch Interface on page 268.

To import the NACRS rejection file:

Select Utilities - Incoming Batch Interface.
Select the NACRS Error Import structure file.
Click the Ellipsis and browse for the File to Import.

Click Open when the file is found.

Click Start Interface [F11]

- or —press F11.
The import begins.

If any records were not able to be imported, a message displays indicating that the Bl Records
Processed report may be run to see which records were submitted. Records successfully processed via
the import will have the “Is Submitted” flag reset to “N” in the Record Information area of the abstracting
grid.

Once the import is complete, the 110 AmCare CIHI Error Report.rpt (a WinRecs predesigned report)
can be run for details on which records were imported. After rejected records are corrected and saved,
they can be submitted via the usual Create a CIHI Submission File process.

Note: If the NACRS Rejection File is not imported, the submission flag will remain as “Y” and if the
record is saved, will subsequently be sent as a correction. This will be rejected by CIHI.

Manual Reset of Submission Status

When correcting rejected NACRS records without having imported the NACRS Rejection file from CIHI,
the user will have to reset the submission stats on each abstract as they are corrected.

To manually reset the submission status:
Open the rejected abstract.
Correct the error(s).

Select Actions — Re-Set Submission Status.
A prompt displays asking if the user wants to proceed.

Note: Users must have Can Reset Submissions for Amcare set to Yes to see this
option.

Click Yes.

Save the abstract.
The “Is Abstract Submitted” flag changes to “N” and the record can be resubmitted via the “Create a
CIHI Submission File” process.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 249 of 410



L d
o000 o
seeoe® ®

#MED2020

* Health Care Software Inc WinRecs v.295.3.0 User Guide

Period Closure Requirements

CIHI requires that when all NACRS data has been submitted and accepted for a period, a period
closure notification be sent in the form of a “Ready for Reports” flag in the submission control record.

To create the “Close File”:
Select Utilities - CIHI Submissions.

Populate the fields with the appropriate values for the institution and period.

|| Start Submission [F11]
Click

-or —Press F11.

If there are no errors for the selected period, the AmCare Main Display Grid opens. Below the
MED2020 logo (top left), a message “No Records Selected” may display.

At the bottom right the click Create Close File to create the file.
The message “There are no records found. Do you wish to close the period” displays.

Click Yes.
WinRecs returns to the CIHI submissions module and the message “File Created” displays under the
MED2020 logo.

Outstanding Corrections

If you choose No for “Complete Re-verify” when entering your institution information as above, you may
not notice records with outstanding errors or that have been flagged for correction. You may, upon
clicking the “Create Close File” button, receive the following message:

“Unable to close the period. Some records are flagged as a correction or have errors. The Submission
process will terminate.”

If this occurs, it is recommended that you run a Corrections file (using the CIHI Corrections module) for
this institution/period first, before attempting to close the period. This ensures any abstracts that may
have been opened/saved by coders, which flags a record for correction, will not impede the creation of
the close period file.
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Rehabilitation (NRS) Submissions

Review the CIHI Submissions — Overview section through to “Create a CIHI Submission File” for basic
information on how to prepare and process an NRS submission file.

When selecting a Rehab institution number in the Institution Number field, the Batch Period look up
table displays the list of reporting periods by quarter.

Q1: April = June

Q2: July — September
Q3: October — December
Q4: January — March

Note: Reporting periods can also be set by month.

Data Processing Rules

An admission assessment must be submitted before a discharge assessment.

An admission and discharge assessment must be submitted before a follow-up assessment
(optional to record).

If an encounter requires deletion, the assessments must be deleted in the reverse order (ie: follow-
up, discharge, admission).

The following fields have significant impact on the processing of NRS Submissions:

Record Validation and Submission Date
Process NRS Admit/Discharge Together?
Record Validation and Submission Date
This date will be updated annually by MED2020 via the annual fiscal year update.

All assessments submitted after the record validation date must follow the new fiscal year edits.

Any submission file created after the Record Validation and Submission Date, regardless of the fiscal
year being processed, will have the current fiscal year file specifications applied.

Additional detail on the following fields is available here:

eProcess NRS Admit/Discharge Together?: A value of Y allows the admission assessment and the
related discharge assessment to be processed at the same time for submission.

Note: If a value of N is entered in this field the assessments will be included in the quarterly
submission.

Note: If the Process Together option is chosen this may result in more than one submission file.
The naming convention will reflect the fiscal year and quarter applicable to that assessment.
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Note: After clicking OK on the Information dialog, the first file listed is displayed at the top of the
WinRecs CIHI Submission window. It is important to note the files created on the Information
dialog so you are aware of which files have been saved to you REHAB folder.

Correction/Deleting NRS Assessments

Corrections: Once an assessment has been submitted to and accepted by CIHI, any corrections to the
data can be processed by:

Opening the assessment to correct.
Edit the record and save.

Click OK on the information message indicating “This record has been submitted to CIHI. Any
changes will be part of the current fiscal year correction.

A submission file for the fiscal quarter applicable to the corrected assessments will then need to be
created if the corrections are to be submitted to CIHI.

Deletions: Once an assessment(s) has been submitted to and accepted by CIHI, deletions can be
processed in a specific order.

If an admission and discharge assessment have been submitted and accepted, the discharge must be
deleted first.

Open the discharge abstract.
Click Delete
- or — Press F9.
A warning message displays: “The record has been submitted to CIHI. It will be flagged as deleted
but should be sent to CIHI as part of a submission before the final purge.”
A submission file for the fiscal quarter applicable to the deleted assessments will then need to be
created if the deletions are to be submitted to CIHI.

Resetting Submission Status for Rejected NRS Records

CIHI does not provide an electronic file of rejected records for the NRS database. However, if after
submission of data you receive a report of assessments that were rejected, they will not have to be
corrected and resubmitted.

Once a record has been successfully validated in WinRecs, and included in a submission file, the “Is
Abstract Submitted” flag is set to “Y”. For a rejected record, the user will need to set this field manually
by following the “Manual Reset of Submission Status” instructions located within this user guide.
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5.2 CIHI Corrections

The CIHI Submission Corrections module tracks, stores and submits corrections, and/or deletions for
abstracts previously submitted to CIHI. Due to CIHI requirements, the Corrections module is only used
with the:

Abscare (DAD) module

AmCare (NACRS) module
Based on CIHI requirements, corrections for the Inpatient (DAD) abstracts are submitted cumulatively
over the fiscal year (ie: correction files are not period specific but fiscal year specific). AmCare
(NACRS) abstracts are to be submitted period by period — they are not cumulative. Other WinRecs
abstracting modules submit corrections along with the submission file.

The individual abstract that has been sent for correction will display a value of “R” (Resubmitted) in the
“Is Abstract Corrected” field.
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Creating CIHI Correction Files

These requirements are reflected in the “Date To” and “Date From” fields in the CIHI Corrections
module when entering an institution number that is either an acute or ambulatory care type.

When accessing a submitted record, a warning message displays:

Warning

This record has been submitted to CIHI. Ay changes will be part of the cument fiscal pear
comection.

IF a change is made then the Record Information flag “Is Abstract Corrected” changes to “P” indicating
a pending correction.

To create a Corrections File:

Select Utilities — CIHI Corrections.
The Select Hospital Link dialogue displays only for Regional databases.

[H] select Hospital Link
Select the preferred hospital link you would like to work with
Hospital Link, || ” | ] E Select [F7]

Enter the Hospital code or press F2 to display a list of Hospitals.

Double-click the required hospital.

Click [H] select[F7)

- or - Press F7.
The CIHI Corrections window displays.
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MED2020 WinRecs® Version: 289.2.1 - User: murray.gamett - Environment: Test289_2 10N - Module: CTHI Carrection ol B ==
File Actions Modules Help

‘Winﬂecsa Application Menu [Ctl + M] || = [il [ [ =- 3

pp——— HLCorrectio

Start Correction [F11]

|

Institution Number

| Field Mame Field Y alue Field Description
| CIHI Correction Information
__| | Institution Humber
|__[M|Batch Year M3

To Batch Period Last Submitted

Care Type

Submission Level [NACRS)

H | Complete Re-Verify
Date From
Date To

Institution Number |5 | Lack Up Field (] [ Institution Number

Select the required information. Press Enter after each field to move to the next field.

Field Description

Institution Number: Identifies the facility submitting the file to CIHI.

Batch Year: A four digit numeric field entered as “YYYY”. This will
generally default once the Institution Number has been
entered. The current batch year is pulled from the
Institution Profile.

To Batch Period Last A two ch_aracter field that_represents the CIHI period to be
Submitted: sent. This corresponds with the Date From and Date To

' fields. This value is the CIHI fiscal period designation 01 —
12 (orin BC 01 - 13), Q1, Q2, Q3 or Q4.

Care Type Care defaults are based on Institution number.

>

DAD: Discharge Abstract Database

B NACRS: National Ambulatory Care Reporting
System

D DAD: Discharge Abstract Database (Same Day
Surgery for all provinces except Ontario)

L MDS 2.0: Minimum Data Set

M OMHRS: Ontario Mental Health Reporting
System

R NRS: National Rehabilitation Reporting System

Submission Level This field is only applicable for NACRS (if the Care
(NACRS): Type is set to “B”). Submission levels are 0, 1, 2 or 3.
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Complete Re-verify: Select a value as described here:

Y: Re-verify every record for the selected period.

N: Only re-verify records that do not have a validated
flag or records saved with errors.

Date From: The startin'g date of the period to be submitted.'Thi's field
is automatically completed when the Batch Period is
entered above.

Date To: The starting date of the period to be submitted. This field

is automatically completed when the Batch Period is
entered above.

Start Correction [F11]
Click

- or — Press F11.
The abstracting module that corresponds to the Institution Number provided displays. A count of all
records within the specified batch year/period begins and the records are verified for errors.

Any records with errors or warnings will display on the right in the Main Grid. The same process is used
for correcting errors and/or viewing warnings as in the Create a CIHI Submission File section of this
user guide.

Once finished correcting the errors/warnings, all records must be re-verified by pressing F11.
The correction file can be created once the list of errors has been cleared,

Click Create File in the bottom right corner of the window.
Once the file has been created, the file path will display.

File Actions Meodules Help
|Winﬂecs'5 Application Menu [Cirl + M] E m E E i R
I  ——

o e T e T
IV Ly Loy

File Created: C:ANACRS Files\ComectionsA\NACZ201302512353002. txt

Deleted Records

A deleted record remains in the Purge/Undelete module until the Submission or Correction file process
is performed. If the period(s) processed include a record that has been previously submitted and then
subsequently deleted, the following message displays when processing the corrections file:

“There are 1 records flagged for deletion.
The corrections will now process to create a
DAD ICD 10 deletion file for these records.”

In this case, both the Correction and Deletion file will be created based on the CIHI file specifications.
The file path displays both file names.

Note: For DAD the deletion file is a unique file and for AmCare the deleted record is included in
the correction file.
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5.3 Ontario Mental Health (OMHRS) Submissions

Review the CIHI Submissions — Overview section through to Create a CIHI Submission File for basic
information on how to prepare and process an OMHRS submission file. Your CIHI OMHRS User
Manual will also provide specific information on requirements to submit data to the Ontario Mental
Health Reporting System.

OMHRS submissions are done on a quarterly basis.

When selecting an OMHRS institution number in the Institution Number field, the Batch Period lookup
table displays the list of reporting periods by quarter.

Q1: April = June

Q2: July — September
Q3: October — December
Q4: January — March

Data Processing Rules

All record types must be submitted chronologically and in order of occurrence for each patient per
episode. This avoids possible errors and rejections (ie: an admission assessment must be
submitted prior to a quarterly or discharge assessment for the same patient encounter.

The Case Record Number and Chart Number are key identifiers in linking the various assessment
types during an episode of care.

If assessments must be deleted, they must be done so in the reverse order of submission (ie: a
discharge assessment deleted prior to an admission assessment.

For subsequent admissions for the same patient, the first episode must have the discharge
assessment submitted prior to a next admission assessment being submitted (ie: a patient
cannot have multiple “open episodes” of care.

Record Validation and Submission Date

CIHI mandates that as of their annually specified date, any assessments not already submitted that
fall in the previous fiscal year, must be submitted under the new fiscal year edits/requirements.
This date is communicated by CIHI to both their facility clients and the licensed vendors.

When an assessment is being completed in WinRecs, if it belongs to the previous fiscal year’s data,
and the current system date is after the Record Validation and Submission Date, the most
current fiscal year edits/requirements will be applied to the assessment.

Further, any submission file created after the Record Validation and Submission Date, regardless of
the fiscal year being processed, will have the current fiscal year file specifications applied.

This date will be updated annually by MED2020 via the annual fiscal year update, usually released
around April 1.

OMHRS Rejection File Import

To import the OMHRS Rejection file:
Select Modules - Utilities - Import OMHRS CIHI Errors.
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Modules W=
- S -
Chart Maintenance ] @ E
Abstracting ICD 10 k

Bbstracking ICD 99 - »

ZIHI Submission

Swskem Mainkenance k CIHI Corrections
Report Generator Incoming Batch InterFace
ing [CD 979 -CM | ©ukgoing Batch Interface
Batch Grouper
E Purge/Undelete
Creake MACRS Facility File
' Maintenance Create DAD Institution File

Create DAD Separations File

Create MRS Faciliky File

Creake MDSZ.0 Contact Information File
Create MDS 2.0 Facility File

Create MDS 2.0 Audit Reguest File
Creake CMHRS Facility File
Impork DAD CIHI Errars
Irnport SMHRS CIHI Errors

Generator

Browse for the previously saved file, received from CIHI.
Click Open.

Click Process File.

Once the file is processed, the errors display in the import window for review. You may want to then run
the OMHRS Error Import.rpt (WinRecs predesigned report) on which records were flagged as errors or
warnings.

If any records were not able to be imported, a red background displays on the affected records lines in
the import grid.

Records successfully processed via the import will have the “Is Submitted” flag reset to “N” in the
Record Information area of the abstracting grid.

Once the import is complete, and after rejected records are corrected and saved, they can be submitted
via the Create a CIHI Submission File process.

Note: If the OMHRS rejection File is not imported, the submission flag will remain as “Y” and if the
record is saved, will subsequently be sent as a correction. This will be rejected again by CIHI.

Manual Reset of Submission Status

When correcting rejected OMHRS records without having imported the OMHRS Rejection file from
CIHI, the user will have to reset the submission status on each abstract as they are corrected.

To reset the submission status:
Open the rejected abstract.

Correct the error(s).
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Select Actions — Reset Submission Status.

E MEDZ020 WinRecs) ¥ersion: 290.0.0 - User: Betlty - Environ

File Etaslay=l Modules Help

Find [F4]

Mew [F5]

Edit [F&]

Save [F7]

943 cancel [F&]

Delete [F9]

Print [F10]

Werify [F11]

r Select Hospital Link.
Shiow Message Pop-Up
Buko Shiow Look, Up Lisk
Showe Multiple User Message

1

1 G
—

M2-04-10

Re-Set Submission Status

HEEEEEE

A prompt displays asking if you want to proceed. Click “Yes”.

Save the abstract.

WinRecs v.295.3.0 User Guide

The “Is Abstract Submitted” flag is changed to “N” and the record can be submitted via the Create a

CIHI Submission File process.

Correcting/Deleting OMHRS Assessments

Corrections: Once an assessment has been submitted to and accepted by CIHI, any corrections to the

data can be processed by:

Open the assessment to correct.
Edit the record and save.

Click OK on the information message indicating “This record has been submitted to CIHI — Any
changes will be part of the current fiscal year correction
A submission file for the fiscal quarter applicable to the corrected assessments will then need to be
created if the corrections are to be submitted to CIHI.

Note: If any of the elements used to identify a unique record require correction after the record has
been accepted into the CIHI database, the record must be deleted and resubmitted. The

applicable data elements are:

Z1: Record Type
X1: Record ID
X30: Chart Number
AA3: Case Record Number
Al: Assessment Reference Date

Deletions: Once an assessment(s) has been submitted to and accepted by CIHI, deletions can be

processed in a specific order.

If admission, quarterly and discharge assessments have been submitted and accepted, the
discharge must be deleted first, then the quarterly, then the admission.

Open the discharge abstract.
Click Delete.
- or — Press F9.
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A warning message displays: “The record has been submitted to CIHI. It will be flagged as deleted
but should be sent to CIHI as part of the submission before the final purge.”

Repeat this function until the appropriate assessments have been deleted.

A submission file for the fiscal quarter applicable to the deleted assessments will then need to be
created if the deletions are to be submitted to CIHI. See Create a CIHI Submission File for
details.

Medication Records: Medication records that have been submitted along with the assessment and then
the required deletion can be processed as follows:

Open the assessment that contains the erroneous medication record.

Select the medication occurrence that requires deletion.

Click Delete.

- or — Press F9.

Exit the Medication Records multiform and save the assessment.

Repeat this function until the appropriate assessments have been deleted.

A submission file for the fiscal quarter applicable to the deleted medication record(s) will then need
to be created if the deletions are to be submitted to CIHI. The specific Medication Records
deleted will be flagged appropriately in the submission file. See Create a CIHI Submission File
for details.

If a Medication Record needs to be added after the assessment has already been submitted:

Open the assessment that requires the medication record(s).

Enter the medication record(s).

Exit the Medication Records multiform and save the assessment.
A submission file for the fiscal quarter applicable to the assessment the medication record(s) were
recorded in will then need to be created if the medication records are to be submitted to CIHI. A
correction record type will process for “parent” assessment and a new record type specific to the
medication information will be included in the file.
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5.4 Integrated Assessment Record (IAR) Submission to
Community Care Information Management (CCIM)

The IAR contains common assessment information that is submitted to CCIM. It allows assessment
information to be viewed by Health Care providers involved in the care of the patient. Please see
documentation from Community Care Information Management for more details.

Note: Before creating the IAR Submission file, clients must contact MED2020 to provide their
Organization ID and Name. A patch will be provided that inserts the Organization ID and
Name into the Institution Profile and the IAR Consent fields in the Central Patient Index (CPI)
and Mental Health module. If the Organization ID is not inserted, if ‘Start Submission’ is
clicked, the following error message displays.

H Error

|AR Submiszion need "'Organization Mame" and '"Organization 1D, Please azk MEDZ2020
for patch to fill the Organization name and [D for the institution.

Once the Orgaization ID is inserted into the Institution Profile proceed to IAR Submission.

To create an IAR submission file to CCIM:

Select Utilities — CIHI Submission.
The Select Hospital Link dialog displays.

[H] Select Hospital Link [=E3a)
Select the preferred hozpital link you would like to work with
Hozpital Link || ” | m E Select [F7]

Enter the Hospital code or Press F2 to display a list of Hospitals.
Double-click the required hospital.
Press F7.
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The CIHI Submission window displays.

MED2020 WinRecs® Version: 289.21 - User: murray.garnett - Environment: Test283_2_ 10N - Module: CIHI Submission EI = @
File Actions Modules Help

|WinRecs@ Application Menu [Ctil + M] || H [ [ [H =~ | B

Start Subrmission [F11]
Institution Number

|
| |Field Name Field Value Field Description
| CIHI Submission Information
_ [m ion Number
__|H|Batch Year 2013
— | m|Batch Period

Care Type

Is This a CIRR Submission File

Submission Level [NACRS)
__|H|Complete Re-Verify

Date From

Date To

Institution Mumber | & | Look. Up Field m] Ingtitution Number

Provide the required information in the following fields. Press Enter after entering information to move
to the next field.

Field Description

Institution Identifies the facility submitting the file to CIHI.
Number:

Batch Year: A four digit numeric field entered as “YYYY”. This will

generally default once the Institution Number has been
entered. The current batch year is pulled from the
Institution Profile.

Batch Period: A two character field that.represents the CIHI period to be
sent. This corresponds with the Date From and Date To
fields. This value is the CIHI fiscal period designation 01
—12 (or in BC. 01 — 13); M-20 through <-12; Q1, Q2, Q3
or Q4.
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Enter the required care type. Press F2 to display the Care
Type Lookup to select the required care type, i.e.
OHMRS.

A | DAD: Discharge Abstract Database

B | NACRS: National Ambulatory Care Reporting
System

D | DAD: Discharge Abstract Database (Same Day
Surgery for all provinces except Ontario)

L | MDS 2.0: Minimum Data Set
M | OMHRS: Ontario Mental Health Reporting System
R | NRS: National Rehabilitation Reporting System

Is This an IAR Enter “Y”. “Y” (Yes) mu_st _be eqtered in this field in order
to create the IAR Submission File.

Care Type:

Submission
File:

Submission This is disabled for IAR.

Level
(NACRYS):

Complete Re- Select a value as described here:

verify: Y: Re-verify every record for the selected period. If a
disabled field is found to have a:

N: Only re-verify records that do not have a validated
flag or records saved with errors.

C: Verify and clean will re-verify every record for the
selected period, as well as “clean” any extraneous
data that may be saved with the abstract due to
interfaces populating data that does not meet the CIHI
data validation criteria.

S: Only re-verify records that have previously been
submitted to CIHI. Use this option only to provide a list
of required corrections, as no submission file will be
created.

Note: If “Y” is selected, an edit/error displays if a disabled
field is found to have a value and the submission
will not complete. The record must be reloaded and
resaved to clear the unwanted value. Selecting “N”
will also display an error if a disabled field has a
value; however only if the record is already being
flagged for other errors/not complete. Selecting “C”
will update the data automatically, clearing any
invalid values. Multiforms, however, cannot have
values cleared by this method.
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Date From: The startin.g date of the period to be submitted..Thi.s field
is automatically completed when the Batch Period is
entered above.

Date To: The starting date of the period to be submitted. This field
is automatically completed when the Batch Period is
entered above.

|| Start Submission [F11]

To start the submission process, click
Press F11.

WinRecs opens the abstracting module corresponding to the care type of the institution number
entered. A count of all the records within the batch year and period specified will then begin, and
records will be examined for errors.

File Actions Modules Help
[PZ] winRecs® Application Menu [Ctl + M]

Pracessed: 1 records. Total of: 1 records to send. To create the file click Create File. IDLE - DISCHARGE

Field Name Field Value Field Description A\

Section AA Name and Identification Number

B|O|Record type

Hospital Link

O|Submission Type

Record 1D

Last Name

First Name

HEAEHOCOEEEREODECEEEEER

Middle Name

Chart Number

Case Record Number

Facility Number

Unit Identifier

‘ Create File

Click Create File
The CIHI Submission File window displays.
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=)

File Eua,:i h?;:?;”:,::i::‘::jzm 20154321 n;z sl | - "
&
Field Narne Field Value Field Description
i CIHI Submission Information
7- Institution Number 54321 OMHRS
H|Batch Year 2012
m|Batch Period Q01 First Quarter
Care Type
Is This a IAR Submission File [ Yes
Submission Level (NACRS)
m|Complete Re-Verify N Ves
Date From 2012/04{01
Date To 2012/06/30

Two files will be created to the path defined in the Institution Profile:

¢|ARyyyypphhhhhsss.txt
o|ARyyyypphhhhhsss.xml

In the Assessment, the Submission Fields are:

e|s IAR CCIM Submitted

eDate Submission Sent to CCIM
¢|s IAR CCIM Corrected

eDate Correction Sent to CCIM

Creating the IAR Correction File to CCIM
The process to creating an IAR Correction file is the same as creating an IAR Submission file.
To create an IAR Correction File to CCIM:

If an assessment has been submitted to CCIM and changes have been made to the IAR fields,
WinRecs will look at the Update History date and the updated assessment will be picked during the
Submission process.
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[P MED2020 WinRecs@ Version: 289300 - User: Beth - Environment: Test289_30N - Module: Mental Health Reporting System « 1CD 10 el = =
Eile Actions Modules Help

nflecs® Application Menu [Ctrl + M]

54321 -

: JBO0000-003-04 - Crosby, Sid The Kid - 2012/04/10 (LRI =S CIREILT
1AR Assessment Consent Flag ]
o] &
jm} Field Name Field “alue Field Description 0
g IAR CCIM Assessment Consent B
IAR Assessment Consent Flag hd es - The patient has agreed to allow the sharing of their visit within the AR
| |m|Date Consent came into effect 2012/03127
% 0| Date the information was Requested 2012/03127 = +
O/ Time the information was Requested 1510 Show CIHI Errr List
O|Who obtained the IAR Consent 00066 Nursing M
Date the information was entered
Time the information was entered =
Is IAR CCIM Submitted hd “es - Submitted to CCIM [Cotegoy  [Growp  [weight
Date Submission Sent to CCIM 2018/01/17 o
Cognitive Disorder
Is IAR CCIM Corrected N New 2od Disardre
Date Correction Sent to CCIM erzonall, Dierd
L aling Disorders
ubstance Use O
| SectioniiBReisonalliiems  |[7-Other Disorders_| 7 OTHDAZ [1.231
G-Ungioupable

Hosp [ Coder Updated
Beth
148 Assessment Consert Flag |1 | () 1R Assessment Consert Flag < v

After the file has been created, the ‘Is IAR CCIM Corrected’ will be “C” (Correction) and the Date
Correction Sent to CCIM will be populated.

‘ ‘ FRecord Update

[PH MED2020 WinRecs® Version: 288.3.0 - User: Beth - Environment: Test280_30N - Module: Mental Health Reporting System ~ 1CD 10 =] @ ==
File Actions Madules Help

‘WinRec:@ Application Menu [Cirl + M] H | i) AEHB =-

G- @~

54321 - 3 : JBODDDO-003-04 - Crosby. Sid The Kid - 2012/04/10 READ-OHLY - ADMISSION

[5] IAR Assessment Consent Flag M |- |
@] (& Visit Dale
@]
jm]| Field Name Field Value Field Description i
E IAR CCIM Assessment Consent 220
o=
ssessment Consent Flag ‘@5 - The patient has agreed to allow the sharing of their visit within the

IAR A t t Flag ¥ “Yes - The patient has agreed to allow the sharing of their visit within the IAR
[| |o|Date Consent came into effect 2012j08/27
% | Date the information was Requested 2012j08/27

| Time the information was Requested 1536

B|Who obtained the IAR Consent 00066 Nursing

o} Date the information was entered
Time the information was entered =
o
G} Is IAR CCIM Submitted Y Yes - Submitted to CCIM [Coegoy loow  [wegt |
o] Date Submission Sent to CCIM 20130117 Shert Stay
Cognilive Disorck
Is IAR CCIM Corrected o] Correction = Dngu"d‘:;zmj;':'
Date Correction Sent to CCIM 2018101/22 o :[;ungmy Dd-smd
— - ating Disorders
N -Subst: UseD
= St 5. (Rersemr) (ems - —D‘Ilh:raD”\Z:rd;j 7_OTHDAZ |1.231
S-Ungioupable

‘ ‘ Record Update History

Hesp ] Coder Updated B
Beth 2M3/01/2211:04 ~

14R ssessment Consent Flag |1 | {0 [16R ssessmert Consent Flag < »

Two files for the Batch Year and Period will be created with a different sequence number.

o|ARyyyypphhhhhsss.txt
o|ARyyyypphhhhhsss.xml
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5.5 Summary Table of Submission Functions

Function DAD NACRS NRS OMHRS MDS 2.0 CJRR
Facility Create Create Create Create electronically Create Uses DAD/
Information | electronically in electronically in electronically in in WinRecs electronically in NACRS
File WinRecs WinRecs WinRecs WinRecs institution
number
New Submit using Submit using CIHI CIHI Submit using CIHI Submit using CIHI | Submit using
Records CIHI Submission | Submission module | Submission Submission module Submission CIHI
module — submit | submit by batch module — submit | submit by quarter module submit by Submission
by batch period. | period by quarter IAR- Set “Is this a IAR | quarter module
Submission File to “Y” submit by
batch period.
Records Accepted to the Rejected by CIHI, Rejected by Rejected by CIHI, Rejected by CIHI, Rejected by
with errors CIHI database, NACRS Rejection CIHI, rejected OMHRS Rejection file | rejected records CIHI,
DAD error file file sent to client records report sent to client report sent to rejected
sent to client sent to client IAR- CCIM notifies client records
rejected records report sent
to client
Error file Can be imported | Can be imported via | No electronic Can be imported to No electronic error | No electronic

to WinRecs via
Modules/Utilities
/Import DAD
CIHI Errors
option

the Incoming Batch
Interface module,
select the NACRS
Error Import
structure file

error file
provided

WinRecs via
Modules/Utilities/Impo
rt OMHRS CIHI Errors
option

IAR- N/A

file provided

error file
provided
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Corrections | Update records -Rejected records Rejected Rejected records are Rejected records Rejected
with correct are corrected and records are corrected and saved are corrected and records are
information and saved in WinRecs. corrected and in WinRecs. If saved in WinRecs. | corrected
save — record If NACRS rejection saved in OMHRS rejection file . and saved in

L . ) . . Use ‘Reset .
flags as file is not imported, WinRecs. is not imported, use . WinRecs
. - « « Submission
pending’ for use the “Reset . the “Reset , . and re-sent
. L . , | Use ‘Reset . N Status’ function for .
inclusion in next Submission Status L Submission Status . as an insert.
. ) ) Submission . each rejected
Corrections file. function for each , . function for each Use the
Status’ function abstract. )
corrected abstract. corrected abstract. Reset
. for each ) . L
-Importing the reiected -Importing the Submitted and Submission
NACRS rejection ) OMHRS rejection file accepted records Status”
) . abstract. ) . A
file re-sets submit re-sets submit status in MDS 2.0 are function for
status to “not Submitted and to “not submitted” updated using each
submitted” accepted -Process ‘corrected’ specific corrected
-Process ‘corrected’ | records in NRS records initially Change/Correction | abstract.
records initially can be rejected, as a regular assessment types. .
. o Submitted
rejected, as a corrected. submission (CIHI
. . . and
regular submission Open, edit and Submission module) accented
(CIHI Submission save the record. | -Submitted and P
dule) accepted records in records can
n;ob itted and Process CIHI OMH’;S b be corrected.
-submitted and Submission file can be ) Open, edit
accepted records in corrected. Open, edit
for the and save
NACRS can be . and save record. .
applicable record and it
corrected. Open, quarter -Process CIHI will be sent
edit and save ' Submission file. as an
record. -IAR Corrections and update
-Process CIHI deletions processed '
Correction file for the same way. Both inserts
the applicable Rejected records and updates
period. must be reset are sent
manually. through the
submission
module.

Deletions When submitted | When submitted, Submitted, When submitted, Deleted Email CIHI
abstract is accepted, record is accepted, accepted, record is assessments that Liason and
deleted, it is deleted, it is flagged | record is deleted, it is flagged have been include
flagged in the in the deleted, it is in the Purge/Undelete | submitted to CIHI Record ID,
Purge/Undelete Purge/Undelete flagged in the module and will be are flagged in the Surgeon ID,
area and will be module and will be Purge/Undelete processed using the Purge/Undelete Patient’s
included in a processed using the | module and will CIHI Submission module and will be | Name, Joint
deletion file next | CIHI Correction be processed module. Same picked up as a Type, Date
time the CIHI module. using the CIHI Process for IAR record type of Surgery
Corrections are Submission deletion when a and
processed. module. submission file for | Procedure

that quarter is for deletion.

created.

5.6 Incoming Batch Interface

An incoming Batch Interface is a custom module used to import text files containing specifically
formatted patient data into WinRecs. This data is produced by an external patient records system, such
as an ADT system.
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Note: Batch Interfaces are custom modules that are developed on a per-client basis. Contact your
MED2020 representative for more information.

Incoming Batch Interface Setup

Note: Before WinRecs can be configured to use the Batch Interface module, custom files and
instructions must be provided by MED2020. These instructions are not provided in this guide
as they are custom for each customer. Do not proceed with the following instructions until
you have contacted a MED2020 Client Services representative.

The following steps may be done once the Bl database has been attached as per the instructions
provided by MED2020.

Configuring the Batch-In Interface module

To configure the Batch-In Interface:

Select Utilities — Incoming Batch Interface.
The WinRecs Batch Interface dialog displays.

WinRecs© Batch Interface @

File Tools Run

Batch In Interface E
File To Import: | |J

Structure Name Structure Description

B statinstace Fi1)|[E Frint [F10]

Select Tools - Settings.
The Batch In Interface Settings dialog displays.

Batch In Interface Settings IEI
Irmpart D atabaze

Select import database from the list below:

I - |

| Lancel |

Select the Batch-In database from the drop down.
Click OK.
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Close the WinRecs Batch Interface dialog.

Configuring the Institution Profile
Use the following steps to configure the Institution Profile for the Batch In process.
To configure the Institution Profile:

Select System Maintenance — Institution Profile.
The Institution Profile window displays.

@ MED2020 WinRecs® Version: 289.2.1 - User: murray.garnett - Environment: Test289_2_10N - Module: Institution Profile Maintenance EI [=] @
File Actions Moedules Help

|Winnecse Application Menu [Ctil + W] H A EARHA & =~ [FE

Ho Records Selected IDLE
Mnet# [Wame T
0930 Hospital CC-1
Field Name Field alue Field Description +][112345 Hospitsl 421
Institution’s Profile 3243 Hosp!tal B8
| [Hospital Link 3736 Hospital -7
| | CIHI Files Directory 37847 Hospital 4-22
| | Reciprocal Billing File Directory 508080 Hnsp!tal L3
H | Institution Code 51100 Hospital A-37
|| CIHI Code Value 51100 _
User Description 51150 Hospital 4-20
Default Description 51160 Hospitsl &
H | ¥alid Fiom Date 51162 Hospital 2-6
__[m[¥alid To Date 51204 |Hospital LS
1 [F2 Look U Nate [ e TP
Interface In 51237 Haspital L-1
H | Care Type 51302 Hospital A-29
|| Site Number 51436 Huospital R-5
Overlook CIHI Edits 51443 |Hospital 32
ICD 9-CM Live Date 51661 Hespital 4-25
H |ICD 10 Live Date 51709 Hospital A-1
|| Lock Down Date 51753 Hospital 149
| |Record Validation and Submission Date 51754 Hospital 4-19
Process NRS Admit/Discharge Together? 51777 HDSDM A-3
Show NRS Submission Log 51739 Hospital B-23
CIHI Batch Year 51833 Hosgpital &-9 o
CIHI Batch Period q D
CIHI Facility File Sequence - Mecord Update History
| Mew B.0.P. Code [F4]

Each institution in the Institution List sidebar that will be updated using the Batch Interface must be
configured.

Double-click on the institution in the Institution List to configure.
The institution information displays in the Main Grid.

For each institution, update the “Interface In” field with the corresponding value found in the batch
interface data file.

Click

- or Press F7.
The information is saved.
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Configuring Look Up Field Maintenance

Every lookup table that corresponds to data in the batch text file must be updated with the
corresponding Interface In value. Example lookup tables could be:

Disposition Code

Entry Code

Gender

H.C.N. Province
Follow the steps outlined in System Maintenance — Lookup Field Maintenance to complete any
required Lookup Field Maintenance. Update the “Interface In” field with the corresponding value found
in the batch interface data file for all required tables.

Once the interface setup is complete, it is recommended that the batch interface first be run in the test
environment to ensure that the expected fields are being applied to WinRecs correctly, and therefore no
impacting patient data in the live environment.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 271 of 410



#MED2020

Health Care Software Inc. WinRecs v.295.3.0 User Guide

Running the Batch-In Interface

Once the setup is complete, the batch interface may be run. It is recommended that the batch interface
first be run in the test environment to ensure that the expected fields are being applied to WinRecs
correctly, and therefore not impacting patient data in the live environment.

Note: Data received from the Batch-In Interface may override configured system defaults.

To run the batch-in interface:

Select Utilities — Incoming Batch Interface.
The WinRecs Batch Interface dialog displays.

WinRecs®© Batch Interface @
File Tools Run
: Batch In Interface
File To Import: | |

Structure Name Structure Description

| Start Interface [F11] || Prirt [F10] |

Select the appropriate Structure Name from the list. The available structures are specific to each
customer, and are determined by the nature of the record to import, so no structures display in the
example above.

The “File To Import” field displays the name and location of the last import file used.

Click —= to locate the import file.

Note: Contact the MED2020 Administrator if you do not know the location of the import files
for your setup.

Click Start Interface [F11]

The progress of the import displays at the bottom of the window.
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Batch-In Interface Reports

Reports such as those used to identify discrepancies noted during interface processing can be run.
These reports must be configured in the Lookup Maintenance Report Section list table.

Note: All reports are available for download from ftp://web.med2020.ca/WR2Reports/. All reports
will be downloaded to the server on which you are working.

Note: Bl Date Range Errors.rpt must be located in the reporting folder under the main WinRecs
program folder.

To run reports:

Click
- or — Press F10.
The Select Reports window displays.

Select Reports E\ = @

Application:  Chart Deficiency
For Uzer 91 - murray. garnett

0 Reports Found

[Blevairnn | @ rinFio)
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Highlight the required report.
To print the report, click

- or - press F10.

To display the report, click

- or - press F12.

To close the window, click @
The window closes.

Note: It is recommended that the reports are run to confirm accuracy of batch imports, as well as
for potential problems, such as a chart number having all demographics changed.
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Note: Batch Interfaces are custom modules that are developed on a per-client basis. Contact

your MED2020 representative for more information.

Outgoing Batch Interface Setup

Note: Before WinRecs can be configured to use the Batch Interface module, custom files and
instructions must be provided by MED2020. These instructions are not provided in this guide
as they are custom for each customer. Do not proceed with the following instructions until
you have contacted a MED2020 Client Services representative.

Running the Batch-Out Interface

Follow the steps below to run the batch-out interface.

To run the Batch-Out Interface:

Select Utilities — Outgoing Batch Interface.
The Outgoing Batch Interface dialog displays.

Outgoing Batch Interface

IWVIELD ZULU

==
=
ouT

|

Stucture Name

Structure Description

Labell

ouT

Start Interface [F11]

Save ds [CAProgram Files [«86]%inR ecs?

Mame

Walue

Degorption

Select the Structure Name. The available structures are specific to each customer, and are determined

by the nature of the record to export.

Provide a valid Institution Number by clicking on the Institution Number field and pressing F2.
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Select the required institution from the list.

Enter the Start Date.
Enter the End Date.

Click = to locate the file to export.

Click Start Interface [F11]

- or - Press F11.
The progress of the export displays at the bottom of the module header. When the batch out is
complete, the message “Finished batch out” displays.
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5.8 Reciprocal Billing Submission

The submission process will gather records where Project 998 Question Number 1 = “Y” for the
submission period entered.

Note: This process does not expect 100% CIHI record status completion before executing this
submission file and can be run for the same period more than once. The file will create with
an .rcb file name extension.

File Path Location: The Reciprocal Billing File Directory path should be set in the Hospital Profile to
direct WinRecs where to save the .rcb file.

If the specified path is not physically created before processing and RCB file, a “Write File Failed” error
displays.

Creating the Reciprocal Billing Submission File
Use the following steps to create the reciprocal billing submission file.

To create the Reciprocal Billing Submission File:

Select Utilities - Reciprocal Billing Submission.
The Reciprocal Billing Submission window displays.

[ Reciprocal Billng Submission E=E=
I ———
¥ Submizsion = Comection ¥ Vabdated Oriy
e [ =] Check Data
CareType
Babch ‘Yea [2mz
Biatch Pariod [03 - Decenber =]
Drate Range From 201220 To 20021273
Project 993 - Recaprocal Biling ONT
Project Ghuestion Qusstion 1 - dpphcable ™ of N7
Ouestion Answer Y e

Make the required selections.
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Field Name Description
Type: Select either Submission or Correction.
Validated Only: Select or clear the Validated Only field. If you want records

that are not error free to be included, clear this field.

Institution:

Care Type:

Batch Year:

Batch Period:

Select “Check Data”.
This function verifies that Project 998 data exists for that period.

If the data meets the criteria, the Create File button is activated. The file path/name displays at the top
of the window upon completion.

Add to/ Correct Previous Reciprocal Billing Submissions

To add to or correct previous Reciprocal Billing Submissions:
Select Reciprocal Billing Submission from the Utilities menu.

Select the Correction radio button.

Complete the Institution, Batch Year and Batch Period fields.

Select “Check Data”.
This function verifies that Project 998 data exists for that period.

If the data meets the criteria, the Create File button is activated. The file path/name displays at the top
of the window upon completion.

Reciprocal Billing Status

A field has been added to the Record Information area of the Inpatient and Ambulatory Care abstracts
to record the Reciprocal Billing Status:

Blank: This record has not been submitted in a reciprocal billing file.

“Y” (Yes): This record has been submitted in a reciprocal billing file.

“P” (Pending): The record has been updated since it was submitted in a reciprocal billing file.
“C” (Corrected): The record has had a correction included a reciprocal billing file.
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Running the Batch Grouper will ensure the Grouper values are assigned to the visit.

Users should group data prior to creating Submission Files.

Using the Batch Grouper

To access the Batch Grouper:

Select Utilities - Batch Grouper.
The Select Hospital Link dialog displays.

[H] Select Hospital Link [=E3a)
Select the preferred hospital link you would like to work with
Hozpital Link || ” | m E Select [F7]

Enter the Hospital code or Press F2 to display a list of Hospitals.

Double-click the required hospital.
Press F7.
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The Batch Grouper window displays.

P MED2020 WinRecs© Version: 289.21 - User: murray.gamett - Environment: Test289 2 10N - Module Batch Grouper [l @ =
Eile  Actions  Modules Help
B winhocse Appication Mew(Cui -4 |ADESEHEEEDEEB B 2- B

Mo Records Selected
I Slan Goowgeer [F11]

LLLLL]

|

Flag Changed Recoeds lor C

| Stoin Data N No
[Closs Dptamizineg Dt
| Tirstinsion Husbe 15| 1) Jinstuion Husbe

Complete the required fields. Press Enter after each field to move to the next field.

Field Name Description

Institution Number:

Batch Year:
Batch Date From: “Batch Date From” and “Batch Date To” fields will
default the batch year allowed for grouping.
Batch Date To: “Batch Date From” and “Batch Date To” fields will
default the batch year allowed for grouping.
Only Validated Will only group those cases where Is Validated =
Abstracts?: Yes.

Flag Changed Records | If grouper value has changed after submitted to CIHI
For Correction: the record will get flagged as a correction if a Yes
value is entered in this field. See below section on
Flag Changed Records For Correction.

Store Optimizing Data: Defines if the Batch Grouper will store grouper data
for other diagnoses. See below section on Store
Optimizing Data.

Clear Optimizing Data: If Store Optimizing Data is set to “Y”, optimizing data
will automatically be purged after the specified period.
Press F2 when in the Clear Optimizing Data field to
see a list of the available options. See below section
on Store Optimizing Data.
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Start Grouper [F11]

Once you have provided the required information, click
- or Press F11.

Once processing is complete, the number of processed records will be noted below the
module banner.

Finished Processing 26 Records.

Flag Changed Records for Correction

An option to “Flag Changed Records for Correction” is available in the Batch Grouper window to allow
for submitted records to be flagged as corrections. This is an optional function and if the site wants to
resubmit their grouper data after initial submission, this option can be set to “Y”. Only those records
found to have changed grouper data would be flagged (see Batch Grouper Audit above).

Storing Optimized Data

By default, the Batch Grouper only stores data pertinent to the Most Responsible Diagnosis. The fields
Store Optimizing Date and Clear Optimizing Date can be configured in Batch Grouper to provide more
reporting options.

Note: Effective versions 2.8.6 WinRecs, CIHI licensing now prohibits the batch grouping (or
optimization) outside of the fiscal year for which the record belongs. Completing the “Batch
To Date” and “Batch From Date” will default the year allowed for grouping.

Batch Grouper Audit

The Batch Grouper uses an audit function to track abstracts that have changed since the Batch
Grouper was last run for a given period. The following reports are available for download from the
MED2020 web site at ftp://web.med2020.ca/WR2ReportsMisc, and are used to report on abstract
changes:

“CACS Batch Grouper Audit.rpt.”
“CMG Batch Grouper Audit.rpt.”
“DPG Batch Grouper Audity.rpt.”

Note: It is recommended that these reports be run after rerunning the Batch Grouper for a given
period. Occasionally, MED2020 will advise customers to rerun the batch grouper after a
service release. Consult the release notes to determine if Batch Grouper must be rerun.
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5.10 Using Purge/Undelete

The Purge/Undelete module is used to completely remove or restore deleted data.

To delete data:

Select Utilities —Purge/Undelete.
The Select Hospital Link dialog displays.

[H] select Hospital Link 3]

Select the preferred hospital link you would like to work with

HospitalLink [ | | @

Enter the Hospital code or Press F2 to display a list of Hospitals.
Double-click the required hospital.

Press F7.
The Purge/Undelete window displays.

Select the entries to remove by clicking on the entry. To select multiple noncontiguous entries, hold the
Ctrl Key down when clicking. To select multiple contiguous entries, hold the Shift Key down and click
the first entry, and keeping the Shift key down click the last entry. All entries in between will be
selected.

To completely remove the chart(s) from the system, press Purge F9.

To restore the charts to the system, press Recover F8.

To close the window, click @

Note: If a deleted abstract has been sent to CIHI, you must create a corrections file first. (See CIHI
Submissions). Once the corrections file has been created, the deleted abstract will
automatically be purged from the Purge/Undelete.

You must also purge abstracts for a period before running CIH Submissions, CIHI Corrections or
reports.

Note: CIJRR deletions cannot be done electronically. See the section on CIJRR.
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5.11 Edits Management Tool (EMT)

The Edits Management Tool give the user the ability to create edits on all fields within a module and are
included in the validation process when an abstract is verified (F11) and saved (F7). The edits are
created by using the Edit Engine: Edit Editor module. The EMT DO NOT execute actions to fix the
abstract.

Conditions can be set on Multiple occurrences and the Expression Condition Rule can check:

oFirst occurrence
oAll occurrences
oAll but the first occurrence
oOne specific occurrence
oSame occurrence
The User will have the ability to create edits using CMG, HIG and CACS on fields.

To gain access to this module go to System Maintenance/User’s Profile and populate the following
fields:

¢Can Modify Edit Engine — select ‘Y’ to allow access
oEdit Engine File — F2 file path to link to the Edit Engine
Edit Engine: Edit Editor
To access the Edit Editor:

Select Utilities - Edits Management Tool, EMT Editor window will display

=% Wrrecs Toch - EMT B "'\;"J B [Huild (€ - o
| o i %
T osteBtian [t | i | 188 mam r \ | 2 \ B SaveFa |
A {4 \ /
9 Aoaarw [Inptzare] ~ 5L 11 | 2 peweiny biesiage oot M
— ), J
M Dales FH el P P
us i % (!
= Il 5 | |l &8 |
Mo Cormphcatnon b e Chak, i Y / \ /
Adr Lmagay Chas: pusdorsl s i) inforrmton e p—
CMGisE
D AL vy [y T ot Ippe b rvsdiale 7.-——5\
Dipgras - B 8§ wilhvad Prafis 8 1) ek Do I: I'”'"
[ — ) @ Lo Corcier 1, k2
[ Swghe or TIA wasarg Fopact 14 —~ \~-~-_--““‘ll —
ChCindie ST huaw 16 b e it ik \
ot OOIOET a0 [ 3 ]
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CEF e Cols
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1.Condition Editors - clicking on either of these will open a window for each of below editors. This is
where the user will define the conditions of the edit.
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+al

e Winrecs Tools - EMT Editor [Version 1.4.0 [Build 0&]]
Condition Editors

() Field Condition
|@ Logical Condition v

a.Field Condition Editor — compares an abstract field against a value (or group of values) or
another field based on the Comparison Operator

b.Logical Condition Editor — gives the user the ability to compare field conditions to each
other

2.Select Module — Choose the module the edit is being applied to.

In order to enable the editor, must first select the module. The edit will only display in the module you
select.

3.List of Edits per Module Information — When a module is selected, the list of available edits
displays in the box.

¢ New Condition - clicking on this icon will create a new edit and open up the fields on the right
hand side of the screen

eDelete Edit — by clicking on any of the edits in the box below you can delete the edits
#By clicking on any of the edit it will open the edit up for editing.
4.Edit Name — The name usually reflects the fields and conditions involved.

5.Edit Rule Severity — When the record is verified, the EMT edits will be included in the Verification
Process. All EMT edit icons will have a turquoise frame with the following messages:

oCritical (Dark red) —the abstract cannot be saved

eError (Red) —the record can be saved but not submitted
eWarning (Yellow) —the record can be saved but not submitted
eInformation (Blue) — the record can be saved and submitted

6.Condition Type and Validation dates — This shows the conditions (Field and Logical) that have
been created in step 1 to use for this edit.

7.Save Edit — Press this to save the edit.
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Field Condition Editor:
ve WinRecs Tools - EMT Editor: Field Conditions Editor O x
SZEELTITE Field condition name =]
1AmCare ~ICD 10 -

Field
AbsCare [CC. F] ~ ICD 10 €
’EAhsEare [Inpatient] ~ ICD 10

Abzcare [S.0.5.]~ICD 10 Use field occurrence

Field condition operator

Occurrence

Comparison type

eSelect the Module the edit will be created for

oThe list of available conditions for that module will display on the left hand side:

o double click on any of the conditions and it will display on the right hand side for editing
oClick once on a condition and press Del. Condition to delete any conditions

oPress New Condition and the right hand side will populate

+On the right hand side of the screen the following will be populated for the condition:
oField Condition Name

oField — Click on the drop down to choose the field to build the condition on
oUse Field Occurrence — Can specify the occurrence if using a multiform
First Occurrence:
oFor fields in main grid, first occurrence will always be selected
oIn a multiform this first occurrence refers to the MAIN occurrence

Other Occurrences (>1):

eIn a multiform this refers to other occurrences in a multi form EXCEPT firs
occurrence

All Occurrences:

¢In a multiform this refers to all occurrences from fist occurrence and greater
Specific Occurrences:

oIn a multiform this refers to a specific occurrence number

oField condition operator — Specify the operator available for the condition

eAny Value/Blank (no value)- When selecting a field, this operator refers to a value
or no value.

eEqual To/Not Equal- When selecting a field, this operator refers to an EXACT
value or NOT EXACT value. The value in condition can be more than one
value. Examples: Admit Category = L; Admit Category =L, E, N
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eLike/Not Like- When selecting a field, this operator refers to a field that contains
the value or not like the value. There are two wildcards used in conjunction
with the Like/Not Like operator:

? — The question mark represents a single character in a specific position for a
value

* — The asterisk sign represents zero, one, or multiple characters at that end

of the value
Like/Not Like Operator Description
WHERE PatientName LIKE 'a*' Finds any values that starts with "a"
WHERE PatientName LIKE '*a' Finds any values that ends with "a"
WHERE PatientName LIKE "*or*' Finds any values that have "or" in any position
WHERE PatientName LIKE '?r*' Finds any values that have "r" in the second position

WHERE PatientName LIKE 'a?*?*' | Finds any values that starts with "a" and are at least 3
characters in length

WHERE PatientName LIKE 'a*o' Finds any values that starts with "a" and ends with "o"

oStart With/Not Starts With- When selecting a field, this operator refers to a field
that begins not not begins with this value.Example:Diagnosis Code starts with
K29

el ess/Less or Equal- When selecting a field, this operator refers to a NUMBER
data type field. Example:LOS Days <20, LOS <=20

eGreater /Greater or Equal- When selecting a field, this operator refers to a
NUMBER data type field. Example: LOS Days >20, LOS>=20

oComparison Type:

=Compare Field — A specific field and its value compared to another specific field
and its value. Examples:

eAdmission Date = Discharge Date
eTriage Date > Registration Date
=Compare Value(s) — A specific field that refers to values. Examples:
e Admit Category = L
eDiagnosis Code like K29
ePatient Service =10

eOnce the condition is complete, press Save Condition in the upper right hand corner.
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Logical Conditions Editor

i3 WinRecs Tools - EMT Editor: Logical Conditions Editor

[m] X
SEEAlATIT e Logical condition name s
|AmCare ™ 1IC0 10 Logical operator
AbsCare [CC.R.]~ICD 10
| &bsCare [Inpatient] ~ ICD 10
Abscare [S.0.5.]~ICD 10
g N EHO M

eSelect Module and a list of availble logical conditions will display
o Double click on any of the conditions to edit
oClick on any of the condtions and press Del. Condition to delete
oClick on New Condetion to create a new condition

sLogical Condition Name — the name of the condition

sLogical Condition Operator — contains And/Or. It is used to connect field conditions or to connect
field conditions with Logical Conditions

oFIELD condition AND FIELD condition

oLOGICAL condition AND FIELD condition

oLOGICAL condition AND FIELD condition OR FIELD condition
oLOGICAL condition AND LOGICAL condition

oLOGICAL condition OR LOGICAL condition

eSave Condition — press to save the logical condition

Creating an Edit

Scenario: When the ER visit has a Death Disposition Code and the Triage Level is not Resuscitation
generate a message.

MESSAGE: “Death Disposition must have a Triage Level 1”

Step 1: Select the Module
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Step 2: Define the message severity and create the message content
a)New [F5]
b)Edit Name
c)Edit Rule Severity

d)Message Content
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Step 3: Create Field Condition(s)

+8 Winrecs Tools - EMT Editor [
Condition Editors |

) Field Condition |

|@ Logical Condition

1.Field Condition

2.New [F5]

3.Field Condition Name
4.Select Field in Drop Down
5.User Field Occurrence
6.Field Condition Operator

7.Comparison type - Compare field / Compare value(s)

8.Click Plus Icon * to add value(s) - Valid Values will be returned
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Visit MIS Functional Centre Code
[HEE

z User Code User Description  Validate Code Validate... Valid From Valid To

k71310 Emergency 71310 Invalid 2004704... | 01/01/1950 03312010
713100000 Emergency 713100000 Emergency 04/01/2010 03312059
7131020 AC Emergency -.. | 7131020 AC Emergency -.. | 01/01/1950 03312010
7131020 General .. F13102000 General .. 040172010 033172059
T13102000 General... F13102000 General... 04/01/1550 033172059
713102000 General .. T13102000 General .. 04/01/2010 031312059
713102099 AC Emergency -.. | 713102099 AC Emergency -.. | 04/01/2008 03312010
7131022 AC Emergency -.. | 7131022 AC Emergency -.. | 01/01/1350 03312010
713102299 AC Emergency -.. | 713102299 AC Emergency -.. | 04/01/2008 03312010
7131025 AC Emergency -.. | 7131025 AC Emergency -.. | 04/01/2002 033172010
713102500 Urgent Care 713102500 Urgent Care 04/01/2010 031312059
713102559 AC Emergency -.. | 713102539 AC Emergency -.. | 04/01/2008 03312010
7131028 AC Emergency -.. | 7131028 AC Emergency -.. | 04/01/2002 03312010
7131028599 AC Emergency -.. | 713102299 AC Emergency -.. | 04/01/2008 03312010
7131040 AC Emergency -.. | 7131040 AC Emergency -.. | 01/01/1950 033172010
713104000 Observation 713104000 Observation 04/01/2010 03312059
713104099 AC Emergency -.. | 713104099 AC Emergency -.. | 04/01/2008 03312010
7131060 TRALIMA 7131060 Invalid 2003/04... | 01/011950 03312010
713106000 Trauma 713106000 Trauma 04/01/2010 033172059
7131070 EMERGEMNCY .. |7131070 Imealid 2003704... [ 01/01/1950 033172010
713107000 Emergency.. 713107000 Emergency.. 041012010 03312059
7131076 AC Emergency -.. | 7131076 AC Emergency -.. | 04/01/2002 03312010
713107699 AC Emergency -.. | 713107639 AC Emergency -.. | 04/01/2002 03312010
7131080 Emergency.. 7131080 Invalid 2003/04... | 01/01/1950 033152010

9.Click Save Icon to save value(s)
10. Save Condition

11.Repeat 1-10 for each Field Condition
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4% WinBecs Tooks - EMT Editor: Field Conditicns Editor

Select Module
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Step 4: Create Logical Condition(s)

ve Winrecs Tools - EMT Editor [Version 1.4.0 [Build 06]]

Condition Editors
() Field Condition

[ @ Logical Condition
1.Logical Condition
2.New [F5]

3.Logical condition name

4.Logical Condition operator - And /Or

5.Click Plus Icon

to add value(s)

6.F2 on Condition Field to see drop down list of Field Conditions and Logical Conditions
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=] O X
Edits Management Condition Search

[ |
= Condition Type Name
» LOG Pl - Diagnosis 075.701 with Intervention SMDG0™™

FLD PI - Dx Code 075.701

FLD FLD Triage not Resus

FLD FLD Postal Code Homeless

FLD FLD Residence Code not Ottawa 2521

LOG Postal Code Homeless with Non Residence Ottawa
FLD FLD Death Di 100r 11

FLD Visit Type<:3

LOG LOG Death Di ition with not Triage 1 Resus
FLD Provider Specialty 11001

LOG Incorrect Type of Visit 3 with Specialty 11001

FLD Fld. Intervention Pharmotherapy not Inter Loc...
FLD Fld Intervention Loc 04 Outpatient

LOG Intervention Pharmatherapy not Inter Loc Outpatient
FLD Pl - Main Intervention Captured

FLD Pl - Visit Dy 1

LOG Pl - Main Intervention Captured With Visit Di

FLD P! - Intervention Duration 0

FLD Pl - Main Intervention Is Captured

LOG Pl - Visit 11 and main intervention captured
FLD First Name Blank

FLD First Name cannot be blank

FLD First Name cannot be blank

FLD MIS Code ER

FLD Triage Level <> Resus 1

FLD Disp Code Death 10 or 11

FLD MIS Code <> ER

27

7.Click Save Icon” " to save
8.Save Condition
9.Save Edit

10.Message will display in Message Window

5 wWinBecs Tools - EMT Edites Lesgical Conditions Eddor a s

Setect Module

|1—|.t'ur£m ~IE0 16 vl
[4 NewrFgq | [ M DeleteF |

not Aess

Pe of Viak 3 wih Specialy 11001
|Praenctheraoy not Inter Lac Cutps
Despoesiion with rot Trisge 1 Aess
b 178 700 it SMD6G
pevantion Captuesd With Vist Dispostion 11
lostor 11 and main intervention castured Condition G % HO X
Herrplgas with Non Resdencs Oniwa

Logical conditicn name 2 B SavelFn
ER Cieath Triage not Ress 3 —

Triagh Lavvel <> Ramm 1
FLD Dhsp Code Death 100r 11

() Field Editor | |3 Logical Editor | | %, Edit Sebected

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 292 of 410



----- o0
se00000
c000000

#MED2020

V' Health Care Software Inc.

Same Occurrence (Multiforms)

WinRecs v.295.3.0 User Guide

When combining two or more conditions (Field and/or Logical Condition) together, it is possible to
create a Logical Condition that refers to fields in a multiform. The edit may refer to fields from the

SAME Occurrence.

When click on Same Occurrence (Multiforms), a drop-down list will display all the multiform sections.

Logical condition name

Logical operator  ame Occurrence (MultiForms)

() and W
(or Diagrosiz Information

Intervention [nfarmation

Patient Service / Transfer Infarmation

Project Infarmation

Pravider Infarmation

Special Care Lnit Infarmation

Condition

. “alid MultiForm
Condition Type Condition Mame

As reference, when you select a multiform, it will display the fields that are available in the multiform.
This will ensure the user that the conditions selected must refer to the fields displayed from the list.

Logical condition name
5L DX AMI 121 and Type 3

Logical operator 5ame Occurrence (MultiForms)

(®) And Diagnosiz [nformation
O or Fields Available on Multiform
Diagnosis Prefic A
Diagnosis Code
Diagnosis Cluster
e - W
Condition
Condition Type walidbultiboun Marme

Condition

il

To select a condition, click the " to enable the Condition field.

Click F2 to display the list of Conditions to select from.
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2

Edits Management: Condition Search

a X

2 Condition Type  Name

v da rot e

tuse

g

i Mit

1alStenosis

D Code notJ44

D Ci

de 118

e not J44

Lo

)18

o

les3-7

i
P
.
6 DiCor
i
i
P9 Lo

st

iagrosi

is Code 2515

- Diagn:

i Prefix Not 8

 Code 003-007

» Code 008

 Code 237238

iagnosis Typein 2, 3

: Diagnosis Code = 251.5

: Dx Code STARTS WITH 164, 160, 161,163, H341

iagnasis Dx = 164

« Typein1,M

: D Code STARTS WITH G45, H34.1, 160, 161, 163, 164

: D Code STARTS WITH Y6, Y7, Y80, YB1, Y82, Y83, Y84, UB2, U3, UB4, LGS

i Cluster in A to 2

isgnasis AZ5.2

IEEEERERREREEEE

D Diagnosis Type 2

Paliative

Care D - 7515

W Type 2 a

d 3

119~

% Code Cervical Laceration

-44 - DX Code VBAC 075,701

A1 -

% Codes - 034 201 and 0BG 401

A -

¥ Code High Laceration 071.401 or 071.404

iagnosis Like J18

iagnosis 1=

8

VBAC OB 401

Pallative Care

Pallative DX Type 2or 3

06 Palliative Care

a

iagnosis Type

alliativ

e Care 2515

alliativ

 Care with Diagnasis Type 2

txlls]ix]

iagnosis Type

iagnosis A00

=1

Diagnosis Type 2

Dlagnosis A00-2

05 Test Disonosi

a Select Record

When select the Field and/or Logical Conditons, they will display in a list.

Logical condition name
SL DX AMI 121 and Type 3

Logical

tor Same Occl (MultiForms)

(® &nd
Oor Fi

Diagnosiz Information
elds Available on Muttiform

Diagnosis Prefic ~
Diagnosis Code
Diagnosis Cluster
i -

| B3 e i

W
Condttion # o x
N “alid MultiFarm
Condition Type Caondition
FLD) ¥ SL D Type 3
FLD ¥ SLDE [21% &AM

Deleting an

In order to delete an edit so it no longer displays in the abstract, click

Edit

| 3 Delete[F9]

©2018 MED2020 Health Care Software Inc. All rights reserved.

Page 294 of 410



&MED2020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide

2% Wirrecs Took « EMT Edtor foersion 1.0« Buld 1)

Loncton otz
Sebect Modute
AnCare « KD 10

B Newtan MK Oents ton

WG SG: Death DUPEEtoin 3nd Triage § el
| ME5G: MurseArns IVERG DOPM«» &
QA0

EoM name
MESG: Mursehres ENERG BO18« 5

Mesiage (ondend

Emergency vt murse lecation i EMERG, place compiete Back Option V8 ax 5

SOMIG 21 Pegitnacn snd Dipemen i, (G PRI Conatian Valid froms 19500101
1D Amb ArrhalTonferTens Urknown 4D Legun Coratsan R e iy
: oded

091,38 a0 UDKUS ey

0 Ol _Canmact maoeOh
10 FAS_Besing OM_CA

e wew Cenanien | I Dl Condtin

Noooect Vot pe 1 weh Specity 11, =

LOG MurehoediVERG andd BOPIN< > §

10 IntenCanceiied coded ncanedtly Logicsl comillion spaiten

18 InvDwrstises 1 s MesverSon Marmotheragy notinter | ) And

18 Meaoul_wagieg Mrl_ana_OR D05 LOG Deah Duspeamaeras nint rage 4%

e (.:;(:u":(’u(.)m.-.- wiT\ Teage nix

1D FroMREIR« > :_.f:::a &

18 ARCAHINT PO Conamon e Nave
106 Fa0s "o FLO: Murre Arey
106 Pu) EMERG
06 Ps MO L 8O0 n S

G P
106 P19
106 X

Delete Logical Condition

In order to delete a Logical Condition, it cannot be used in another edit or another Logical Condition.
| 3 Delete [F9]

To delete a Logical Condition click

1% WinRecs Tools - EMT Editor: Logical Conditions Editor O Y

Select Module

| AbsCare [Inpatient] ~ ICD 10

[k NewlF5 | [ X DeletefFs |
Enter a value here to filter the list

Abortion Complication & Service Check

Admit Category Checke (gestational age)
AgeCodeM and AgeMumber>=12

AgeCodeY and AgeM Age Number>=12
Basic Option & null or blank

CMG Test )
Diagnosis £51.5 without Prefic 8 Condition YEDX

Logical condition name H Save [F7]

for 5ame Occurrence (MultiForms)

L
c
@

)
[x Chemotherapy Z51.1 without Neoplasm D*

Do R26.2 wth D Type 2

[x Type_M_1_Stroke_TIA

CxCode J18 has to be coded with J44
DxCodesQ03-007 and 008

Entry Code E with Admit Cat L

EntryCodeD & DispCode07

First name can't be blank

Intervention Duration changed

IntervProvService and PatService

L: DxCode J18 has to be coded with J44

Last Name cannot be Z

LOG Admission Date./Time=5CU Date./Time

LOG Diagnosis R262 with Type 2

PatService51 and IntervProService

Fostal Code K2 or K4 and Residence Code not Cttawa
SCU 50 and Age >=1

Stroke Diagnosis with Type 1and Project 340 missing

S FieldEditor | |@ Logical Editor | |y Edit Selected

If a Logical Condition is used in another edit, a prompt will display.
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The selected field condition is in use by an edit(s)/legical condition and
cannot be deleted. Related edit(s)/logical condition must be deleted

Pt

OK

Field Conditions can only be deleted if not used in a Logical Condition or another edit. In order to

delete a Field Condition

| 3 Delete [F9)

click

Select Module
|| |AmCare ~ ICD 10 v|

['fi' New [F5] ] [x Delete [F9] ]

Enter a value here to filter the list
Disp Code Death 10or 11

First Name Elank

First Name cannot be blank

First Name cannot be blank

FLD Death Disposition 10 or 11
Fid Intervention Loc 04 Outpatient
FLD Postal Code Homeless

FLD Residence Code not Cttawa 2521
FLD Triage not Resus

Fid. Intervention Pharmatherapy not Inter Lo...
MIS Code < ER

MIS Code ER

Pl - Dx Code 075.701

Pl - Intervention Duration 0

Pl - Main Intervention Captured

Pl - Main Intervention ls Capturad
Pl - Visit Disposition 11

Provider Specialy 11001

Triage Level <> Resus 1

Visit Type<s3

1% WinRecs Tools - EMT Editor: Field Conditions Editor

Field gondition name

[m] *

e |
Fpostion |m
Use field occurrence Field condition operator
(® First Occumence () By Value () Blank {no value)
() Other Occurences (> 1) (® Equal To () Not Equal
(O Al Occumrences () Like () Not Like
() Specific Occumence () Starts With () Mot Starts With
@ - () Less () Less or Equal
ccurrence /;
= () Greater () Greater or Equal
Comparison type (O Between  (O) Not Betwesn
(O Compare Field
®) Compare Value(s)
Condtion lﬂ} e\‘ B iy x
Value Description
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If a Field Condition is used in another edit, a prompt will display.
Condition not deleted -
o The selected field condition is in use by an edit(s)/legical condition and

cannot be deleted. Related edit(s)/logical condition must be deleted
first.

OK

Access Visit and Verify Abstract

Amcare Abstract

Message should generate in message list box. If message does not generate upon load, F11 Verify.

P RED0S Winllace D Vermsore 210 - s Bt - Ererremsent: Test%0_1_10MT - Modle Amcas - K10
File Aitosi  Mlodubt e

et e -4l |EDBEEEROEE B =5- 5 B- @-8

T
Wi
EXPIRED T - G463 - BE0E - PUET A - aden Wik - SEROT15 |LEWEL: ) READ DHLY
B B ™ | Patest Vit ooy [
m of Carw |F v |'Wail Disie
B | =-|-| T
= Fazkd Wame Fiakd Waus Fiskd Desacriplon &
B | |is Lewel 0172 Validated L Tees
g gai — ] u fas
§  [Boustemvabated W [osemwamegsfewd
B | |15 Level 0612 Submitted 0 He
o Is Absiract Submitied N o ¢ :
i1
@ | |is Level 01/ Comoctad N Ho [ s v e i
H | |15 Abstract Comected N Ho [ o |
g Recipracal Riling Statis M Hea _|_|
_ | |interface Dite )l
B Cosrer
E DL et Dnaguostion coacied wad bk Tages Lasvel @ rad P I
E AL TR [ -
CAd Coa 418
= 2 MED
c Dsmgton_| Dbyt v Comibarioes
Dowarh Deigelaan oooed biad bul Tosgs Lo st P i [abwer]
Arasctene |
b TEhCd  w
| Peved ljelste Hatery
"Hom 1 Code Upeiaest -
[0 INELE 6%
e [ancabmiss:
| Faty TUETA (62
i Cunborn inidatend | 100 Lok U Fonkd [ [ Coriom Wkt i i = =

Is Custom Validated field

In the abstract, there is a field called ‘Is Custom Validated’. The Valid Values are:

Yes
When there are no EMT messages generated when abstract is verified, the field will populate a Y.

Custom Errors Found
When there are EMT messages that contain errors, the field will populate an E.
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Custom Warnings Found
When there are EMT messages that contain warnings, the field will populate a W.

Custom Information Found
When there are EMT message that contains information, the field will populate an |.

No
When EMT message are not yet verified in the abstract, this field will populate an N.
| winhecs® Apsicaon et vl A DBEEEEIEE @ 3- 5 B -0

ESFIRED ;T - 54631 - BHDN -Z447-4 - Maden, Mak - 20050715 - - | LEWEL: 3]

|E I Cuslom Validsted |F |
o] E
B4 =]
= Fiakd Nanmi Fiald Vahse Fikd Description
5] 15 Level 0172 Validated W Vs
B [is Avstract vandated v vos
@
B4 Is Level 0§11 Submitted ] No
% Is Abstract Submitted ] Mo
@ Is Level 07172 Cormectad N No
B Is Abstract Corrected H Mo
g Reciprocal Billing Status N No
L lInterface Date ¥
g|=1ﬁfmnmwmwu1wmuummu 1l

Batch Verify
An option to verify all visits to see if EMT edits apply.

Utilities>CIHI Submission
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PR MED2020 WinRecs® Version: 293.2.0 - User: Beth - Environment: Test293_1_1EMT - Module: CIHI Submission - X
File Actions Modules Help

PR WinRecs® Application Menu [Ctrl + M] = & E [ =~ B M@

VIEDZUZ

HLSub .

‘ —_— ‘ Start Submission [F11]
@ Cheok Locked Records:
Field Narme Field Value Field Description
| CIHI Submission Information
H|Institution Number 54197 Collingwood NACRS
B|Batch Year 2016
m|Batch Period 04 July
| Care Type B All Cages
Is This a CJRR Submission File
O|Submission Level (NACRS) 3
m|Select Edit Library S Only System Edits
H|Complete Re-Verify
Date From 2016-07-01
Date To 2016-07-31

Dale To |2 [Standard Date [vvvy-Mi-DD1 B [Date To

Please Note: For Amare ensure Submission Level (NACRS)= 3

Select Edit Library
T ———

Wi LuLy

Select Edit Library B

[

H Link | Code Walue | Hospital Description

C Only Customn Edits
5 Orily Spgtem Edits

Both System and Custom Edits
This will perform the verify on the CIHI or provincial edits along with EMT edits at the same time.

Only Custom Edits
This will perform the verify on the EMT edits only.

Only System Edits
This will perform the verify on the CIHI and provincial edits only.

When click Start Submission
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o}
(E it spppestion eruioi - 4| | DEEEEEDEE B =- 0/ E- @O-@
WACLFIOERY 1 - L E
AERIRRE NN NN ENENNNEENERERNEREEEARNEENER 1 SRS S 0N
AERAAREREEED
Racord: 9ol 22
[ILE]]
SUBMISSION

B B JL1e01m10

2 # SB:WARNIMG: Out of Province HCM =1, check PCS for Valid out of Province Health
) @ ERROR: Project 332 nat coded when R espongibility for Payment = Other Province, Ch
[ * . JLT1E010210

[ ® 0 JLTE0T0211

e B JL1e010310

= B JL1e011810

------------ B ERROR: HCM Province must = CA for FAS billing, [Messagett18]

B JL1Emz110

B JL1e012310

B JL1e020611

B JU1ED21mD

B JL1e0z1011

® JLTB0Z21310

------------ ¥ SBWARNIMG: Intervention Duration > 720 Minukes, verfy abstracting for each time i
B JL1e020710

Report Generator
Existing views have been modified:
AbstractingErrorsWarnings_VR

Message Level:
Custom Errors
Custom Warnings
Custom Information
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110 views - The ‘Is Custom Validated’ field has been added to all the 110 views.

A report called EMT Incomplete Abstract List has been developed.

~§* SAP Crystal Reports - [EMT Abstract Incomplete List.rpt]
File Edit View Insert Format Database Report Window Help

NS IS B EL| L EES "‘"O"I@EIQLVQ!\M
] jAsiB /ussES|A- B ese

iMEZOEANO R M@0 S (88 7-/EAKALE ESE M 20f 2+ [
StartPage  EMT Abstract Incomplete List.pt
Design JPrev\ew xl
Parameters -
#XO v EMT Incomplete Abstract List

2y Enter Date R... &
[7/1/2016 .. 7/ ..
Display EMT... 2

For visits between 2016/07/01 to 2016/07/31

w $B: WARNING: Out of Province HCN = 1, check PCS for Valid out of Pravince Health Card #, i
HCN is not available in PCS leave HCN as 1, (Message#1)

Ves DisplayE...
JL16010210  2016/07/08 2016107108 w Custom Warnings Found
w SB: WARNING: Unknown Ambulance Arrival Time or Transfer of Care time, Verify with
Ambulance call report if available and update abstract ?
JL16010211 2016/07/08 w Custom Warnings Found
w 5B: WARNING: Unknown Ambulance Arrival Time or Transfer of Care time, V erify with
Ambulance call report if available and update abstract ?
JL16010310  2016/07/08 2016/07/08 E Custom Errors Found
E ERROR: HCN Province must = CA for FAS billing, (Message#18)
JL16011810  2016/07/08 E Custom Errors Found
z E ERROR: HCN Province must = CA for FAS billing, (Message#18)
B Groups
JL16012110  2016/07/13 2016/07/13 E Custom Errors Found
E ERROR: BBBB Registration Date/Time and Disposition Date/Time cannot be the same, please
O Fi update the Disposition Date/Time, Message 21
E ERROR: Project 998 not coded when Responsibilty for Payment = Other Province, Check
responsibility for payment (Message 108)
w SR WARNING Out of Province HCN = 1 check PCS for Valid aut of Province Health Card # i
For Help, press F1 2016/10/02 17:57 Records: 201

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 301 of 410



°
°

#MED2

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

6 System Maintenance
6.1 Regional Profile

Overview

The Regional Profile is used to specify default values to be inherited by individual Hospital Profiles. If a
field is configured in Regional Profile, it will only be inherited by the Hospital Profile if the corresponding
field in the Hospital Profile is not defined (blank).

Administrators can use this feature to manage multiple hospitals that use the same WinRecs database.

To access the Regional Profile module:

Select System Maintenance — Regional Profile.
The Regional Profile window displays.

@ MED2020 WinRecs®© Version: 289.2.1 - User: murray.garnett - Environment: Test283 2 10N EI = @
File Actions Modules Help

|W’inHecs@ Apphication Menu [Ctrl + M] H @ E E E @ 3 hd E

ED : R
No Records Selected READ-ONLY
E Hosp I Name
45 Hospital 2
Field Harne Field Value Field Description L= Haspital 3
Regional Profile 45 HDSPflaI 4
" || Prompt for Delete Reason 45 HUSP@' &
MDAS Server 45 Hospital 3
MDAS Database 45 | Hospital 17
B[ |Volume List Sort Field 1D Dale To [Descending] 43 |Hospital 12
] # of Labels to queue before Print 45 Hospital 15
| Chart Numbers Can Be Re-Issued? 1] Mo 45 HDSP!“EHE
[] Display Multiple User Message Y Yes N HQSthaIH
Maintain Site Specific Chart Volumes ] Ha N Hospital 14
B[ |Filter Non-Abshacted Visits From Visit N Ho N___|Hospital 10
B| |WinRecs ~ 3-M CodeFinder Phase i Winiess ~ 3 Phase I N |Hospital7
H| |Store Optimize Data N Na N Hospital &
B| [Change Password Dayps N Hospital §
B[ |Date Format TACHMDD Patick | Hosgital 1
] Log Out With System Screen Saver A Yes
] Province Humber 5 Ontario
[ ] Paediatric Age
H| |TaxRate 1 %
] Tax Rate 2 %
H CIHI Files Directory C:\Pragram Files
| | Reciprocal Billing File Directory
[ | Repoit Files Directory C:A\Program Files
H Help File Path
|H| |WinRecs Temp Files Path Chbernp i
Record Update History
Hosp [Cader Updated -
Coder 16 [2012/05/1513:55
Coder 16 | 2012/05A1513:.00 =
Prompt for Delete Reason |1 | Look Up Field L[] | Prompt for Delete Reason B v
Make the required entries.
Prompt for Delete Reason: If Y is entered, you will be prompted with a

Reason Text Box for deleting a visit.

Create CCM Abstract by
Health Care Number:
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Volume List Sort Field:

# of Labels to queue
before Print:

Users who interface chart volumes can
define the number of labels to print.

Chart Numbers Can Be
Re-issued?:

“Y”=Yes, “N” = No

If the users wants to use the Unmerge
function in Chart Maintenance/Modify a
Chart, this must be set to “N”.

Display Multiple User
Message:

“Y”=Yes, “N” = No

If set to “Y”, and a record is accessed that
someone is already working in, a popup
message displays advising who is currently
working in a visit and an error displays in the
Message pane. If set to “N”, only the popup
message displays and it will not be possible
to save the information.

Maintain Site Specific
Chart Volumes:

HYH = YeS, nNu = NO

Filter Non-Abstracted
Visits From Visit History:

HYH = YeS, nNu = NO

WinRecs — 3-M
CodeFinder Phase:

Choose applicable Phase by using F2 Look
Up.

Store Optimize Data:

nYu = YeS, uNn = NO

Change Password Days:

Enter the number of days within which the
password must be changed.

Date Format:

The date format used by WinRecs.

Log Out With System
Screen Saver:

“Y”=Yes, “N” = No

If set to “Y”, and the screen saver is
activated, WinRecs will log out of the
program. The program will terminate without
saving, thus any data entered without being
saved will not be retained.

Display Code:

The code that displays for the hospital.

CIHI Code Value:

Enter Facility number or Facility Name.
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User Description: The identifying description for the hospital.
Valid From Date: The date from which the institution number is
valid.
Valid To Date: The date on which the institution number is

no longer valid.

F2 Lookup Note Defines the note text viewed when
performing lookups.

Interface In: The value coming from the interface.

Province Number: 0-NL, 1-PE, 3-NB, 4-QC, 6-ON, 6-MB, 8-AB,
9-BC, I-International ,N-Northwest Territories,
V-Nunavut, Y-Yukon

Paediactric Age: This defines the Paediatric Age for Pediatric
Services. This value may be defined by your
institution or province, and must be entered.
For example, “14” defines paediatric as
patients 14 years old or under.

G.S.T. Number: This is for billing purposes in the ROI
module. If not configured, the value in the
Hospital Profile is used.

Tax Rate 1: Used in the Release of Information module to
calculate the GST.

Tax Rate 2: Used in the Release of Information module to
calculate the PST.

CIHI Files Directory: This defines the path for the CIHI Submission
and Correction processes. Press F2 (or
double-click) in the text box to select the path
when the submission files are stored. Select
the folder and click OK. If this field is left
blank, the files and folders default to
C:\Program Files\WinRecs\CIHIDATA on the
PC the user is working with when running the

submission.
Reciprocal Billing File It is recommended that UNC standard
Directory: naming is used.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 304 of 410



L d
o000 o
seeoe® ®

#MED2020

* Health Care Software Inc WinRecs v.295.3.0 User Guide

Report Files Directory: The Directory Path for report. Press F2 to
open the folder browser. It is recommended
that UNC standard naming is used.

Help File Path: The Directory Path for the Help file. Press F2
to open the folder browser. It is
recommended that UNC standard naming is
used.

WinRecs Temp File Path: This field specifies the location of the batch
interface temporary folder. WinRecs checks
this location in the Regional Profile, unless
there is a value in the field in the Hospital
Profile. If there is a value in the Hospital
Profile, that value is used. If left blank, the
default application path (C:\Program
Files\WinRecs2\BatchIn\Bin folder is used.

Accessory File Directory: The Directory Path for accessory files. Press
F2 to open the folder browser. It is
recommended that UNC standard naming is
used.

Multiple User Save: Y’ =Yes, “N”=No

This is used to prevent changes from being
saved if another user is currently accessing
the same record. If set to “Y” then a warning
message displays. If set to “N” an error
message displays, and the user will not be
able to save the record.

Minimum Password This is used to set the minimum length of the
Length: password for users.
# of Password Attempts: The maximum number of log on attempts

before the user is logged out.

Max # of Records To Defines the maximum number of records
Return On Search: returned in a search. The default is 999.
Enable Search Audit: “Y”=Yes, “N” = No

When set to “Y”, a record of all searches plus
all the abstracts appearing in the searches is
stored in the database. The default is “N”.

Report Audit Level: 1-None, 2- Basic, 3-Binary
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Auto-Generate Chart Y” =Yes, “N” =No
No.?:

If enabled, WinRecs uses the Start with
Chart Number field to assign new chart
numbers. The Start with Chart Number field
will automatically increment as the numbers
are used. If attempting to create a new chart
number using a number other than the
number outlined in the Start with Chart
number field, the program will still try to
assign the “Start with Chart Number” value.
Going back to the Chart Number field in CPI
before proceeding will ensure the Chart
Number value is the appropriate one.

Start with Chart Number: This defines the starting point for number of
charts. For example, if the value 123 is
entered, the next patient chart created that
does not have a chart assigned will be
assigned chart number 124.

Chart Number Mask: Alphanumeric (10 Characters). This defines
how to view chart numbers on the system —
without the leading zeros, or with characters.

Examples:

HHHHAA#HE (10 digits) This displays a chart
number without any leading zeros, unless “0”
is part of the number (ie: 309).

###H##00-000: This displays the chart
number, such as 00-309.

####000-00: This displays the chart, such as
003-09.

Terminal Digit: For details on Terminal Digit settings, please
see Terminal Digit in the Basic WinRecs
Functionality Section.

Unique Volume Number: “Y” = Yes, “N” = No

If set to “Y”, all volume numbers must be
unique.

Unique Deficiency “Y” = Yes, “N” = No

Number: If set to “Y”, all deficiency numbers must be

unique.
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Days To Add For This indicates when to start counting the day
Deficiency Date: that the chart is deficient. If you do not want

to count the day the deficiency is put in the
Provider’s chart completion area, enter “1” in
this field and the count will begin one day
after the deficiency is entered.

Days To Add For Next This is used to automatically calculate the
OMHRS Assessment next assessment date in OMHRS abstracts.
Date:

Manual Default Return Yes”: When the Transaction Type is “R”,
Location: users are prompted to select the Return

Location. They can then proceed to enter all
charts going to that location.

“No”: When the Transaction Type = “R’,
users are prompted to select the return
location for each chart.

Pull List ID Format: This is used by the Chart Locator and defines
the format used for pull lists.

BorrowerDate: Borrower + Date
(YYMMDD)

DateBorrower: Date(YYMMDD) +
Borrower

DateLocation: Date(YYMMDD +
Location

DateLocBorr: Date(YYMMDD) +
Location + Borrower

Date-Seq: Date + Sequence No.

LocationDate:Location +
Date(YYMMDD)

LocBorrDate: Location + Borrower +
Date(YYMMDD)

Caution: Changes made to this field will
impact the future pull lists already stored in
the table. Contact MED2020 before making
changes to this field.

Privacy Message This is used to display a Custom Privacy
Message at the Hospital discretion. It can be
used at the Regional Level or at the Hospital
Level (See Hospital Profile Section).

This a free form text box that has unlimited
field length for newer SQL versions however
for SQL2000 there is a maximum length limit
of 4000 characters.
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The Privacy Message can be standard for all
the Region or at the Hospital level. If
defined, users of WR application will see a
pop-up Privacy Message right after the
MED2020 copyright splash screen.

Hospital Privacy Message will override the
Regional Privacy Message

If both fields are blank, then no pop up
message will display.

Click

- or — Press F7.
The information is saved.

Using Regional Profile Data in other Profile Modules

The following table defines how to use Regional Profile in other profile modules:

Module Description

Users Profile: Hospital Link or Default Hospital Link must be defined. Hospital Link
restricts the user to view records for the hospital indentified. No
restriction is imposed when using the Default Hospital Link field. This
is used in other modules that require a default hospital for a user.

Provider Maintenance: Hospital Link can be defined for a provider to limit the provider’s
location to the hospital. In cases where a Provider is available to
multiple hospitals. Then it is recommended this provider have a blank
hospital link (Regional).

Lookup Field Hospital Link is used to create lookup tables that are specific to one
Maintenance: Hospital (ie: Nursing Area).
CPI: Hospital Link can only be viewed by users that have been linked to the

hospital indicated (see Users Profile).

Chart Locator: Charts can only be accessed when the logged in user has access to
the corresponding hospital (see Users Profile).
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6.2 Hospital Profile

The Hospital Profile is used to specify default values for hospitals. If any field listed below is defined in
the Regional Profile the value from the Regional profile is automatically assigned to the corresponding
field in the Hospital Profile.

To access the Hospital Profile:

Select System Maintenance — Hospital Profile.
The Hospital Search dialog displays.

Hospital Search ===
Hospital Code:

r ]

|
I

To display all hospitals, press Enter.
All hospitals display in the dialog.

Double-click the hospital to select.
The Hospital Profile window displays.

MED2020 WinRecs® Version: 289.2.1 - User: murray.gamett - Enviranment: Test289_2 10N - Madule: Hospital Profile Maintenance =R ==
File Actions Modules Help
‘Winﬂecsa Application Menu [Tt + M] H 5] ARHE =~ &
T
WIELDZUZU |IH]
No Recards Selected GLZAD-EL T
‘ Hospital List
‘ ‘IE ‘ Hosp Il Hame -
45 |Hospital 2
Ficid Name. Fiold Value Fickd Descrption |45 {Hospia 3
u Hospital's Profile M (ool
__|__| Prompt for Delete Reason i Hospital & N
MDAS Server E 2
MDAS Databaze
Volume List Sort Field _ s # |Name =
 of Labels to queue before Print 0530 Hospital 0
Yolume Label Printer - 12345 Hospital £-21
Chart Humbers Can Be Re Tssued? v Yos 31243 [Hosptal B8
Display Multiple User Message B Hospital A7
Filte: Hon-Abstacted Visits From Visit _ 7547 Hosptal a2
WmHensr ;i-M CodeFinder Phase I WinRecs ~ 3M Phase [V [version 8] 508080 Hospital L3
|__|Store Optimize Data 51100 Hospital &-37
Change Password Days 51100
Date Format 51160 | Hospital &-20
|| Enable Warkioad Measurement 5750 [Hosptal &
Log Out With System Screen Saver N o 51162 |Hosptalsb
Help File Path _ 51204 |Hospial LG
WinRecs Temp Files Path C \emp\iemp 51206 [HosotalR
|__[Accessory File Directory R1227 Heribal 11 i
Report Audit Level d 3
Minimum Deficienci Record Update History
W[ System CD Key QKKK I30WKE SEWKE DIEWAE
B[ Displey Code 5 Hosp | Coder Updated
CINCaeeValas i o Coder 03| 2011705419 14.32
Coder 44| 2011/08/08 1557
Prompt for Dielete Reason |1 | Laok Up Field [[] | Prompt for Delete Fisasan
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Enter the required information. Press Enter to move from field to field. Note that

fields in this module affect searches and access to modules (CD Key). Descriptions of the
Hospital Profile fields are provided below:

Field

Description

Select Provider Service

“Y” = Yes, “N' = No

“Y” —When a provider is selected with multiple services, a popup
message will appear to ask you what service you want to choose

“N” — the message will not appear for providers with more than one
service or specialty.

Prompt for Delete
Reason :

If Y is entered, you will be prompted with a Reason Text Box for
deleting a visit.

Volume List Sort Field:

# of labels to queue
Before Print:

Users who interface chart volumes can define the number of labels
to print.

Volume Label Printer:

Provides the path when the labels are to print. For example:
\\medcorp2\SHARP_Copier

Chart Numbers Can Be
Re-issued?:

“Y” = Yes, “N” = No

If a user wants to use the Unmerge function in Chart
Maintenance/Modify Charts, this must be set to “N” (No).

Display Multiple User
Message:

“Y” = Yes, “N” = No

If set to “Y”, and a record is accessed that someone is already
working in, a popup message displays advising who is currently
working in the window and an error displays in the Message pane.
If set to “N”, only the popup message displays and it will not be
possible to save the information.

Filter Non-Abstracted
Visits From Visit:

uYu = YeS, uNu = NO

WinRecs — 3-M
CodeFinder Phase:

“Y” = Yes, “N” = No

Store Optimize Data:

“Y” = Yes, “N” = No

Change Password
Days:

Enter the number of days within which the password must be
changed.

Date Format:

The date format used within WinRecs.
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Log Out with System “Y”=Yes, “N” = No
Screen Saver: If set to “Y”, and the screen saver is activated, WinRecs will log out

of the program. The program will terminate without saving, thus any
data entered without being saved will not be retained.

Help File Path: The directory path for the WinRecsUserGuide.pdf. Press F2 to
open the folder browser.

WinRecs Temp File This field specifies the location of the batch interface temporary
Path: folder. WinRecs checks this location in the Regional Profile, unless
there is a value in the field in the Hospital Profile. If there is a value
in the Hospital Profile, that value is used. If left blank, the default
application path (C:\Program Files\WinRecs2\BatchIn\Bin folder is

used.
Accessory File The directory path for accessory files. Press F2 to open the folder
Directory: browser.
Minimum Deficiencies: The minimum number of deficiencies for a Letter to be generated.
Max Activity Number: Define the maximum number of chart activities to retain in the

database. If 10 is entered in this field and there are 11 activities
the earliest will be purged from the database. If this field is blank,
all activities will be saved to the database. This also affects how
many chart activities will be displayed on the Chart Activity report.

System CD Key: MED2020 provided CD Key (Read-only, System Mandatory)

Display Code: The code that displays for the hospital.

CIHI Code Value: Enter Facility number or Facility Name.

User Description: The identifying description for the hospital.

Valid From Date: The date from which the institution number is valid.

Valid To Date: The date on which the institution number is no longer valid.

F2 Lookup Note: Defines the note text viewed when performing lookups.

Interface In: The value coming from the interface.

# of Password Attempts: The maximum number of log on attempts before the user is logged
out.

Max # of Records to Defines the maximum number of records returned in a search. The

Return On Search: default is 999.
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Enable Search Audit:

nYu = YeS, uNH = No

When set to “Y”, a record of all searches plus all the abstracts
appearing in the searches is stored in the database. The default is
“N”-

Province Number:

The facility’s provincial number, as assigned by CIHI (system
mandatory).

Chart Number Mask:

This defines how to view chart numbers on the system — without
the leading zeros, or with characters.

Examples:

#p#HHHAHAE. (10 digits) This displays a chart number without any
leading zeros, unless “0” is part of the number (ie: 309).

#####00-000: This displays the chart number, such as 00-309.
####000-00: This displays the chart, such as 003-09.

Terminal Digit:

For details, please refer to Terminal Digit in Basic WinRecs
Functionality section.

Auto-Generate Chart
No?:

nYu = YeS, “Nu = NO

If enabled, WinRecs uses the Start with Chart Number field to
assign new chart numbers. The Start with Chart Number field will
automatically increment as the numbers are used. If attempting to
create a new chart number using a number other than the number
outlined in the Start with Chart number field, the program will still
try to assign the “Start with Chart Number” value. Going back to the
Chart Number field in CPI before proceeding will ensure the Chart
Number value is the appropriate one.

Start with Chart
Number:

This defines the starting point for number of charts. For example, if
the value 123 is entered, the next patient chart created that does
not have a chart assigned will be assigned chart number 124.

CIHI Files Directory:

This defines the path for the CIHI Submission and Correction
processes. Press F2 (or double-click) in the text box to select the
path when the submission files are stored. Select the folder and
click OK. If this field is left blank, the files and folders default to
C:\Program Files\WinRecs\CIHIDATA on the PC the user is
working with when running the submission.

Note: This option is available in Institution Profile to create
separate submission folders for each Institution number.

Reciprocal Billing File
Directory:

This defines the path for the Reciprocal Billing File. It is
recommended that UNC standard naming is used.
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Report Files Directory:

The Directory Path for report. Press F2 to open the folder browser.
It is recommended that UNC standard naming is used.

Paediatric Age:

This defines the Paediatric Age for Pediatric Services. This value
may be defined by your institution or province, and must be
entered. For example, “14” defines paediatric as patients 14 years
old or under.

Tax Rate 1: This is used in the Release of Information module. This would be
GST or PST.

Tax Rate 2: This is used in the Release of Information module. This would be
PST or GST.

Days to Add for This indicates when to start counting the day that the chart is

Deficiency Date:

deficient. If you do not want to count the day the deficiency is put in
the Provider’s chart completion area, enter “1” in this field and the
count will begin one day after the deficiency is entered.

Days to Add for Next
OMHRS Assessment
Date:

This is used to automatically calculate the next assessment date in
OMHRS abstracts.

Filter Morphology
Codes:

nYu = YeS, “Nu = NO

If morphology codes are to be included (“Y”) or excluded (“N”)
when using other 3 party encoding software.

Manual Default Return
Location:

“Yes”: When the Transaction Type is “R”, users are prompted to
select the Return Location. They can then proceed to enter all
charts going to that location.

“No”: When the Transaction Type = “R”, users are prompted to
select the return location for each chart.

Pull List ID Format:

This is used by the Chart Locator and defines the format used for
pull lists.

BorrowerDate: Borrower + Date (YYMMDD)
DateBorrower: Date(YYMMDD) + Borrower
DateLocation: Date(YYMMDD + Location
DateLocBorr: Date(YYMMDD) + Location + Borrower
Date-Seq: Date + Sequence No.
LocationDate:Location + Date(YYMMDD)
LocBorrDate: Location + Borrower + Date(YYMMDD)

Caution: Changes made to this field will impact the future pull lists
already stored in the table. Contact MED2020 before making
changes to this field.

©2018 MED2020 Health Care Software Inc. All rights reserved.

Page 313 of 410



L d
o000 o
seeoe® ®

#MED2020

V' Health Care Software Inc

WinRecs v.295.3.0 User Guide

Privacy Message

This is used to display a Custom Privacy Message at the Hospital
discretion. It can be used also at the Regional Level (See Regional
Profile Section).

This a free form text box that has unlimited field length for newer
SQL versions however for SQL2000 there is a maximum length
limit of 4000 characters.

The Privacy Message can be standard for all the Region or at the
Hospital level. If defined, users of WR application will see a pop-up
Privacy Message right after the MED2020 copyright splash screen.

Hospital Privacy Message will override the Regional Privacy
Message

If both fields are blank, then no pop up message will display.

Use Abstract Queue

“Y" = Yes, “NH = NO
When set to “Y”, Abstract Queue will be enabled. The default is “N”.

Note: If any changes are made to your Hospital Profile, you must log out and then log back on to
WinRecs for the changes to take place.

Click
- or - Press F7.

The Hospital Profile information is saved.

Sidebars

Hospital List

Field Description

Hospital The unique ID to identify the hospital.
Name The name of the hospital.

Institutions List

Field Description

Institution Number The unique ID of the institution number set in the profile.
Name The name of the institution.

Care The type of care code
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6.3 Institution Profile

The Institution Profile is where institution specific information is entered. More than one institution
profile can be defined per hospital profile.

To access the Institution Profile:

Select System Maintenance - Institution Profile.
All institutions display in the Institutions Sidebar.

Double-click in the Institutions Sidebar on the institution to select.
The Institution Profile window displays.

[Pl MED2020 WinRecs® Version: 289.21 - User: murray.gamett - Environment: Test?89_2 10N - Module: Hospital Profile Maintenance =R ==
File Actions Modules Help

‘Winﬂecsa Application Menu [Tt + M] H 5] ARHE =~ &

T S— —
WIEDZUZU o |IH]

Mo Records Selected READ-ONLY
‘ Hospital List
‘ ‘E ‘ Hosp I Name p
45 |Hospital 2

Field Hame Field Valuz Field Description <145 |Hospial 3

H Hospital's Profile i o Gl

|| Prompt for Delete Reason 45| Hospitsl & *
MDAS Server El *
Volume List Sort Field § Trst® Name . [ =
W of Labels to queus before Print 0531 THosm IO

Volume Label Printer
Chart Humbers Can Be Re-lssued? hd Yes
Display Multiple User Message
|__[Filter Non-Abstiacted Visits From Visit
‘WinRecs ~ 3-M CodeFinder Phase I ‘WinRecs ~ 34 Phase [V [version 8]
|_[Store Optimize Data
Change Password Days

Date Format

Enable Workload Measurement
Log Out With System Screen Saver N No
|__[Help File Path

12345 Hospital £-21
31243 Hospital B-8
3736 Hospital B-7
a4 Hospital £-22
508080 Hospital L-3
51100 Hospital £-37
51100
51150 Hospital £-20
51160 Hospital &
51162 Hozpital 4-6
51204 Hospital LG

WinRecs Te,np Fjle: Path C:\temphtemp 51298 Hospital B

|__[Accessory File Directory 1927 [T <
Report Audit Level 1 D
Minimum Deficienci Record Update History

M| System CD Key QQKKKI3EWHKE 3EWKEQI3IWAE Y

| Display Code 15 Hosp | Coder Updated
CIHI Code Value 5 = Coder 03| 2011/03/1914.32

Coder 44 | 2011/08/08 15:57

Prompt for Dielete Reason |1 | Laok Up Field [[] | Prompt for Delete Fisasan

Enter the required information. Press Enter to move from field to field. Descriptions of the Hospital
Profile fields are provided below:
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Field Description
Hospital Link: This defines the hospital to which the institution

belongs. The institution must belong to the same
Hospital Link to have access to this institution’s
records and functions.

CIHI Files This defines the path for the CIHI Submission and
Directory: Correction processes. Press F2 (or double-click) in the
text box to select the path when the submission files
are stored. Select the folder and click OK. If this field
is left blank, the files and folders default to C:\Program
Files\WinRecs\CIHIDATA on the PC the user is
working with when running the submission.

Reciprocal This defines the path for the Reciprocal Billing File.
Billing File

Directory:

Institution Code: The institution Number. This is a four or five digit code

issued by CIHI or a unique number defined by the
hospital (System Mandatory).

CIHI Code The CIHI value for the institution.

Value:

User A user defined institution name.

Description:

Default Same as User Description.

Description:

Valid From Date: The date from which the institution is valid (System
Mandatory).

Valid To Date: The date to which the institution is valid (System
Mandatory).

F2 Lookup Note: This defines the F2 note that is displayed.

Interface In: This value is used as the institution number in batch

and HL7 interfaces.

Care Type: The type of institution (System Mandatory).

Site Number: This is used to distinguish multiple sites of the same
care type within a facility.
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Overlook CIHI “Y” = Yes, “N” = No

Edits: If set to “Y”, CIHI edits are ignored. Consult MED2020
Client Services before enabling this option.

ICD 9-CM Live This defines the starting date for abstracting using ICD

Date: 9-CM. If no date is entered, WinRecs assumes the
ICD 9 is used.

ICD 10 Live This defines the starting date for abstracting using ICD

Date: 10 (System Mandatory).

Lock Down This defines the date records will be locked down and

Date: accessible in a “View” mode only. For example, once

all corrections are made for fiscal 2012, you can use a
lockdown date of 2013/04/01 to have read-only access
to all data prior to this date (System Mandatory).

Copy Data From

This feature is for clinical modules to choose if they

Latest wish to copy values from one clinical assessment to
Assessment: another:

M - Yes only for new assessment created by user

N - No

Y - Yes - new assessments created by user and

interface
Record This is enabled only for Care Type = “R” and “M”. This
Validation and is used to enter the annual date provided by CIHI for
Submission deadline of data submission under previous fiscal year
Date: specifications. Data submitted after this date will be

validated on the current fiscal year specifications.

Process NRS

This is enabled only for Care Type = “R”. Enter “I” or

Submission Log:

Admit/Discharge greater for the number of fiscal quarters to search
Together?: back to retrieve admission assessments. A value
greater than “0” (zero) will only submit “pairs” of
admission/discharge assessments. A value of “0”
(zero) will process any assessments found within the
period selected, regardless of assessment type.
Show NRS

CIHI Batch Year:

The current fiscal batch year.

CIHI Batch
Period:

The current fiscal batch period.
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CIHI Facility File
Sequence:

This number should be set to 1 at the beginning of
each fiscal year.

Cost Per R.ILW. :

The institution’s cost per resources intensity weight.

New Chart Prefix

This defines the alphabetic prefix used when creating
a new chart. This can be used to limit the user’s
access (as defined in User Profile).

Auto-Generate
Encounter No.?:

“Y” =Yes, “N” = No

This defines if WinRecs automatically generates
encounter numbers. If defined, the Start with
Encounter Number field (below) will automatically
increment as the numbers are used. When a new
Encounter Number is created using a number other
than the number outlined in the Start with Encounter
Number field, WinRecs will still try to assign the Start
with Encounter Number value.

Start with This is the starting number of auto-generated

Encounter encounter numbers.

Number:

User Mental This field is obsolete as of 2018-04-01. Mental Health

Health Data: fields are driven by Institution Type and Patient
Service

NACRS Set by system CD Key.

Submission

Level Code:

Preferred This option allows you to choose which NACRS level

Default NACRS
Level:

of edits to generate on loading a visit.

NACRS Level 3

Set by system CD Key.

Live Date:
MOH Office This is a single alphabetic code as assigned by the
Code: Ministry of Health (no longer used).

Group Number:

The physician group number (no longer used).

Location Code:

The four digit numeric field (no longer used).
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Referring Lab
License Number:

The four digit numeric field (no longer used).

GST Number: This is for billing purposes in the ROI module. If not
configured, the value in the Hospital Profile is used.
PST Number: This is for billing purposes in the ROI module. If not

configured, the value in the Hospital Profile is used.

Contact Name:

A contact name within the facility.

Street: The street on which the facility is location.

City: The city in which the facility is location.

Province: The two letter province code.

Postal Code: The postal code in ANA NAN format where “A” =
alphabetic and “N” = numeric.

Web Address: The URL (web address) of the facility, if available (ie:
http://www/med2020.ca).

E-Mail: The email address of the contact within the facility.

Phone Number:

The contact phone number within the facility.

Basic Option 1 —
19 Text:

See Basic Options in the following section for more
information.

Basic Option 1 —
19 State

See Basic Options in the following section for more
information.

Basic Option 1 —
19 Lookup

See Basic Options in the following section for more
information.

Note: If any changes are made to your Institution Profile, you must log off and then log back on to
have the changes take effect.

Click

- or — Press F7.
The changes are saved are available to display on the abstract.
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Basic Options

Overview
Basic Options are entered in the Institution Profile for each institution.
To access Basic Options:

Select the appropriate institution from the Institution List, located to the right of the grid.

Navigate to the area where Basic Options are listed.

For each Basic Option, enter the following:

Basic Option Text: Enter the text for this Basic Option.
Basic Option State: Press F2 to for options:

Basic Option 1 State E ’E
H Link | Code Walue | Hospital Description
il D Disabled
] E Enabled
HE Hozpital Ermor
] HA Hozpital B equired
Hw/ Haozpital W arhing

To create new look up values, click on New B.O.P. Code button

Hew B.0O.P. Code [F4] ‘

- or — Press F4.

The following box will display to build the desired look up values:

Display Code EHE Mew [F5]
Save [F7)
Field Mame Field Value Field Description
_ |l Displav Code i B 5ave i
Hospital Link
_/B[CIHI Code Value Y Carecel [FE]
User Description ‘res
Default Description ‘res
_ |M|¥alid From Date 2004-01-01
_[m[valid To Date 2098-12-31 Rt bl
F2 Look Up Note *
_ | |Interface In Y

Click

- or — Press F7.
The changes are saved are available to display on the abstract.
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Field

Description

Hospital 1D

The Hospital Identifier linked to the
institution number set in the profile.

Institution Number

The unique ID of the institution number
set in the profile.

Name

The name of the institution.

Care

The type of care code.
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6.4 User’s Profile
Sidebar
User’s List

The following are the fields displayed under the User list.

Field Description

Hospital ID Identifies the Hospital the user account is bound to. If this is not defined, the user can
access all records in the database.

Role ID Identifies the user account the user is linked to.
Coder The unique identifier of the coder.

User Name The user ID used to access WinRecs.

Full Name The user’'s complete name.

User Profile Overview

A coder number is required for each person using WinRecs. It is not specifically for “coders”, but is
used to uniquely identify every user. It is used in the system to log entries and to track modifications to
WinRecs patient and system records.

The Users Profile also controls access to the WinRecs system by assigning user IDs and passwords,
the access of each user and individual modules.

Descriptions of the available fields are provided below. To assign permissions, F2 will show permission
values for each field.

Field Description

Can Modify Edit Engine: Setting this to Y’ will give users permission to the Edits
Management Tool

Edit Engine File By pressing ‘F2’ will allow you to assign the path to the Edits
Management Tool. This path gives user access to a file called
MED2020.Winrecs.EMT.exe.

Can Purge Logs: A user with permission to this Utility can purge the HL7
transactions "prior to" a specific start date.

Can Select abstracts in If the field value is Yes, it will allow the User to select abstracts
Abstract Queue: from the Queue. If the user’s permission is set to “No” users
can only select next available abstracts in the Queue. All other
abstracts will be disabled.
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Can Clear CPI Lock:

Gives Users permission rights to clear the CPI Lock by going to
CPI > Actions > Clear CPI Lock and to allow an unmerge of
records.

Set NACRS Level 1
Correction:

Gives the User different options on how to set NACRS Level 1
corrections.

Show Confidential
Request:

If a user does not have rights to see these requests, the cases
flagged as confidential will not be accessible in the ROI
module.

Can View Other Logged
In Users (Who):

Allows access to a list of other users logged into WInRecs.

Access Locked Source
Charts:

If the field value is Yes, it will allow the User to search all chart
numbers including merged chart numbers. If the field value is
No, it does not allow the User to search on merged charts.

Abstracts Prompt For
Chart Locator:

If Yes users will get prompted to go to chart locator module
after saving in abstracting modules.

Abstracts Prompt For
Chart Deficiency:

If Yes users will get prompted to go to chart deficiency module
after saving in abstracting modules.

NOTE: The prompt will not work for chart deficiency if users
have the prompt set up for chart locator.

Can Create NACRS
Facility File:

Gives User permission to create NACRS Facility Information
File.

Can Create MDS 2.0
Facility File:

Gives User permission to create MDS 2.0 Contact Information
File.

Can Create NRS Facility
File:

Gives User permission to create NRS Facility Information File.

Can Create OMHRS
Facility File:

Gives User permission to create OMHRS Facility Information
File.

Can Create DAD
Institution File:

Gives User permission to create DAD Institution File.
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Can Create DAD
Separation File:

Gives User permission to create DAD No Separations File.

Can Create MDS 2.0
Audit File:

Retired for 2012 Fiscal year.

Can Import DAD CIHI
Error File:

Gives User permission to import the DAD CIHI Error File.

Can Import OMHRS
CIHI Error File:

Gives User permission to import the OMHRS CIHI Error File.

Can Set Chart Terminal
Digit:

Gives User permission to use the Set Chart Terminal Digit
Utility.

Can Show All Regional
Data:

Allows user to view all regional data.

Can Purge Volume
Printing Queue:

Allows a User to purge any volumes in the print queue that they
don't need.

Can Re-Set Gives the user permission to manually reset the submission

Submissions for status from Yes to No on an Amcare visit. This would be used

AmCare: when an Amcare visit is rejected from CIHI and the record
needs to be resubmitted.

Can Re-Set Gives the user permission to manually reset the submission

Submissions for Rehab
(NRS):

status from Yes to No on a NRS visit. This would be used
when a NRS visit is rejected from CIHI and the record needs to
be resubmitted.

Can Re-Set
Submissions for CJRR:

Gives the user permission to manually reset the submission
status from Yes to No on a CJIRR visit. This would be used
when a CJRR visit is rejected from CIHI and the record needs
to be resubmitted.

Hospital Link:

Determines hospital settings used when creating new abstracts
(ie: auto-incrementing chart number), but if defined, the user is
restricted to viewing records from the specified hospital.
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Role ID:

Use to link the User Profile to another Profile/template.

When linked to a Role ID, all User Profile permissions and
Control Files settings will be identical to this of the user profile
to which it is linked. This is used to maintain groups of users. If
a change is made to the Role ID user profile, then all users
linked to the Role ID will have the same changes.

Coder Number:

A unigue number assigned to each WinRecs user.

CIHI Code Value:

This is the value submitted to CIHI where applicable. This
defaults to the coder number.

User Description:

The custom description of the user.

Default Description:

This defaults to the value entered in User Description.

Valid From Date:

This is the date defining the start date of when this user is valid
(mandatory). The user account cannot be used before this
date.

Valid To Date:

This is the date defining the end date of when this user is valid
(mandatory). The user account cannot be used after this date.

F2 Lookup Note:

This defines the note used in F2 Lookup.

Interface In:

This is used for incoming or outgoing interfaces, and defaults to
the coder number.

Domain User Name:

This is used for Active Directory authentication. Enter the full
path of the network and user in the user field. If this is filled in,
the password used for network login for the user will also be
used for WinRecs.

User Name: The name used to log on to WinRecs. This must be between 5
and 15 characters and must be unique.
Password: The password used by this user to log on to WinRecs. The

value entered in this field is masked (asterisks display as you
type). A maximum number of 15 characters is allowed for the
password. The minimum password length is 6 characters.

Date Password
Changed:

The date the password was last changed.

Change Password
Days:

This is the number of days until the password must be
changed. If blank or “0” (zero), the password change prompt
will never display.
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Date Password Expires: This is the date on which the password will expire. After this
date, contract the WinRecs administrator to regain access to
WinRecs.
Last Name: The last name of the user.
Middle Name: The middle name of the user.
First Name: The first name of the user.
Transcription Initials: The initials of the transcriptionist, used by the Transcription

module to identify the user.

Folio ICD 10 CA File: Allows users to launch FOLIO from the Diagnosis multiform.
Enter path as follows:
C:\CIHNCIHI_PUB_2012\NFO\icd_2012_eng.nfo

Folio ICD 10 CCI File: Allows users to launch FOLIO from the Intervention multiform.
Enter path as follows:
C:\CIHNCIHI_PUB_2012\NFO\cci_2012_eng.nfo

Search Chart Prefix: The alphabetic prefix of the chart numbers the user can
access. If blank, the user can access all records in the
database. For example, if a site uses “M” as their chart number
prefix, and “M” is typed in this field, the user will only see charts
with a prefix of “M”. This is useful for regions that are using a
shared database.

Show VIP Charts: This determines if the user has access to patients identified as
VIPs.

Can Modify Chart #s: Determines if users can modify/merge chart numbers.

Is Administrator: “Y” =Yes, “N” = No

If set to “Y”, the user has administrative privileges, allowing the
user to view all other users in the profile and make changes.

If set to “N”, the user can only view their own profile.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 326 of 410



ceoe0
co00

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

Show Complete for “Y”=Yes, “N” = No

Inpatient —ICD 10: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for SDS “Y” =Yes, “N” = No

—1CD 10: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for “Y” =Yes, “N” = No

AmCare —ICD 10: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for “Y” =Yes, “N” = No

MDS 2.0 -1CD 10: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for “Y” =Yes, “N” = No

Rehab —1CD 10: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for “Y”=Yes, “N” = No

OMHRS —1CD 10: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.
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Show Complete for Not used.
Inpatient — ICD 9:

Show Complete for SDS Not used.
—-ICD9:
Show Complete for Not used.

AmCare — ICD 9:

Show Complete for “Y” =Yes, “N” = No

Cancer Care Module: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for “Y” =Yes, “N” = No

CJRR Module: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Show Complete for Y”=Yes, “N” =No

Inpatient/SDS/Amcare: If set to “Y”, if there are no hard (red) errors, a message

displays after each save abstract in this module, prompting if
the abstract is complete. “Y” or “N” is used to respond to the
prompt.

If set to “N”, no prompt displays.

Auto-calculate CACS “Y”=Yes, “N” = No

Grouper: If set to “Y”, the grouper automatically calculates values when

relevant grouper data is provided.

If set to “N”, calculations for this grouper are manual, required
the user of the verify (F11) or save (F7) functions.
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Auto-calculate DPG
Grouper:

nYu = YeS, uNH = No

If set to “Y”, the grouper automatically calculates values when
relevant grouper data is provided.

If set to “N”, calculations for this grouper are manual, required
the user of the verify (F11) or save (F7) functions.

Auto-calculate FIM
Grouper:

“Y” = Yes, “N” = No

If set to “Y”, the grouper automatically calculates values when
relevant grouper data is provided.

If set to “N”, calculations for this grouper are manual, required
the user of the verify (F11) or save (F7) functions.

Auto-calculate RUGS
Grouper:

nYu = YeS, “Nu = NO

If set to “Y”, the grouper automatically calculates values when
relevant grouper data is provided.

If set to “N”, calculations for this grouper are manual, required
the user of the verify (F11) or save (F7) functions.

Auto-calculate SCIPP
Grouper:

nYu = YeS, uN” = NO

If set to “Y”, the grouper automatically calculates values when
relevant grouper data is provided.

If set to “N”, calculations for this grouper are manual, requiring
the user to use the verify (F11) or save (F7) functions.

Font Size:

Allows user defined font size.
Note: Can also set font size using the Actions Menu.

Date Format:

Specify the date format used to display on abstracts, such as
“YYYY/DD/MM”. Press F2 to display the available formats.

Language Code:

Reserved for future use.

Show Messages:

uYu = YeS, uNu = NO

If set to “Y”, error or warning messages display interactively
when moving from field to field.

If set to “N”, errors or warning display only in the message
pane.

Show Chart Linkages:

In the Actions Menu allows the user to see chart ancestry.
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Auto Show Lookup
Lists:

nYu = YeS, uNH = No

If set to “Y”, the lookup table displays automatically when the
mouse pointer is on the current data.

If set to “N”, all table lookups are accessed manually by
pressing F2.

Auto Calculate CMG
Grouper:

“Y” = Yes, “N” = No

If set to “Y”, the grouper calculates values automatically when
relevant grouper data is provided.

If set to “N”, calculations for this grouper are manual, required
the use of the verify (F11) or save (F7) functions.

Enable Quick Search:

nYu = YeS, “Nu = NO

If set to “Y”, the Quick Search window is enabled. Quick Search
will be activated automatically after saving an abstract so users
can quickly access the next chart.

If set to “N”, searching is manual. The user must press F4
every time to perform a search.
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User Permissions

There are 6 levels of access (permissions) for each module listed under the Users Permissions header
in the Users’ Profile. These are:

Value Description

N No access.

R Read access.

w Read and Write access.

A Read, Write and Add access.

D Read, Write, Add and Delete access.

P Read, Write, Add, Delete and Purge access.

Creating Users

To create a user:

Open the Users Profile (WinRecs - Application Menu - System Maintenance - User’s Profile).

Click New
- or — Press Fb5.

Enter a few letters of the user name the new profile is based on.
Press Enter.

Note: When copying a User Profile, all Control File setting for that User are also copied.

All the fields unique to the new user will be blank and require values to be entered.

Note: Create a template user for each level of access required, such as “Administrator”, “Analyst”,
“Clerical” or “View Only”. This can speed up the process of creating users.

Note: If any changes are made to your User Profile, you should log off and then log back on again
to confirm the changes.

The MED2020 user profile is reserved for authorized MED2020 users only.
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Using the Role ID

Links users to a common profile/template. When a user is linked to a Role ID, all User Profile and
Control Files settings will be identical to those of the Role ID User Profile it is linked to. This feature is
used to maintain groups of users. If a change is made in the Role ID user profile, all users linked to the
Role ID will have the same change.

To use the Role ID:

From the list of users on the right, select the user the Role ID will be applied to.
In the Role ID field, press F2 to select the user to be used as the Role ID.
Save the user profile.

Click “Yes”
The Role Id is linked.

Note: Once a user if linked to another user’s settings (using the Role ID), individual profile settings
cannot be modified until the Role ID is removed.

All user permission fields for the User are now disabled. Additionally, this user’s Control File will not be
available in the user list.

All user permissions and Control File settings will be identical to the Role ID this profile is linked to.

Note: Any time changes are made to the source Role ID (in the Users Profile or Control File), all
users linked to the source profile will be affected.

Hint: If you want to have most of the same settings as another user, but would like different
settings such as a different sort of fields, link your user to the Role ID and save the record.
Then remove the Role ID and save again. Now all of your settings will be identical to the user
(Role ID) that you were temporarily linked to, but no you can make your own personal
changes.
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Users List

Field Description

Hospital ID This identifies the hospital the user is bound to.
If this is not defined, the user can access all
records in the database.

Role ID This identifies the user account the user is
linked to.

Coder The unique identifier for the user.

User Name The user ID used to access WinRecs.

Full Name The user’'s complete name.

Modules List

Field Description

Module Name

These are the modules the selected user has
access to Double-click on a module to open the
grid for the module.

Control Properties

Mandatory Status

Identifies the mandatory status of the field.

User Def. Header

The name of the currently selected field.

Enabled Identifies if the currently selected field is
enabled or disabled.
Visible Identifies if the currently selected field is visible

or invisible.

Default Value

The default value for the currently selected field.
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Overview

The Control File is used to specify default values for fields, change Field name, restore fields on the
Main Grid, make fields visible/invisible or enable/disable for each module in WinRecs.

Note: If you do not have administrative rights, you will only be able to modify your own settings. If
you are linked to a Role ID, you will not be able to change the Control File settings.

Copying Existing Control File Settings

When using an existing user profile as a template for a new user, all settings from the template will be
copied to the source profile. There are two ways to change the values for a module within the Control
File — changing the values of each field individually, or, basing the module preferences on another
profile.

For example, if a profile was created based on the Administrator User Profile, all Control File settings
are the same as the Administrator settings. To use the same settings as another User please use the
following steps:

Open the Control File module (System Maintenance —from the WinRecs Application menu).
Select an existing User from the User List and Module from the Modules List.

Press F5.

Press Enter.

Select the user you want to copy the profile from

Press Enter.

The settings have been copied to the Source User.
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Control Properties display the current properties for the selected field.

Click Edit.
- or — Press F6.

The current values for the selected field display.

This function can also be done on the Resort Edit window.

To change the value for afield:

Highlight the field in the Destination Box.

This is on the right hand side.

Press F6
- or - click Edit.
Change the properties for the field:

Mandatory Status

F2 to view variables

HE Hospital Error: This will produce a hard red
error if not completed.

HR Hospital Required: The record cannot be
saved if not completed.

HW Hospital Warning: This will produce a
warning message if not completed.

N Not a CIHI field.

S Submitted: The value in the field will be
submitted to CIHI.

C CIHI Mandatory

w WinRecs Required: The record cannot be

saved if not completed.

User Defined Header

The name of the field can be changed.

Enabled: F2 to view
variables

"Y” (Yes): The user can modify the field.

"N” (No): The field value cannot be modified, but is
visible.

Visible: F2 to view variables

"Y” (Yes): The field is visible in the field list and in the
grid.

"N” (No): The field value is not displayed in the field list
and is not visible in the grid.
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Default: F2 to view variables Define the Default Value to use as the field’s default
when creating a record. Press F2 to view variables.

Note: Default values will display on load of abstract but
are not stored in the database until the abstract is
saved.

Press F7 to Save.
“Save All” prompts with an advisory window that indicates the change will be applied to all users, not
just the one selected.

Press F10 Done.

Note: You can make a section heading invisible by clicking on the heading, selecting Edit (F6) and
make the heading visible “N”. You will not see the heading in the Main Grid.

You can also make a whole multiform invisible by making the header invisible. There is no need to
make each field invisible if the heading is invisible. To make the multiform visible again, go to
the header and set the field “Is Field Visible” to “Y”.

WinRecs Default Description

F2 Search this field to list the Look Up field values
for this field. You can select a value to populate
every abstract in the module.

00 Will set the coder number field to the coder
number to the log on user.

0000 Will set the time field selected to:

AmCare (NACRS): Registration Time
SDS: Admission Time
IP (DAD): Discharge Time

1920/01/01 Will set the date field selected to:

AmCare (NACRS): Registration Date
SDS: Admission Date
IP (DAD): Discharge Date

1921/01/01 Will set the date field selected to:

AmCare (NACRS): Disposition Date
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0001 Will set the time field selected to:

AmCare (NACRS): Disposition Time

If the Discharge Time Unknown field is “Y” then
the Time fields which were defaulted to the
Disposition Time field are blank, unless there had
been a disposition time recorded and then it was
removed. le: The Default works like any other
default in that it only does it once, such as
changing the value after it has been accepted will
not update the defaulted field value.

Note: Default values will not populate on previously saved abstracts.
Batch-In and HL7 interface values take precedence over any default values in the Control File.

oClick F7 or Save All.
eDone F10 to return to the main field list.

eThe Control Properties displays the new properties.

Note: The Mandatory Status value cannot be changed if it is CIHI Mandatory or System Mandatory.

Hint: To populate any date and time field with the current date and time, press the Space bar on
each field.

Changing Sort Order
To access the field resort function, go to System Maintenance -> Control File.

Select the User and Module that you want to work on.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 337 of 410



°
)

#MED2020

»

Health Care Software Inc. WinRecs v.295.3.0 User Guide

[ MED2020 WinRecs© Version: 2.8.4.001 [Build 8] - User: Audrey - Environment: TestZ84_0010N - Module: Control File Maintenance
File Actions  Modules  Help

[ winRecse Application Menu [t + M] BEE HEGEEH|E =-|

AbsCare [Inpatient] ~ ICD 10 For Coder: 45

| Hospital Link ‘E‘H\ ‘ User Name] Full Hame B
Field 'V alue Field Description N r
o1 01,001
Abstract Record Key lan ulien, Blan
Abstmctiyes rden | Bulers Arclen
[T e L T T rg Arge
2
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Beth | Hobson, Beh
Boty[Lone, Bety
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E ncounter Number Cindy "areysik, Cindy.
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Coder Number oz |
Patient/Client Demogiaphics e
| M W 1 WS s [,
I I M EE— T Ross, Joanne
Middle Name idith C Judith
i Ruest Ly
Registiants Sumame ecley nderson, Lesl
Hegishants Given Name: ana
T L LB LE L aios |,
Bithdate ED 20201 MED, 2020 System
Is Buthdate Estimated? atrick Charette, Patrick
Manital Status atrick2 |,
Patient/Registiant Telephone eadonly | Readonly. User
Permanent Home Address Line 1 oland Stieda, Roland
Permanent Home Addiess Line 2 andia | Charbonneau, Sandr:
ngumm andiac. andre
Residence Code wpa Bl
Hesponsibity For Pament 2

stient/Registiont Employer

==
i
=
B
2
5
t

alth Care Humber

Module Name
AnCare ~ 1D 10

AbsCare [CC. R ~1CD 10
AbsCore [Inpafient] 10 10

< claration Humber

Admission/Discharge Information

e B
i
=
<
s
5

egister Number P
econd ChartZRegister Number Abscare [5D.5 ] ~ICD 10
g o

Abscare [Fehabiaion Admission] ~1CD 1

 Absc are [Rehabiliatiorvinterin] ~ ICD 10
chabiltationDischarge] ~ ICD 1

s
[Anrival Dalo in ER Mandatory Status

tival fime in EF User D ef Header
.- Decition to Admit Date

Abscare

ol S FREES
=0
&

= AT [

Enabled
B Decision to Admit Time Visible
ER - Decision to Admil Time Unknown
.R. - Date Patient Left Defauit Vale
[ [Hospital Link (5 | (& | Hospital Link. Change Sort Order [F11]

Click on Change Sort Order [F11] on the bottom right corner of the screen.

The table below describes the buttons and functions available in this module.

Edit (F6). Highlighted field can be edited.

View Multiform Groups.

View Group Headers.

Preview the Revised Sort Order.

Save changes (F7).

shElzl

In Multiform and Preview pain, validates and saves changes.

When the screen loads it may be “idle”. You will see a blank screen after you Save. The first step is to
select the group you want to edit. A group corresponds with the section banners on any of modules.
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[E] Re-Sart Fields - Application: AbsCare [Inpatient] ~ ICD 10 - For User: 45 [Audrey]

Qptions
Select Grovp: [

Availzble Fields: oiaphics
rfomation

ST el el
Show the fields in this order:

[]
i =]

i
Expited Infomition
Province/Teriton Ancilary Data
Cancer Staging Infamation

locd Ik

Therapy Information

==

[FeldHeader | ] [FeldHeader T |
|Growp Header | | [Growp Header | |
[IsEnabled [ | {1 Enabled [ |
[l Visible [ 1 {15 Visible [ |

Only the single entry groups will be shown when you view the drop down on the left side.
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[E] Re-Sart Fields - Application: AbsCare [Inpatient] ~ ICD 10 - For User: 45 [Audrey]

Options
Select Group:  [Bbstiact Resard Rey = Abstact Record Key E‘ E‘ E‘ E‘
Avalable Field: Showthe ilds inthis order

Maiden Name =] J Hospital Link ;I
M= Name. Bllract Type

Fist Name: e ~
Frevious Narmels) Dischage Date

Riegitianis Sumame Discharge Time

Rsgistiants Given Name Admssion Date

Gender Adrissian Time

Bithste Reparting Prov/Inst Hurber

12 Bithcste Estimated? Sie Nurber

MaitalStatus Encounter urrber

Paliert/Heaist an Telephone # M..5. Code

Pemanent Home Address Line 1
Pemanent Home Address Line 2
Postal Cade

Residence Code

Responsibity For Papment
Patiert/Regisirant Emploer

Ll
L Coder Nurber

Fiegjster Number
§econd Chatt/Register Hurber
Age Code

Age Nurber

Age Gioup

Enlry Code

Wait Time inEmerg

Arival Date in ER

Atival Time in EF

E . - Decision to Adri Date:

E R - Time Patient Left
E R Tire Patient Left Urknown
eightingiams

Weight in giams (ME]

Adni Category

Admit by Ambulance

Ingtitution From

MH Faciity Transter From

Fie-tdmit Code

Unplanned Readmission

Altending Physician

Chief Complaint Lpon Admission
Admiting Nursing Area/Unit/Location
Fre-Admit Workup

Discharge Nursing AresyUnit/Location
L05. Davs

L.0.5. Time inHours

0.5 Minutes

LOS. Time

Age Upon Discharge Code

Age Upon Discharge

Discharge Disposition

Discharge Planning 5
Diaie Dond o Dl

[FieldHeader  [Maiden Name [FieldHeader  [Hospital Link

] ]
|Growp Header | | [Group Header [ Abstiact Record Key. |
[IsEnabled [es | {1 Enabled [Yes |
[l Visible [res 1 {15 Visible [ves |

On the left are all of the other single-entry fields. The selected groups fields are loaded on the right side
of the screen (i.e. Destination Box).

Color Coding for fields are as follows:

Green - Regular Grid Field - visible & enabled

Blue - Multiform Field - visible & enabled

Purple - Disabled Field

Red - Invisible Field

The bottom part of the screen shows the details for the field that is highlighted. This includes:

oField Header — Field Name. This can be changed by selecting EDIT or F6 on a field.
eGroup Header — Group Name.

o|s Multiform Field — Yes or No.

els Enabled — Yes or No. This can be changed by selecting Edit or F6 on a field.

o|s Visible — Yes or No. Can be changed by selecting Edit or F6 on a field.
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QOptions

Seleot Group:  [Cental Patient Index Rzcord Key

Central Patient Index Record Key
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Date Palient Died
Deaih Indicator
Gender

Biith Date

Is Bithdale € simated?
Flace of Bith
Languags

Educalion

Marital Status

Living Arrangement
Primary Ackress 1
Primary Address 2
Primary Ciy

Frimary Frovince
Primary Courtry

Postal Cade
Residence Cade
Fiesidence Type
Primary Phone Number
Cell Phane Number
Fax Mumber

E-al

H.CH. Province
Heath Care Hunber
H.CH. Version
Insuance Compary #1
Insuance Pocy #1
Insurance Company #2
Insurance Polcy 42
Oceupation

Sacia Insurance Number
Optional Field 1
Optional Field 2

CP. Notes

Fiel
User Date Field 2.
User Date Field 3
User Date Field 4
User Time Field 1
User Time Field 2
User Time Field 3
User Time Figld 4
User Laak Up Field 1
User Laok LIp Field 2
User Laok LIp Field 3
User Laok Lip Field 4
User Mumeiic Field 1
User Mumeiic Field 2
User Mumeric Field 3
User Mumeric Field 4
User Teut Field 1
User Text Field 2
User Text Field 3
User Test Field 4
User Mate Field 1
User Mote Field 2

Document Sensitiviy Level

Hospital Link

Label Prirted

Chart Number

Terminal Dt Chart Nuber
]

u
Secret / V. P. Patient

Last Yisit Date.

Method of Diagnosis

First Diognasis Dale

Futue Date

Medical Fefenal Date
Riadistion Fieferral Date
Supporiive Care Refera Dae
Lirked Provider Number
Mother's Chart

Duplicate Chan

[FicldHeader | Master Chart Number

FieldHeader Document Sensitivity Level
Group 1D 5 Growp 1D 1
= Mulk-Form Field | Mo < Mulk-Form Field [ No
uliple Indes |0 [
= Enabled s < Enabled No
5 Vishle s 5 Visible No

To move a field into the group, find it on the left pane and select it. Either double-click or use the top
arrow button visible between the two panes.
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x|
Options
Select Group: [Central Patient Inder Recerd Key | Central Patient Index Record Key
Dale Patiert Died - Document Sensitvity Level
Death Indicator HospialLink
Gender Label Printed
Bith Date Chart Humber
Is Bithdale E stimaled? Terminal Dt Chart Nuber
Place of Bith ui
Languzge Secret / V. P. Patient
Education Last Vit Date:
Marial Status Method of Diagnosis
Living Arangement First Diagnosis Date
Primary Address 1 Futue Date
Primary Adcfess 2 Medcal fieferal Date
Primary Ciy Fadistion Referral Date
Frimary Province Suppariive Care Referral Date
Frimay Country Lirked Provider Number
Postal Cade Mother's Chatt
Fiesidence Code Duplicate Char

Fiesidence Type
Primary Phone Number
Cell Phane Number
Fax Mumber

E-al

H.CH. Province
Health Care Number
H.CH. Version
Insuance Company #1
Inswance Poicy #1
Insurance Company #2
Insurance Polcy #2
Oceupation

Saria Insurance Number
Optional Field 1
Optional Field 2

CP. Notes

User Date Fizld 1

User Date Field 2

User Date Field 3

User Dale Field 4

User Time Ficld 1

User Time Ficld 2

User Time Field 3

Use Time Field 4

User Lok Lip Field 1
User Look Up Field 2
User Laok Up Field 3
User Look LIp Field 4
User Numesic Field 1
User Numeric Field 2
User Numeric Field 3
User Numeric Field 4
User Text Field 1

User Text Fiekd 2

User Tes! Field 3

User Text Fiekd 4

User Nate Fizid 1

User Note Field 2 ]

User Mote Field 3 -
[Field Header User Date Field 1 FieldHeader Master Chart Number
Group 1D 12 Giowp 1D 1
s Muk-Form Field | No 5 Mulk-Form Field | No
uliple Indes |0 Muliple Index |0
s Enabled Ho s Enabled res
5 Visitle o 5 Visible res

Once moved, the field is now part of the selected group and is placed at the bottom of the list. To move
the field into a different sort position within the group, select it and use the arrow buttons (up or down)
located to the right of the right pane.

or User: 77 [Test] x|

Options

Select Group: [ Central Patient Index Record Key | Central Patient Index Record Key.

Date Pafiert Died E|
Death Indicator
ender

Document Gensiviy Level

Haspital Lin
Label Printed
biaster Chart Number

BithDate

Is Bithdlate E sinated? Chart Number

Place of Bith Teminal Digi Chart Number
Language u

Education Secret / VLP. Patisnt
Marial Status Last Vist Date

Living Anangement Method of Disgnosis
Primary Addiess Fist Diagrosis Date

Primary Addiess 2 Future Date

Primary City Meical Refenal Date
Primary Province Radiation Referral Dale
Primary Countyy Supportive Care Fisteral Date
Postal Cade Linked Provider Number
Residence Code Mother's Chait

Residence Type Duplicate Chart

Primary Phane Number
Cel Phane Number
FaNumber
E-Mail
H.CN. Province
Health Care Number
H.CN. Version
Insuance Company H1
Insuance Poiicy #1
Insuiance Company 2
Insurance Palicy #2
Decupstion
Sacial Insurance Number
Dptional Field 1
Dptioal Feld 2

P.I. Notes
User Date Fisid 1
User Date Fisld
User Dae Fisld 3
User Date Fisld &
User Time Fieid 1
Use: Time Fisld 2
User Time Field
User Time Fisid 4
User Look Up Field 1
User Laok Up Field 2
Ussr Look Up Field 3
User Look Up Field 4.
User Numeic Field 1
User Numeric Field 2

User Test Fizkd 4
User Nate Figid 1

User Note Fisld 2 -

User Note Fisld 3 -

Field Header ser Date Field 1 Field Header [ Master Chart Nurber
roup 10 2 ioup 1D

s MulfiForm Field | No < fultiForm Field | No
ultipl Index. uliple Index {0

s Enabled B < Enabled res

s Visible o s Visble es

The field has been moved up several positions.
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Once the work is complete for the current group, select the next group and the lists will refresh.

[E] Re-Sort Fields - Application: AbsCary

o

Patient/Client Demographics E‘ E‘ E‘
| visbe i Espited Information ;I Show the fekds in s orer
| Frovince/Terito Ancilay Data L
Hospital Link Cancer Staging | nformatior <] ;I Maiden Name. ;I
Absliact Type Bload Information Midde Name.
St o son =] it 5
Discharge Dale Reprodctive Care Infomation . Fievious Narels] _I
Discharge Time Newbon Infomation Fieaistiants Sumame

Admission Date Mental Heath Indicators Reegistiants Given Name
e Basi tion Gender

e s Camg Bitthdate
|| site Humber Record Information Is Bithdale Estinated?
Encourter Number Subission Control Diata Elements Marial Stalus
User Fields Infarmation Patisnt/Fegistiant Telephone #
Permanent Home Address Line 1
- Par Address Line 2

de
For Payment
trant Employer

- i ER

Auival Time in ER

E.A. - Decisian to Admit Date
A.-Ds Admit Time

atent Left Urlnown
Weight in arams

weight in arams [MB)

Admit Categor

Admit by Abulance

Instiution From
MH Faciity Transfer Fram

on Adrission
rea/Unit/Location

Area/lnit/Losation

LO.5. Mintes

Dissharge Planring
Date Ready For Dischage
La

Social Service:
Matemal / Newbain Chart / Register Humbe
Matemal / Newborn Discharge Dale

eld Header | Hospital Link ] ieldHeader | Postal Code
Group Header ] oup Header | Patient/Chent Demogiaphi
5 Enabled ves ] s Enabled ves

[ |1z Visitle [Yes = | 5 Visible: s

2stant] |19 & B | [Elimbos-marosstt .| Sy sivsercude | B8 Nevmesortdoc-.. | [P MED2020 winRe.. B sotbuton save . | M verson = 10,41 | 8 widows tessenzer | | @ | ¢ [EG-m A d tose

You can move a field out of a group, by selecting it in the Destination Box on the right side, and
selecting the < arrow. Every field must be in a group. A selection box will show all the groups
available to which a field can be moved.

Select the group where you want to move the field. Click . to save and close the box.

To alter Multiform fields, click the button located on the top-right of the screen. A secondary window
will open that will work much like the single-field version. The exception is that fields cannot be
transferred between groups, e.g. a field in the Diagnosis Multiform must stay in this Multiform. The left
pane will remain clear when a Multiform group is selected.

The field positions can be re-sorted by selecting the target field and using the up and down arrow
buttons (to the right of the pane).

When the changes to the Multiform fields are complete, click the button (on the top-right of the
screen), or use the escape key (ESC) on the keyboard.

eTo change the order that groups appear, click the button (on the top-right of the screen). This
opens the groups sort window.

eSelect the target group and change its position using the up and down arrow buttons (on the top-right
of the screen).

\When the changes to the groups are complete, exit using the button or the escape key (ESC) on
the keyboard.

To see a preview of the entire field list sorted use the button (on the top-right of the screen). This
will load a screen that displays the sorted list. This screen is read-only.
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When the preview of the field re-sort is complete, exit using the button or the escape key (ESC) on
the key board.

To save the changes use the Save button (on the top-right of screen) or F7.

To undo the changes to the re-sort, use the menu Options -> Undo Recent Changes. Using this option
will re-load the field list with what is currently stored in the database. Any changes made after the last
save will be cleared.

To restore the sort order to the default MED2020 settings, use the menu Options -> Re-Set to System
Default Sort Order. This will re-load the field list with the values used by the MED2020 Coder.
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User Defined Fields

WinRecs provides 25 user defined fields (UD) for each of the following: 25 UD Date fields, 25 UD
Time fields, 25 UD Numeric fields, 25 UD Look up fields, 25 UD Note fields, 25 UD Text fields. The
user defined fields are available in all modules.

These fields are set up in the Control File. WinRecs places these fields at the end of the fields list by
default. They can be resorted to display anywhere on the Main Grid of the abstract. They are single
data entry fields, and therefore cannot be resorted on multiforms.

&7 MED2020 WinRecs®© Version: 2.8.4.000.01 - User: Audrey - Environment: Test284_000_010N - Module: Control File Maintenance

File Actions Modules Help

[% WinRecs® Application Menu [Ctrl + M] = EAEM|E| =]

Release of Information [R.0.1.] For Coder: 45

Non CPI Lastname, Firstname
Field Name Field Value Field Description -]
| _[item Sent
tem Sent Date [ | |
tem Quantity Release of Information [R.0.1.]
[ [item Code Non CPI Lastname, Firstname EDIT
tem Price
tem Tax Type Default Value I New [F5]
tem Total Amount O
I__|__|Sent Item Comments Save [F7]
| |Cheque No [ ][ Field Name Field Value Field Description
Pavient Nisabat ||| Mandatory Status N Not Mandetory Save Al
Payment Date User Defined Header Non CPI Lastname, Firstname
Payment Time s Field Enabled N Ves Cancel [F8]
Payment Method s Field Visible Y Ves
|HB|_[Papment Amount Default Value
| [GST Number New-Sub [F4]

nvoice Number
nvoice Date

nvoice Time

nvoice Total
Amount Paid To Date
Total Amount Due

1

2

zzlzlz=lzlE

o
k4
o
S

@
k]
°
S
=

o
2
o
S

| [Default Value [50° [ AlphaNumeric Q& [ Default Value [#] Dene [F10]

=

Firstname

7
S
o
S

(i e o o o o = 3 o - == o o o

=zlz|=|===

* 5

[ [Non CPI Lastname, Firstname |50 | Q& [ User Text Field 1

In the example above, the Release of Information Module User Text Field 1 has been renamed “Non
CPI Lastname, Firstname”. It is enabled and visible. This field could be used in requests on people who
are not in the CPI within WinRecs. Other User Defined Fields can be used in the same way to collect
demographic information.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 345 of 410



°
°

$MED202

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

-

6.7 Provider Maintenance

Overview

The Provider Maintenance module is used to add or edit information for a facility’s physicians and other
providers. Providers may be added, modified and deleted, we required.

To access Provider Maintenance:

From the WinRecs Application Menu select System Maintenance — Provider Maintenance.
The Provider Maintenance window displays.

MED2020 WinRecs® Version: 289.2.1 - User: murray.gamett - Environment: Test289_2 10N - Module: Provider File Maintenance ol = =]
File Actions Modules Help

|WinRch® Application Menu [Ctil + M] H i EAREAEE =~ E

T S —
MIEDZ020 9
No Records Selected IDLE
Field Mame Field alue Field Description -

Provider Information
HCF Program Code
HCF Status
Display Code
Hospital Link
CIHI Code Value
CJRR Surgeon ID
User Description
Default Description
| Valid From Date
H|Valid To Date
[Felockupmote O
__|Interface In
Link to MIS Code
Billing S pecialty
Provider Status
Current Provider Level

Last Letter Issued Level

Last Letter Issued Date
Last Visit Date -

Update History

—

When the Provider Maintenance window first displays, no provider information displays.

To view Provider detail, click
- or — Press F4.
The Provider Search displays.

Use the Provider Search to display the required provider information. Providers may be added,
modified and deleted from Provider Maintenance.
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Adding Providers
Providers may be added as required.

To add providers:

From the Provider Maintenance window click
- or — Press Fb5.
The fields in the main grid are available for entry.

P8l MED2020 WinRecs® Version: 289.2.1 - User: murray.gamett - Environment: Test289_2_LON - Module: Provider File Maintenance E = @
File Actions Modules Help

|WinHe|::9 Application Menu [Cul + M] || = AREBE =~ FE
VI ZUZ20 E

MEW {EDIT}

HCP Program Code

Field Name Field Value Field Description -
Provider Information
HCP Program Code
HCP Status
Display Code
Hospital Link
CIHI Code Yalue
CJRR Surgeon ID
User Description
Default Description
Valid From Date
Valid To Date

&

Interface In

Link to MIS Code

Billing Specialty
Provider Status

Current Provider Level
Last Letter lssued Level
Last Letter lssued Date
Last Visit Date =

Update History

—]

HCP Program Code | 3 m] HCP Pragram Code

Enter information in all required fields. Press Enter after each field to move to the next field.

Field Description

HCP Program Code: Health Care Provider Program Code.

HCP Status: Status of Health Care Provider; Active
or Inactive.
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Minimum Deficiencies: Chart Deficiency. Indicates the
minimum deficiencies the provider can
have before they begin to show in the
deficiency levels.

Display Code: The displayed value for the lookup.

Hospital Link: This defines the hospital to which the
provider belongs. A provider must
belong to the same Hospital Link to
have access to this institution’s
records and functions.

CIHI Code Value: Provider number value that gets
submitted to CIHI.

CJRR Surgeon ID: CJRR surgeon number value. CIHI
provides CJRR Surgeon ID numbers
to those sites submitting to CIRR.

User Description: The custom description of the provider
such as first and last name.

Default Description: This defaults to the value entered in
User Description.

Valid From Date: This is the date defining the start date
of when this provider is valid
(mandatory). The Provider account
cannot be used before this date.

Valid To Date: This is the date defining the end date
of when this provider is valid
(mandatory). The provider account
cannot be used after this date.

F2 Look Up Note: This defines the note used in F2
Lookup.
Interface In: Enter the exact value that is sent via

HL7 interface or Batch interface to
populate provider number in the
abstract. If this value does not match
what is sent in the interface file the
value will not populate in the abstract.
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Link to MIS Code

If a provider is linked to only one
specific MIS code, the default MIS
code may be entered in this field.

Billing Specialty:

Not used

Provider Status:

Chart Deficiency Module:

This field is automatically populated from
the Provider Unavailability field.

Current Provider Level:

Last Letter Issued Level:

Chart Deficiency. This automatically
populates the last letter level the
provider was sent.

Last Letter Issued Date

Chart Deficiency. This automatically
populates the date the last letter was
generated.

Last Visit Date

Chart Deficiency. This is an internal
log for the last time the provider was in
the department to complete records.

Resident:

Chart Deficiency.

Chief Of Staff:

Chart Deficiency.

Transcription Initials:

Obsolete.

Borrower Code:

Chart Locator — allows a borrower to
be linked to this Provider.

Max Deficiency:

Chart Deficiency. Indicates the
maximum letter level the provider will

receive.
Credentials: Optional.
Title: Optional.

After pressing Enter in the Title field, the Provider Services multiform displays. Service
specialty/specialties for this provider are entered here and will populate in the DAD abstract.
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[PBR] Provider Services- (NEW (€DIT]]

(]

\ Provider Service

B

| |FeidName Field Value

Provider Services Occurrence 1

[ Home [F10] ¢ Back[F11] > Forward [F12)
NEW (EDIT)

h‘an]hms«we [ Senvs] Serv] Seevs]
11 | =] ==

Field Descrotion

Service

ervice Type

ervice Vahd From Date

ervice Vahd To Date

Provides Seevice |0 | Look Up Field ([} | Provider Servce

Enter the required information in the Provider Services multiform.

Provider Services Occurrence:

This is a unique number, generated
automatically to identify the occurrence
of the provider services.

Provider Service:

Provider Service is for DAD Abstracts.

Service Type:

A maximum of 3 services can be
entered in this multiform.

Note: If more than one occurrence is
entered the first occurrence must have a
service type of M and M can only be
assigned once.

Service Valid From Date:

This is the date defining the start date of
when this provider service is valid
(mandatory). The Provider service for
this provider cannot be used before this
date.

Service Valid To Date:

This is the date defining the end date of
when this provider service is valid
(mandatory). The Provider service for
this provider cannot be used before after
this date.

When the detail for the current provider service is complete, press Enter.

- or - Press F5.

The Occurrences sidebar in the multiform is updated to display the service and the Provider Service
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field is selected in the multiform for the next service to be entered.

When all items are entered, click the Home button [F10] to return to the Main Grid.

Double-click the Provider Specialties section heading.
The Provider Specialties multiform displays. This multiform records each provider
Specialty” offered by the provider.

8] Provider Speciaites- [NEW (EDIT)] =3 )

T
(=] [@] Home [F10] < Back[F11] > Forward [F12)
NEW {EDIT}

Provider Specialties Occurence a

=il
Provi] Provider Speciay | Speci] Speci| Speci|
di| 1 T 1

Fiedd Name Field Value Field Descrption

Provider Specialties Occurrence 1
Provider Specialty
pecialty Type

pecialty Valid From Date
pecialty Valid To Date

Provider Speciaties Occurience |3 | Numenc -Mask (| Provides Speciabies Occumence

Enter the required information in the Provider Specialties multiform. Using the multiform, multiple
specialties may be entered for each provider.

Provider Specialties Occurrence: This is a unique number, generated
automatically to identify the occurrence of
the provider specialties.

Provider Specialty: Provider Specialty is a NACRS (AmCare)
field.
Specialty Type: A maximum of 3 services can be entered

in this multiform.

Note: If more than one occurrence is
entered the first occurrence must have a
service type of M and M can only be
assigned once.

Specialty Valid From Date: This is the date defining the start date of
when this provider service is valid
(mandatory). The Provider specialty for
this provider cannot be used before this
date.
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When the detail for the current provider specialty is complete, press Enter.

- or - Press F5.

The Occurrences sidebar in the multiform is updated to display the specialty and the Provider Specialty
field is selected in the multiform for the next specialty to be entered.

When all items are entered, click the Home button [F10] to return to the Main Grid.

Double-click the Provider Unavailability section heading. The Provider Unavailability multiform displays.
This multiform records each “Unavailability” for the provider.

%] - tnew (eommy] =5 o)
B3R [@] Home [F10] < Back[F11) > Forward [F12]
L1~ = . 5 |

NEW (EDIT)
1 =4
[ [l tcannsiE———

[ Provi] Provider Unavalabi#t] Provi] Provi|
1] |

Provider Unavailability Type

Fiedd Name

Provider Unavailability

Provider Unavailability Occurrence 1
Providet Unavailability Typ

Provider Unavailability Date From
Provider Unavailability Date To

Provides Unavalabity Type |1 | ([} | Provider Unavalabity Type

Enter the required information in the Provider Unavailability multiform. Using the multiform, multiple
unavailability entries may be entered for each provider.

Provider Unavailability This is a unique number, generated
Occurrence: automatically to identify the occurrence
of the provider unavailability.

. Provider Unavailability Type: Site Specific Look up Values built in Look
Up Maintenance.
Provider Unavailability From Start date which Provider is unavailable.
Date:
Provider Unavailability To Date: End date which Provider is unavailable.
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When the detail for the current provider unavailability is complete, press Enter.
- or - Press F5.

The Occurrences sidebar in the multiform is updated to display the unavailability and the Provider
Unavailability field is selected in the multiform for the next unavailability to be entered.
When all items are entered, click the Home button [F10] to return to the Main Grid.

Double-click the Provider Suspensions section heading. The Provider Suspensions multiform displays.
This multiform records each “Suspension” for the provider.

%] Provider Suspensions- [NEW (EDIT)) b=li®
[&] @l Home[F10] < Back[F1l] > Forward (F12]
NEW (EDIT)

Suspension From “

S|
e |
| Suspe| Suspension From | Suspi| Suspe
I

Suspensions

f Suspension From |8 | Standard Date [Y'YY-MM-DD) m Suspension Date From

Enter the suspension information.

Suspension Occurrence: This is a unique number, generated
automatically to identify the occurrence
of the provider suspensions.

. Suspension From: Date Provider suspension begins.
. Suspension To: Date Provider suspension ends.
Suspension Type: Type of suspension; site specific Look up

values built in Look Up Maintenance
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When the detail for the current provider suspension information is complete, press Enter.

- or - Press F5.

The Occurrences sidebar in the multiform is updated to display the unavailability and the
Provider Suspension field is selected in the multiform for the next suspension to be
entered.

When all items are entered, click the Home button [F10] to return to the Main Grid.

Enter the Demographic information.

Provider Surname: The last name of the provider.

Provider First Name: The first name of the provider.

Provider Middle Name The middle name of the provider.

Language: The language used by the provider.

Preferred Mode of Information The preferred mode for sending

Receipt: information to the provider.

Address: The address of the provider.

City: The city of the provider.

Province: The province of the provider.

Postal Code: The postal code of the provider.

Home Phone: The home phone number of the
provider.

Cell Phone: The cell phone number of the provider.

Office Phone: The office phone number of the provider.

Hospital Phone:

The hospital phone number of the
provider.

Fax Number:

The fax number of the provider.

E-mail:

The email address of the provider.

Provider Log:

Record Provider specific notes.

©2018 MED2020 Health Care Software Inc. All rights reserved.

Page 354 of 410



#MED2020

Health Care Software Inc.

WinRecs v.295.3.0 User Guide

Click
- or - press F7.
The information is saved.

6.8 Look Up Field Maintenance

The Look Up Field Maintenance module is used to maintain WinRecs system Look up tables. These

tables contain values defined by CIHI or other provincial authorities, and specific values used by your
facility.

In WinRecs, the book icon displays in the status bar when a lookup table is available for the active field.

In any WinRecs module, F2 will access the Look Ups for any field that has an associated Look Up
table.

To access Look Up Fields Maintenance:

From the WinRecs Application Menu select System Maintenance — Look Up Field Maintenance.
The Look Up Field Maintenance window displays.

'DLMUBMMMQ 3| @

BOEEEEE 2]
No Recoids Selected IDLE
[ ]
[El e]
M Acoess o Pimary Heath Care Code £

I [Fonkd N | Fonkd Vo | | [ Autmh dunle g
] ] | [ 1D At Cabegory
I g Code.

Alert./ASer gy

D Amcare fato Transhamon [YesMo|

1D Arsmstheis: Techragm
Arcillay Data | box Ancarn
Arciary Data ) bs Inguaerd
Aredary Data ) for Loy Tom
Areiary Data ) box OMHRS
Areiary Do 1 for Flshals
Areillary Dot 1 e 505
Arciary Dot 10 bor Amcawe
Arcilay Data 10 tor Inpabent
sirvallary Dists 10 bor Lo Team

Arcilary Data V0 lor OMHRS
Arcllary Data V0 tor Rehab

Tedenzs Iy

When the Look Up Field Maintenance window displays, the list of tables on the right may not display.

Click the button tab below “IDLE” to display the tables or click F4. The Look Up tables are defined by
MED2020 and it is not possible to add, modify or delete these tables. If you require a Look Up table
that is not in the list, please contact MED2020 Client Support.

To display the Look Up table values, click the table on the right. The value detail displays in the Main
Grid.

The data within the Look Up tables (in the Main Grid) may be added, modified and deleted. However,
do not make changes without contacting MED2020.
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NOTE: Dates to CIHI Mandatory or Provincial mandatory fields should not be changed.

6.9 View Lookup Table Value Detail
For each Look Up table the detail may be viewed in the Main Grid.
To view Look Up Table detail:

Doube-click the Look Up Table containing the detail to View. The field in the Look Up Field
Maintenance table changes to yellow.

=] & =4
IDLE

H. | Display Code Description |

Press Enter.
The detail displays in the pane.

B
S
|

=0
Deficiency Residents |

IDLE

Description

Gabriel Tony Gabiiel, Tony
Smithlohin Smith, Jahn

Smithlozh Sraith, Jozhua
TestE Test, Emesta

Thompzond, Thompson, John Amald

To display the detail in the Main Grid double-click the entry in the sidebar.
The Look Up Table Value detail displays in the Main Grid.

Look Up Field Maintenance
NPT
WIED =\
B O E BE @
Gabriel. Tony - Gabriel. Tony
Hospital Link |
Field Name Field Yalue Field Description
| M| Display Code Gabriel, Tony
Hospital Link
Description Gabriel, Tony
__[H|Valid From Date 2003-01-01
__|Hl|Valid To Date 2006-06-30
F2 Look Up Note
Interface In Gabriel, Tony

At this point, the information may be modified or invalidated and values added.
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6.10 Adding Look Up Table Values

The Values for each Look Up Table that display in the Main Grid may be maintained. Additional values
may be added as required.

To add Look Up Table values:

From Look Up Field Maintenance select the Look Up table in the right pane.

Click

- or — Press F5.
The fields in the Main Grid are available for entry.

Make the required entries. The following are typical value fields available. Other fields may be
available for different Look Up tables.

Field Description
Display Code: The displayed value for the lookup.
Hospital ID: The hospital ID to which this lookup is associated. If blank,

then all hospitals can use the lookup.

Description: The description of the lookup.

Default Description: Defaults to the user description. If the description is
different, it must be changed when the New code is created.
It is not possible to change this description once the record
has been saved.

CIHI Value If applicable, the value assigned by CIHI or the value to be
sent to CIHI. This defaults to the display code. If this code
must be different, it must be changed when the new code is
created. It is not possible to change this value once the
record has been saved.

Valid From Date: The date when the display code becomes active. This is the
WinRecs mandatory date for the module, not the calendar
date.

Valid To Date: The date when the display code becomes inactive. This is

the WinRecs mandatory date for the module, not the
calendar date.

Interface In: The value used by any HL7 interfaces. This is the value that
incoming interface would send, and WinRecs would
translate to the Display Code above.

F2 Look Up Note: Additional description of the value or rules for use.
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Click
- or — Press F7.

6.11 Modifying Look Up Table Values

The Values for each Look Up Table that display in the Main Grid may be maintained. Values may be
modified as required.

To modify Look Up Table values:
From Look Up Field Maintenance select the Look Up table in the right pane.

Make the required changes. The following are typical value fields available. Other fields may be
available for different Look Up tables.

Field Description
Display Code: The displayed value for the lookup.
Hospital ID: The hospital ID to which this lookup is associated. If blank,

then all hospitals can use the lookup.

Description: The description of the lookup

Default Description: Defaults to the user description. If the description is
different, it must be changed when the New code is created.
It is not possible to change this description once the record
has been saved.

CIHI Value If applicable, the value assigned by CIHI or the value to be
sent to CIHI. This defaults to the display code. If this code
must be different, it must be changed when the new code is
created. It is not possible to change this value once the
record has been saved.

Valid From Date: The date when the display code becomes active. This is the
WinRecs mandatory date for the module, not the calendar
date.

Valid To Date: The date when the display code becomes inactive. This is

the WinRecs mandatory date for the module, not the
calendar date.

Interface In: The value used by any HL7 interfaces. This is the value that
incoming interface would send, and WinRecs would
translate to the Display Code above.

F2 Look Up Note: Additional description of the value or rules for use.
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Click

- or — Press F7.
The information is saved.

Note: You cannot change a value that is grayed out. These fields can be found throughout the Look
Up field tables and are either WinRecs default fields and descriptions, or fields that have
been submitted to CIHI.

Note: You cannot change the CIHI Value or the Default Description of an existing table entry. If

these values need to be changed, you must deactivate the current table entry by resetting the
“Valid To” date and creating a new table entry with new values and a current “Valid From”
date.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 359 of 410



L d
» ° °
ceoe0® ®

#MED2020

\

Health Care Software Inc WinRecs v.295.3.0 User Guide

6.12 ICD-10 Diagnosis and CCI Intervention Code Lookups

There are limited fields that can be updated in the ICD-10 and CCI tables. These are hamed Diagnosis
Codes — ICD 10 and Intervention Codes-ICD 10 in the Look Up list. The CIHI values are visible but not
enabled. Disabled fields cannot be changed. The user can change the fields that are visible and enabled.

Edits for Diagnosis and Interventions can be viewed in the Look Up for the code. For example, the Most
Responsible Diagnosis codes, age and gender specific diagnosis and intervention codes.

There are also fields that can link the diagnosis and/or intervention to a Project, and Intervention or
Diagnosis, etc. These are Look Up fields (F2). At the time of abstracting, if data recorded in the field
matches what is in the link field, the abstractor will be prompted with a warning message that data entry is
required in the other field.

Modifying Projects
To modify a project:
Find the Look Up table called Project from the list of tables.

Press Enter
- or — double-click the entry.

Press Enter again for a list of projects.
Select the project to modify.

Press Enter
- or double-click the entry.
The project fields will display in the Main Grid.

Select the field to modify. There are many different types of fields in this grid.
Single data element fields such as Display Codes, Valid From/To, User Description.

Look Up fields: Your own look ups for each of the Questions for a project may be created. There is an
icon on the icon bar, or press F4 to access the New Look Up.

F2 will allow you to see the Look Up values that have already been set for this question.

Default: Allows you to set a default for the question. This default displays for every occurrence of the
project number/question combination.

This is different than some other defaults set in the Control File that would apply to every abstract.

State Fields: Indicates whether the field (question for the project) is enabled or disabled. CIHI
Mandatory, Hospital Error/Required/Warning.

If you select F2 on this type of field, the variables can be selected from the message box.

Adding Projects
To add a project:

Find the Look Up table call Project from the list of tables and press Enter.
- or — double-click on the entry.

Click New.
- or — press F5.

Complete the Project Information as shown.
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Display Code

Project Number (ie: 901)

CIHI Value

The value that is submitted to CIHI (ie:
901)

User Description

The title of the project (ie: Diabetes
Patients)

Valid From

The date the project starts. This date is
the WinRecs date for the module
(discharge date for DAD) not the calendar
date.

Valid To

The date the project ends. This date is the
WinRecs date for the module (discharge
date for DAD) not the calendar date.

Interface In

The field values used in batch and HL7
interfaces.

Question 1 Text

The text of the question. For example:
"Type | or Type Il. This can be a maximum
of 255 characters.

Question 1 Field State

(CIHI Mandatory) Enabled Disabled
Hospital Mandatory. Press F2 to view the
valid values.

Question 1 Look up

Provides access to the Look Up table
values as defined in the steps below.

Question 1 Default

The value that would default for every
abstract that project is used.

Note: Defaults for project questions should be done here and not in the control file. Project number

default can be set in the control file.

To add a Look Up to a Question:

With the cursor on the Look Up field for the question, press F4

- or — click New Sub Look Up.

The Look Up Field Maintenance box displays with the fields to complete for each new Look Up for this

guestion.
Press F7

Press F10 when all Look Ups are entered.
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Repeat the steps for other project questions. The last four project questions (14-17) are numeric fields
and do not have corresponding Look Up tables.

Once all questions have been created or updated, save the project.

The CIHI Manual for DAD and NACRS has more information on use of the Project field.

Linking Projects to Diagnosis, Interventions or Patient Service
Projects can be linked to a diagnosis code, intervention code, or patient service.

In Look Up Field Maintenance, find the diagnosis, intervention code or patient service you want to link
to the project.

Type the project number in the Linked to Project field.

Note: To be able to enter/select the specific Project in the Linked to Project fields, the
Project’s Valid To Date must match the Valid To Date for the diagnosis code, intervention code

or patient service code you are linking. The Project’s Valid To Date can be updated when you
no longer wish to continue the linkage.

When abstracting a record, a warning message displays, asking if you want to complete the linked
project. The edit process displays a warning if the project has not been completed.

Help File Directory

In both the Regional Profile and the Hospital Profile, there is a setting for Help File Directory.
If these fields are left blank, i.e. no specific path set, the default location will be

C:/Program Files/WinRecs2/ (or if you have installed WinRecs in a drive other than C:\, it will be
where the WinRecs .exe is found).

The WinRecs install will automatically create a ‘Help File’ folder at the root of the location where the
WinRecs.exe is found. Upon automatic creation of the Help File folder, WinRecs will download the
latest Help file from the install that matches the version the user is presently accessing.

Where the Help File folder currently exists with a previous version of the User guide stored there,
when Help is launched from within WinRecs, the updated version of the User Guide will be
automatically updated in the Help File.

If the site elects to specify a path for the Help File folder, the path need only be set and the “Help File”
folder will be automatically created and subsequently updated in that location.
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7 Interfaces

Batch Interface

Overview

A batch interface is a custom module that is used to import text files, containing specifically-formatted
patient data, into WinRecs. This data is produced by an external patient records system, such as an
ADT system.

Note: Batch Interfaces are custom modules that are developed on a per-client basis. Contact your
MED2020 sales representative for more information.

Batch-In Interface

Setup

Note: Before WinRecs can be configured to use the Batch Interface module, custom files and
instructions must be supplied by MED2020. These instructions are not provided in this
guide as they vary from customer to customer. Do not proceed with the following
instructions until you have contacted a Client Services representative for assistance.

Once the Bl database has been attached, as per the instructions provided by MED2020 Client
Services, some WinRecs modules must be configured.

Selecting the Bl in WinRecs

The following steps require access to WinRecs and can be performed by a Health Information
Management professional in your facility. If a member of IT Services will be performing these steps a
login to WinRecs will be required.

When the Bl is used for the first time for each database, the user will need to configure WinRecs to use
the BI. This can be done from any WinRecs application.

It is recommended that you initially attach the new BI in your WinRecs test environment. Once you are
satisfied with the results of any testing you would follow these same steps to attach the Bl in your live
environment.
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1.From the WinRecs application menu, go to Utilities and open Incoming Batch Interface.

| WwWinRecs® Application Menu [Ctrl + M] H

Chart Maintenance
Abstracting ICD 10
Absztracting ICD 9/9 -CM

Utilities

El[ElE =

CIHI Subrmizzion

CIHI Corrections

Incoming Batch Interface

Tz GIEIHED

Outgaoing Batch Interface

2
==
o}

Reciprocal Biling Submizzion

B atch Grouper

.‘X5 ﬂ’ t:::';t1

Purge/Undelete

System Maintenance

Report Generator

El&
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If you receive the following error screen when you first run the B, click OK and proceed to the
WinRecs Batch Interface screen.

-

~

H Error

The import databaze [Grandriver_Bl]. az configured in zettings, does not exist.

Ok ‘ Contact Lz

Configure the Batch-In Interface module

Open Incoming Batch interface from the WinRecs Application Menu
In the WinRecs Batch Interface window, click Tools - Settings
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e

File !Tools ] Run

Date Range Conflicts Batch In Interface

Settings

Auto Run Settings

Structure Description

[B star Intertace [F11] | Print [F10]

The Batch In Interface Settings dialog box will open. Select the appropriate Bl database from the drop
down box and click OK.

[ 5] Batch In Interface Settings « i
=] e —

| — Impart D atabase I

Select import databaze from the list below:

Cv WhRImport Bl Client

Cancel

Close the WinRecs Batch Interface window.
The Bl is now available for all users in the environment.

Configure the Institution Profile

Open the Institution Profile (located under System Maintenance) from the WinRecs Application Menu or
the Modules menu.
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WinRecs® Application Menu [Ctrl + M] |

Chart M aintenance
Abstracting ICD 10
Abstracting ICD 9/9 -CH

Utilities

System Maintenance

] [t [

Reqional Profile

Haoszpital Prafile

on Profile

R
[Jzer'z Profile

Contral File

. Provider M aintenance

E. Look Up Figld Maintenance

be

I
I
1°3

| |II| Report Generator

Note the institutions in the Institutions List. Each institution expecting updates via the Batch Interface must
be updated as follows:

Double-click on the institution entry in the Institution List.
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B o e £ R T R =

Bl Litions bodules Help —
BDSEEEEAEE @ =-
Lusiitution Profile

[P Winhcce® Application Memu [Cl + M]

Tama 0
130040 01

Hosglollek 5 ock U Eeid 60 | Hoanial L ik = Now B0 P Code [FA]

Update the Interface In value with the corresponding value found in the batch interface data file.

- Env n -} it e Mai

ONEEHEEAEND & =-

Interlace In 52025
E

|n-|:n =

i
E
B
I

a0 00
13000 01

:
:
i

3 Collect 3nd Do Not Stk

i Test

Scuthlske Test DAD|
HL7 Seudhie.
[ABSCARE Dozoe

famiora b (15 (abbadl ot B (kpadars i (=) Mew B.0.P. Code [F4] .
Save the record.

Configure Lookup Field Maintenance

Every lookup table that corresponds to data in the batch text file must be updated with the
corresponding Interface In value. Example lookup tables might include:

Disposition Code
Entry Code
Gender

H.C.N. Province

Open Lookup Field Maintenance (located under System Maintenance) from the WinRecs Application Menu
or the Modules menu, or press F4 to display the tables.
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Click on the gray button under the idle label and select the lookup table corresponding to data found in the
batch file.

Update the Interface In value with the corresponding value found in the batch interface data file.
Save the record.

This process must be repeated for any remaining lookup tables. Refer to Lookup Field Maintenance for
more information on locating table values).

Once the interface setup has been confirmed, it is recommended that the batch interface first be run in
a test environment to ensure that the expected fields are being applied to the WinRecs system
correctly, thus not impacting patient data in the live database.

Running the Batch-In Interface

Open Incoming Batch Interface (located under Utilities) from the WinRecs Application Menu or Modules
menu.

Select the appropriate Structure Name from the list. The available structures are specific to each customer
and are determined by the nature of the records to be imported. The corresponding Structure
Description will be displayed on the right.

The File To Import will display the name and location of the last import file used.
Click on the ellipsis (...) button to browse for the import file.

Note: Contact your WinRecs administrator to learn where the import files are located
in your particular environment.

Click the Start Interface button, or press F11, to process the import file. The progress will be displayed at
the bottom of the window.

Auto Batch Functionality Set Up

The Auto Batch functionality is based on command line parameters. If the L/ parameter is 2 this indicates
the system should auto load the batch run based on parameters /B (Batch Name) & /F (path where the
file(s) are located).

/B should match (exactly) one of the registered batches that appear in the grid. This is how the system
determines which batch to run

/F This is just the path (do not include the file name) and the path should only contain files that can be
processed by the batch indicated in /B.

This is an example of the command line:
C:\Program Files\WinRecs2\WR_WinRecs.exe /L 2 /S DEVSERVER2003 /D
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WinRecs_2 8 4 /U test /P test /B 2005 and 2006 NACRS 10 Error Import /F C:\AutoTest
/L - is the log in type (2 is used for auto-batch)

/S - is the server name (this is the equivalent of the server name in the log in screen).

/D - is the database name (same as would be in the log in)

/U - is the User name (like log in)

/P - is the password (log in)

/B - is the batch name (as it appears in the grid in the Batch interface screen)

/F - is the path (only the path) where the file(s) reside

Batch-In Interface Reports

Reports, such as those used to identify discrepancies noted during the interface execution, can be
accessed. These reports must be configured in the Lookup Maintenance Report Section List table.

Click on the Print button or press F10. A list of configured reports, and the corresponding location, will be
displayed.

Highlight the appropriate report.
To produce a hardcopy of the report, click the Print button or press F10.

To display the report on the screen, click Show Report or press F12.

To close this window, click on the Windows Close control (the X in the top-right corner of the window).

Note: Itis recommended that you use reports to confirm the accuracy of batch imports, to check
for potential problems, such as a chart number having all demographics changed.
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The primary reports used are:

Report Description

Bl Date Range Errors.rpt Identifies overlapping dates for lookups.

Bl Interface Reporting Lists all abstracts interfaced for a specified Interface Date. When the
List.rpt Batch Interface is run for a given date, the Interface Date and Interface

Time fields are updated in the abstract.

BI Lookup Interface IN.rpt Identifies which lookup table requires manipulation of the Interface In
value.
Bl Records Processed.rpt Identifies how many records have been processed and/or dropped.

Note: These reports are available for download from the MED2020 web site, located at
ftp://lweb.med2020.ca/WR2Reports/Batchinterface

Note: The “Bl Date Range Errors.rpt” must be located in the reporting folder under the main
WinRecs program folder.

Note: Datareceived from the Batch-In interface may override configured system defaults.
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Batch-Out Interface

Setup

Note: Before WinRecs can be configured to use this Batch Interface module, custom files and
instructions must be supplied by MED2020. These instructions are not provided in this
guide as they vary from customer to customer. Do not proceed with the following
instructions until you have contacted a Client Services representative for assistance.

Running the Batch-Out Interface
Select the Structure Name. The corresponding Structure Description will be displayed to the left.

File Actions Modles Help

‘W’inﬂecs@ Application Menu [Cul + M]H @“j v| 2] |

[&5]
Thealihi 4 are Soltware b ouT
| (=

Start Interface [F11]

[ Btiucture Name Structure Description
[ File DADICD 10 File Outgoing Batch Interface

Save As |C WCorwersions\BO_Med tut ‘ lz‘
MName Walue D escription
Irstitution Mumber | 56666 Specifies which institution to base file on.
Date Start 2004/04/01 | Specifies Start of Date Range based on the Discharge D,
Date End 2004/04¢30 | Specifies End of Date Range based on the Discharge Dal

Provide a valid Institution Number by pressing F2 while focused on the Institution Number field. Select the
appropriate institution from the list returned.

Provide the start and end dates in the format of YYYYMMDD.
Click on the ellipsis (...) to browse for the batch file to be exported, then click Save.

Press F11 or click on Start Interface to run the batch.

A status bar, located below the module header, will display the progress of the batch out operation.
“Finished batch out” will be displayed once finished.
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HL7 is the health industry standard to exchange data between systems over an existing network. The
WinRecs HL7 application accepts incoming data from the Client ADT system, interprets the information
received, and updates the WinRecs database. WinRecs currently supports HL7 version 2.3.

Note: The WinRecs HL7 interface is a separate executable running outside of the main WinRecs
application. MED2020 recommends that the HL7 interface program be installed on the
database server. Instructions specific to the WinRecs HL7 interface installation are
provided on a per-client basis. Contact your MED2020 sales representative to learn more

about acquiring the WinRecs HL7 interface.

Minimum HL7 Segments Required for WinRecs HL7

MSH (Message Header), EVN (Event Type), PID (Patient Identification) and PV1 (Patient Visit) are the
minimum HL7 segments required for a patient abstract. PID and PV1 segments contain sufficient patient

information to create a patient Abstract.

Some of the data elements that may come across for WinRecs HL7:

Institution number *
Discharge date
Chart number *
Patient name
Patient address

Patient’s home phone
number

Date of birth
Gender
Postal code
Entry code
Admit date *
Admit time *

Discharge time

Admit category

Discharge disposition

Health card number

MIS code for Ambulatory Care
Marital status

Attending doctor number

Institution from

Institution to

Nursing area

Main patient service
Encounter number
Responsibility for payment

Residence code

* Denotes required fields to locate or create an abstract.

Below is a list of HL7 Events currently recognized by the WinRecs HL7 Interface:
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Code Description
AO1 Admit patient (admit Inpatient, applies to CCR only)
A02 Transfer patient (applies to CCR only)
A03 Discharge patient
AO04 Register patient (admit SDS or Ambulatory Care patient)
A06 Transfer an outpatient to inpatient
AO07 Transfer an inpatient to outpatient
A08 Update patient information
All Cancel admit
Al3 Cancel discharge
Al8 Merge patient
S12 New appointment-create a pull list entry
S14 Appointment modification-modify a pull list entry
S15 Appointment cancellation-deletes a pull list entry
A28 Add person information
A31 Update person information
A34 Merge patient information
A35 Merge patient information - account number only
A36 Merge patient information - patient ID and account number

Note: Data sent by the HL7 interface may override configured system defaults.

The WinRecs HL7 interface logs all processed transactions. There are two types of logs, both stored in
the log data folder within the WinRecs HL7folder:

File Name Description

WRHL7_yyyymmdd.lo Produced daily. It is recommended that daily log files are
g reviewed and removed regularly.

erroryyyymmadd.log Produced only when there is a critical error. Itis

recommended that all critical errors be reported to MED2020.
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Clearing a Critical Error Message

A critical error message might be received when a data element is too big for the database, there is a
format mismatch or an internal HL7 application error. In such situations, it is necessary to clear the
message.

Pause the external ADT interface (to stop the transmission of HL7 messages).

In the WinRecs HL7 interface, select Clear Critical Error from the Edit menu. (If "clear critical error" is not
available, proceed with the next step).

Close and reopen the WinRecs HL7 interface.

Resume the external ADT interface (to resume the transmission of HL7 messages).

Note: If you receive a critical message, contact MED2020 Client Services for assistance. A copy
of the critical error log (described above) will be required.

Connecting to the Live Database

Fd Configuration =] |
- SAL Server:
S0L Sewver. [MED35AL =]
WwinRecs DataBase 1: IMED2D2UTestDN j
WinRecs DataBaze 2: I j [ Test
TCRAP:——— WinRecsHL? x| nck Character
Local Paort: IZDZD
Connecting SQL Server: Succeed
~Printers——————————  Socket Pork: 2020 s available
Frinters opies Add
] 2|
Hemave
Test Cnnnectionl Save | Continue |

Pause the external ADT interface (to stop the transmission of HL7 messages).
In the WinRecs HL7 interface, select Configuration from the Option menu.
The first database listed will be used as the live database.

Click Test Connection.

If the connection is available, click Continue, then Save.

Resume the external ADT interface (to resume the transmission of HL7 messages).

Connecting to Live and Test Databases Simultaneously

Pause the external ADT interface (to stop the transmission of HL7 messages).
In the WinRecs HL7 interface, select Configuration from the Option menu.
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The first database listed will be used as the live database.
Specify the test database as the second database connection, and check the Test check box.
Click Test Connection.
If the connection is available, click Continue, then click Save.
Resume the external ADT interface (to resume the transmission of HL7 messages).

Updates to your HL7 interface

When MED2020 provides an update to your HL7 interface/script, we internally generate a ticket number to
track the changes. Effective as of any changes to your interface after the 2.8.5_002 service release is
applied, the ticket number and version of the HL7 will be logged in the Database Update History. Please
see Section 9 — Updates and Patches for more information.

Maintaining HL7 Transactions within WinRecs

Within the User Profile, a field, Can Purge Logs, is used to set permission to the Purge HL7 Log Utility.

Y - User will see the Menu ltem
N - User will not see the Menu ltem

A user with permission to this Utility can purge the HL7 transactions "prior to" a specific start date. This
will purge any log records before that date and keep any that are on or after it. There is no edit to stop a
user from doing a complete purge. However, a warning is generated if the date is a future date, the same
as today or less than 90 days from today.

Menu Item Modules -> System Maintenance - > Purge System Tables -> HL7 Log.
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Chatt Maintenanics ==
Abstracting 1CD 10 EEEEH@HE =

Abstracting 1CD 99 -CM
i Records,
Utiitias

e Region Profile
Report Generater Hospital Prefile

Institution Profile

User's Profile

Contrel File

Frovider Maintenance
Look Up Field Maintenance
Database Update History
Purg HL7 Log

System Maintenance

Report Generator

Drstart| | 3 W (&

. @ | [Evevenzotime...| | whox-meros... | siser cudel,..| 7 sateressicli,, | B verson=1.0... | B crystel Report.,, | ] wirmers ser ., |[Bf MEp20z0 wi.. | En |«

HLY Log |
HL7 Log

|Enter Purge Start D ate | ||_£_£_ |

|Hax time [min] per step | |3EI

[ Shiink Databaze And Febuild Index

[ Pugerra) | @ DoneFioy

There are many steps in the purge function.

~uOE® 86
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Enter a start date 90 days or more from today

The text box "Max time(min) per step" defaults value is 30 minutes. The max value is 99 minutes. It
allows clients to set the max duration of time in minutes per step. If a timeout occurs a pop up message
indicates which step failed.

Note: Please contact MED2020 with the information from the pop up message

Shrink Database and Rebuild Index. This indicates whether you will want to perform a full reindex and
shrinking of the database with HL7 log purge function. By default it is unchecked, you need to check the
box to initiate the shrinking and re-indexing.

Note: The shrinking and re-indexing of the dataset may be best performed by your SQL database
administrator

When client checks the check box, a pop up message warning the client explains: Shrinking the database
will slow down WinRecs or will cause a WinRecs runtime error. All WinRecs user should be logged out.
Are you sure you want to proceed?
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HLY Log

]|
HL7 Log

|Enter Purge Start D ate | |2D1 0A01/m |

|Hax time [min] per step | |3EI

v Shiink Databaze And Febuld Indes

[ FucelFs) | @] DonefFio) |

Question

Shrinking the databaze will low down WinFecs or will zauze a WinEecs runtime erar. Al
WwinBecs user should be logoed out. Are you sure wou want to proceed?

T Mo | Contact g

Click Yes
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57 HLY log will be purged and 8 HLY log will be kept. Do you wish to purge?[i'/M]

Mo

| Contact Uz

Click Yes
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B HL7 Log |
HL7 Log

|Enter Purge Start D ate | |2D1 0A01/m |

|Hax time [min] per step | |3EI

Transterring walid data to temp table.
Furging system takle.

Transferring data to systemn table.
Febuilding table indexes.

shrink. database

Febuild index

Furge complete.

¥ Shiink Databaze And Febuild Index

[ Fucerra) | @ DonefFioy

This is the message if you have chosen to check the Shrink Database and Rebuild Index option.
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8 Report Generator
Report Generator m

All reports developed in Crystal on the WinRecs database can be previewed through WinRecs Report
Generator. Once reports are developed, Report Generator allows the report to be generated. It is not
possible to update the format of any report through Report Generator. This module allows viewing
only. When generated from within WinRecs the program automatically generates the report based on
the current server and database which WinRecs is logged on to.

To generate reports click on Report Generator from the initial WinRecs Application Menu as
displayed in the image below.

L7 MED2020 WinRecs@ Yersion: 2.8.4 [Build: 16] -

File Actions Modules Help

WinRec:® Application Menu [Ctil + W]

Chart M aintenance
Report Generator

The image below appears.

&7 MED2020 WinRecs@ Yersion: 2.8.4 [Build: 16] - User: Employee - Environment: TOH_Prod_converted betals -
File  Actions Modules Help

|WinFIecs@ Application Menu [Ctrl + M] H E E E E | E | j - | E

Report File: w8 T OH Winrecs ReportziCleric ', |

1l

Show Repart [F12]

—  System Reparting

Ew

Scheduled Reports Deficiency Letters Wolume Labels

In the Report File field enter the full path of the report. If you don’t know the name of the report
double-click on the Report File field or press (F2) to open the window. It is not necessary to put the
reports in a specific folder. It is recommended that ‘canned reports’ are put in a common folder that is
accessible by everyone who will need to run the report.

Once you have successfully run reports through WinRecs, the program remembers the directory where
the reports were run from.
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Lookin: (5 1CD_10

> «®@ekE

b ) 110 User Edits g'QTCPI Chart Listing.rpt
J :| Abstract Flag Report.rpt s@CR 11 110 Discharge List.rpt

5-_.;110 Alternate Level of Care
£7)110 CCR for Estimated Disc

My Recent 7| Abstracts Awaiting Submission of Corrections.rpt S‘QDiagnosis Listing.rpt 5,9110 CMG+ ATypical Summe

Documents | Abstracts Submitted as Corrections.rpt s,QDlagnosls Paramater - Detail.rpt g@!lﬂ CMG+ Comorbidity Lev.

w 7| Admit Category Summary.rpt gQDiagnosis Parameter - Summary.rpt 5@110 CMG+ Intervention Ev.

?) Admits Through ER.rpt gQDischavge Disposition Summary.rpt 5@110 CMG+ Resource Inten:

Desktop 7|Basic Option.rpt SEntry Code Summary.rpt S7110 CMG+ Summary Repor

7|Batch Summary for CIHI Submission.rpt §,QER DICHto AH IP ERA LOC final.rpt 5,;-}110 CMG+ Top 20 CMG Re|

. ‘| Cases by Readmit Code.rpt g,2]110 Abscare Residence Code.rpt 5@110 CMG+ Typical and Aty|

7| Coder Workload Report.rpt 5@11!] Abstract Flag with Errors.rpt ‘g\QIlD CMG+ Typical Summar:

My Documents ‘| Complication Report.rpt g,5110 Abstracts Updated.rpt g@110 Coder Workload by Da

1| Complications Summary Report.rpt 5@[10 Admits Through ER.rpt s\QIID Coder Workload Repor

gx ConCurrent Abstracts,rpt 5@10 All Abstracts Coded by Inst and Coder.rpt g.g)nu DAD CIHI Error Report.

My Computer 77 | | .f.'
‘i File name: IConCurrenl Abstracts.rpt _'_' Open

-« 2 (
VNPT | Fiesoftpe:  [ReportFies (rpt) | Cancel

Places ™ Open as read-only
Z|

Select the report to generate.

When the file has been selected it will show up in the Report File field. If the Report File field is
correct, press Show Report (F12) (displayed in the image below) to generate the report.

Beport Fils: |‘-N': LTOH Winrecs Feports\ClercalhDEATH.ipt

S T

Show Report [F12]

If there are any parameters built in the report, you must select all the Parameter Fields and add the

appropriate values.

If there is an add button, once the selection is highlighted, press Add to put the value in the Value

display box. If you do not hit ‘Add’ the value will not be reported.
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Enter Parameter ¥Yalues El

FParameter Figlds:

Campuz [dentifier
Campus or Corporate
Death Selection
Dizcharge Date
Group Option

Enter the Campusz |dentifier

Dizcrete alue CIVIC CAMPUS j Add

W alle

Delete |

OF I Cancel |

Once all parameters have been answered, press OK
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Actions.
| % & & F[m=wx = ||« 1 ofs o=@ a D | B
Preview |
[SBE - Er
. 22,529
22,532 .
S Med2020 Inpatient
8
22,550 Abstract Flag Report
22,554
22,566 For Records 1/1/2007 to 1/8/2008
22,569 E - Errors Found
22,572 . .
S Chart Discharge Admit Los
22’579 Status  Number Name Date Date Birth Date Davs Last Saved
22:586 E 222660 TRAINING, PATIENT 2007 /04/04 1997 /09/25 o] 2007/12/10
22,567 Error  Admission Date is a CIHI Mandatory Field that is not completed.
22,588 Error Adnmission Time is a CIHI Mandatory Field that is not completed.
22589 Eror  Coder Number is a CIHI Mandatory Field that is not completed.
22’ o0 Error Residence Code is a CIHI Mandatory Field that is not completed.
Siat Error  Responsiblity For Payment is a CIHI Mandatary Field that is not completed.
t Error Register Number is a CIHI Mandatory Field that is not completed.
22,592 Error  Entry Code is a CIHI Mandatory Field that is nat completed.
22,752 Error Weight in grams is a CIHI Mandatory Field that is not completed.
22,768 Error  Admit Category is a CIHI Mandatory Field that is not completed.
22,781 Error Re-Admit Code is a CIHI Mandatory Field that is not completed.
22,783 Error Discharge Disposition is a CIHI Mandatory Field that is not completed.
22,785 Error Patient Service (& Sub-Service) is a CIHI Mandatory Field that is not completed.
22,798 Error  Provider Number is a CIHI Mandatory Field that is not completed.
22,828 Error  Provider Type is a CIHI Mandatory Field that is not completed.
22,338 Error Diagnosis Code is a CIHI Mandatory Field that is not completed.
23' 627 Error Transfusion Given? is a CIHI Mandatory Field that is not completed.
28‘ 630 Error 5.C.U. Number is a CIHI Mandatory Field that is not completed.
& Error The health care number is 1 or 8 and the province of issue is the same as the reporting institution
28,645 Informatic This record has been submitted to CIHI. Any changes will be part of the current fiscal year correction,
iﬁg:; E 2545844 Testing , Defaults 2007 /04/04 2007 /04/03 1970 /11/01 1 2007/12/10
29' 442 Error  E.R. - Date Patient Left is a CIHI Mandatory Field that is not completed.
A Error E.R. - Time Patient Left is a CIHI Mandatory Field that is not completed.
29,443 Error Re-Admit Code is a CIHI Mandatory Field that is not completed,
(=W - Warnings Found Eror  S.C.U. Mumber is a CIHI Mandatory Field that is not completed.
22,526 Warnina Decision to admit dateftime is after to admit date/time
22,533 Error  Date patient left ER is blank, and one or more of time patient left ER or decision to admit dateftime is recorded
22,534 Error Time patient left ER is blank, and one or more of date patient left ER or decision to admit dateftime is recorded
22,535 Error Project 100 must be recorded for acute care abstracts
22,538 Informatic This record has been submitted to CIHI. Any changes will be part of the current fiscal year correction.
22,598 E AKS4 Testing, Newborn Show Messages """ 2007 /03/25 2007 /03/ 15 10 2007/07/11
22,767 Error Birthdate is a CIHI Mandatory Field that is not completed.
22,779 Error  Postal Code is a CIHI Mandatory Field that is not completed.
22,788 Error  Residence Code is a CIHI Mandatory Field that is not completed.
22,304 Error  Responsiblity For Payment is a CIHI Mandatory Field that is not completed.
Error  H.C.M. Province is a CIHI Mandatory Field that is not completed.
Error  Health Care Number is a CIHI Mandatory Field that is not completed.
Ref Description
1 Printicon. Click to print
2 Export Report. E-mail, send report to Disk, etc.
3 Refresh. New parameters can be selected
4 View / Zoom
5 Page indicator
6 Forward one page, or to the end of the report

You cannot make any formatting changes to the report, add additional fields or change the sort when
viewing a report through WinRecs.
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E-mailing Reports
To e-mail a report follow all the steps for generating a report. (instructions above).
Click the Export icon &5 ais0 on the top left hand corner of the screen.

In the Export window, Click the Format drop down, and select the type of format the report will be sent.
Then click the Destination drop-down and select MAPI.

Click OK

Select the page range. Click OK

Complete the e-mail addresses, subject and message (optional), then click Send.

sendrail |
| Send IChecI_< NamesI Address I Cancel I

To: |support@med2020.ca

Ce: |everyone@med2020.ca

Subject: IThe requested report

Message

Here is the daily report you requested) _:I

b

Microsoft Outlook’s security will open the following warning message when WinRecs tries to access it
to send the report:

A program is trying to access e-mail address
information stored in Outlook. If this is unexpected,
click Deny and verify your antivirus software is
up-to-date,

For more information about e-mail safety and how you
might be able to avoid getting this warning, click Help.

[ ]allow access for 1 minute

Click the Allow button to send your report.
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Clicking Deny will return you to WinRecs.

Pre-Designed and System Reports

Pre-Designed Reports:

During installation and training you will have receive “Pre-designed Reports”. These are Crystal
Reports ™ developed by Med2020 Support and are available on the ftp site. Updates and/or additional
reports are posted to the ftp site at various times and clients notified via the Web Board. The reports
are copied where the user can access.

These reports can be used as is or modified in Crystal Reports to extract data from the WinRecs
program.

System Reports:
Specific reports, known as System Reports, must be

placed in Reporting folder in the same location as the WinRecs.exe, or

placed in the designated path entered in the Report Files Directory located in the Hospital
Profile/Regional Profile modules.

The WinRecs Pre-Designed Report Library.xls indicates those reports where this is necessary.

These include:

Bl Date Range Errors.rpt
ChartDeficiency.rpt
ChartActivity.rpt

Patient Visit History.rpt
BatchVolumeLabels.rpt
BarCode Label.rpt
Deficiency Letter Level 1.rpt
Deficiency Letter Level 2.rpt
Deficiency Letter Level 3.rpt

WinRecs Pre-Designed Report Library.xls:
Along with the reports, the WinRecs Pre-Designed Report Library.xls, is maintained on the ftp site and
provides a brief description of each of the reports.

Running Reports through WinRecs

Report Selection List

This lookup table is used to define how users access and distribute reports in any of the modules. This
allows immediate access to reports for the module without having to go to the Report Generator
module.

NEW {EDIT}

| Report Selection List
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To create a Report Selection List, follow the steps below:
Go to System Maintenance\Lookup Maintenance.

Press Find E (F4) to display all Look Up Fields
Select Report Selection List from the list of available lookup tables.
Hit ENTER and all the reports set up will display.

Fic Weme Finkd Ve Fied D cripton

Distibate 1o Modulo key

E-1a File Format

To add a new report press New (F5)

Type the Report Name in the User Description. This is user defined.

Specify the Report Path. Press (F2) to browse for the report.

Press ENTER once selected.

Specify the application, press (F2) and then select the module from the displayed list.

Specify a Role ID if required. If a Role ID is entered, only the coder number in this field will see the
report on the Report Selection list in the module.

Specify Valid From and Valid To dates.

WinRecs can be configured to automatically send a report to the workstation’s default printer or screen.

Note: Due to Microsoft Outlook security settings, reports that are scheduled to be automatically
emailed will not send until a user manually clicks Allow in the Outlook warning screen to let
WinRecs access email.

Modify the AutoExecute (load) or AutoExecute (save) fields to specify how reports will behave:
-N - No action is performed

-S - Send to Screen

-P - Send to the workstation’s default printer

Note: When using the Enable Quick Search options, the AutoExecute (save) is not available.

Report Distribution is a multiform where report recipients are defined and scheduling for unattended
report generation configuration.
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Field Mame Field Value Field Description
Report Distribution

Distribution Dccumence |1
Distribution Printers
Distiibution E-Mails

# of Copies to Print
Frequency for Scheduling
Date/Day of Frequency
Time of Scheduling

Specify the printer where the report will be sent.

Type the recipient’s email address, if required.

Type a number from 1-99 for the number of copies to be printed.
Press (F2) and choose the Frequency for Scheduling from the list:

Daily Runs every day at the specified time.

Weekly Runs once a week on the day specified in Date/Day of Frequency, where: 1=Sunday; 7=Saturday

Bi- Runs once every two weeks on the day specified in Date/Day of Frequency, where: 1=Sunday; 7=Saturday

Weekly

Monthly Runs once a month on the date specified in Date/Day of Frequency. Type 32 to run the report on the last day of every
month.

Specify, in Time of Scheduling, the time of day when the report is to be run (24-hour format).
Once all the distribution fields have been configured, press (F12) to return to the report selection list.

’E

j H Link | Code Value Hospital Description

E-Mail File Format

ipt Ciystal Report
[t | Rich Test Format
[ s | Micrasoft Excel

You can set the file format used for emails in the report distribution, press (F2) to select the format

Save (F7)

When printing (F10) from the specified module, a list of reports will display in the Report Selection List.

Scheduled Reports

Once reports have been set up to run unattended in the Report Selection List the Report Generator
module must be open on a workstation.

Click the Scheduled Reports button to display a list of all scheduled reports.
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Scheduled Reports Deficiency Letters

E

Wolume Labels

M Scheduled Reports

Report Name ||nlerface? |Hepurl Path |E-Mai| Format

[E-tail Address

|Prinler | CUpieslSchedule | Dala/DaleimEl Last Print Date

Note:

This workstation must remain at this screen in order for the reports to run.

Scheduled Reports.

Hint: You may want to set up a dedicated user, with limited WinRecs permissions, to run

Printing Batch Labels

To print a batch of labels, go to WinRecs Application Menu\Report Generator. Click on Volume Labels
button displayed below.

Systemn Feparting \

Scheduled Reports

H | Al

D eficiency Leters

Yolume Labels

The following screen will appear displaying the Hospital Link, Chart Number, Volume Number the
Patient's Name, Date From/To.
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El Batch Print ¥Yolume Labels =

Haospital List [5G Ottavwa Hospital - General Ca =]

3 V. 1 .
400-000 ooooo WwWIKNTERFAL CPIL 200641204 200612704
400-000, [wlulululu}] WINTERFAC OUTFATI... Z008412/08 2006/ 2422
A00-000. [wlufululn}] WINTERFAC MEMTAL ... Z00641Z2/04 2006512413
400-000. . ooooo WIRTERFAC D ARMD T, 200641218 200612422
400-002... [wlulululu}] WINTERFAC DATCARE. ZO00E/1213 200612420
-5245-4 [nlufululn}] HARWEY JAMES 200571205 20061212
-7484-9 [wlalululu}] MACKEMZIE EATHLEE...  2005/10/06 2006712422
-FE@as [wlulululu}] TaME BLUE. Z00E/1 205 2006412405
-8352-7 ooooo WINTERFAC INPATIER . 2006402415 200612421
-2471-5 [wlalululu}] TaME COoCo, 2006/05411 2006712405
-8574-6 [wlulululu}] WwWINTERFAC FREREG. 200611429 2006411423 —
-8577-3 ooooo WINTERFAC ER. 200641204 200612704
-2588-6 [wlulululu}] ABUEL CICS PREADMI... Z008/12/06 20061212
-B7E4-3 [wlufululn}] WINTERFACE TEST. 200610424 2006510424
-8793-2 ooooo TAME DakiP, 200641205 200612705
S55-838... [wlulululu}] O DOMUTS BEABY. Z00E/1 205 200612405
-9126-4 [wlufululn}] TEST TRAMSACTIOMS. 2005/11.410 2006512412
-9136-32 [wlalululu}] DICKSOMN EREMDA, 2006/11..10 200612401
-91932-4 [wlulululu}] TEST MERGE. ZO00E/11416 20061212
-9213-0 ooooo HOGAM MaR™Y, 2006411420 20061212
-9226-2 ooooo7 DAaTAGATE WS & Sar... 2006711523 2006712412
-9243-7 [wlulululu}] RICHER GEMERAL. Z00E/11.430 20061212
-92593-3 ooooo MDA BABY 1. 200641201 200612401
-92E2-7 [wlalululu}] DaTAGATE BABY 1. 2006/12/01 200612401
-9275-3 [wlufululn}] TaME JIE, 2006412401 200641 2406
-9278-3 ooooni LALIBERTE JKHIKG, 200641201 20061201 -~

59 Fecaords Retuned |

Preview Walumes | Update Walumes |

WinRecs allows you to select a maximum of 50 labels at a time. WinRecs will cut you off if you exceed
the selection of 50 labels. Select the label (s) to print.

Bl Batch Print Yolume Labels x|

Hoszpital List IG - Ottawa Hozpital - General Ca j

Chart ... | Yolume Mo, Fatient M ame [Date From Date Ta -

93427 000001 WINRECSTESTSE LOU...  2006/12/21 200612/21

93518 000001 WINRECSTEST11B SH...  2006/12/21 200612/21

93526 000001 WINRECSTEST12B JIM,  2006/12/21 200612/21

93559 000001 WINRECSTEST15B Ca..  2006/12/21 200612/21

93575 000001 WINRECSTEST19B JA..  2006/12/21 200612/21

93591 000001 WINRECSTEST10B Ba..  2006/12/21 200612/21

93609 000001 WINRECSTEST21B Ba..  2006/12/21 200612/21

-9363-3 000001 CENTRICITY PAT GE, 2006412421 200612/21 |
-4370-8 000007 WALKER GEM [NPAT, 2007/01/02 2007/01/02 -

Update Volumes

59 W Preview Yolumes

The bottom of the screen identifies how many labels are in the queue to be printed.

Click Preview Volumes button once the 50 labels have been highlighted in I

Click Print % on the top left hand corner of the screen.
\
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il
[Lctions

Jx%@g’?ﬂmnz -] |J|14 1 of 1+ DN-“QN?

Freview |

£ 29454 -
- P 32E3I6T6
- 2 40000010
£ 40000028

£ 40000077 =
£ 40000085 ]
# 40000200 =

B 52464 o

B 74549
£ 7EEEL
£ 53527

284715

E

GGs

Jooo
32E0

33;5

£ 85746

£ 857 Frinter: Syatem Printer oK.

£ 85886 [WWC-GEM-FP1WER-SITET-HPA000) -
257643 Cancel |

ﬁ g;zggsss Pl Feinge

Pl 0 0 A Copies: 1=

£ 91363 " Pages | =

ﬁz;?:; From: I ! TC':I V¥ Callate Copies
[ o=l

Close the Batch Print Volume Labels screen once the labels have successfully printed.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 392 of 410



.....
ceov0e0
c0o000

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

Ensure the label print job is successful before selecting Update Volumes button. Once Update
Volumes has executed it cannot be reversed. Re-printing of the label in this case would have to be
initiated manually (singularly).

If there are more labels to print, Click Update Volumes button to display the remainder of the volume

labels that need to be printed. (Again, see the Note above re confirming that you have a successful
print job first.)

Note: To edit the report data, Crystal Reports must be installed. Refer to your Crystal Reports
user guide or online help for more information on working with Crystal Reports.
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9 WinRecs Regional Solution
Introduction

WinRecs version 2.8.4 introduces the implementation of the Regional Solution. Many of the new
Regional features must be licensed with MED2020 before they are available for use.

This section of the document provides an overview of the characteristics of the Regional Solution. If
applicable it also identifies the impact of licensing on other modules.

A regional solution is defined as a WinRecs implementation for a group of hospitals or sites using a

single WinRecs installation. In this environment, each hospital can store and work with patient data
independently from other sites in the regional solution. Regional users can be defined for situations
where a user, regardless of physical location requires access to records belonging to a different site.

This environment allows global (“Regional”) records (for example, CPI records) to be seen at all
Hospitals) and permits each Hospital to code abstracts specific to the site.

For example, the group of hospitals named My Group has three different Hospitals (Hospital A, Hospital
B and Hospital C).. The WinRecs system has three active users, named User A, User B and User C,
each established for the corresponding Hospital. These users shall be referred to as “Site Users ” A
fourth User D (“Regional User”) is also defined.

WinRecs contains records that are Regional and site-specific. When a record is Regional, all WinRecs
users, including those established as site-specific, can see these records.

Throughout this document, references to Hospital ID will be made. This field represents the specific
site a record is assigned. If Hospital ID is not defined (blank) in a record it is a Regional record

User A can see all Regional records and those records restricted to Hospital A. User A
cannot see records restricted to Hospital B. User D (Regional user) can see all Regional
records and records restricted to Hospital A and Hospital B.

Hoso 10

John Doe
Chart #12345
(corporate

o50 A

. ER Visit at .
Sees Campus A Sess

: . w|  (restricted) .. )

' Dossn't Ses " Sees )

Hozp 10 .
T 5 L Seas
Sees ... Adrmission at

. Campus A .
User B ' Boss (corporate) Spos

({Campus B) User D

(corporate user)

Hozo 10 A
Rehab at
Campus B
(corporate)
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Using the Regional Solution

The Regional Solution is driven by the the Hospital ID field. This field links a record or user to
a specific site. The differences between a standard and a regional implementation are
described in the sections below.

Toolbar

Two toolbar buttons are available to Regional WinRecs implementations:

Icon Description
This button is used by site users to temporarily escalate the access level to a Regional user By
E default the button with a red dot is displayed. When the permissions are escalated, the green dot

display. (See ‘Escalating Permissions’ for more information).

E This button identifies a user that has escalated permissions. When the permissions are revoked
when the user opens a new record or changes modules, the red dot will be displayed. (See
‘Escalating Permissions’ for more information).

H This button is used by Regional users to change the access to a site specific user.

Sidebar (Information Panes)

Sidebar Information Panes such as Patient Visit History and Record Update History display
the Hospital ID in the first column. This value is used to identify the site the entry is
applicable. If blank the record is a Regional entry

Main grid

CPI and abstracting records display the field Hospital ID. The field determines if a record is
site-specific or Regional (blank).

Searches and Lookups

Search windows and lookup tables include the Hospital ID field. When using Look Up (F2) or
Search (F4) users will see their site specific as well as those designated as regional

Lookup Tables

Lookup values ( F2) display the Hospital ID to identify the site the record belongs. If this
value is blank the record is Regional. Regional table entries can be viewed by all users.
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Creating New Records
A site user cannot create records for another site.

When a Regional user creates a record, a dialog will be displayed to allow the Regional user
to specify which site the record will be created. All settings, searches and lookups for the site
the record was created will be active.

The Hospital ID field is automatically populated with the site that corresponds to the value
configured in the Institution ID field.

Modifying Existing Records

To make a record site-specific, and restrict access to Regional users and those of the same
site, configure the Hospital ID field of the record with the appropriate value.

Searching for Records

When a user performs a search, the results are limited by the Hospital ID configured in the
record.

Only those records the current user has access to (records configured with the same Hospital
ID, or records with no defined Hospital ID (Regional)) will be displayed.

Temporarily Changing Permissions

There might be times when a Regional user must code a record that is site-specific or a site
user must have escalated permissions.

Escalating Permissions

Users in a regional solution may be configured to be site-specific so that they do not have
access to other sites’ records. However, there will be occasions when a site-specific user will
temporarily require access to records from other sites.

The setting in User Profile — “Can Show All Regional Data” must be set to ‘F - Full Access’
which would allow the user to modify a record, or ‘R — Read-only’ which would allow the User
to view the data.

Using Show All Regional Data (a green dot shows in the icon), a site-specific user can
temporarily obtain Regional user permissions.

Temporary Regional status is reset when:

The User logs out

Clicks Show Regional Information (a red dot shows in the icon).
A new module is opened

The User opens another record

Note: This button is disabled when a Regional user is logged in.
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Note: The record must be refreshed after escalating permissions.

Note: When you escalate your permissions using this feature, an event is recorded in the
Audit Trail module.

Temporarily accessing another site

Using the Select Hospital Link toolbar button, a site-specific user can temporarily obtain
Regional user permissions.

Note: This button is disabled when a site user is logged in.

Click the Select Hospital Link toolbar button to select a site. The Select Hospital Link window
will be displayed.

[Z] Select Hospital Link ] x|

Select the preferred hospital link you would like to work with

Hospital Link [ |[Hospital -G | @

Hospital - C

Hospital - R
Hospita - T

Press Look Up (F2) to open the hospital lookup table and select a site from the list.
Press Select (F7) or click the button to confirm the selection.
The selected site will now be used as the site for searches, coding and lookups until:
eThe user opens a new chart
eThe user opens a new module

eThe user logs out of WinRecs

Viewing Regional Information

There will be occasions when a site-specific user will temporarily require access to records
from other Hospitals.

Clicking on the Show All Regional Data toolbar button [Bd 5o that it turns green E
allows a site-specific user to temporarily obtain Regional user permissions.

After clicking on the Show All Regional Data toolbar button, it is important that you refresh
your screen by clicking on the Find icon or press (F4).

You will remain in Regional status until:

e You open a new chart
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e You open a new module then you log out of WinRecs
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10 Updates and Patches
Running Updates from WinRecs

Download the update to a directory that you have access to.

If the update has a looks like <filename>.zip, unzip it to the directory you downloaded it to.
Log into WinRecs.

Using the Menu Bar, select Modules \ System Maintenance \ Database Update History

=101

.
Utilities

Hstare]|| (1] & % W o B &y CYRs 8 || B |&r.| Bs.|Gc.| = | Gs. | £ [[fEw. [FERASH2OD e

A list of all previous updates will appear. Click Run Database Update
Go to the directory that you downloaded the file to.
Select the file and click Open
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L7 MED2020 WinRecs® Yersion: 2.5.0 - Environment: med2020teston

le_Actions PModules _Help

‘Wlnﬂecs@ Application Menu [Ctil + M] H |

I=IETETE]

open HE

Lok 250 =] « L Ltion Path
i[5 -l B ex vserver\DevelopmentF|
scripks pdateCreator242.5.00,

=] Upzs0_Cihiimelinknowno999, m
Ip250_RemDupStatus. wru

File name: [Up250PostP atch wru ] Open |
Fies of ype: [winRecs Update Modue (*wi | Cancel
7
« »
Fiun Dalabase Update
dhstart||| & & 9 [ || PRmeDz020 wireecso vers.., B 1uotam

A details window will appear that will let you know about the patch you are running.
Click Run Database Update.

ersion: 2.5.0 - Environment: med2020teston

Fie Actions Modules Help

[Ewinhccs® Appiication Menu Gt + M1

[5] WinRecs® Database Update History

Update Ne[ Update Information | User Updat] Started [Ended [ Mersic| E secution Path
Patch 6661| Patch 6686 Descripti| Trap Val | 2003-06-20 10:06:12 | 2003-06-2010:06:13 [24.1 [\DevservenD

Attiibute 51] This wil remove dupl| Rob | 2003-0627 160225 | 2003-06-27 16:02:26 [25.0 [H\UpdateCreator2:2 5,04
Bl winRecs© Database Update Module [<]

“DevserversDevelopmentFilesiWinrecs 200 pdateCreator22 5 0 Ip250PostPatch v

Update Details: un Database Update

Updats Version 1
WirRiess Yersion_| 25.0
Ticket Number 9333

Capfion 2.5.0DB Errors Patch

Desciiplion This will correct DE errors duing the 25,0 update:
Client|D 0

Client Name Med2020 General Client Update

Run Once False

DE Side Oy False

3

un Database Update

star]| | A @ S

| PRmEDz020 winRecse vers... Fo 1104 am

After the update is complete close the details window and you will see the update you have
just run in the list of updates.
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7 MED2020 WinRecs®
Fle Actions Hlodules  Help

‘WinRacsgApplicalinn Menu [Cul + M] H =] B =E|E

rsion: 2.5.0 - En¥ironment: med2020teston

[E] WinRecs@ Database Update History [<]
Update Ne[ Update Information | User Updat] Started Ended Versit| Execution Path

Patch BEEI| Patch 66BE Diescripti Troy Val | 2003-06-20 10:08:12 2003-06-20 10:06:13 2.4 | \\DevserverD

Attrbute 51| This wil remove duph| Rob 20030627 16:02:25 20030627 16:02.26 2.5.0 | H:\lpdateCreator2\2.5.04)
250 0B E3 This vl comect DB & Troy Val | 2003-06-30 11:05:01 2003-06-30 11.05.01 250 "\DevserverD

»

Run Database Update

st || ) & 1

| PRmeD2020 winRecso vers... BT osam

Close the Database Update History Window and log out of WinRecs.

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 401 of 410



o
°

#MED2020

" Health Care Software Inc. WinRecs v.295.3.0 User Guide

11 Additional Modules

Audit Trall

Overview

This module will enhance the security features built into the data entry modules. WinRecs tracks all
searches, accessed records, changed records and unsuccessful login attempts as required by Provincial
and Federal personal health information protection acts.

System Administrators can run audit reports through MED2020 Standard Crystal™ reports or modify them
for their own reporting requirements.

A label indicating whether the Audit Trail module is installed on your system can be verified within
WinRecs by going to Help and selecting About.

If Audit Trail is enabled it will display - Audit Trail Enabled: Yes
If Audit Trail is not enabled it will dispaly - Audit Trail Enabled: No

Right Click on the Field Name box to the left of the Data Entry box. This will activate the display showing a

field audit for every change made to the data in the field. This includes the old and new values saved for
each field.

- 51160 - AK000000O1 - Kokesch, Au 2007211218

1l =

Discharge Date R|ght C“Ck

=
E] Field Name D — Field Description Hosp ID | Coder | Updated OldValue |New Value
%3} __|__|Hospital Link | 45 |2008/02/2212:00 | 2007/11/0¢] 2007/11/15)
_| ] Chart Number N AK0O0000001 Kokesch, Audrey J. 45 2007/11/2613:20 2007/11/05
= || | Discharge Date 2007411415

__| M| Discharge Time 17:50
[] | H] D] Admission Date 2007/11/04
__| 0| Admission Time 08:00

|| 0| Reporting Prov/Inst Number 51160 Med2020 Inpatient
@ Site Number
E Encounter Number

M.1.S. Code

[#] || B[ Coder Number 45 Audre
E | Patient/Client Demographics

__|BHI|Last Name Kokesch
__|E[Middle Name T
E] |__|M| First Name Audrey

| H| 0| Gender F Female
E || Birthdate 1970/01/01
| L|Is Birthdate E stimated?

Marital Status
[0| Residence Code 02521 OTTAWA
E] [| Responsiblity For Payment 01 Provincial/Territorial Respon:
[|H.C.N. Province ON Ontario I

[| Health Care Number 0

This message box will appear if the
Audit Trail is available. For each
field the information recorded for
each data entry will be displayed.
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WinRecs Pre-Designed Reports Library - Audit Trail Folder

The advantage to having the Audit Trail module is the ability to report on how the data has been managed
in the abstracting module. The Pre-Designed reports allow the user to monitor all searches, accessed
records, changes, logins, etc. These reports can be used as developed, or modified to suite individual
requirements.

There are additional views required to report on data management.

Note: Sec_LoginAudit_VR and Sec_SubmissionAudit are available to all clients. All other Sec_*
views are controlled by CD Key

Report Name

Chart Update Audit by Chart

Chart Update Audit by User
ChartViewSaveHistorybyUser

CPI Search with Chart Number Detail
CPI ViewSave History by User
Database Search Audit Tralil

Deleted Abstracts

110 Abstract Search with Chart Number Detail
Login Audit

Login Audit_No Password Display
Report Execution History
Submission Audit by Application

©2018 MED2020 Health Care Software Inc. All rights reserved. Page 403 of 410



L3
v o080 °
seeoe® ®

#MED2020

¥ Healith Care Software Inc WinRecs v.295.3.0 User Guide

PAC10

Executive Summary

Note: PAC10 was discontinued in 2010. Ontario values are now captured using HBAM Inpatient
Grouper and CACSON grouper.

The Province of Ontario applies relative cost weights to acute inpatient activity submitted to the Canadian
Institute of Health Information's (CIHI) Discharge Abstract Database (DAD) for a variety of purposes. The
introduction of the International Statistical Classification of Diseases and Related Health Problems - Tenth
Revision, Canada (ICD-10-CA) and the Canadian Classification of Health Interventions (CClI) in Ontario
introduces changes in Case Mix Group (CMG™) assignment. Statistical methods are used to identify
affected CMG. Relative cost weights are developed for use in Ontario to be applied to 2002/2003 DAD
acute inpatient activity. The new relative cost weights are known as PAC-10 to reflect their application to
ICD-10-CA and CCI activity. Recommendations regarding their application to weighted cases are
provided.”

Taken from
http://www.health.gov.on.ca/english/public/pub/ministry_reports/cost_weights_fim/pac10_desc.html

MED2020 provides the PAC10 RIWSs to purchase, in conjunction with the CMG and DPGs (using CACS).
If the PAC10 is active, the MOH values in the CMG Grouper Sidebar will indicate PAC10 values.

WinRecs Pre-Designed Reports Library PAC10 for CMG and DPG
There are also reports available when this is purchased and installed.

Report Name

ICD10 PAC 10 Full Chart Details CR8

ICD10 PAC 10 Stats Report by Grouping CR8

ICD10 PAC 10 Stats Report Top 50 CMG or MRDX CR8
ICD10 PAC 10 Stats Report Top 50 Interventions CR8

ICD10 PAC 10 DPG Full Chart Details CR8

ICD10 PAC 10 DPG Stats Report by Grouping CR8

ICD10 PAC 10 DPG Stats Report Top 20 DPG CR8

ICD10 PAC 10 DPG Stats Report Top 20 Interventions CR8

ICD10 PAC 10 Day Surgery Full Chart Details CR8.rpt

ICD10 PAC 10 Day Surgery Stats by Top 20 CACS CR8.rpt

ICD10 PAC 10 Day Surgery Stats by Top 20 Interventions CR8.rpt
ICD10 PAC 10 Day Surgery Stats with Group Option CR8.rpt
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Appendix A

CPI Navigation Buttons

Icons Menu Item Function

Central Patient Displays the patients chart number and the date of their last visit.
Index Record
Key

Displays demographic information such as; birth date, first and last
name, address etc. Patient Demographics information comes from
the ADT SYSTEM or by an HL7 interface.

-

Patient/Client
=l | Demographics

Displays any other names the patient may previously have used.
[E Alternate Names | Patients Alternate Names comes from the ADT SYSTEM or by the
HL7 interface, or may be manually entered.

Displays contact information for next of kin or family physician. This
information comes from the ADT SYSTEM or by the HL7 interface,
or may be entered manually

El Contact/Address
Information

Displays how many linked charts there are for this patient, the linked

when charts are merged.

Displays baby charts connected to the patient. The baby chart will

[=] | Chart Links chart number and the type of chart that is linked. These are created
EI be populated from the mothers abstract.

Baby Charts
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WinRecs Icons

Icon Menu Keybo Function
Item ard
WinRecs [Ctrl +
R Applicati M] Displays a drop-down menu of all the modules.
on Menu
Find F4 Search for a record
F5
New Creates a new record
%5 Edit F6 Makes changes to a record.
Save F Saves changes to the current record.
F8 Cancels changes made to record since the previous
save. Warning prompt will display.
Cancel
In Chart Deficiency module, F8 Creates a New
Provider to attach deficiencies to the Visit.
F9 Deletes the current record. A message prompt will

appear “You are about to delete this record? Do you
wish to proceed?” If you delete an abstract, the
record will be found in the Utilities\Purge module. It
Delete must be deleted from this module for it to be
permanently deleted from the database.

If you delete an occurrence in a multiform, this will not
go to the Purge module.

Print F10 Prints a module dedicated report. This is configured
using the Report Selection List
PDF N/A Opens the Windows Explorer folder allowing you to
[&] Viewer view PDF files stored on the PC or Server (see
Accessory File Directory)
[d 22‘)?(:;?;3 NIA View data for your Hospital only. (Clicking this icon
Red Da’?a changes the colour of the dot from green to red)
El Show N/A View data from all of Regional Sites
Regional (Clicking this icon changes the colour of the red dot to
Green Data green.)
| N/A . .
ﬁ(ca)seci'ftal / Select a specific Hospital so only records from the
tHI Linkp Hospital selected display.
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Icon Menu Keybo Function
Item ard
. F11 Verifies the current record. This is applicable for
@ Verify

abstracting modules

F12 When selected, the error messages appropriate for
the entry will show immediately on the screen, rather
than showing only in the Error Message Box at the

j Show bottom of the grid after saving. Once selected, the
v Message e . (s ,
Pop-U button description will be ‘Hide Error Messages
PP Click/toggle to turn the messages off and on. See
‘Show Error Message’ section below for more
information (see detail below)
[Z] Help F1 Opens the WinRecs User Guide.
It is a drop down box with two options:
Abstract Copy Abstract Profile
Auto Clone Abstract.
Coding

Note: The Auto coding feature can only be used with
abstracting modules and not clinical modules.
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Appendix B

The following table contains a list of icons created for each category and module used in the WinRecs
application
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Icons Category/Module
Chart Maintenance
551”1 Central Patient Index (C.P.1.)

v Visit History

Chart Locator

Chart Deficiency

X 5] EF

o
@
o

Transcription

Release of Information (R.O.I)

Clinical Pathways Variance

Abstracting ICD10

AmCare ICD10 (N.A.C.R.S))

Concurrent Review (CC.R.)

Inpatient (D.A.D)

Same Day Surgery (SDS) Rehabilitation (N.R.S.)

Minimum Data Set 2.0 (MDS 2.0)

Mental Health (O.M.H.R.S.)

Cancer Care (CCM)

Bﬁoaﬂgﬁﬁéﬁiﬂﬁﬁﬁgﬁ
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Canadian Joint Replacement registry (CJRR)

Abstracting ICD 9 — ICD 9 CM (no longer supported)

=

Utilities

*CIHI Submissions

+CIHI Corrections

ﬁ *Incoming Batch Interface
= .

out *Outgoing Batch Interface

*Reciprocal Billing Submission

*Batch Grouper

*Purge / Undelete

System Maintenance

*Regional Profile

*Hospital Profile

eInstitutional Profile

*User’s Profile

*Control File

*Provider Maintenance

e =EEERFE M

fi
=]

*Look-Up Field Maintenance

El

Report Generator
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