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Main Routines Menu
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The Main Routines Menu is comprised of many routines available via other menus/routines (e.g. Enter Orders, Record Procedure, Enter/Edit Report) and is provided to enable users to be given limited access to functionality without giving full functionality of the related routines. This menu may be copied and customized to provide this limited functionality for some users.
Main Routines Menu (cont.)
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Enter Orders

This routine is available via the Process Orders Routine (‘Enter’ button) and was reviewed in Application I training.

Record Procedure

This routine is available via the Process Orders Routine (“Tech Menu’ button) and was reviewed in Application I training.

Enter/Edit Arrival and Departure

This routine is available via the Process Orders Routine (“Tech Menu’ button) and was reviewed in Application I training.

Main Routines Menu (cont.)

Enter/Edit Film Usage

This routine is used to track film usage not related to patient-specific procedures. The ‘Tech Menu’ button is used in Process Orders to record film usage for patient-specific procedures. This routine may be used to track other film usage and the total of film use entered in the Record Procedure (patient-specific) and this routine are reported by the Material Statistics Report.

Enter/Edit Questionnaire

This routine is available via the Mammography Menu as was reviewed in Application I training. It is important to remember that using this routine does not associate the questionnaire to any specific order. The ‘Record Procedure’ routine, available via the ‘Tech Menu’ button in the Process Orders routine will display the questionnaire associated with a specific patient order.
Enter/Edit Exam Codes

This routine is available via the “Tech Menu’ button available in the Process Orders routine and was reviewed in Application I training.

Enter/Edit Findings

This routine is available via the ‘Tech Menu’ button available in the Process Orders routine and was reviewed in Application I training.

Enter/Edit Order Picture

This routine is available via the ‘Tech Menu’ button available in the Process Orders routine and was reviewed in Application I training.

Process All Orders

This menu item will launch the Process All orders routine and subroutines and was reviewed in Application I training.

Impressions

This routine is available via the ‘Tech Menu’ button available in the Process Orders routine and was reviewed in Application I training.

Main Routines Menu (cont.)

Enter/Edit Report

The menu item will launch the Enter/Edit report routine which will be covered later in Application II training.

Enter Quick Report

This routine is available from the ITS Main Menu and will be covered later in Application II training.

Enter Direct Report

This routine is available from the ITS Main Menu and will be covered later in Application II training.

Copy Report

This routine is available via the ‘Data Menu’ in the Process Report routine which will be covered later in Application II training.

Delete Cancelled Reports
This routine will permanently delete reports with a status of CANCELLED. These reports remain in the system until this routine is run.  

NOTE: While deleting cancelled reports will minimize data storage in the application, CHI does not recommend deleting cancelled reports to maintain the integrity of the patient record. As such, this routine should not be provided to any end users in the LIVE system.

Process Import Report Errors

This routine is used to process report errors encountered when importing reports from an other vendor word processor. Importing reports is rarely used at CHI hospitals as reports are either transcribed directly into MEDITECH or reports are transcribed in an other vendor word processor and brought into MEDITECH via interface rather than import. This routine will only be used in the rare instance that an interface is not installed in conjunction with the ITS Application.

Find ACR Code

This routine will allow the user to select specific Anatomy and Pathology codes and identify the associated ACR code. It is helpful for the user who is not familiar with ACR coding, as the user can perform a <F9> LOOKUP at each of the 

Main Routines Menu (cont.)

prompts for Anatomy and Pathology and identify the description for the corresponding portion of the code. This routine is also available via the Enter Exam Codes routine located on the ‘Tech Menu’ in the Process Orders routine.
Process Questionnaires

This routine will allow the user to process multiple questionnaires within a given category (or all categories) for a specific patient.  In addition, the user is provided the ‘Print Menu’ with all the functions as described on the ‘Print Menu’ in the Process Orders routine which was reviewed in Application I training.

Enter/Edit Historical Orders
This routine is used to manually enter procedure information for procedures performed before the installation of the ITS Application and is used in lieu of or in conjunction with the Exam History Conversion as described in Application I training.

NOTE: Since this routine allows users to directly enter procedure information into the system, it should be strictly limited in the LIVE ITS Application. It is rarely, if ever, used after the actual LIVE date for ITS.

View Image Information

This routine is used in conjunction with a Picture Archiving and Communication System (PACS) interface and allows the user to view images and image information recorded and interfaced into ITS from the PACS system. This function is available from the ‘Tech Menu’ in the Process Orders routine.
Lists

The Lists Menu contains a variety of reports which are available via other routines and menu. This menu is provided to allow individual user menus to be created allowing users to print lists without accessing the full routine on which the report is contained.

Record Locator

The Record Locator menu contains all the Record Locator routines contained when accessing that menu from the ITS Main Menu. Record Locator routines were reviewed in Application I training.

Peer Review
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The Peer Review routines allow the documentation of Peer Review of selected exams and interpretations. The Peer Reviewer is provided the opportunity to agree or disagree with the interpretation as well as enter comments regarding the Peer Review activity. Detail and Summary lists are available for reviewing the Peer Review activities that have been performed.

Peer Review – Enter/Edit
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As Peer Review has been conducted, the user enters their agreement or disagreement with the original interpretation as well as any comments regarding the Peer Review, as appropriate. Only reports at ‘Signed’ status are available for Peer Review
Category

Enter the Category of the order for which the Peer Review is being conducted. A <F9> LOOKUP is available.

Order

Enter the Order Number (nnnn-nnnn) if known. A <F9> LOOKUP is available and will list all orders sorted by order number. If the date of the exam is known, it may be entered prior to the LOOKUP (in the format mmdd) to list orders from that date forward. Once the Order has been identified, the patient name and other order information defaults and the user completes the Peer Review.
Peer Review – Enter/Edit (cont.)

Reviewed by

Enter the Provider mnemonic (from the Provider Dictionary) of the Provider conducting the Peer Review; the Provider’s full name displays to the right of the mnemonic.

Agree with Interpretation?

Enter “Y” or “N” to indicate agreement or disagreement with the original interpretation.

Comments

Enter unlimited free text to further elaborate on the Peer Review findings. When complete, press <ENTER> or <ESC> to file the Peer Review.

Peer Review – View
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The Peer Review View routine functions in the same manner as the Enter/Edit routine, with identification of the ‘Category’, ‘Order’ and ‘Reviewed by’ prompts; the system displays the information for the ‘Agree with Interpretation?’ and ‘Comments’ prompts. The user is unable to edit any information displayed.
Peer Review – Print Detail (by Reviewing Doctor)
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This routine is used to view and/or print the Peer Review activity for a specific reviewing Provider at a specific ITS site.

Reviewed by

Enter the Peer Review Provider; a <F9> LOOKUP to the Provider Dictionary is available.

Site

Enter an ITS Site; the system selects the Peer Review activities for that site for the selected Reviewing Provider. A <F9> LOOKUP to the ITS Site Dictionary is provided.

The Peer Review activities for the selected Reviewing Provider/Site are displayed. To view an individual Peer Review activity, highlight the activity of 
Peer Review – Print Detail (by Reviewing Doctor) (cont.)

interest and press the <RIGHT ARROW> key. To print the selected Peer Review activity, press the <F12> OK key and identify a print device at the ‘Print on’ prompt.  Multiple Peer Review activities may be printed by selecting them with the <RT CTRL> SPECIAL FUNCTION key.
Peer Review – Print Detail (by Reporting Doctor)
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The Print Detail (by Reporting Doctor) functions very similarly to the Print Detail (by Reviewing Doctor) routine but selects the Peer Review Activity by the original reporting doctor.

Reported by

Enter the mnemonic for the Reporting Provider; a <F9> LOOKUP to the Provider Dictionary is provided.

For Site

Enter an ITS Site; the system displays the Peer Review activities at that site for the Reporting Provider/Site combination selected.

Press the <RIGHT ARROW> key to view the highlighted Peer Review activity or press <F12> OK and enter a print destination to print the selected activity. Multiple Peer Reviews may be selected for printing using the <RT CTRL> key.

Peer Review – List
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The Peer Review List routine may be used to print a list of all Peer Review activity conducted during a given period for a specific ITS site or sites.

From Period/Thru Period

Enter the beginning and ending GL period (month) of interest for the report.
Restrict to Order Sites

Enter the ITS Site or Sites of interest for the report.

Include Comments?

Respond “Y’ to include the comment text for each Peer Review activity; respond “N” to exclude the comments from the report.

Print on

Enter the print device to which the report is to be printed.

Peer Review – Summary
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Use the Peer Review Summary report to create a report of all Peer Review activity for a given period/site organized by Reviewing Provider and Reporting Provider, with totals of Peer Review activity performed, agreement (with percent of total) and disagreement (with percent of total.)

From Period/Thru Period

Enter the beginning and ending GL period (month) of interest for the report.

By Site?

To limit the report output to Peer Review activity for only a given ITS Site or Sites, respond “Y”. To include data for all ITS Sites respond “N”

Restrict to Site

If the prior prompt was answered “Y” indicate the ITS Site or Sites that will be included in the summary report

Print on

Enter the print device on which the report is to be generated.

Patients Menu
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The Patients menu includes routines and menus for the Patient Tracking monitor, Patient Registration and routines/reports which are available/accessible via other routines and menus.
Patient Registration is not ordinarily performed via the ITS application (registration is performed in the Admission application) and as such will not be reviewed during this training session.

Patient Tracking Monitor
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The Patient Tracking Monitor is a useful tool used by some hospitals as an alternative to the Process Orders/Process All Orders routines. All orders for all categories associated to the sign-on Department for the selected Service Date are displayed, with color coding to indicate various statuses of the patient (Scheduled, In Room, Started, Ended, Departed) as well as the time spent in that status. For hospitals that desire to monitor patient throughput in the Department, this is a helpful tool to prioritize patient flow.

Service Date

Enter the Service Date for which the Patient Tracking Monitor is to display orders. All order for all categories associated to the user’s sign-on Department are displayed.

The system displays all patients with orders for the selected service date with color coding to indicate the patient status. The color coding scheme is defined in the ITS Customer Defined Parameters. The user may view a legend for the colors displayed by pressing the <RIGHT ARROW> key.

Patient Tracking Monitor (cont.)
Review the Customer Defined Parameters section of the Application I Training Manual for a discussion of setting up the color scheme for the various patient statuses, as well as color coding for the wait times. Further, the Customer Defined Parameters define the selection criteria for orders/patients which are displayed on the Patient Tracking Monitor.

NOTE: Only one Patient Tracking Monitor is available, with settings as defined in the Customer Defined Parameters, within the ITS Application. As such, it is not possible to have multiple configurations of the Patient Tracking Monitor for various Departments within the Hospital. For example, it is not possible to have one Patient Tracking Monitor configured for use in Diagnostic Imaging and a different Patient Tracking Monitor configured for use in Rehabilitation Services.  As such, if multiple Departments desire to use the Patient Tracking Monitor, collaboration on the Customer Defined Parameters configuration will be necessary.
Buttons at the top of the Patient Tracking Monitor screen duplicate many of the functions available from the Process Orders/Process All Orders routines which were reviewed in Application I training.
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Report Entry and  Processing
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Several routines are available from the ITS Main Menu which facilitate patient report entry and processing. The routines available are highlighted above.

· Process Orders – allows the user to select a patient order and enter a report, automatically associating that order to the report (preferred method when patient reports are related to a specific order or orders (e.g. Diagnostic Imaging Reports

· Enter/Edit Reports – allows the user to select a patient and report type and enter/process the report directly. Orders must be manually associated to the report, if applicable. This routine is preferred when the patient report has no associated order (e.g. Health Information Management reports)

· Enter Quick Report/Enter Direct Report – these routines are generally not used at CHI facilities.

· Process Reports – allows the user to process, amend and print reports.

Process Orders Routine (for report entry)
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When a report is associated with a specific patient order or orders (e.g. Diagnostic Imaging reports) the ‘Ent Rpt’ button on the Process Orders routine is the preferred method of report entry, as the orders are automatically associated with the report without further user intervention.  Manually association of orders to reports can be a difficult process and, if not performed correctly, can be difficult to rectify.

The user enters the Process Orders routine (as demonstrated in Application I training) then selects the order (using the highlight bar) or orders (using the <RT CTRL> SPCIAL FUNCTION key then selects the ‘Ent Rpt; button on the top of the screen.
Process Orders Routine (for report entry) (cont.)
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Report

Enter the mnemonic for the report type to be created; a <F9> LOOKUP of report types is available. When the report type has been selected, note that the patient name and associated order fields are automatically populated. The screen displays the report is “NEW” and the mnemonic and name of the report are displayed.

Status

The report status default, as defined in the Report Dictionary, is displayed. The report status may be modified by entering the appropriate status; a <F9> LOOKUP of report statuses is available.

Process Orders Routine (for report entry) (cont.)

Service Date/Time

The Service Date and Service Time for the associated order(s) are displayed and may be modified if necessary.

Confidential

The Confidential status for this report, as defined in the Report Dictionary, is displayed and may be modified by the user.

Dictated by/On/At

Enter the mnemonic for the Provider whom dictated the report as well as the dictation date and time.  Additional dictating Providers may be entered by using the <SHIFT + RT ARROW> key to open a window in which to enter the additional dictating provider(s).
Report Prompts

Description

The Report Section descriptions, as defined in the Report Dictionary, are displayed.

R/C

The system displays whether the line for this report section is required (R) as defined in the Report Dictionary and/or completed (C).

Type

The section type, as defined in the Report Dictionary, is displayed.

Pg

The system displays whether this section will be on a new page, as defined in the Report Dictionary.

Blank

The system displays the number of blank lines that will precede this section, as defined in the Report Dictionary.

To edit the highlighted report section, press the <RIGHT ARROW> key to invoke the MEditor text editor or the native word processor housed on the computer on which the user is entering the report.

Process Orders Routine (for report entry) (cont.)
Associated Orders/Order #

By using the Process Orders routine to create this report, the selected order is automatically associated to this report. To associate additional orders, press the <F9> LOOKUP key to display a list of patient orders. The category, procedure and ordering doctor for that order are displayed.  The Accession # and Requisition # for the order(s) are displayed, as appropriate.

Additional Copies To

Copies of the report will be generated as defined in the Report Dictionary. To enter additional copies to recipients, enter the additional recipients as follows:
· Enter the provider mnemonic from the Provider Dictionary. Press <F9> LOOKUP to view entries for selection from the Provider Dictionary

· Enter R <SPACE> and the mnemonic from the ITS Recipient Dictionary. Press <F9> LOOKUP to view entries for selection from the Provider Dictionary

· Enter I <SPACE> and the mnemonic from the MIS Insurance Dictionary. Press <F9> LOOKUIP to view entries for selection from the MIS Insurance Dictionary.

· Enter a free text name for the individual or entity to receive a copy of this report; a window will open to record the name, address, email, phone, fax and company information for this recipient.

Edit Print On?

Enter “Y” to modify the recipient and destination information as defined in the Report Dictionary.

Entering Reports using the MEditor Text Editor
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When a text report section is invoked using the <RIGHT ARROW> key, the MEditor Text editor opens unless the user is configured to use an alternate word processor (see the next section of this manual for that configuration.) All of the features and functions of the MEditor text editor are available to the user by icon at the top of the screen or keyboard shortcut. The user types the report and presses the <F12> FILE key to save the report.
NOTE: Any Report and Patient header/footer information, as defined in the Report Dictionary, will be placed onto the report at the time of the report compilation and will not display on the MEditor text editor screen.

Entering Reports using an Alternate Word Processor
[image: image17.png]Ix

Enter/Edit User's Word Processor Defaults

Mnemonic [NITC.ARB Last Edited by on

Name Baillargeon,Alan R

Display Cursor Position? [y Allow Rich Text Editor? A
Display Special Characters? [y Allow Voice Recognition Editor? |
Display Current Attributes? [y’

Chars/Inch (Pitch)  [12 Font [COURTER

Margins
Left [I
Right [I
Top 1
Bottom[T

Ne=ifdEox<

U |e=8t

Spacing [I
Justification  [LEFT

Collate On Hp Lasers [§

Ignore "hard returns' (<Format>)? 0]

Check Capitalization in the Middle of Words?  [§





Individual users may be configured to use an alternate word processor program (e.g. Microsoft Word) for transcribing text sections of reports. The users are configured in the MIS Word Processor Defaults Dictionary as shown above. The prompt ‘Allow Rich Text Editor’ controls the system behavior when entering reports.

Allow Rich Text Editor?

Enter a response to the prompt as follows:

· “N” will not allow the user to use an alternate word processor and will only be able to use the MEditor text editor

· “P” will prompt the user to use an alternate word processor; the user may select “Y” at the prompt to use the alternate word processor or select “N” to use the MEditor text editor

· “A” will launch the alternate word processor without prompting the user

Entering Reports using an Alternate Word Processor (cont.)
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When a user is configured to use an alternate word processor as described above, they are either prompted to use the rich text editor or are automatically launched into the word processor program present on the computer on which they are entering the report. The report section is transcribed by the user and, when exiting the word processor program, the text that was typed is populated into the MEditor text editor.

NOTE: The system has limited capability to accept formatting text as configured in the alternate word processor. Bold and underline are generally supported, but bullets, numbered lists, columns and other complicated formatting will be lost when importing the document into the MEditor. Further, the text font and size is controlled exclusively by the MEditor, regardless of the font type and size selected in the word processor.

Process Orders Routine (for report entry) (cont.)
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Regardless of whether the report was created in the MEditor text editor or an alternate word processor, when the report is filed the order status is updated to “Complete” or “Resulted” as defined by the report’s final status in the Report Dictionary. The order’s associated Report # is displayed on the process orders screen.
Enter/Edit Reports
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The Enter/Edit Reports routine is quite similar to the ‘Ent Rpt’ routine accessed via the Process Reports routine discussed previously. However, the Enter/Edit Reports routine requires the user to identify the patient as well as the associated order, if applicable.

Report

Enter the mnemonic for the report type to be created; a <F9> LOOKUP of report types is available. The screen displays the report is “NEW” and the mnemonic and name of the report are displayed.

Status

The report status default, as defined in the Report Dictionary, is displayed. The report status may be modified by entering the appropriate status; a <F9> LOOKUP of report statuses is available.

Enter Edit Report (cont.)

Service Date/Time

The Service Date and Service Time will default to today and now; these fields may be modified as appropriate.

NOTE: Reports are displayed in ITS and PCI sorted by Service Date. To avoid confusion with Health Information Management reports retrieval, it is recommended that these prompts be changed to reflect the dictation date.

Confidential

The Confidential status for this report, as defined in the Report Dictionary, is displayed and may be modified by the user.

Dictated by/On/At

Enter the mnemonic for the Provider whom dictated the report as well as the dictation date and time. Additional dictating Providers may be entered by using the <SHIFT + RT ARROW> key to open a window in which to enter the additional dictating provider(s).

Patient

Identify the patient account using any previously described acceptable means.

Report Prompts

Description

The Report Section descriptions, as defined in the Report Dictionary, are displayed.

R/C

The system displays whether the line for this report section is required (R) as defined in the Report Dictionary and/or completed (C).

Type

The section type, as defined in the Report Dictionary, is displayed.

Pg

The system displays whether this section will be on a new page, as defined in the Report Dictionary.

Blank

The system displays the number of blank lines that will precede this section, as defined in the Report Dictionary.

Enter Edit Report (cont.)

To edit the highlighted report section, press the <RIGHT ARROW> key to invoke the MEditor text editor or the native word processor housed on the computer on which the user is entering the report, as described previously.

Associated Orders/Order #

To associate an order or orders to this report, enter the order number at the prompt. A <F9> LOOKUP is available of orders for the selected patient.

NOTE: While all orders for the patient are displayed, the user cannot select an order at “Complete” or “Resulted” status since a report has already been associated to that order.

Additional Copies To

Copies of the report will be generated as defined in the Report Dictionary. To enter additional copies to recipients, enter the additional recipients as follows:

· Enter the provider mnemonic from the Provider Dictionary. Press <F9> LOOKUP to view entries for selection from the Provider Dictionary

· Enter R <SPACE> and the mnemonic from the ITS Recipient Dictionary. Press <F9> LOOKUP to view entries for selection from the Provider Dictionary

· Enter I <SPACE> and the mnemonic from the MIS Insurance Dictionary. Press <F9> LOOKUIP to view entries for selection from the MIS Insurance Dictionary.

· Enter a free text name for the individual or entity to receive a copy of this report; a window will open to record the name, address, email, phone, fax and company information for this recipient.

Edit Print On?

Enter “Y” to modify the recipient and destination information as defined in the Report Dictionary.

Process Reports
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The Process Reports routine, similar to the Process Orders routine, allows the user to perform a variety of reports processing functions. Prior to processing reports, the user is presented with the ‘Select Reports’ screen to limit the display of reports for processing.

Report Status

The report processing display can be limited to reports at a given status, or all report statuses, as indicated below”

· ALL – reports of all statuses are selected for display

· C – only CANCELLED reports are selected for display

· P -  only PENDING reports are selected for display

· D – only DRAFT reports are selected for display

· S – only SIGNED reports are selected for display

· I – only INCOMPLETE SIGNED reports are selected for display

Process Reports (cont.)

· A – only ADDEENDUM reports are selected for display

· H – only HADDENDUM reports are selected for display

To Bypass the ‘Select Reports’ screen, press the <Esc> key and confirm exit from this screen; the Process Reports screen will appear with no reports selected.

From Date/Thru Date

To select reports within a given time frame, enter the From and Thru dates for report selection and display.

Printed?

To select and display only reports which have been printed, enter “Y” or to select and display only reports which have not been printed enter “N”. To select all reports regardless of printed status leave this prompt blank.

Transcribed By/From Date/Thru Date

To select and display only reports transcribed by a given transcriptionist, enter the transcriptionist mnemonic and the range of dates if desired.

Dictated By/From Date/Thru Date

To select and display only reports dictated by a given provider, enter the provider’s mnemonic and the range of dates if desired.

Report Type/From Date/Thru Date

To select and display only reports of a given type, enter the report type mnemonic and the range of dates if desired.

Messages For/From Date/From Time/Thru Date/Thru Time/New Messages Only?
To select and display only reports with associated messages, enter the mnemonic of the transcriptionist, the from date and time (which are required) and thru date and time (which are also required). To select only reports with new messages, enter “Y” at the ‘New Messages Only?’ prompt.

Patient

To select and display only reports for a given patient, identify the desired patient

Restrict to Facility/Site/Include Reports

To select and display only reports from a given facility/site combination, enter the desired combination. To select and display only certain reports, enter the report number.
The user may enter any or all selection criteria. Press <F12> SAVE to select and display the desired reports.

Process Reports (cont.)

[image: image22.png]b
x|

Process Reports

Enter | Amend | Data Mnu| Status | Preview |

x|

print__|_XSign |_Audits |_Select |

Department [0

[Diagnostic Inaging

Selected g of [

Signed |B717-00802
| S ionedio?17-600.

Report  Updated Transcriptionist

D1
DI

BATLLARGEDN,ALAN R

Dictating Dr

Status Report __ Type Patient Account#  Dep/Uniti
Draft [8616-0001 [DI TEST,KATHLEEN Y080060BB00 1 108006080
Draft (8721-0001 DI BAILLARGEON ,ALAN R V0800BABE0 10 1086000869
Signed (8716-0001 DI BAILLARGEON ,ALAN R V0800BABE0 10 1086000869
Signed [8717-0001 DI BAILLARGEON ,ALAN R V0800BABE0 10 1086000869

VBBBABAEBB 1A |HBBAABAART
BAILLARGEON,ALAN R UBBBNGOGAB | O 1BBAABBART

Printed  Signed Msg

[6717-0003 [67/17/09 [Bai largeon,Alan R

[Baillargeon,Alan R HD

[e7/17/89 [

=B o<

U |e=8t





Based upon the selection criteria entered in the ‘Select Reports’ screen, they system selects and displays reports meeting those criteria. A series of buttons displays at the top of the screen, allowing the user to process one or more of the reports displayed.  The button display as well as submenus associated with certain buttons is controlled via the Access Dictionary

Enter

Use the ‘Enter’ button to enter a new report on a patient; this button takes the user to the Enter/Edit Report routine previously described.

Amend

The ‘Amend’ button takes the user to the report edit screen to amend the selected report.

Data Mnu

The ‘Data Mnu’ displays a submenu of routines as follows:

· Edit Associated Orders – allows the user to add/remove associated orders for the selected report.

Process Reports (cont.)

· Edit Copies To – allows the user to modify the Copies To settings, as defined in the Report Dictionary, for the selected report.

· Edit Dictated By – allows the user to modify the dictating provider, dictated date and time, as well as cosigners and other providers.

· Edit Patient – allows the user to modify the patient associated with a report
· Edit Transcribed by – allows the user to modify the transcriptionist recorded with the report

· Edit Report Type – allows the user to modify the report type for the report

· Change Department – allows the user to change the ITS sign-on Department. This may be helpful to users who enter reports for multiple Departments (e.g. the user who transcribes reports for both Health Information Management as well as Diagnostic Imaging)

· Copy Report – allows the user to copy an existing report into a new report, which may be amended and is filed at PEND status. The user must edit/amend the report and update the report status.

NOTE: Changes are not permitted to reports which have reached their final status, as defined in the Report Dictionary. In order to make changes to such reports, the status of the report must be changed to a status earlier than their final status (i.e. to Draft status.)

Status
The status button allows the user to change the status of selected reports. This may be helpful if electronic signature is not used, and the status of several reports must be updated to signed.

Preview

The preview button allows the user to preview a report using the MEditor report display; the preview report contains all of the report and patient header information as well as footer information as defined in the Report Dictionary.

NOTE: The Preview function does not reflect how the printed report will look on a printed page.
Print

The print button allows the user to print a selected report or reports. When invoked, a dialogue box opens allowing the user to print the report to the MEditor display screen, to the screen, to the default device for the computer on which the 

Process Reports (cont.)

user is using, to a MEDITECH defined printer, to the patient’s permanent or temporary location or the copies to destination(s) as defined in the Report Dictionary. In addition, the user may select the number of copies (1-6) of the report to be printed.

X Sign
The X Sign report button allows the user to electronically sign the selected report(s). 

NOTE: The user signed on when using this function must be listed as the dictating, cosigning or other provider and must have electronic signature privileges.

Audits

The audits button allows the user to print audit trails for the selected report(s) as follows:

· Audit Trail – a full listing of all edits to and printing of the selected report(s)

· Report Info – the full audit trail as well as the copies to information as defined in the Report Dictionary, as well as the Draft and Signed copies set up to print (also as defined in the Report Dictionary) for the selected report(s)
· Report Messages – a list of all messages associated to the selected report(s)
Select

The select button returns the user to the Report Selection screen where report selection criteria can be modified.

NOTE: For the Process Reports functions, multiple reports may be selected by using the <RIGHT CTRL> key. The function is performed for the first selected report, and then the user is taken into a ‘loop’ allowing them to continue processing additional selected reports or to exit.

Process History
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All reports entered on a patient are stored at the patient’s unit number (medical record number) level and are retained by the system as specified in the parameters. The Process History routine allows the user to perform selected functions on reports that may not be available via the Process Reports/Process Orders routines (as order and report information may have been purged from those routines as defined in the File Maintenance parameters.)

Patient

At the patient prompt, identify a patient by any acceptable means; the search routine at the patient prompt is at the unit number level rather than the account number level. Additional patient information (sex, date of birth) will help limit the patient lookup when identifying a patient via this routine.  The patient’s demographic information, as well as a history of all orders and reports is displayed for the patient.

NOTE: Order information is retained for the patient only is the ‘Save History’ prompt is set to “Y” in the Procedure Dictionary.

Process History (cont.)

A number of functions are available via the buttons on the top of the Process History screen; the buttons displayed for a user are controlled via the Access Dictionary.

Orders

The orders button allows the user to print the order detail for the selected order(s).

Reports

The reports button allows the user to print a copy of the selected report(s) to the MEditor text viewer, screen, default printer for the computer on which the user is working or to any MEDITECH defined printer.

UnedtRpt

The UnedtRpt button allows the user to view the original version of an edited report (i.e. the report as it existed before the edits were done.)

Ord Pic

The ord pic button allows the user to view/print any pictures, as defined in the procedure dictionary, that are associated with the selected order(s)

Images

The images button allows the user to view the image detail and images associated with an order (i.e. image information and images generated from a PACS system interfaced to ITS.)

MEDITECH MAGIC Imaging and Therapeutic Services 
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The Operations menu contains an assortment of routines not widely used or distributed to the user community. A description of the routines is included below:

Change Department

The change department routine allows the user to change the ITS sign-on department and may be useful for users who process orders and/or reports for multiple departments.

Change Site

The change site routine allows the user to change the ITS sign-on site if multiple sites are configured and accessible to the user. This may be useful for users who process orders and/or reports for multiple sites.
Increase Department # Assignment

This routine is not used by CHI hospitals as CHI uses the patient unit number rather than a department number.

Operations Menu (cont.)

Enter/Edit Training Printer

This routine allows setting or changing the training printer, causing order and report output to be directed to a designated printer rather than the printers as defined in the Procedure and/or Report dictionaries. The training printer is useful in the TEST system to prevent orders and reports from printing on the actual printers that will be used when the ITS Application is brought LIVE; it helps prevent the confusion of having test orders and reports sent to printers in the various departments using ITS.

NOTE: When no training printer is defined, orders and reports print to the destinations as defined in the Procedure and Report dictionaries. During parallel testing, it is desirable to remove the training printer entry to fully test order and report printing in the departments using ITS.

NOTE: A training printer should never be defined in the LIVE environment.

Delete Print Queue

The delete print queue routine is used to manage the print queues and delete format entries waiting to be processed, printed or compiled. This routine should only be used at the specific direction of the ITS-Denver Help Desk staff or MEDITECH staff.

Print Queued Reports

While not ordinarily used, print queues may be set up, by Department, to hold reports that have been created for ‘batch’ printing utilizing this routine. Reports are only sent to the hold queue for a Department when the print queue is set to “ON”.
Reprint Device’s Orders

This routine allows the user to identify a print device (printer) with a starting date/time and ending date/time and reprint all orders that were sent to that device during the identified time period. This routine may be helpful in troubleshooting printing issues, as well as to reprint orders that were misdirected or destroyed.

Reprint Orders

This routine is used to reprint the requisitions, labels and other output format associated to the order in the Procedure Dictionary. This routine is identical to the ‘Reprint Order Paperwork’ routine in the Process Orders routine.

Reprint Queued Reports

This routine allows the user to reprint batches of reports for a department that were saved via the Print Queued Reports routine. The user selects a batch and the reports saved in that batch are reprinted.

Operations Menu (cont.)

Turn Print Queue On/Off

While not ordinarily used, this routine allows the user to turn the print queue on or off for the sign-on department and site.  When the print queue is “ON” (the usual state) reports are sent to the printer(s) as defined in the Report Dictionary. When the print queue is “OFF” reports are sent to a hold queue and may be printed via the Print Queued Reports routine.
Turn Order Entry Interface On/Off

This routine is used to activate/deactivate the Order Entry (OE) ( ( ITS interface. When the interface is on (the usual status) orders are transmitted directly from OE to ITS and filed and ITS prints orders and order information as defined in the Procedure Dictionary. When the interface is off, orders are not filed into ITS and the orders are redirected to the printer defined for the ‘interface’ format in the Procedure Dictionary.

NOTE: The interface should only be turned off at the specific direction of the ITS-Denver Help Desk or MEDTIECH staff.

Move Order to Another Account

This routine allows the user to move an active order from one patient account to another patient account with the same unit number. The routine is useful if orders are placed on the correct patient (unit number) but incorrect account.

NOTE: Orders with associated reports at the ‘Signed’ status cannot be moved.

View Parameters

This routine allows the user to view the current Toolbox Parameters as set by MEDITECH. It is helpful in troubleshooting system problems that may be associated with a Toolbox Parameter.

View System Status

This routine allows the user to view the current system status for the following functions:

· Monitor Bkg Job Status – this function monitors the background jobs which are used in ITS to process orders, reports and other functions. The status is normally IDLE or RUNNING; other statuses may be HALTED or CRASHED. A status of CRASHED requires intervention on the part of MEDITECH.

Operations Menu (cont.)

· Queue Counts – displays the current count for processing, printing and downloading orders and/or reports. This number should generally be small. If the number is large and growing it is indicative of a problem with order/report processing and/or printing.

· Order Forms Process and Print Job – this function monitors the order form (requisitions, labels and other output formats) printing and should always be IDLE or RUNNING. Other statuses may be HALTED or CRASHED; a status of CRASHED requires intervention on the part of MEDITECH.

· Other Background Jobs – this function indicates the current status of communication between ITS and the Admissions IADM) Materials Management (MM) and Patient Care Manager (PCM) applications. These should always be IDLE or RUNNING; other statuses include HALTED or CRASHED. CRASHED background jobs require intervention on the part of MEDITECH.

· Midnight Run – this function provides information regarding the last midnight run including start and finish date/time, workload statistics compilation date, billing compilation date and time, order and reports statistics compilation date and time as well as the last archive date for orders and reports.

View Import Status

As the Import function is not used at CHI hospitals, this routine is not used.

Display Locks

This routine displays all locks present in the ITS application. Certain locks, such as background jobs (for OE and ITS) are expected and normal; occasional patient locks may be noted as users are working with patient accounts. However, a large number of locks is not normal and may represent a problem with patient and/or report processing and must be reported to MEDITECH.
MEditor Text Reports

Three routines are present on this menu and, while rarely used, do provide functionality to recreate MEditor text reports. This may be useful is header and/or footer information has been changed and there is a desire to change this information on reports that have already been compiled. MEditor text reports can be created for all reports or only for reports for specified departments in a given date range.  The final routine on this menu allows the user to print multiple MEditor text reports simultaneously. While these routines may be useful, 

Operations Menu (cont.)

because they cause changes to existing reports, this menu should be distributed to only those staff fully cognizant of the impact of using the routines.

Order Reports/Report Reports

These menus contain routines for printing order reports and report reports and were covered during Application I training.
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Toolbox Parameters are set by MEDITECH and control overall system functions and operations.

Midnite Run Start

The midnite run, which occurs daily, compiles billing information and statistics and also evaluates purge and archiving parameters and performs those functions. This parameter controls at what time the midnite run is initiated. CHI recommends this parameter be set to 0000.

Training Printer

The training printer is the device to which orders are printed prior to the LIVE date. This parameter may be changed via the Customer Defined Parameters and is displayed also in the Toolbox Parameters. When this field is blank, orders print as defined in the ITS Procedure Dictionary.

NOTE: The training printer is never used in the LIVE environment. In addition, during parallel testing CHI recommends removing the training printer parameter 

Toolbox Parameters – Page 1 (cont.)

so that orders print to the destinations defined in the Procedure Dictionary. This will help to ensure that print destinations and output are satisfactory for the LIVE date.
Expunge Cut-Off Date

During implementation, the ITS application allows users to expunge (permanently remove) entries made in the ITS Dictionaries. This parameter defines the date after which dictionary entries can no longer be expunged. CHI recommends setting this parameter to one day prior to the creation of the LIVE database, usually two weeks prior to the LIVE date.

NOTE: The expunge cut-off date is never set in the LIVE environment; in the LIVE environment dictionary entries can never be expunged.

Default to Attend Dr on orders

This parameter, if set to “Y” will default the patient’s attending doctor (as recorded in the Admissions module) as the ordering doctor when placing orders in ITS. If set to “N” the user must record the ordering doctor manually. CHI recommends setting this parameter to “N”.

Net all procedures to $0 on cancel

This parameter controls how time-based charges are handled; if set to “Y” these procedures are credited to the patient’s account when cancelled. If set to “N” the system does not credit the patient account when procedures are cancelled. CHI recommends this parameter be set to “Y”.

Editing of Signed Reports

This series of prompts includes a default setting, which will apply to all Departments not specified differently in the following prompts. A setting of “Y” at the status prompt will allow all users to lower the status of Signed Reports. CHI recommends setting the default status parameter to “N” which will apply to all Departments.  The text prompt controls whether the Add-Ed (Addendum-Edit) prompt appears for report sections in the Report dictionary. CHI recommends this parameter be set to “Y”. 
Edit Signed Reports Status: Restrict to User

This prompt allows specified users to lower the status of Signed reports. CHI recommends that a one designated user and an alternate be assigned the responsibility for lowering status of signed reports. Policy and Procedure should be implemented which specifies in what circumstances Signed reports’ status is lowered and how edited Signed reports are distributed to clinicians.

Toolbox Parameters – Page 1 (cont.)

Enable Voice Recognition?

Voice recognition is available in the Enter Report, Amend Report, Enter Quick Report and Enter Direct Report routines. To enable voice recognition in these routines, enter “Y”. CHI recommends this parameter be set to “N” unless voice recognition (within the ITS application) is used.
NOTE: In addition to setting the Toolbox Parameter, individual users must be enabled for Voice Recognition in the MIS User Word Processor Defaults Dictionary.

View Before Electronic Signature?
This prompt forces the user to view reports before electronically signing them; CHI recommends this prompt be set to “Y”.
Electronic Signature View Mode?

If the View Before Electronic Signature parameter is set to “Y” this parameter controls the view mode for report display to the user:

· MEditor – the report will display in the MEditor view, which does not include any report and patient headers and footers

· Preview – the report will display in preview mode, which includes all report and patient headers and footers

CHI recommends setting this parameter to “Preview”.

Reject Orders > # days in the future

This parameter controls the number of days in the future an order’s service date may be set.

NOTE: This parameter must be set in conjunction with the same parameter in the OE module. If the parameter is set higher in OE than in ITS, ITS may reject orders placed in OE for service dates within the OE parameter but outside the ITS parameter. If the Community Wide Scheduling (CWS) module is used to schedule patient appointments, and CWS creates orders in OE, then both the OE and ITS parameters should be set appropriately so that patient appointments may be scheduled in the future without the associated orders rejecting due to this parameter.

Reject Orders < # days in the past

This parameter controls the number of days in the past than an order’s service date may be set. CHI recommends setting this parameter to “3”.

NOTE: Since department charges are considered orders, evaluation of department charging practices must be conducted and modified as necessary.  

Toolbox Parameters – Page 1 (cont.)

This parameter has an impact upon the Billing and Accounts Receivable Application (BAR) and may cause late charge generation is set higher than the charge cut-off date for generation of patient bills. 

Workload Sorts

Use free text to identify each group of workload sort criteria used to print workload statistics. To transfer workload statistics to the Executive Support System (ESS) Module a value must be set at this parameter. Function, Category or Procedure may not be used as sort values. After ITS completes the Midnight Run, ESS retrieves this information. CHI has no recommendations for setting this parameter.

Shift 1/Shift 2/Shift 3

These parameters are used in printing Shift Statistics; enter the starting time for each shift. If 12-hour shifts are used, enter the start times for Shift 1 and Shift 2 only.

Display ‘Time is Past’ message?

If this parameter is set to “Y” and the service time for an order is prior the current time, a message will display to the user alerting them to this fact. If set to “N” then the message does not display. CHI recommends setting this parameter to “Y”.
‘Time is Past’ Message Default?

If the ‘Display Time is Past’ message parameter is set to “Y” this parameter controls whether uses can bypass the prompt. If set to “Y” users can bypass the ‘This time is past, OK?” prompt and continue entering the order. If set to “N” then users will not be able to enter orders with service dates in the past. CHI recommends setting this parameter to “Y”.

Print on Delayed Orders?

When set to “Y” the system will print a message to the printer associated with the ordering device if the order cannot be printed to the printer(s) designated in the Procedure Dictionary (i.e. the order was placed in the delay queue.) The message will include the patient’s name, unit and account number, order category, number and status, procedure and service date. CHI recommends this parameter be set to “Y”.

Bkgd Compile Delay (minutes)

This parameter controls the delay between the time a report is filed and the time it is compiled and locked for printing. A user may edit and refile a report during this period of time. CHI recommends a value of “1” for this prompt.

Toolbox Parameters – Page 1 (cont.)

OE Infce Campus Query
This parameter is used only with an other vendor order entry system and as such is not used. CHI recommends this parameter be left blank.

OE Infce Default Site

This parameter controls the ITS Site associated with orders received from the Order Entry module. If multiple sites are used, ordering devices (computers) may be associated with a site in the ITS Device Dictionary. The value entered at this parameter will be used if ITS is unable to determine the ITS Site for the ordering device. If multiple sites are used, CHI recommends this parameter be set to the MAIN site.

Stand Alone?

If ITS is installed without MEDITECH Admissions, Billing an Order Entry systems, enter “Y”. CHI recommends this parameter be set to “N” as Admissions, Billing and Order Entry are always installed with ITS>

Disable Forms Printing?

This parameter, if set to “Y” will stop all order printing in ITS and is always set to “N” unless temporarily changed by MEDITECH for testing or troubleshooting purposes.

Toolbox Parameters – Page 2
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Days to Update Stats

This series of prompts controls how many days following the service date the system compiles technologist/provider statistics. Since technologist/provider information is sometimes entered for orders at a time after the service date for the procedure, and edits may be performed, this parameter allows for the technologist/provider information to be entered/edited before the statistics compile. The default setting will apply to all Departments not specified with a different parameter. CHI recommends setting the default parameter to “3”.

Daily Statistics Purge (Days)

This parameter controls how many days the ITS Application will retain daily statistics. The value entered here should be small enough to not consume unnecessary storage space but long enough that past daily statistics can be printed. CHI recommends setting this parameter to 60 days.

NOTE: Once daily statistics have been purged they cannot be retrieved.
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Period Statistics Purge (Months)/Period Statistics Purge (Days)

These two parameters control how long period statistics are maintained before they are purged from the system. The value entered should be small enough to bit consume unnecessary storage but long enough that past statistics can be printed. CHI recommends the Months parameter setting of “18” and the Days parameter setting of “60”.

NOTE: Once period statistics have been purged they cannot be retrieved.

Workload Statistics (Days)

This parameter controls how long workload statistics are maintained before they are purged from the system. The value entered should be small enough to bit consume unnecessary storage but long enough that past statistics can be printed. CHI recommends setting this parameter to “365”.

Delay Queue Purge

Enter the number of days that ITS will retain orders in the delay queue before the system purges them. Use this parameter for order forms that could not print because of a printer problem. If order forms do not print after the number days you enter at this parameter, ITS purges them from the delay queue. CHI recommends setting this parameter to “7”.
Audit Trail Purge (Days)

Enter the number of days that ITS will retain orders on specific audit trails before the system purges the information. After the system transmits or prints an order, ITS indicates the orders that were successfully transmitted and received on the Audit Trail Report. This applies to the following lists/reports: 

· History Input Log 

· Record Location Audit Trail 

· Signed Report Status Edit List 

· Inventory Item Deducted List 

· Inventory Item Reject List 

CHI recommends this parameter be set to “45”.

Locator Audit Trail Purge (Days)

Enter the number of days that ITS will retain details about changes to the patient’s record locations before the system purges this information. CHI recommends setting this parameter to “60”.
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Outside Records Purge (Days)

Enter the number of days that ITS will retain details about returned outside records before the system purges this information. CHI recommends setting this parameter to “365”.
Peer Review Detail Purge (Days)

Enter the number of days that ITS will retain peer review details before the system purges this information. CHI recommends setting this parameter to “60”.

Peer Review Summary Purge (Days)

Enter the number of days that ITS will retain peer review summary details before the system purges this information. CHI recommends setting this parameter to “365”.

Activity Index Purge (Days)

Enter the number of days that ITS will retain peer review summary details before the system purges this information. CHI recommends setting this parameter to “365”.

B/AR Batch Data Purge (Days)

Enter the number of days that ITS will retain billing data before the system purges this information. The system purges billing information only after it is sent to B/AR; the system will not purge unsent information. CHI recommends setting this parameter to “60”.
Non-Patient Orders Purge (Days)

Enter the number of days that ITS will retain non-patient orders before the system purges this information from OE. Examples of non-patient orders include: 

· Requisitions for supplies or maintenance work 

· Other orders not directly associated with patient care 

CHI recommends setting this parameter to “45”.
Report Batches Purge (Days)

Enter the number of days that ITS will retain report batches before the system purges this information. ITS uses the value entered at this parameter as the default value for your entire health care organization; this default value may be changed for specific departments at the Department (Report Purge) parameter.  CHI recommends setting this parameter to 60”.
Oth. Vendor Interface Purge (Days)

Enter the number of days that ITS retains report information in the Interface Activity Log from an other vendor interface before the system purges this information. CHI recommends setting this parameter to “60”.
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Other (Days)

Enter the number of days that ITS will retain document batches that were transcribed using the MEDITECH Processor before the system purges the batches; the documents remain online. CHI recommends this parameter be set at “30”. MEDITECH has indicated that in the future, the functionality of this parameter may change.

Transcriptionist Messages (Days)

Enter the number of days the system will retain the Transcriptionist Messages and Transcriptionist Messages for user reports. The system purges this information after the number of days entered at this parameter. CHI recommends setting this parameter to “30”.
Age of Majority for Purge (Years)

Enter the patient’s age at which orders/reports are eligible to purge. Orders/reports for patients younger than this age are not eligible for purge regardless of other purge parameters. State and local law will often dictate the age of majority within their jurisdiction(s).
Exam Minimum Age for Purge (Years)

Enter the minimum number of years an order is on file before it is eligible to be purged.
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Report Purge/Archive Settings

Report Purge (Months) Default

Enter the number of months that ITS will retain reports before the system purges this information. ITS uses the value entered at this parameter as the default value for the entire database. The default value may be changed for specific departments at the Department (Report Purge) parameter.

Archive: Dft? (Reports Purge)

To archive ITS reports before ITS purges them, enter “Y”. IITS uses the value entered at this parameter as the default value for the entire database. The default value may be changed for specific departments at the Archive? (Reports -Department) parameter.

Archive: Purge Delay (Report Purge)

Enter the number of days that ITS will retain archived reports before the system purges this information. ITS can retain archived reports up to 99 days. ITS uses 
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the value entered at this parameter as the default value for the entire database. The default value cannot be overridden for specific departments. 
NOTE: Archived reports cannot be accessed directly in ITS. However, you can use this parameter to confirm that ITS successfully archived reports before the system purges them.
Order Purge/Archive Settings

Order Purge (Days) Default
Enter the number of days after a technologist or provider performs an exam (that is, the service date) that ITS will purge the orders. ITS uses this parameter for all orders in the database. Orders must reach their purge statuses before ITS can purge them. The Department (Order Purge) or Category (Order Purge) parameters may be used to override this value for specific departments or categories. Orders with associated follow-up letters (for example, mammography) must remain in ITS for the number of weeks or months defined for that letter in the Follow-up Dictionary. For example, a procedure defined with a 12 month follow-up letter requires an order purge parameter of at least 365 days. If the order is purged, letters will not print.
NOTE: Patient accounts cannot be purged in the Admissions module (ADM) until the order has purged in ITS. As such, the order purge parameters will have an effect on the ADM account purge activity.
Sts
Enter the status that orders must reach before ITS considers the order eligible for purging. ITS purges orders depending upon the: 

· Order status 

· Number of days that have elapsed since the service date 

ITS uses the value entered at this parameter as the default value for the entire database. The Sts (Order Purge - Department) or the Sts (Order Purge - Category) parameters may be used to change this value for specific departments or categories. ITS will not purge orders until they reach the purge status, regardless of the number of days that have elapsed since the service date. 

Archive (Dft)?
To archive orders before purging, enter Y. ITS uses the value entered at this parameter as the default value for the entire database. The Arc? (Order Purge – 
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Department) Parameter or Arc? (Order Purge - Category) parameters may be used to change this value for specific departments or categories.

Arc Purge Delay

Enter the number of days that to retain archived orders before ITS purges them. ITS uses the value you enter at this parameter as the default value for the entire database; this default value cannot be overridden for specific departments or categories. Archived orders cannot be accessed in ITS, however, you can use this parameter to confirm that the ITS successfully archived orders before the system purges them.
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Consultation Doctor

Identify the pointer-type query that will appear when users enter a consult order via the Enter Orders Routine. For example, the query text might be “Consulting Physician?” with a <F9> LOOKUP to the MIS Provider Dictionary. After the CDS containing the query is defined in the Category or Procedure Dictionary, the appropriate query appears when users enter a consult order that belongs to the corresponding category or procedure. ITS uses the query response to: 

· Define the consulting provider as an additional physician 

· Provide the consulting provider with access to patient information 

· Determine which patients appear on the PCI Rounds Report for the consulting provider 

Performing Doctor

Identify the pointer query type that ITS uses to identify the Performing Doctor from the MIS Provider Dictionary. ITS uses the doctor defined at this parameter only if the order is not linked to a report. Otherwise, ITS uses the report's 
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Dictating Doctor as the Performing Doctor. ITS transmits the Performing Doctor to B/AR. B/AR then uses the Performing Doctor to complete the necessary insurance forms. The ‘Performing Dr’ prompt in the Procedure Dictionary is used to define the procedures that require users to enter Performing Doctors. The Orders Missing Performing Doctor Report may be used to list and identify orders that are missing required performing doctors. 

Reason for Order Cancel

Identify the group response, optional, or comment type query that ITS uses to identify the reason for order cancellation. Cancellation reasons appear on the Cancelled Procedures Report and the Print Order Detail Report. ITS accepts the value entered whether it is the same or different from the value at the Reason for Cancel parameter in the OE Module. The value entered does not affect the exchange of information between ITS and OE. However, CHI recommends entering the same query for Reason for Order Cancel in the OE and ITS parameters.
Reason for Report Cancel

Identify the group response, optional or comment query type that ITS uses to identify the reason for report cancellation. Cancellation reasons appear on the Report Audit Trail Report. Lookup: MIS Query Dictionary.

Inventory: 
Identify the MIS pointer query type that identifies an inventory in MM from which to deduct items used in ITS procedures. Responses to this query override the default values for inventories defined for the category or site. Inventory queries allow users to select the inventory from which to deduct items for the ordered procedure instead of allowing the system to determine the inventory. Since CHI does not use the MM module, this parameter should be left blank.
Admin. Screen Warning

Identify the queries that display warnings if that data has not been completed on the Administrative data screen. Administrative warnings appear in the following routines: 

· Enter Orders Routine 

· Enter Department Charges and Enter Department Charges by Batch 

For example, queries of this type might include "Is the patient pregnant?" or "Does the patient have any medication or food allergies?" If users do not respond to the queries identified at this parameter, warning messages appear to remind 
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users to answer the queries. However, the system does not require users to respond to queries to enter orders or charges.
Ask Order Source

Use this parameter to determine the appearance and function of the Order Source prompt in the Enter Orders and Amend Orders routines. The order source can determine whether the order appears in the Electronic Signature queue in the Order Entry Module for the ordering provider.

Select one of the following options.

	To:
	Enter:

	Include the Order Source prompt but not require a response
	Y

	Include the Order Source prompt and require a response
	R

	Exclude the Order Source prompt or leave blank
	N


Order Source Default: 
If ITS asks for the Order Source via the preceding parameter, enter the order source that will appear as the default value when a user enters an order. For example, if providers usually fax the orders, enter FAX. This source appears as the default value at the Order Source prompt in the Enter Orders and Amend Orders routines. This can determine whether the order appears in the Electronic Signature queue in the Order Entry (OE) Module for the ordering provider.

NOTE: Ask Order Source and Order Source Default parameters are only used with Electronic Signature for orders, usually in conjunction with Computerized Physician Order Entry (CPOE) and Provider Order Management (POM).

Department (Department Numbers)

Department numbers may be used as a unique identifier for patients in lieu of the patient’s unit number. CHI uses the unit number for patient identification in all Departments, so this series of prompts should be left blank.

Interface to Physician Documentation

If the hospital is utilizing the Physician Documentation (PD) module and would like it to interface with ITS identify a ‘Y’ at this prompt. This will enable the PD templates and routines to be used for physicians to complete reports in ITS.
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Application Databases:  Abstracting, Admissions, B/AR, MM, MRI, OE, PCM

The mnemonic for all related MEDITECH application databases in use at the hospital are recorded here. This allows the ITS application to communicate with those applications directly.
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Site/Site Name/View
This series of prompts allow modification of certain parameter settings by ITS site. Specific parameters that may be set differently by site include:

· Training printer

· Default to Attend Dr on orders?

· Net all procedures to $0 on cancel?

· Reject orders > # days in the future

· Reject orders > # days in the past

· View before electronic signature

· Editing of signed reports parameters

· Purge and Archive parameters for Reports and Orders


