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MIS User Dictionary – Page 1
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Use the MIS User Dictionary to enter and edit user information. Since the MEDITECH system consists of several modules, the data stored in this dictionary affects the entire system and the users' ability to access this system.

NOTE: This dictionary controls access privileges of users. Because access can be granted and/or denied to the MEDITECH system, access to this dictionary should be limited to a small number of users. The IT department is generally responsible for adding new users.
MIS User Dictionary - Page 2
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Appl DB, Menu

Users will be assigned a menu appropriate for their job function. This field contains a look up into available applications. A menu is then selected from the lookup at the menu prompt. ITS core group users should be given main.menu. Custom menus can be created in the NPR module so that users access only the functions required to perform their job.
ADM/MRI Facilities
Users are assigned to an appropriate facility or facilities depending upon work location and job function.
MIS User Dictionary - Page 3
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These sections control which patients a user can access.

Access to Confidential patients and data
Setting these prompts to “Y” allows users to access confidential patients and/or confidential data. A setting of “N” will restrict the user from accessing the patient and/or data marked as confidential.
Pt access restricted by location

A “Y” entry allows users to only access patients in the location associated with that particular computer. A response of “N” allows the user to access all patients from any computer. Computers are assigned to a particular location or locations in the MIS Location Dictionary.
MIS Location Dictionary
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Default Printer
The default printer identifies for the system where requisitions/reports are to print for print destinations of patient’s location as follows:

· (PAT – the patient’s temporary location, if identified or permanent location if no temporary location identified
· PATP – the permanent location, even if a temporary location is identified.) 
Terminal/Associated Printer
These fields allow further definition of this location’s computers and the associated printer. For instance, on a large nursing unit, printing for one set of computers can be sent to one printer, while printing for another set of computers can be sent to a different printer
MIS Group Response Dictionary
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Element Code
Use alphanumeric free text to enter a mnemonic for each element code defined for the group response. When users access queries associated with this group response, the element codes entered appear in the lookup. Generally, the shorter the element code, the easier it is for the user to type it in.

Element Name
Use free alphanumeric text (up to 25 characters) to enter text for each element code defined for the group response. When users access queries associated with this group response, the element names entered appear in the lookup. This field should provide a clear description to assist the user.

The Abnormal, Rank, Value and Bullet fields are not used in the standard setup.
MIS Query Dictionary
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Use this dictionary to define queries that meet the specific needs of the hospital. Queries collect information that the standard fields in MEDITECH applications do not capture. After queries are defined, they can then be assigned to Customer-Defined Screens (CDS). CDSs are assigned to specific dictionaries, routines and parameters.

Text
Enter the text of the query using up to 60 characters.
MIS Query Dictionary (cont.)
Type
Enter the letter in parenthesis below to assign the appropriate query type. The query type entered determines the responses users can enter as indicated in the following table:
	Query Type
	Data
	Query Type
	Data

	Blood Pressure (B)
	NNN/NNN (for example, 120/80)
	
	

	Comment (C)
	Free text without automatic word wrap
	Optional (O)
	Group response (as defined in the MIS Group Response Dictionary) or free text

	Date (D)
	MM/DD/YY

(non-birthdates only)
	Pointer (P)
	An entry from a specific NPR dictionary or free text

	Text (E)
	Free text with automatic word wrap
	Quantity (Q)
	NNNNN.NNNN (for example, 98.6) or -NNNNN.NNNN (for example,-4.058)

	Group (G)
	Group response (as defined in the MIS Group Response Dictionary)
	Time (T)
	HHMM (military time)



	Label (L) 
	(No response. The text of the query appears as a screen message or header.)
	View (V)
	View standard fields

	Money (M)
	NNNNN.NN (for example, 100.00) or-NNNNN.NN (for example, -50.00)
	Yes or No (Y)
	Y or N

	Number (N)
	Whole number (up to 75 digits)
	Birthdate (X)
	MM/DD/YY (birthdates only)


MIS Query Dictionary (cont.)
Multiple
Enter “Y” to allow users to enter more than one response to this query. The following query types may not be defined as multiples.
Blood Pressure (B)
Label(L)
View (V)
Y/N (Y)

To restricts users to only one response entry, enter “N”.

NOTE: After a query is filed for the first time, the value in this field cannot be edited
Display Line
For queries that can accept multiple responses, enter the number (2 through 9) of response lines to display for this query. The default response is 4.

Users can scroll to enter more entries, but only the number of lines entered in the display line field are visible at one time.

NOTE: A value can only be entered in this field only if “Y” is entered in the 'Multiple' field.
Demo Recall
A “Y” response causes the response to this query to be permanently stored in the system; the answer can be recalled in subsequent visits. This is most often used for personal information and history queries that are unchanged from visit to visit.
MIS Query Dictionary (cont.)
Group Response
This field is used for Group Response (G) and Optional Group Response (O) type queries. Select an entry from the Group Response Dictionary.
Display Name
This prompt applies to group queries assigned to a CDS. The element name along with the mnemonic from the Group Response Dictionary can display as replies to queries in a CDS. Enter “Y” to display the Group Element Name as well as the Element Code as part of the response field. Enter “N” to display only the element code as the response to this query.

Name Only
Enter “Y” to display only the name for a Group/Optional type query. The name is often preferred because it is more descriptive then the element code. 
NOTE: The cursor only stops at this field if there is a “Y” response in the Display Name field.
Length
Enter the number of characters allowed for this query's response field. The maximum number allowed is 75 for types of Comment, Money, Number or Quantity

PCI Sections
Enter the mnemonic of the PCI section to which this query is assigned.

In PCI, a related group of queries is typically linked to one section. The section appears on the Table of Contents screen, while the individual queries appear on the Summary, History and Detail screens.

MIS Customer Defined Screen 
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Type
Enter the type of Customer-Defined Screen (CDS) to be defined. The list below includes options available for ITS. Select ITS CAT if the CDS will be attached at the category level, ITS PROC if the CDS will be attached at the procedure level, etc.
ITS CAT              ITS CATEGORY
ITS DICT             ITS DICTIONARY
ITS PAT1             ADMIN. PATIENT INPUT
ITS PAT2             ADMIN. PATIENT OUTPUT
ITS PROC           ITS PROCEDURE
ITS QUEST         ITS QUESTIONNAIRE
ITS TECH            ITS TECHNOLOGIST

MIS Customer Defined Screen (cont.) 

Query
Enter the queries that will be used for this Customer-Defined Screen (CDS). This field pulls from into the MIS Query Dictionary. The text for the query appears in the Text field after the query is entered.

Row (Query)
Enter the number of the row on the Customer-Defined Screen (CDS) where the query will be positioned.

Column (Query)
Enter the number of the column the first character of query text will be positioned.

Row (Response)

To position the response field in the same row as the query, enter “SAME”. To position the response field in the following row enter “NEXT”.

Column (Response)

The default response appearing in this field is the number of the column in which the query response begins, plus one. (The system automatically inserts one space to separate the query from the response.)

Req (Response)
The response to this field sets data entry requirements for the individual query on the screen. Enter one of the following:
· “I” - Requires an immediate response before moving on to the next query

· “Y” - Require a response before filing. The query must have a response, but can be skipped and completed prior to filing
· “N” or blank – A response is not required
Edit A/D

Enter “D” to open a text editor and create online documentation that users can access via the <SHIFT+F8> key. Enter “A” to open the MAGIC programming window to create attribute programming for this field. Attributes can be used to control cursor behavior at this field, for example, skip the field if not appropriate (age/sex considerations), default a value from a prior field or another application, etc. Since considerable programming skill is necessary in creation of attributes, consult with a knowledgeable ITS staff member to create attributes.
MIS Customer Defined Screen (cont.) 

First Field/Page/Section
These fields are used for multiple page/section CDSs to position queries on specific pages/sections in specific order. Users are able to use the <PAGE DOWN> key to move quickly between pages/sections of a CDS.
Display Screen?

To check the screen for errors (overlapping fields, programming errors) and view the CDS before filing, enter “Y”. To check the screen for errors and file the CDS without viewing it, enter “N”.

MEDITECH MAGIC Imaging and Therapeutic Services
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Use this dictionary to define libraries of related films. For example, films can be grouped into libraries such as Nuclear Medicine, Mammography and MRI, or general/temporary locations such as Main or Reading Room

Bar Code
To uniquely identify this library in the bar code printed on the master jacket and sub-jacket labels, enter two characters. The first character must be a number. The second can be either a letter or a number.

Temp Record Location?
If this library is a temporary record location, enter “Y”. Otherwise enter “N’” 

Ask Rec Loc when Return?
This field controls whether users can enter a temporary record location at the Record Loc prompt for this library in the Return and Sign Out Reserved Records Routine.
Library/Record Location (cont.)

Outside Recipient Req?

This field controls whether user will be required to identify the recipients of outside records borrowed from this library. If “Y” is entered a recipient is required and the Record Locator routines can be used.

Label
Enter the default device used to print record locator labels for films received from another healthcare organization.

Outguide
Enter the default outguide print destination for films received from another health care organization.
Locator Code
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Use this dictionary to define locator codes for the Record Locator routines. Codes can be defined to identify film jackets (for example, master jackets and subjackets) as well as physical locations where records are stored.
Bar Code
Enter two alphanumeric characters that uniquely identifies this locator code in the bar codes that ITS prints on master jacket and subjacket labels. For example, AA, 1A and 11 are all valid responses.

Library Path
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Use this dictionary to indicate the path that an order takes through ITS record locator libraries and record locations. The length of time that it stays in each location and library can also be indicated. For each library path, the following additional items can also be defined:
· Which portions of a patient’s record to transfer

· For master jackets and subjackets – the number of volumes to transfer

· A printer on which to print master jacket and subjacket labels as necessary

NOTE: To have the system automatically sign in/transfer orders they must have a valid Locator Sign-In Status defined.

Library Path (cont.)

Library or Record Loc
For this library path, enter the film libraries or record locations to which ITS automatically signs in or transfers a record. This field looks up into the Library/Record Location dictionary.
For Days
For this library path, enter the number of days that records remain in this film library or record location before moving to the library or location shown on the next line at the Library or Record Loc prompt.

Auto-Transfer Which Portion
Enter the part of the patient's record that ITS automatically signs in or transfers. These records will sign in or transfer from each film library or record location listed at the Library or Record Loc prompt as an order moves down this library path.

MJ/SJ How Many Volumes
Enter the number of master jacket or sub-jacket volumes that ITS automatically signs in or transfers to each film library or record location listed at the Library or Record Loc prompt as an order moves down this library path.

New MJ/SJ Printer
Identify the printer on which ITS prints new master jacket and sub-jacket labels when automatically signing in an order on this library path.

Order Printer
Identify the device on which order labels will print for procedures using this library path. Order labels print when a user signs-in or transfers an order to the library or record location defined at the Library or Record Loc prompt.

NOTE: If the system automatically signs-in or transfers an order, the order label prints immediately. If an order is manually signed in or transferred via the Sign In New Records routine or the Transfer Orders routine, the order label prints when the record is signed in.

Site Dictionary
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This dictionary identifies and stores information about sites identified in the system. Multiple sites may be created as needed. Enter the demographic information for each site as appropriate. The fields highlighted below relate to the General Ledger application which is not used by CHI so these fields should be left blank.
Site Dictionary - Page 2 
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Page two defines default values the system uses if information is not defined in a more specific dictionary. Generally, the system will look for such information in the following order (from most specific to most general). The fields indicated above may be better and more specifically defined in one of the other dictionaries indicated.
· Procedure

· Category

· Department

· Site

Site Dictionary - Page 2 (cont.)
If the value for these prompts is to be the same for all Departments, Categories and Procedures, then leave the corresponding field blank in those dictionaries and complete it only here, saving time while building dictionaries. Alternatively, if the value is the same for most of the Departments, Categories and Procedures leave the field blank for those entries and define the value in the Site Dictionary and enter the exception value only for those Department, Categories and Procedures.
Contacts
The contacts fields are free text entry based on site specifics.
The fields below the contact section reference other dictionaries in the ITS application.
Dft Patient Loc

Enter the default patient location (for example, waiting area or room) that should be applied to this site in the Record Procedure routine. Lookup: Room Dictionary

Dft Record Library

Enter the default record library for records generated at this site. Look up: Library /Record Location Dictionary

Dft Subjacket Sort

Identify the default method in which ITS sorts subjackets. The following table shows the available sort options.

	To sort subjackets by
	Enter

	Category
	CATEGORY

	Patient Account Number
	ACCT #

	Locator Code
	LOC CODE

	Order Requisition Number
	REQ #


Alternately, to place records directly into the master jacket without sorting, enter NONE.

Site Dictionary - Page 2 (cont.)
Outguide

Enter the default outguide for records from this site. Lookup: Outguides are defined in the Label/Letter/Outguide Dictionary.

Dft Transcription group

Enter a default transcription group for the system to use in calculating pay and compiling statistics for transcriptionists at this site who have not been assigned to a transcription group in the Transcription Group Dictionary.

Site Dictionary - Page 3
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Mailing Labels/Other Labels
Enter the label format to be used when generating specific label types. A standard MEDITECH label format may be used or an entry from the Label/Letter/Outguide Dictionary may be selected.
Patient Tracking Sort/Select Defaults
Select how the patient tracker will display data. Select from lookups in each field to narrow the information displayed. Leaving Ord Status, Pt Status, Location and ADM Sts blank will include all available options in the display.

Copies To
For each type of provider, indicate whether they should receive copies of patient reports, patient questionnaire or patient letters.
NOTE: Copies to can be assigned in several different dictionaries. The most common place to assign copies to is in the report dictionary.
Department Dictionary - Page 1
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This dictionary is used to define information for each Department in ITS. Examples are Diagnostic Imagining, Rehabilitation Services, Health Information Management, Respiratory Therapy, etc.
For Radiology?
Identify whether this department should be used for radiology procedures. If this prompt is set to “Y”, orders will be advanced from a “Logged” to a “Taken” status. If this prompt is set to “N”, the procedures will be advanced from a “Logged” to an “In Process” status. Departments such as Respiratory Therapy or Physical Therapy generally will set this prompt to “N”.
Tech Required
If a technologist is required to advance the status of the order from “Logged”, enter “Y” here. Setting this to “Y” will help prevent transcription reports from being associated to orders before they have been advanced to a “Taken” status.

Department Dictionary - Page 1 (cont.)
Tech Defaults With User?
This prompt determines through which routine the system will populate the technologist prompt with the user who is signed on to the system. The options available are “REC” (Record Procedure), “ORD” (Enter Orders), “BOTH” or “NONE”.

One Order Per Req #?
If this prompt is set to “Y”, the system will associate each order to a unique requisition number.

Req #s Cross Categories?
If this prompt is set to “Y”, the system will allow the option of associating the same requisition number to orders within different categories.

Prefix Barcoded Unit Numbers?
If this prompt is set to “Y”, the system will automatically include “U<SPACE>” at the beginning of the barcoded unit number on the labels. This is useful if the unit number will be used to identify the patient in the ordering routines.

Patient Input Data Screen
Identify the Customer Defined Screen that should appear for this department in the Enter/Edit Patient Data routine.

Patient Output Data Screen
Identify the Customer Defined Screen that should print on the standard ITS order forms.

Elec Signature Edit Default
If “QUICK” is defined here, the provider is brought directly to a pre-defined body section of the report (this is defined in the Report Dictionary) when editing. If it is left blank, the provider will be brought into the Edit Reports routine when editing through the electronic signature routine. If it is set to “FULL” users can edit complete reports. It is highly recommended that this be set to “QUICK”.
Department Dictionary - Page 2
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Dft GL Dept
This field is not used as it references the GL module which is not used by CHI.
SCH Dept
When accessing the Community-Wide Scheduling (SCH) application, the system will use this information to determine the department that should be used. A default SCH Department can be entered; a SCH Department may be entered for different sites, if used, as well.
Department Dictionary - Page 2 (cont.)
Delete MJ/SJ Upon Cancel
Use the prompts described below to define how the system should function when orders are cancelled and leave a master jacket or subjacket empty:

	Ask
	Setting this prompt to Yes will prompt the user upon canceling an order to delete the master jacket and/or subjacket if the portion is now empty

	Dft
	This prompt allows the user to define the default to the above prompt

	OE
	If the procedure is cancelled from the Order Entry Module (OE) and this prompt is set to Yes, the master jacket and/or subjacket will be deleted


Queued Reports Schedule
A schedule of batch report printing for reports in the hold queue can be set up at these prompts by site. Select day from lookup, type in desired time and select report status from lookup. Only one report status can be identified for each combination of site, day and time.

Site

Identify the sites desired to print reports in the hold queue.

Day

Enter the desired day to print reports in the hold queue at this site.
Time

Enter the desired time for reports to print from the hold queue at this site.
Status

Identify the report stat that reports should print from the hold queue.

Department Dictionary - Page 2 (cont.)
Technologist
Identify the specific users, (that is, technologists) to appear in the lookup at Tech prompts in ITS routines. Only users with access to this department may be entered. If this prompt is left blank, all users defined in the MIS User Dictionary will appear in the Lookup at Tech prompt.

NOTE: Only users with the ITS Application defined on Page 2 of the MIS User Dictionary will display in the <F9> (Lookup) at this prompt.
For Site

Identify the specific sites at which this technologist should appear in Lookups at Tech prompts in ITS routines. At least one value must be entered for every user identified at the Technologist prompt.

Department Dictionary - Page 3
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This page of the Department dictionary is used to control the order that report copies will print from ITS when batch printing is used.

‘Hold Reports” Print Queue

Enter a number that represents the order in which the departmental copy of this department's reports print. Number 1 is the highest priority.
Reports may also be sorted by a specific data field within the sort order identified above.
Access Dictionary - Page 1
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The Access Dictionary is used to create access groups to assign and/or restrict specific users to functions and screens. Different access groups can be created depending on job function and responsibilities.
Access to All Departments?
An entry of “Y” at this prompt will allow users in this access group to access all ITS Departments. To restrict users to only certain Departments, enter “N”.
NOTE: Entering “N”, will allow the opportunity to identify specific departments at the Restrict to Departments prompt.

Default Department
Enter this access groups’ default department that will be used when signing onto ITS. This field looks up into the Department Dictionary.

Access Dictionary - Page 1 (cont.)
Default Sel Profile
Identify the default value for the selection profile that will be provided to users in this access group when the Process All Orders Routine is used

Sel Profile Usage

The value identified at this prompt defines how the Select Orders screen appears when members of this access group use the Process All Orders Routine.

	Dft
	Only the mnemonic of the selection profile defined at the Dft Sel Profile prompt in the Access Dictionary appears on the Select Orders screen. To display the specific selection values, press <Enter>.

	Load
	Each selection value defined in the Selection Profile Dictionary appears on the Select Orders screen.

	Auto
	The Select Orders screen does not appear. ITS immediately displays the orders that satisfy the selection profile criteria on the Process All Orders screen. The orders that appear are based on the value defined at the Dft Sel Profile prompt in the Access Dictionary.


See next section for Selection Profile Dictionary.

Restrict to Departments

Identify the departments available to users in this access group if ‘Access to All Departments’ is set to “N”. 

NOTE: If no departments are identified, users in this group do not have to access any department.

Site

This prompt is used to identify the ITS sites available to users in this access group.

Access Dictionary - Page 1 (cont.)
Restrict to Facility

This prompt is used to identify the facilities in the selected site available to users in this access group.

Restrict to Statuses

Order Statuses for ID/ Order Statuses for Edit

Identify the order statuses at which users in this access group can access/edit orders. 
In ITS routines, users can identify/edit only orders at the statuses to which access is assigned. If users lookup an order with a status to which they are not assigned access, the selection appears grayed out. Any of the following combination of statuses may be entered.

· X – Cancelled

· L - Logged

· I - In Process

· T - Taken

· C - Complete

· R - Resulted

NOTE: To allow users to enter or edit all order statuses, enter ALL.

Display Profile?

Enter “Y” at this prompt to display the patient's profile in the Enter Orders Routine for users in this access group, otherwise, enter “N”.

NOTE: If “Y” is entered, the patient's profile appears upon patient identification.

Display Report #?

Enter “Y” at this prompt to display a message in the form "Report Name #NNNN-NNNN Filed" when a user files a report in the Enter/Edit Report Routine or the Enter and Amend  functions in the Process Reports Routine. To prevent this message from appearing, enter “N”.  

NOTE: The Display Profile and Report # prompts are typically set to “N”.

Access Dictionary - Page 1 (cont.)
Edit Signed Reports?

Enter “Y” at this prompt to allow users in this access group to lower the status of (or add addendums to) SIGNED reports. Otherwise, enter “N”.

NOTE: This prompt is typically set to “N”. Addendums are added to reports after they are signed. If “Y” is entered at this prompt, an A or E must also be entered at the Add-Ed prompt in the Report Dictionary. Otherwise, users cannot add addendums to SIGNED reports.

Display Print Dialog?

Enter “Y”, to display the “Print Reports on” dialog box when a user files a report in the Enter or Amend Report functions in the Process Reports Routine. Enter “N”, to prevent this dialog box from appearing.

NOTE: CHI recommends setting this prompt to “N”.

View Rpt upon Filing?

Enter “Yes”, to allow users in this access group to automatically preview reports immediately after filing a report via the Enter/Edit Report, Process Reports and PCI Sign Routine. Users can then print and change the formatting of the report.

Enter “No”, to prevent users from automatically previewing filed reports. 

Enter “ASK”, to give users the choice to preview filed reports.

Show All Statuses in Record Procedure?

Enter “Y”, to allow users in this group access to patient orders of all statuses in the Record Procedure Routine.
Enter “N”, to allow users in this group access to all patient orders except those with COMPLETE or RESULTED status.

Electronic Signature Edit Mode

Enter “Full”, to allow users to edit the complete report using the Enter/Edit Report screen. 

Enter “Quick” to allow users to edit sections of a report using the Enter/Edit Report routine.

This entry overrides the value at the Electronic Signature Edit Default prompt in the ITS Department Dictionary.

Access Dictionary - Page 1 (cont.)
Edit Result Codes After Signed?

Enter “Y” to allow users to edit exam codes for an order after the order reaches RESULTED status (that is, after the report is “SIGNED”). Otherwise, enter “N”.

NOTE: Typically, this prompt is set to “N”; addendums are added to signed reports. Results Codes are not changed.

User

At this prompt enter the mnemonic for each user assigned to this access group.

NOTE: A user cannot be a member of two access groups at the same time.

Access Dictionary - Page 2 
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Default Standard Function Set? 

Enter “Y” to load a standard set of entries for the buttons and functions for all or some Process routines (Process Orders and Process Reports). After “Y” is entered, the Load Standard Routines Screen appears. Enter “Y” to edit specific entries. Enter “N” if editing is not desired.
Access Dictionary - Page 2 (cont.)
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Process Screen Functions
Rtn Description 

This prompt allows the selection of routines available to users in this access group. Select a function from the lookup in this field. Use <SHIFT + RT ARROW> to move the cursor to the Button Text field.
Button Text
This field allows for a free text entry to describe this button. Select the Process routine function to create a button. Buttons assigned to routines and functions can also be deleted. To associate functions with buttons, use <SHIFT + RT ARROW> at each highlighted button field and the cursor will move to the Function prompt
Access Dictionary - Page 2 (cont.)
Key

Select a single letter to use as a hotkey. The letter must exist within the Button Text used.

Function

Enter the functions for this access group to use. If more than one function is entered, the system creates a drop-down menu that appears after the authorized user clicks on the button. If only one function is entered, the routine or screen appears immediately after the user clicks on the button.
NOTE: The number of function buttons is restricted to a maximum of 10 per screen in the Process Orders and Process All Orders routines and a maximum of 18 for all other process routines

Selection Profile
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Selection Profiles are used to set default selection criteria for displaying order in the Process All Orders routine. From the Main Menu, select #12 – Dictionaries (P-Z) then #5 – Profile then #3 – Selection to access this dictionary.
Selection Profile
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Use this dictionary to define the default values for selection profiles. A selection Profile may be attached to a specific User group in the Access Dictionary. In this dictionary, define default values for the following:

· Recompile orders each time a new order or report is entered

· Display cancelled orders

· Define a particular location’s orders

· Select ranges of order dates and service dates

· Define a color legend for order statuses

· Define sort criteria for the orders that appear on the Process All Orders screen

Selection Profile (cont.)
Recompile on Entered Ord?
Enter “Yes” to automatically recompile the orders that appear on the Process All Orders screen each time the users enter a new order or report. Otherwise, enter “No”. Enter “Ask” to ask users whether ITS should recompile orders each time a new order or report is entered.
Display Cancels?
Enter “Y” to display all orders, including orders with a CANCELLED status on the Process All Orders screen. Enter “N” to display only orders without a CANCELLED status.
Location
Identify the location to appear on the Process All Orders screen. From-Thru fields- Enter the number of days desired for these prompts.
Colors
Select a color to assign to the indicated order status on the Process All Orders screen.

Sorts
To sort orders by service date and time and order date and time, respectively, leave all Sort fields blank. Otherwise create a custom sort order.

Restrict To
Orders Requiring a Result Code
Enter “Y” to process only orders that require a result code (as defined at the Result Reqd to Sign prompt in the Procedure Dictionary). Otherwise, enter “N” to process all orders.

Unresolved Orders
Enter “Y” to process only unresolved orders. Enter “N” to process both resolved and unresolved orders.

The remaining fields, Category, Procedure, etc. can further restrict the profile to display orders with specific information.

Class Dictionary
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Use this dictionary to define types of films (for example, chest or arm). Technologists may assign a class to each film used. Order Search Routines can be used to print reports that list films by class.

The Class Dictionary is optional and is not used in most CHI installations.

View Dictionary
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Use this dictionary to define views for classes of films. For example, lateral views might be appropriate for chest, arm and leg exams. For each view, associate classes of films and define typical materials used.

The View Dictionary is optional and is not used in most CHI installations.
Material Dictionary
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Type

Select the type of this material. FILM, ISOTOPE, EQUIPMENT or OTHER can be entered.
Item #

Enter the item number of this material. If automatic depletion of Materials Management (MM) stock feature is used, ITS transmits the item number to MM. MM then deducts the item from inventory.

NOTE: CHI does not use the MM module.
Material Dictionary (cont.)
Bill Proc #

Enter the billing procedure code for this material.

NOTE: ITS can update procedure charges from B/AR only if the procedure numbers in ITS and B/AR are identical. If the ITS procedure price is different from the BAR procedure price, then the BAR price appears as the default value at the ITS Price prompt for that procedure number.
Price
Enter the price to be transmitted to B/AR for this material for the entire organization. Site-specific prices can also be entered for materials at the Price (by Site) prompt.

ITS can update procedure charges from B/AR only if the procedure numbers in ITS and B/AR are identical. If the ITS procedure price is different from the BAR procedure price, then the BAR price appears as the default value at the ITS Price prompt for that procedure number.
Qty>1?
Use this prompt to determine how patients are charged for materials used to perform procedures.

	To Charge
	Enter

	Only once, regardless of the value at the Qty prompt in the Record Procedure Routine
	Cnt

	Each time the procedure is performed, as determined by the value at the Qty prompt (or in the Record Procedure Routine leave blank)
	Qty*Cnt


NOTE: To define how specific sites charges patients for materials used to perform procedures, use the Qty>1 (Site) prompt.

Material Dictionary (cont.)
Site

Identify the ITS sites to associate with this category and link to an MM inventory. An inventory can be associated with each site. When orders are placed at these sites, items are deducted from the corresponding inventories in Materials Management.

Bill Proc # (by Site)
Enter the billing procedure code for the material for this site. Lookup:  B/AR Procedure (Charges) Dictionary

NOTE: ITS can update procedure charges from B/AR only if the procedure numbers in ITS and B/AR are identical. If the ITS procedure price is different from the BAR procedure price, then the BAR price appears as the default value at the ITS Price prompt for that procedure number.

Price (by Site)

Enter the price for this material at this particular site. This price overrides the value at the Price prompt.

Qty>1 (Site)
Use this prompt to determine how specific sites charge patients for materials used to perform procedures.

	To Charge
	Enter

	Only once, regardless of the value at the Qty prompt in the Record Procedure Routine
	Cnt

	Each time the procedure is performed, as determined by the value at the Qty prompt in the Record Procedure Routine (or leave blank)
	Qty*Cnt


Room Dictionary
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Use this dictionary to identify rooms used by Radiology and other ITS departments. Rooms become valid locations for patients, allowing the ability to track the patient's movement through the department. Typical entries include waiting areas and examination rooms, as well as patient check-out areas.

Type
Use this prompt to identify the type of this room: Exam or Other

Checkout Location
Enter “Y” to designate this room as a patient check-out room, enter. Otherwise, enter “N”.

Picture Dictionary
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Use this dictionary to add pictures to the file server for the system. Pictures are line drawings of different body views, such as front or sides, and of different body parts, such as lungs or ankles. In addition, pictures can be added that represent provider signatures.

MEDITECH provides a standard starter set of pictures. Pictures can be monochrome (that is, black and white) or color. Standard pictures cannot be edited. Custom pictures can be added to this starter set. The pictures can then be saved in bitmap (*.bmp) or tagged image file (*.tif) format.

To add signature pictures to the dictionary, scan provider signatures and save them. MEDITECH recommends that provider signature be saved as monochrome *.bmp files. Crop the image to a size no larger than 0.75" high X 2.5" wide.

Picture Dictionary (cont.)
Deleting Pictures from the Dictionary

To delete pictures from the dictionary, ask the MEDITECH Applications Specialist for assistance. Do not delete pictures associated with patient data. If a picture is deleted from the existing database, the patient record cannot be displayed or printed nor can the associated picture be printed.

Use
Enter the type of picture to be added to the dictionary.

	An illustration
	DRAWING

	A signature
	SIGNATURE


Import Path

When <Lookup> is pressed at this prompt, the Windows Open dialog box appears. Search for and select the folder that contains the desired picture to import. Be sure to include the drive, folder and subfolders that contain the file, as well as the name of the file. The import file path cannot manually be entered. After the picture is selected, the file name appears in the FileName field. The file name cannot be edited.

NOTE: The system saves the picture on both the file server and on the client PC. The copy on the client PC can be deleted.

Category Dictionary – Page 1
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Use this dictionary to define categories within one department. Typical categories might include Cardiology, Physical Therapy, Radiology and MRI. After a category is defined examinations, tests and procedures can be defined. These can then be grouped within each category in the Procedure Dictionary 

ITS Only?
This prompt also exists in the ITS Procedure Dictionary (Page 1). Enter “N” to transmit all orders for procedures in this category to Order Entry (OE). Enter “Y” to prevent orders for procedures in this category from being transmitted to OE.
Type
In the standard installation, the category type is “Order”. Alternate selections are “Stock” and “Work” which are not used.
Category Dictionary – Page 1 (cont.)
Department
Identify the department that performs the exams/procedures in this category. This field looks up into the ITS Department Dictionary 

Site Defaults
Define the items to be applied to the entire health care organization, to specific sites or to a combination of both. Lookups appear in all fields. Use the small box on top to apply as a default for the entire organization or select a site and apply defaults using the larger box on the bottom.

Edit Order Rules? (Default Site)
Enter “Y” to enter or change the default order rules that the system will follow whenever a test (or procedure) from this category is ordered in the Imaging and Therapeutic Services Module (ITS). Otherwise, enter “N”. If “Y” is entered, the Enter/Edit Order Rules Screen appears. On this screen, rules can be specified to be invoked after a test (or procedure) from this category is ordered in the Imaging and Therapeutic Services Module (ITS) or the Provider Order Management Module (POM). The system evaluates these rules only if no site-specific rules are entered for the lines below. A check mark in the adjacent field indicates that rules have been entered on the Enter/Edit Order Rules Screen.

Category Dictionary - Page 2
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For the category, define the following general information that applies across the entire health care organization, to specific sites, or to a combination of both.

Reject OE Can?
Enter “Y” to reject cancellation requests from the Order Entry module. It is recommended that this prompt be set to “Y” to prevent cancellations. If set to “Y”, ITS sends the defined rejection message to OE. This message later appears in OE when an OE user tries to cancel an order in this category. The default message states that the request for cancellation is being evaluated by department. This message can be edited as needed. The text of this message is defined at the Reject OE Cancels Message prompt in this dictionary.
Reject OE Completion?
Enter “Y” to reject completion requests from OE for orders in this category. Generally this prompt is set to “Y”.
Category Dictionary - Page 2 (cont.)
Send Hosp Charges to B/AR?
If hospital charges for exams/procedures in this category should be sent to B/AR, enter “Y”. Otherwise, enter “N”. This field will almost always be set to “Y”.
Send Prof Charges to B/AR: 

To send Professional Charges/Fees to B/AR enter “Y”.  

Enter: Print Forms Default: 

To print forms after ordering any procedure in this category based on the module used to enter the order, enter one of the following responses: 

	I
	ITS

	O
	OE, POM

	B
	ITS, OE, POM

	N
	No Printing for this Category


Amend: Print Forms Default
If set to “Y” this field will cause the system to prompt the users to reprint the order forms. An entry of “N” will suppress the prompt to reprint forms.
One Order per Req#?
Enter “Y” to assign only one order to a given requisition number for this category. An entry of “N” will allow multiple orders to be assigned to one requisition.
Result Reqd for Signing?
Enter “Y” ff orders in this category should have a result code attached to them before the associated report is signed. Otherwise, enter “N”. If this prompt is set to “Y” and an order is associated to a report but does not yet have a result code associated, then the report will not appear in the provider’s sign queue.

Category Dictionary - Page 2 (cont.)
Hold Forms Printing
Define when the order output, such as requisitions and labels, will print for orders in this category as follows:  
· Svc Date: On the service date of the exam
· Check-In: At patient check-in 
· Blank: All output will print immediately upon filing into ITS
NOTE: If “Svc Date” is entered, requisitions automatically print at midnight on the actual service date. (If the service date is today, the system prints the requisition immediately.) If “Check-In” is entered, requisitions print when the patient checks in.
Print on T-1 at
To prevent printing order output (for example, requisitions and labels) at midnight of the service date, enter the desired time to print the order output on the day before the service date. For example, if the file room staff needs to prepare master jackets one day before patient arrival, print the paperwork before midnight of the service date. This prompt is only referenced if the above prompt has been set to Svc Date

Med Rec Form
Identify a form that will be saved to orders placed in this category when the system archives this procedure to Optical Disk or the Medical Archive Management (MAM) Module 

Category Dictionary - Page 3
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Print Text
To attach unique text to requisitions for orders from this category, enter up to 14 lines of free text. This text appears on standard formats and may be programmed to appear on custom formats. An example is, "Check Patient for Metal before performing MRI." 

Procedure Dictionary - Page 1
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Category
Identify the category that is associated with this exam. This field provides look up into the Category Dictionary. 

Number
Enter a code that uniquely identifies this procedure, using one of the following:  
· A whole number

· A number with a decimal

· A whole number followed by a dash and a letter of the alphabet.

When a CPT4 code is available for a procedure, the CPT4 code may be used in the number field. An alternative approach is to use the billing code assigned to the procedure.
Procedure Dictionary - Page 1 (cont.)
Order Screen (Default)

Identify a Customer-Defined Screen (CDS) that ITS displays in the Enter Orders Routine when a user orders this procedure. This prompt looks up into ITS PROC type screens defined in the MIS Customer-Defined Screen Dictionary. Different screens can be defined for facilities with more than one site.
Order Rule (Default)
Identify the ITS order rule that should be applied to orders containing this procedure. Order rules defined at both the procedure level and category level will be checked. This field provides a look up into the ITS Rule Dictionary (ORDER type rules).

Restrict to Site
Enter the sites for which users can place orders for this procedure. At the Procedure prompt in the Enter Orders Routine, a user can enter only procedures that have no sites listed at this prompt or procedures for which the sign-on site is listed at this prompt. For orders from the OE Module, if the ITS site associated with the order is not listed at this prompt for the order's procedures, the order is rejected and an error is logged in the OE Transaction Log. Similarly, if a user enters an order set and one of the procedures ordered is not valid for the user's sign-on site, that order does not appear in the list of orders expanded from the order set 

Duplicate Order Hours
Enter the minimum number of hours allowed between duplicate orders of this procedure for one patient. A warning message which indicates the previous order date and time alerts the user upon duplicate entry. The system does not prevent the user from entering a duplicate. It does, however, ask for clinical justification 

Turnaround Time Mins
Enter the number of minutes it typically takes to perform this procedure 

Save History?
When set to “Y” this field causes all orders for this procedure to be saved to the ‘Process History’ routine. Additionally, any procedures referenced during an exam history conversion should have the “Save History” prompt set to “Y”. It is recommended that this prompt be set to “Y”.
Procedure Dictionary - Page 1 (cont.)
Confidential?
To prevent users not granted access to confidential data from viewing this procedure, enter “Y”.
ITS Only?
This prompt is related to the prompt of the same name on Page one of the ITS Category Dictionary. To transmit this procedure Order Entry (OE), enter “N”. To prevent this procedure from begin transmitted to Order Entry (OE), enter “Y”.

NOTE: The ITS Only? prompt in the ITS Category Dictionary can also be used to prevent orders for a given procedure from being transmitted to Order Entry (OE). However, if the ITS Only? prompt in the Category Dictionary is set to “Y”, a response of “N” cannot be entered at the ITS Only? prompt in the Procedure Dictionary

MM Item #/MM Status
Disregard these fields as CHI does not use the Materials Management Module

Result Reqd to Sign?
Enter “Y” to require users to enter result codes before providers can sign reports that include this procedure. The value entered at this prompt overrides the value entered at the Result Required for Signing prompt in the Category Dictionary. If “N” is entered at this prompt or left blank, the system uses the value entered in the Category Dictionary. 

Ask Diagnosis
Identify if the diagnoses are required, optional or not required in the Enter Orders Routine.
· Y: require users to enter a diagnosis.
· O: allows but does not require users to enter a diagnosis.
· N: not require users to enter a diagnosis
NOTE: This prompt is typically set to “N”.

Procedure Dictionary - Page 1 (cont.)
Med Rec Form
Identify a form that will be saved with this procedure when the system archives to Optical Disk or the Medical Archive Management (MAM) Module 

Priority
Identify the default priority of this procedure at the time of order entry. The choices are: R (routine), U (urgent), and S (stat). 
Ask
Enter “Y” to allow users to enter the quantity of this procedure at order entry. Otherwise, enter “N”.
Default
Enter the default quantity of this procedure to be entered at order entry. This default appears in the Enter Orders routine and is generally set to one.
Limit
Enter a number that defines the maximum quantity of this procedure that can be ordered at one time.
Series Days Limit
For series orders, enter the maximum number of days this procedure can be ordered consecutively for one patient (i.e. can be ordered once a day for the next seven days).
Location
To define separate priorities for different locations, enter each location in this field. Once entered, identify the priority in the Dft Priority field next to the location. This field provides a look up into the MIS Location Dictionary.
Dft Priority
Next to each location entered at the Location prompt, enter the default priority of this procedure when ordered from that location. The choices are: R (routine), U (urgent) and S (stat). Orders from locations not specifically defined here will have the priority defined at the Priority Default prompt. For example, this field could be used to assign the priority of S to all orders placed in the Emergency Department.
Procedure Dictionary - Page 2
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This page of the Procedure Dictionary defines billing, form and label printing information.

Billing Hospital/Professional
Bill Proc #
Enter the billing code for this procedure's hospital or professional charges. This field provides a look up into the B/AR Procedure (Charges) Dictionary.

Procedure Dictionary - Page 2 (cont.)
Charge Editable
Enter “N” to prohibit users from editing the hospital or professional charges for this procedure, enter. To allow users to edit the hospital charge for this procedure, enter “Y”. If this prompt is left blank ITS does not bill for this procedure. In addition, the procedure is not used on the Uncharged Procedures Report.
NOTE: “N” is the typical response for most procedures. If “Y” is entered, users must manually enter charges when orders reach their bill-on status. Also, the entry at this prompt must match the response to the Charge Editable prompt for this procedure in the B/AR Procedure Dictionary. An example would be a PT brace. Braces may cost different amounts based on the vendor and this would allow the therapist to enter a charge amount that would appear on the patient bill.

Bill on Status
Enter the status at which hospital charges for the procedure should be billed and available for reporting. The choices are: “Logged”, “In Process”, “Taken” “Complete” and “Resulted”. To override this value for procedure placed from a specific site, enter the site at the “By Site” prompt and ”Y” at the Edit prompt.
Unit Price (Hospital)
Enter the unit price of the hospital/professional charge for this procedure. If the charge is a whole dollar amount, enter a number without including decimals. (The system automatically adds .00 to the entry.) If the amount is not a whole dollar amount, up to two decimals can be included.

If “Y” is entered at the Hospital Charge Editable prompt, the Time Charges Screen appears after a unit price is entered. Use this screen to allocate the hospital charges to the initial and additional time blocks of the timed procedure.

NOTE: To override this value for specific sites, enter the site at the “By Site” prompt and enter “Y” at the “Edit?” prompt on the same line.

Unit Value
To measure the workload of this procedure (for statistical data for various reports), enter the number of work units allocated to the individual performing this procedure. Use a whole number with a maximum of two decimal places. To override this value for orders of this procedure placed from a specific site, enter the site at the “By Site” prompt and enter “Y” at the “Edit?” prompt for that site 

Procedure Dictionary - Page 2 (cont.)
Performing Dr
For this procedure, select from the following: 
· R: Required for billing 
· N: Not required for billing 
· E: Provided by the Emergency Department 
If the Performing Dr prompt is left blank, the system assumes “N”. If the performing doctor is required (R), users enter this information in an MIS query designated in the system parameters as the performing doctor query or in the Record Performing Physician routines. This query appears on the Order Entry Screen. To override this value for orders of this procedure placed from a specific site, enter the site at the “By Site” prompt and enter “Y” at the Edit prompt for that site

CPT Code
Enter a CPT4 Code for this procedure if one exists.
Send to B/AR if no Proc#?
To send the transaction for this procedure to B/AR, even though this procedure does not have a billing code, enter “Y”. If the procedure is sent without a billing code, it will be displayed on the B/AR rejection list. Entering “N”, or leaving the prompt blank, will not send the transaction to B/AR and therefore not appear on the rejection list.
By Site
Enter the site desired to define one or more of the following items: 
· billing procedure number
· charge editable
· unit price (hospital and professional)
· bill-on status
· unit value
· performing doctor
With this feature, different values (based on site) can be defined for orders involving this procedure. This field provides a look up into the ITS Site Dictionary. 

Procedure Dictionary - Page 2 (cont.)
Printing

Format
Identify the formats that should print for this procedure. There are standard MEDITECH formats available in the lookup and include such things as requisitions, custom forms, worksheets and labels.
Mult Ord?
To print multiple orders on one of these custom formats, enter “Y”. Otherwise, enter “N”. Orders are grouped on the requisition/label only if they were entered together, and have identical priorities, categories, print formats, print destinations, service date and times, and responses to category queries. 

Destination
Identify a print destination for each of the specified formats for this procedure. To access the ITS Destination Set Dictionary use the lookup function. Besides printers, the following other "special cases" print destinations can be defined 

Order Printer Options
· HERE: The location of the PC where the order was placed
· PAT: The patient's temporary or permanent location if no temporary location is entered
· PATP: The patient’s permanent location, regardless of the entry of a temporary location.
· LOC: The patient's permanent location only.
# of Copies
Enter the number of copies of each order format that should print at the specified destination. Note that it is not possible to specify multiple copies for the log, logr or radm formats. 

Edit Text? or Any Text
To enter or edit additional text to print on the order form, enter “Y”. Otherwise enter “N”. If text already exists for a format, a “Y” appears in the Any Text or Any Text field. Note that text cannot be added to the log or logr formats. 
Procedure Dictionary - Page 2 (cont.)

Print For
To print this format after ordering the procedure based on the module used to enter the order, enter one of the following responses:

	I
	ITS

	O
	OE, POM

	B
	ITS, OE, POM

	N
	Prevents from automatically printing after an order is filed


Print Rule
Identify an output rule to be applied to the order format. This field provides a look up into Output type rules in the ITS Rule Dictionary.
Hold Forms
Order output can be printed as follows:

· Svc Date: On the service date of the exam
· Check-In: At patient check-in
· Immediate: Immediately
NOTE: If this prompt is left blank, the system uses the value entered in the Category Dictionary. If a value is not defined in the Category Dictionary, the order prints immediately

Procedure Dictionary - Page 3
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Tech Work Units
For all prompts, use a positive number without any percent signs or decimal points. Total does not need to equal 100%. Any field without a number results in an allocation of zero (0).

In the first line, enter the percentage of work that to be allocated to Tech 1 in situations where one tech performs the entire exam. In subsequent lines, the percentage of work can be divided between two or three technicians.
Exam % and Procedure Time %

(All prompts): Complete as per Tech Work Units.
Procedure Dictionary - Page 4
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View Class, View and View Qty
These prompts refer to films. Most CHI facilities use PACS so these fields are not applicable.

Restrict to Room (Default)
Identify the rooms to which this exam is restricted. If the procedure can be done in any room, make no entry. This field looks up into the ITS Room Dictionary.

Subjacket Sort (Default), Locator Code (Default), Locator Sign-in Sts (Default) and Library Path
Lookups in each of these fields define defaults for how records of this procedure are handled.

Radiation Dose (mrads)
Enter the typical radiation dose for this exam in millirads.

Procedure Dictionary - Page 4 (cont.)
Default Room (Default)
Identify the room where this exam is commonly performed. This appears at the default value in the Exam Room field in the Record Procedure Routine. This field looks up into the ITS Room Dictionary.

Tech Screen (Default)
Identify the Customer-Defined screen (CDS) that should appear when the technologist records exam data in the Record Procedure Routine. This field looks up into the ITS TECH type screens defined in the MIS CDS Dictionary

Ask Quest (Default)
For this procedure, if the questionnaire associated with the order category should appear in the Record Procedure Routine, enter “Y”. Otherwise, enter “N”. 

Ent Pic

To enter the order picture defined for this procedure when going into the Record Procedure routine, enter “Y”. After the questionnaire is filed (if associated), the Edit Order Picture screen appears. This screen can be used to edit the order picture. If editing the order picture in Record Procedure is not desired, enter “N”.

Ent Fnd/Ent Outcm (Default): 

To allow users to enter findings/outcomes in the Enter/Edit Findings/Exam Routine enter “Y”. Otherwise, enter “N”. 

Edit Site Loc Data: 

To define site-specific locator data for this procedure (locator code, locator sign-in status, subjacket sort and library path), enter “Y” at this prompt.

File Materials w/Order: 

To allow the system to add the procedure's materials to an order when the order is filed into ITS, enter “Y”. Enter “N” to allow the system to add the materials when a user completes the Record Procedure routine

Procedure Dictionary - Page 4 (cont.)
The following are used only if linking lab results and orders to ITS orders and results.
Order LIS View Group
Identify the LIS Test View Group that should appear for this procedure when using the Enter Orders Routine.

Record LIS View Group
Identify the LIS Test View Group that should appear for this procedure when using the Record Procedure Function.
Link from LAB Test
Define the LAB tests to which this procedure can be linked. If this link is created, the users in LAB will have the ability to link an ITS order to a LAB procedure and capture an outcome code, which will update ITS.

Link from MIC Proc
Define the Microbiology procedure to which this procedure can be linked. If this link is created, the users in LAB will have the ability to link an ITS order to a MIC procedure and capture an outcome code, which will update ITS.

Order Set Dictionary
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Users can utilize order sets to save time and avoid confusion about which tests to order in certain situations. Order sets can include procedures from one or more categories, but only categories from a single Department. Thus an order set could include orders from the RAD and US categories but not from the PT category. The default priority, quantity, date and time can be defined for each procedure in the order set. These default values appear in order sets identified in the Enter Orders Routine.
Category
Identify the categories of procedures in this order set. The categories entered must be associated with the same department (as defined in the Category Dictionary).

Order Set Dictionary (cont.)
Procedure
Identify the procedures within the specified categories.

Pri
Enter the default priority of this procedure when entered as part of this order set: R :(Routine), U (Urgent) or S (Stat).

Date
Enter the date on which this procedure should be performed based on the day the order set is used for ordering, using the T convention (for example, T+1 for the day after the order set is initialized).

Time 

Enter the time this procedure should be performed on the specified date.

Recipient Dictionary
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The recipient dictionary is used to identify recipients for films (records) and reports within ITS that have not been identified in the MIS Provider dictionary. Examples might be non-staff physicians or other individuals or outside Health Care Organizations.

Provider
If this recipient is also a health care provider, enter “Y”. Otherwise, enter “N”. If “Y” is entered, the prompts in the Copies to section at the bottom of the screen can be accessed and the default recipient doctors for copies of reports, questionnaires and letters can be edited.

In-House?
If the recipient is a person or location inside the organization, enter “Y”. Otherwise enter “N”.

Recipient Dictionary (cont.)
Days on Loan?
Enter the number of days the recipient can keep films borrowed from the record library. The value entered at this prompt will appear as the default response at the Days on Loan prompts in the following Record Locator routines:
· Sign-Out and Reserve Records 

· Sign-Out for One Recipient 
NOTE: If no value is entered at this prompt, the value entered at the Default Days on Loan prompt in the Customer-Defined Parameters Dictionary appears as the default response in the Record Locator routines.

Enter addresses, phone numbers and e-mail addresses as appropriate.

Copies To
For each type of provider, indicate if they should receive copies of patient reports, patient questionnaires or patient letters

NOTE: Copies to can be assigned in several different dictionaries. The most common place to assign copies to is in the Report Dictionary
Customer Defined Parameters - Page 1
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Dft Access Group
Identify the default access group for users not assigned to an access group in the Access Dictionary. This field provides a look up into the ITS Access Dictionary.

Dft Patient Loc
Identify the default patient location (for example, waiting area or room) to be used in the Record Procedure routine if not defined elsewhere. This field provides a look up into the ITS Room Dictionary.

Dft Record Library
Identify the default film library. This default will be considered the records’ permanent library unless defined elsewhere in the system. This field provides a look up into the ITS Library/Record Location Dictionary.

Customer Defined Parameters (cont.)
Dft Subjacket Sort
Identify the default order in which subjackets should be sorted. The subjackets can be sorted by CATEGORY, ACCT # or REQ #. To place orders directly into the master jacket without sorting, enter “NONE”.

Outguide
Identify the default outguide label format. This field provides a look up into the outguide formats defined in the ITS Label/Letter/Outguide Dictionary.

Patient Screen Rule Query
Identify the rule query that should appear on the customer queries page of the Enter/Edit or View Patient Data Routine. This prompt allows patient rules associated with the patient's location to be established. Only rule queries that are attached to the patient's location can be viewed. This field provides a look up into the MIS Query Dictionary.

Procedure Dictionary Screen
Identify the customer-defined screen (CDS) that should appear in the Procedure Dictionary. For example, this screen can be used for collecting CPT codes or any additional information at the dictionary level. This field provides a look up into the ITS DICT type screens defined in the MIS Customer-Defined Screen Dictionary. 

Default GL Corporation
Identify a default GL corporation that is associated with sites for which no GL corporation is defined in the ITS Site Dictionary. This field provides a look up into the GL corporations defined in the system (identified in the MIS GL Component and Summary Value Dictionary).

Customer Defined Parameters (cont.)
Default Days on Loan
Enter the number of days recipients can keep films borrowed from the record library assigned to users in this access group. The value entered appears as the default response at the Days on Loan prompts in the following Record Locator routines:

· Sign-Out and Reserve Records

· Sign-Out for One Recipient
NOTE: If no value is entered at this prompt, the value entered at the Days on Loan prompt in the Recipient Dictionary appears as the default response in the Record Locator routines.
Calc Total Radiation Does From: T-
Enter the time period (in number of days prior to the current date, T) over which the system should calculate total patient radiation dosage. For example, T-365 indicates that the system should calculate total dosage from 365 days prior to the current date through the current date

Patient Ok Anyway Dfts
Pre-registered/Reg before today/Discharged: When a pre-registered patient, a patient registered before today (outpatients only) or discharged patients are selected, a confirmation screen appears to inform the user of this. The screen presents the user with a warning message that will prompt the user to indicate whether the correct account number was chosen. To set the default response to Yes on the confirmation screen, enter “Y” or make no entry. To set the default response on the confirmation screen to No enter “N”.
NOTE: The confirmation screen can appear anywhere a patient is identified. 
Dft Transcription Group
Enter a default transcription group for the system to use in calculating pay and compiling statistics for transcriptionists who:

· have not been assigned to a transcription group in the Transcription Group Dictionary; or
· whose sign-on site has no default transcription group defined in the Site Dictionary

Customer Defined Parameters (cont.)
Image 'Taken' Status
Identify the image status at which the order status should be changed to “TAKEN”.

	To change order status to TAKEN after
	Enter

	The image vendor associates the image with an order
	Registered

	The technician verifies he or she has received the image
	Verified

	The radiologist reviews and approves the image
	Reported


Image Viewable Status
Identify the status at which the image is available in PCI.

	To transmit the image to PCI after
	Enter

	The image vendor associates the image with an order
	Registered

	The technician verifies he or she has received the image
	Verified

	The radiologist reviews the image and enters it as part of the diagnosis
	Reported


ESign Send Message Button?

If the send message button should be made available on the MEDITECH Word Processor Toolbar during the electronic signature process, enter “Y”. Otherwise enter “N”. 

Customer Defined Parameters (cont.)
Process Screen Format?
Enter TABLE. for table format, STANDARD for standard format. Standard format is the most common

Patient Tracking Sort/Select Defaults

Sort
Enter the criteria by which the system will sort orders on the Patient Tracking Monitor screen.
Restrict To
Ord Status
This prompt can be used to restrict the Patient Tracking Monitor to specific order statuses. To view all orders of all statuses, leave this field blank.

	To view orders
	Enter this status

	The technologist entered but has not yet performed
	Logged

	Are being performed in ancillary departments only, such as PT or OT
	In Process

	The technologist performed
	Taken

	The technologist performed, and a provider dictated a draft report
	Completed

	The technologist performed and a provider approved and signed the draft report
	Resulted


Pt Status
Identify the patient statuses to be included on the Patient Tracking Monitor screen on the specified day. To include all patient statuses, leave this field blank. The statuses listed below are patient statuses used within ITS only and do not reference the patient’s ADM status.

Customer Defined Parameters (cont.)
	To include orders
	Enter

	Who are scheduled but have not yet arrived in the department
	Scheduled

	Who have arrived in the department but are in waiting room/area
	Waiting

	In examination rooms
	In Room

	Whose examinations or procedures have begun
	Started

	Whose examinations or procedures have ended but are still in the department
	Ended

	Whose examinations or procedures have ended have left the department
	Departed


Location
Identify the locations to which the Patient Tracking Monitor should be restricted. To include all locations, leave this field blank. This field looks up into the ITS Room Dictionary.
ADM Sts
Identify the patient statuses that the Patient Tracking Monitor should be restricted to. To include all patient statuses, leave this field blank.
Scheduled Color
Identify the color that an order will appear on the Patient Tracking Monitor screen when the patient is scheduled for an exam/procedure, but has not yet arrived in the department.
In Room Color
Identify the color an order will appear on the Patient Tracking Monitor screen when the patient has entered the examination room, but the exam/procedure has not yet begun.

Customer Defined Parameters (cont.)
In Room Show Mins?

To show (at the Mins prompt on the Patient Tracking Monitor screen) the time the patient has been in the examination room waiting for the exam/procedure to begin, enter “Y”. Otherwise, enter “N”. 
NOTE: If “Y” is entered, the time appears only during the interval that the patient is in the room, but the exam has not yet begun 

Departed Color
Identify the color that an order should appear on the Patient Tracking Monitor screen when the patient has left the department

Waiting > = Mins
In addition to the colors defined to appear on the Patient Tracking Monitor screen to track patient movement through the department, unique colors can be specified to indicate that the patient has been waiting various lengths of time in the waiting area. For each length of a waiting period, enter the number of minutes in this field and the color desired to represent that period in the Color field next to it.
Color
Identify the color for an order to appear on the Patient Tracking Monitor screen when the time the patient is waiting falls within the defined waiting period.

Show Mins?
To show (at the Mins prompt on the Patient Tracking Monitor Screen) the time the patient has been waiting for this period, enter “Y”. Otherwise, enter “N”.
NOTE: If “Y” is entered, the time appears only during the interval when the patient is waiting and the waiting time falls within this waiting period.

Scrn Recompile Secs
Enter the time (in seconds) after which the system should update Patient Tracking information displayed on the screen. For example, 60 should update the screen every 60 seconds.
NOTE: If this time passes and the user has not performed a process function, the information is updated automatically.

Customer Defined Parameters - Page 2
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Mailing Labels and Other Labels

Locator Mailing Label, Patient Mailing Label, Provider Mailing Label, Reminder Mailing Label, Outside Source Mailing Label, Master Jacket Other Label, Subjacket Other Label, Order Other Label, Outside Record Other Label, and Demographic Other Label.

Identify the label to be used for the desired label output. These fields provide a look up into the ITS Label/Letter/Outguide Dictionary.

Fargo Syntax Custom Fmts
If Fargo print language has been used to create a label format for a Fargo printer, via the NPR custom report writer, enter the label format 

Customer Defined Parameters - Page 2

Copies To

These fields control the copies of Report, Questionnaires and Letters. This can be controlled several other places. The most commonly used place to specify “Copies To” is in the report dictionary. If “Copies To” has not been specified in any other dictionary, the system will look to this dictionary.
Import Dictionary
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Use this dictionary to define values and paths for reports that are imported from outside health care organizations. Default values can be defined for the specific departments, report formats, and sites that ITS uses in imported reports. Paths to the following folders can also be defined: 

· Import 

· Processing 

· Errors 
In addition, the following can be defined for imported reports: 

· whether users are required to enter account numbers, unit numbers or both before the system files the imported reports;
· the number of days ITS retains imported files in the process folder before purging 
Import Dictionary (cont.)
· whether ITS converts tags in the imported report to uppercase before comparing the information with what is available in ITS; and
· the site used for the report, which can be defined based on the patient's facility.
If an imported report includes tags that are different from the default values, the value for the report tag overrides the default value that has been defined in the Import Dictionary. For example, if a report includes the tag <DE-Dept: HIM>, and the default value defined in the Import Dictionary department is RAD, the report will be filed in the HIM department.

MEditor Text Document
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The MEDITECH text editor is a limited function text editor which uses non-proportional Times New Roman font only and has limited (or no) text editing (bold, underline) capability. The MEDITECH Word Processor (MEditor) is a more functional text editor which uses proportional space fonts and supports a variety of text editing functions (bold, underline, bullets, etc.)

Type

Headers (also includes footers), Letters or Other

MEditor Text Document (cont.)
Headers

HEADERS for reports for reports can be defined here. HEADERS include MEditor text that can be used for specific sections of a document, including headers, such as the name and address of the health care organization, and footers, such as addenda. To define the text for each section to be included in the HEADER, use the MEDITECH Word Processor. The Header/Footer prompts in the MEditor Text Document Dictionary can be used to enter and edit the following HEADER sections:

The Letter/Other prompt in the MEditor Text Document Dictionary can be used to define the body text of letters and reports. LETTER sections include MEditor text that is used to define letters. OTHER sections include MEditor text that is used to define the Text type sections of reports. To define the text to be included in LETTER or OTHER type sections, use the MEDITECH Word Processor.

	Report Section
	Type of Editor

	PAGE HEADER
	MEDITECH text editor

	PAGE2 HEADER
	MEDITECH text editor

	PATIENT HEADER
	MEDITECH Word Processor

	SECTION HEADER
	MEDITECH Word Processor

	SIGNATURE
	MEDITECH Word Processor

	ADDENDUM HEADER
	MEDITECH Word Processor

	ADDEN SIGNATURE
	MEDITECH Word Processor

	PAGE FOOTER
	MEDITECH text editor


To edit the text of one of these headers or footers, enter “Y” in the Edit? field next to it. After “Y” is entered, an editor appears.

MEDITECH Text Editor Example
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MEDITECH Word Processor Example
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Text Editor Sample
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The circled function on the toolbar is the divide key. This function must be used to format any text editor fields. Without using the divide function, fields that look correct in the dictionary may have randomly occurring print errors on documents.
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Cursor starts on left side of screen
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Divide function places cursor in center of screen
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Type in the title of the data that will be pulled into the report. This title is free text and should be something that clearly identifies the data on the report.
Text Editor Sample (cont.)
[image: image48.png]=10
v
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Select [ 2|2
Mnemonic Len Description (2]
+ o
1 pt lang 18 Patient’s language A
2 pt last hosp 30 Patient’s last hospital *
3 pt last hosp dates 48 Patient’s last hospital and dates
4 pt last hosp fron 8 Patient’s last hospital fron date 8
5 pt last hosp thru 8 Patient’s last hospital thru date
6 pt last nane 30 Patient’s last nane &
7 pt last tetanus 25 Patient’s last tetanus -
8 pt location 18 Patient’s location
S pt los 3 Discharged patient’s length of stay t
10 pt los sf 4 Patient’s length-of-stay so far 4
11 pt non nane 20 Patient’s nother’s nane o~
12 pt s 10 Patient’s narital status =
13 pt nane 30 Patient’s nane s
14 pt nane out 30 Patient’s name out
15 pt nok 30 Patient’s next of kin
16 pt nok addrl 30 Patient’s next of kin street address - 1
17 pt nok addr2 30 Patient’s next of kin street address - 1
18 pt nok city 20 Patient’s next of kin city
19 pt nok csz 34 Patient’s nok’s city state, zip
20 pt nok hone ph 18 Patient’s next of kin hone phone |
+





Use the “Get Key”: <F4>, then type in f, space bar, F9 to pull up the list of fields shown above. These are fields that will pull data regarding the patient, physician, location, date and other information into the report header or footer.

Type in the number of the desired data source and the field will populate the editor, as indicated below.
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Text Editor Sample (cont.)
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Click on the divide button again and the patient name moves further to the left.
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Type in the next field title and select another field from the look up. The divide key will move the fields over. Continue to add fields. This requires experimenting until the report is formatted as desired.

Report Dictionary - Page 1
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Statuses
	Pending
	Entered, but not complete

	Draft
	Complete, but not yet signed by the provider

	Signed
	: Complete, and signed by the provider


Final Status
Enter the status at which this report is considered final: Draft or Signed.

Billing Status
Enter the report status at which patients can be billed for professional fees. 

Report Dictionary - Page 1 (cont.)
If the user changes the report status, ITS adjusts the charge for the professional fee. If the user changes the status to the billing status defined at this prompt or a later status, ITS submits a charge for the professional fees. If the user changes the status to one earlier than the billing status, ITS adjusts the charge for the professional fee.
NOTE: If Draft is entered at the Final Status prompt, only Pending or Draft can be entered at this prompt.

View Status
Enter the status (Draft or Signed) at which users can view the report in PCI. 

NOTE: If Draft was entered at the Final Status prompt, only Draft can be entered at this prompt.

Default Status
Enter the report status that should appear as the default response at the Status prompt in the Enter/Edit Reports routine. Enter one of the following report statuses.

	Pending
	Entered, but not complete

	Draft
	Complete, but not yet signed by the provider

	Signed
	Complete and signed by all providers


If no value is entered at this prompt, ITS uses Pending as the default status.

NOTE: If Draft is entered at the Final Status prompt, only Pending or Draft can be entered at this prompt.

Report Dictionary - Page 1 (cont.)
Confidential?
To prevent users without access to confidential data (in the MIS User Dictionary) from viewing or printing this report, enter “Y”. Otherwise enter “N”. 

Med Rec Form
Identify the form to be associated with this report type when the system archives this exam to Optical Disk or the Medical Archive Management (MAM) Module. This information is also used when setting up incomplete record reasons for the MRI application.

NOTE: MEDITECH recommends a Medical Record Form be associated with the exam type if the hospital will use Medical Archive Management (MAM) to ensure exams associated with the exam type appear together in Patient Care Inquiry (PCI) Module. This association also allows for future references to archived date in MAM.
EMR Report ID
Enter a name by which this entry is identified. This field is applicable to the Clinical Review application and is not part of the standard installation.
EMR No Proc Name
Enter the display name for the report. The system will use this name to display the report when the following criteria are met.

· The EMR ID is defined in the Report dictionary.
· The report does not have a procedure associated or the procedure associated does not have an EMR ID defined in the Procedure dictionary.
This field is applicable to the Clinical Review application and is not part of the standard installation.

Available for Physician Documentation?
Enter “N” or leave blank. If this report is to be used with the Physician Documentation Tool enter “Y”. Physician Documentation is not part of the standard installation.
Require Dictated By at Draft
To file a report in DRAFT status, determine whether users must first enter a provider name.

Report Dictionary - Page 1 (cont.)
If users are required to enter a procedure name to file a report in DRAFT status, enter “Y”. If users are not required to enter a provider name to file a report in DRAFT status, enter “N”. 

NOTE: A dictating provider is required for reports at SIGNED status.

Required Dictated Date/Time
To require users who enter a dictating doctor to also supply the dictating date and time, enter “Y”.

Report Dictionary - Page 2
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Copies To

Status
Identify the report statuses at which ITS prints copies for recipients.

	DRAFT
	Draft

	SIGNED
	Signed

	BOTH
	Draft and Signed


NOTE: ITS treats reports with ISIGNED or ADDENDUM statuses as SIGNED reports.

Report Dictionary - Page 2 (cont.)
Edit?
Entering “Y” at this prompt will bring up another box used to define the Copies to information for this report status. 
See Report copies to and printers section for further information

Final: Auto Print

To automatically queue reports that reach final status (DRAFT or SIGNED) for printing all copies now or at a later time, enter “Y”. To prevent the automatic printing of reports when reports reach their final status, enter “N”. To print a report that is edited it in its final status, it must manually send it to the printer. 

Draft: Auto Print On
Identify the printer or destination set that the ITS Module automatically uses to print reports that reach DRAFT status. The system produces only a single copy of an auto-printed report. If specific Draft copies have been defined above, use CC to look to these copies.

To identify a destination set, enter / followed by the destination set mnemonic. For example, to identify the "ICUPRINTER" destination set, enter /ICUPRINTER. 

NOTE: If the Final Status field (in the Report Dictionary) for a report is set to DRAFT, the printer defined at the Draft: Auto-print On prompt is not used.

Additional Copies To
Identify additional recipients of this report as follows:

· MIS Provider Dictionary " p <Space> F9 "

· ITS Recipient Dictionary " r <Space> F9 "

· Insurance Company " i <Space> F9 "

Free text can also be used to enter the name of new recipients not defined in these dictionaries. After the name of a new recipient is entered, the Enter/Edit Additional Copy screen appears. This screen allows entry of the address for the free-text recipient. The recipients entered on the Enter/Edit Additional Copy screen are not saved in the Recipient Dictionary. In addition, clicking on this prompt will bring up the View Additional Copy screen.
Report Copies to and Printers
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Default Print On
Enter the default printer that the ITS Module uses to print this report copy.
Edit Pt Type?
To define separate devices to print or fax this report copy for specific patient types, enter “Y”. Otherwise, enter “N”.

If existing default devices are defined for specific patient types, checkmarks appear in the Pt Type fields on the right of the screen.

If “Y” is entered at this prompt, the cursor moves to the Enter/Edit Patient Type Printers section of the screen. After the print and fax devices have been identified for specific patient types, the cursor returns to the next Copies To prompt.
Report Dictionary - Page 3
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Description
Enter a description for each report section, using free text. Examples include Medical History, Medications and Prognosis.
Report Dictionary - Page 3 (cont.)
Type
Identify the type of report section to include in this report: Available sections include:
	Text
	ITS Rich Text Document Dictionary

	Screen
	MIS Customer-Defined Screen

	Impr
	Impression (free text)

	Find
	Finding Dictionary

	Form
	Form Dictionary

	Image
	Order Picture


Req
If this section must appear on the report, enter “Y”. Otherwise, enter “N”.
NOTE: This prompt only applies to the following report sections:

· Screen

· Text

On Drft
To allow this report section to appear on reports with DRAFT status, enter “Y”. To prevent this section from appearing on reports with DRAFT status, enter “N”. This prompt allows the printing of report sections at DRAFT status to be suppressed. 
NOTE: If the Final Status prompt = DRAFT and the On Final prompt = N while On Drft = Y, the section does not print. That is, where a conflict exists, the value at the On Final prompt takes precedence over the value at the On Draft prompt.

Sections marked “N” or blank at the On Drft and On Final prompts print only on reports with a PENDING status. 

Report Dictionary - Page 3 (cont.)
On Fnl
If this report section should appear on the final copy (that is, the report is in FINAL status), enter “Y”. Otherwise, enter “N”.
NOTE: If the Final Status prompt = DRAFT and the On Final prompt = N while O Drft = Y, the section does not print. Where a conflict exists, the value at the On Final prompt takes precedence over the value at the On Draft prompt.

Sections marked “N” (or blank) at the On Drft and On Final prompts print only on reports with a PENDING status. 

New Page
If this report section should begin on a new page, enter “Y”. Otherwise, enter “N”. 

Blk Lines
Enter the number of blank lines to appear after this report section.
Add/Ed
For each SIGNED, ISIGNED or ADDENDUM status report section, define whether users can edit existing information or add new information: 

	A
	Add to this section (the new information appears as an addendum)

	E
	Edit this section, overwriting existing information

	N
	Neither add to nor edit this section


NOTE: This prompt appears only if the Default Text or Department Text parameter is set to “Y” in the ITS toolbox parameters.

Quick Edit Section #
Enter the number of the report section that will appear in the quick edit mode in PCI Sign Routine and when a user enters a direct report by pressing the <right arrow> key in the Enter/Edit Reports Routine. 

Header/Footer Doc
Identify the MEditor Text document to use be used for headers and footers. This field looks up into the MEditor Text Document Dictionary.
Report Dictionary - Page 3 (cont.)
Display Section Description

To allow the descriptions of sections (as entered at the Description prompt) to appear on this report, enter “Y”. Otherwise, enter “N”. 

Screens/Formats

Label Attribute/Response Attribute
To change prompts/queries in Screen and Form report sections using MEditor Text documents to appear in one of the following font styles, enter that font style: B (bold), I (italics) or U (underlined).
Report Dictionary - Page 4
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Margins
Define the margins for the document
FAX Type
To indicate the source of a faxed report, enter a FAX type. This prompt relates to MIS Spooling/Faxing and is not generally used with CHI ITS Installations. Faxing from ITS is managed by another produce called Forward Advantage.
Signature Picture Align
To define how signatures justify on this report, select one of the following from the Lookup:  L (Left), R (Right) or C (Center)
Report Dictionary - Page 4 (cont.)
Labels
To print labels on the report copies enter “Y”. Otherwise, enter “N”. The text of the label must be specified beside each copy. For example, the words "DEPARTMENT’S COPY" can be printed on the department's copy.

Result Dictionary
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Positive?
If the result is positive (e.g. abnormal mammogram), enter “Y”. If the result is not positive (e.g. normal mammogram), enter “N”. If the field is blank, the system will not allow patient or provider letters to be identified at the next two prompts. Letters can be specified only for results that are defined as positive or negative.

Result Dictionary (cont.)
Identify the clinical notification that should be assigned to this result code. When using the Enter/Edit Exam Codes Routine to associate this result code with an order, the following information appears on the MIS Process Clinical Notification screen:
	In this Field
	This Appears

	Clinical Notification
	Description of the clinical notification, as defined

	Description
	In the MIS Clinical Notifications Dictionary

	Details
	Order category and the name of the result


Patient Letter/Provider Letter
Identify the result letter that should be sent to the patient or the provider. This field looks up into the Label/Letter/Outguide Dictionary.

Quick Reporting MTDD Text
Identify the MEditor Text (MEDITECH Word Processor) document that contains the results of the patient's exam that should be included in a quick report. This field looks up into the ITS MEditor Document Dictionary. 

Default Follow-Up
Identify the default follow-up that will be used when this result is added to an exam.
Use Only for Quick Reporting?
If this result code should be used only for Quick Reports, enter “Y”. 

NOTE: If “Y” is entered this result (exam) code cannot be entered in the Enter/Edit Exam Codes Routine.

Quick and Direct Report Dictionary
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Category
Identify a category containing orders to associate a quick (normal) report to. This field looks up into the ITS Category Dictionary. 
From Proc # Thru Proc #
Enter the range of procedure numbers to assign to the quick Report. 

NOTE: After a category is identified, .DFT appears as the default value at both the From and Thru Proc prompts. If .DFT appears, the system includes all the procedures in the category in the quick and direct Report. To identify only specific procedures, delete .DFT and enter a specific range of procedure numbers. 

Quick and Direct Report Dictionary (cont.)
Default Result
Identify the result code to appear for all patients (that is, male and female patients) as the default value for procedures in this category when using quick reports. Only results that have been designated for quick reporting in the Result Dictionary are available in the lookup.

Male/Female Result
If a different result code should be used for male or female patients, identify the result code that will appear as the default value for male or female patients for this procedure in the quick report.

Report
Identify the mnemonic of the report template that will be used for the quick report. 

Section
Identify the section of the report template (page three of the Report Dictionary) that the text should populate for the quick report. 

Quick and Direct Report Users

User
Identify the users who will be assigned access to the Quick and Direct Report. If the user is identified as a provider in the MIS use dictionary ("This user is a provider:" prompt) the provider mnemonic will default into the PROVIDER prompt. 

NOTE: Users can only be in one Quick and Direct Report Access.

Edit
Identify the edit mode for the user. The following choices are available: 

	· Full: This will prompt the user to the Enter Report Routine.

	· Quick: This will prompt the user to the Quick Edit screen defined on page three of the Report Dictionary. (Quick Edit Section#? Prompt)

	NOTE: Both Quick/Full edit modes will give the users the following flags upon filing the quick and direct Report: FILE/CANCEL.


Quick and Direct Report Dictionary (cont.)
Print?
To allow the print dialogue box to appear after a quick and direct report is filed, enter “Y”. Otherwise, “N” appears as the default value.

Direct Reporting Defaults

Dpt
Identify the department to assign a default direct report type. This field looks up into the ITS Department Dictionary. 

Report Type
Identify a default value for the report type to be used for ITS direct reports. The default report type identified is based on the user's sign on department. Only report types that have a quick edit section number defined in the Report Dictionary can be selected.

NOTE: No response required for users that do not need to have a default report type for the Direct Reporting Routine (for example, users who dictate multiple types of reports within one department).

Label/Letter/Outguide Dictionary
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Type

Select the format being defined. Available options are “Label”, “Letter” or “Outguide”.

FARGO Format
Enter the format (with an "RAD.ORD.zcus" or "MIS.ORD.zcus" prefix) that should be used if defining custom labels for use with a Fargo printer. This format is designated in the NPR Report Writer (RW).

Letter Type

If a letter is being defined, select the type of letter. “Follow-up”, “Outcome”, “Result” or “Reminder” letters can be defined in this dictionary

MEditor Text Doc
Enter the name of the letter document.

Label/Letter/Outguide Dictionary (cont.)
Reminder: Days Overdue

Reminder letters are generated when associated films are this number of days overdue. Enter the number of days for this reminder letter.

Signature Picture Align

To define where signatures are positioned on this letter, select either left (L), right (R) or centered (C) from the lookup.

Follow-Up Dictionary
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Follow Up Date- # of Weeks

Enter the number of weeks after the exam date that the follow up should occur. The follow-up date created appears on the Follow-up List and Medical Record Follow-up List. In addition, the date determines when the patient or order appears in the Process Follow-ups Routine.
Generate Letter # of Weeks After Exam
Enter the number of weeks after the exam service date that the system should generate the letter to print. If zero is entered at this prompt, a letter will print immediately after the report is signed.
Patient Letter/Provider Letter
Identify the letter that will be sent to the patient or provider. The letter is built in the MEditor Document Dictionary and then attached in the Label/Letter/Outguide Dictionary. At this lookup only “FOLLOW UP” type letters will be available.

Follow-Up Dictionary (cont.)
Follow-Up Resolved By
These prompts are used to automatically attach a follow-up conclusion for a previous order once the patient has another order placed for the same category and procedure. This will resolve the previous follow-up in the Process Follow-ups Routine.

Category
Identify the category of the procedure that auto-resolves this follow-up code. This field looks up into the ITS Category Dictionary.

Procedure
Identify the procedure that auto-resolves this follow-up code. This field looks up into the ITS Procedure Dictionary.

F/U Concl
Identify the follow-up conclusion that should appear for follow ups automatically resolved by this procedure. This field looks up into the Follow-Up Conclusion Dictionary.

Follow-Up Conclusion Dictionary
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Use this dictionary to define follow-up conclusions. For example, if a follow-up code of BIO (biopsy) is assigned to an exam, but the patient refuses the biopsy, a follow-up conclusion of PTREF (patient refused) can be defined

Outcome Dictionary
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Positive?
If the result is positive (e.g. abnormal mammogram), enter “Y”. If the result is not positive (e.g. normal mammogram), enter “N”. If the final outcome is unknown, enter “U”.

Clinical Notification
Identify the clinical notification that should be assigned to this outcome code. When using the Enter/Edit Exam Codes Routine to associate this outcome code with an order, the following information appears on the MIS Process Clinical Notification screen.
Outcome Dictionary (cont.)
	In this Field
	This Appears

	Clinical Notification
	Description of the clinical notification, as defined

	Description
	In the MIS Clinical Notifications Dictionary

	Details
	Order category and the name of the result


ACR Code
Identify the ACR codes associated with this outcome and these codes will default in upon the input of the outcome code. This field looks up into the ITS Anatomy and Pathology Dictionaries.
Patient Letter/Provider Letter
Identify the letter that should be sent to patients/providers. The letter is built in the MEditor Document Dictionary and then attached in the Label/Letter/Outguide Dictionary. At this lookup, only letters that are built as an OUTCOME type letter will be available.

Anatomy Dictionary
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Use this dictionary to store standard anatomy codes loaded from a disc. ITS users select one of these codes to describe the anatomical site examined.
Anatomy codes are linked with pathology codes, defined in the Pathology Dictionary, to form ACR Codes. An ACR code is made of an anatomy code and a pathology code, separated by a period. For example, 11.1 represents the anatomy Skull and Contents, Calvaria and Scalp, with the pathology Normal, Technique and Anomaly.

Comment
Add any additional comments associated with this anatomy code, using free text.
NOTE: ACR codes are not usually built for Mammography
Pathology Dictionary
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Use this dictionary to store standard pathology codes loaded from tape. ITS users select from these codes to describe the diagnostic result of an exam.

An ACR code is made of an anatomy code and a pathology code, separated by a period. For example, 11.1 represents the anatomy Skull and Contents, Calvaria and Scalp, with the pathology Normal, Technique and Anomaly.

Comment
Add any additional comments associated with this anatomy code, using free text.

NOTE: ACR codes are not usually built for Mammography.
Workload Category
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Use this dictionary to define workload categories. A workload category may be a type of procedure (for example mammograms) or a group of ancillary functions such as transporting patients. Define one or more workload functions for each workload category. For example, the mammogram workload category may include bilateral and left or right workload functions.

This dictionary may also be used to indicate whether workload for the category is defined in the Procedure Dictionary or for specific workload functions in the Workload Function Dictionary. A unique sort print number must be assigned to each workload category. ITS uses sort numbers to sort workload statistics and to list entries in the Workload Category Dictionary.
Workload Category (cont.)
Use Procedure's Work Units?

To define workload units for the workload functions in this category in the Procedure Dictionary, enter “Y”. This defines the category as involving tech workload.

To define the workload units for the functions in this category in the Workload Function Dictionary, enter “N”. This defines the category as non-tech workload.

Sort #

Enter a unique sort number of up to 6 digits for workload category. Decimal numbers may be used. Sort numbers are used in sorting workload statistics. To assign the next available number enter “N”.

Sort numbers may also be used in listing entries in the Workload Category Dictionary. The List Workload Category Dictionary Routine allows listing by mnemonic or sort number.

New Page?

To insert a page break in the report whenever this workload function or workload category appears in the Billing Statistics by Dictating Provider Report, enter “Y”. Otherwise, enter “N”.

NOTE: The system inserts a page break where each new provider appears in the report.

Description

Enter a free-text description of this workload function or workload category that should appear on the Billing Statistics by Dictating Provider Report.

Workload Function

[image: image66.png]Scala, Tracy L

Enter/Edit ITS Workload Function Dictionary.

Mnemanic

WKId Category
Units,

Sont#
Locked?

I Actve? [ Name

Bill Proc #
Price

ite BillProc#  Price

Queries

—» Responses

For Dictating Provider? |

New Page?
Description

For Billing Statistics by Dictating Provider

Ix

Ne=ifdEox<

U |e=8t





Use this dictionary to define workload function. These workload functions can then be associated with:
· A workload category
· The number of workload units that are added to the workload total when a procedure involving this workload function is recorded
· A billing procedure code and workload function price. Procedure codes can be assigned to workload functions so the codes apply to the entire health care organization or to specific sites.
· A sort number which determines where the workload function information appears on reports
· Queries, responses and units for adding workload greater than the minimum work normally required for the procedure for the exam
Workload Function (cont.)
Queries might be used to capture extra workload units for tasks performed other than those usually performed during a particular procedure. Queries associated with workload functions cannot be Several or Text type queries. Workload functions can also be included on the Billing Statistics by Dictating Provider Report.

Sort #

Enter a unique sort number of up to 6 digits for workload function. Decimal numbers may be used. Sort numbers are used in sorting workload statistics. To assign the next available number, enter “N”.

Locked

To prevent users from removing this workload function from the Record Procedure Routine screen or editing its count, enter “Y”. To allow edits enter “N”.
Site/Bill Proc#//Price

Enter the Site, Billing Procedure Number and price. The Billing Procedure Number must match what has been defined in the Billing/Accounts Receivable Module (B/AR) or the charge will be rejected.
Queries/Response/Units

Enter a query that is attached in the Record Procedure Routine and will be completed by the technologist. Enter allowable responses and units (in minutes).
For Dictating Provider?

If this workload function captures workload for the performing provider (the dictating provider) enter “Y”. Otherwise, enter “N”. A response of “N” skips the next two prompts.

New Page?

To insert a page break in the report whenever this workload function or workload category appears in the Billing Statistics by Dictating Provider Report, enter “Y”. Otherwise, enter “N”.

NOTE: The system inserts a page break where each new provider appears in the report.

Description

Enter a free-text description of this workload function or workload category should appear on the Billing Statistics by Dictating Provider Report.

Device Dictionary
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Use this dictionary to define PCs and other devices used by Radiology and other departments. Identify the client and associate it with a site defined in the Site Dictionary and/or a default fax. Note that the identified site is the default sign-on site associated with this device.

Device
This field looks up into the Operations (OPS) Device Dictionary. Only devices already set up in MEDITECH can be used in this field.

Default Fax

This field looks up into the FAX Device Dictionary for printers that are set up for faxing.
Finding Dictionary

[image: image68.png]o

onary

Mnemonic [ Active? [ Name|

Impression? [ Exclude from Report? [

Sublevel 1 Sublevel 1 Name

Spaces to Indent

—> Sublevel2  Sublevel 2 Name

r

Excl?

—» Finding Finding Name

Edit Text? |

Excl?

Ind  Text?

Ind  Text?

Excl? Ind Text?

B OX

<

U |e=8t





Use this dictionary to define finding codes for the facility. These codes can be associated with specific orders, and the orders can be associated with reports that include Findings sections. Finding codes provide a quick, standardized way to enter results.

To make finding codes more precise, up to three sublevels of finding codes can be defined for one main finding code. The first sublevel ( Sublevel 1), a second sublevel (Sublevel 2) for each first sublevel and a third sublevel (Sublevel 3) for each second sublevel of finding codes.

Impression, Exclude from Report, Spaces to Indent and Edit Text apply to the initial finding. Each sublevel can then be broken down further using all the options except for impression.
Finding Dictionary (cont.)
The following can also be defined for each main finding code and sublevel finding code:
· use the finding code as an impression 

· exclude specific finding codes from reports

· number of spaces to indent finding code text that prints on reports   
· allow users to enter or edit additional text that describes the finding code 

Finding Dictionary (cont.) Text
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Users can enter text in this field if the Edit Text Box is set to “Y”.

Profile Dictionary, Order
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Use this dictionary to create and maintain order search profiles. The range of service dates must be entered in every search. In this dictionary, the following functions can be done also:
· Enter sort criteria to determine the grouping of information on the report.

· Enter selection criteria to determine which orders to include on the report.

· Determine how to paginate the report.

· Limit the search profile to patients of specific ages.

· Restrict the search profile by patient sex, type, or both.

· Restrict the search profile to those with specific responses to one or more queries.

Profile Dictionary, Order (cont.)
For example, orders can be sorted by category and select orders by department for female patients of a given age. The search and sort criteria can also be left blank.

After a search profile is filed, it can be started directly from the dictionary screen.

Profile Dictionary, Query
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Use this dictionary to create and modify query and response profiles. These profiles are pre-defined sets of search criteria used for performing statistical searches on queries.

The following are two basic types of query profiles:

· profiles using queries attached to the Enter Orders Screen (order query profiles)

· profiles using queries attached to the Enter/Edit Patient Data Screen (patient query profiles)

Both order query profiles and patient query profiles may be divided into two classes: query or response. For both order query and patient query profiles the following can be defined
· a range of service dates

· query and response values

· a variety of other search criteria
Profile Dictionary, Query (cont.)
Patient query profiles are differentiated from order query profiles by entering NEITHER at the Order Type field

For order query profiles (which must have numeric responses), the following can also be defined:
· Order Type 

· PATIENT (patient orders)

· NONPATIENT (non-patient orders)

· BOTH (patient and non-patient orders)

· Sort 1

· Primary sort value; ORDER, CATEGORY, DEPARTMENT, TECHNOLOGIST, USER

· Sort 2

· secondary sort value: ORDER, CATEGORY, DEPARTMENT, TECHNOLOGIST, USER

NOTE: Each combination of primary and secondary sort value produces a separate set of tallies for each query or response.
· Row Sort

· The meaning for each row on the report: PROCEDURE NAME, PROCEDURE MNEMONIC, TECHNOLOGIST NAME, TECHNOLOGIST MNEMONIC

NOTE: A response of NONE tallies all data on a single line.

Profile Dictionary, Query (cont.)
Row Totals?

Enter “Y” to include row totals in this report. Otherwise, enter “N”.

Rpt Totals

Enter “Y” to include report totals in this report. Otherwise enter “N”.

For a QUERY type profile, identify as many query profiles as needed; however, no responses can be entered for these queries.

For a RESPONSE type profile, identify one query, then as many responses to that query as are needed.

Selection/Value/Action
Enter the type of data to include or exclude from the search. Lookups are available at each prompt.
Profile Dictionary, Statistics
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Use this dictionary to create and maintain statistics profiles for use in creating statistical reports about orders. This dictionary defines;

· Criteria to use to search the ITS database for orders for which to print statistics.

· Format of the report, including what statistics to include and where to display them on the report (to determine the columns and rows of statistics on the report)

Repeat Reason Dictionary
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This dictionary needs to be completed to gather Mammography statistics.

Reject?
If the film for this repeat reason is considered a reject (for example, motion or position); enter “Y”. Otherwise, enter “N”.

Rule Dictionary
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Use this dictionary to custom program order rules, patient data rules, and system output rules for Radiology and other departments. For example, rules can be defined to restrict orders to a specific age range or gender, to further query the user about patient information, or to send weekend reports to a specific printer. Program rules can also be used to flash a warning message, ask a question or prevent the user from proceeding.

Canned Text Dictionary
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The Canned Text Dictionary lets text be created and stored to be used in other parts of the ITS Module, such as the Enter/Edit Report Routine/Function. Using canned text allows entry of more uniform text and saves the time spent entering repeatedly used text. Entries are defined for individual departments, so that each department may have its own collection of frequently used text. The canned text entries available to a user while working in a text editor depends upon the sign on department

Transcription Group Dictionary
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Use this dictionary to define pay rates for groups of transcriptionists typing ITS reports. The following can be defined: 

· the number of characters counted as one line when calculating transcriptionists' pay and productivity statistics 

· a base rate of pay for typing each report, regardless of line count 

· a rate of pay table with differing rates of pay based on the number of lines transcribed 

· transcriptionists who belong to each group (For example, experienced, more-productive workers familiar with medical terminology could be assigned higher rates of pay than less experienced personnel.) A transcriptionist can belong to only one transcription group. 

Transcription Group Dictionary (cont.)
Characters per Transcribed Line

Enter the number of characters that are to be counted as one line in calculating pay for transcriptionists in this group. The following reports also use this value in                        calculating transcription statistics:

· Daily Transcription Statistics Report

· Period Transcription Statistics Report

· Report (by Transcriptionist) Statistics Report

· Report (by Dictating Dr) Statistics Report

Base Pay per Report
Enter the amount of pay transcriptionists in this group receive for each report completed, regardless of the number of lines in the report. Additional pay rates may be defined in the Rate of Pay table for exceeding various numbers of lines within a given pay period. This additional per-line pay may be then added to the base pay per report.

Thru Lines
Enter the number of lines for which an additional pay rate applies. To encourage productivity, higher rates of pay may be offered for transcriptionists who transcribe more lines in a given pay period. This field allows ranges of lines to be defined and apply different pay rates to them.

Pay/Line
Enter the rate of pay per line for the range of lines ending with the number entered on the left.

Transcriptionists in this Group

Enter the mnemonics of the transcriptionists who work in this transcription group. A transcriptionist can be assigned to only one group. This field looks up into the MIS User Dictionary.
Destination Set Dictionary
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This dictionary defines destination sets. Using destination sets, multi-facility and multi-site health care organizations can easily direct forms and reports to specific printers based on site and facility. A destination set can be defined for a group of facilities or a group of sites but not both. Destination sets can also be used to direct patient reports to specific fax destinations.
By Facility or Site
To define a destination set for specific facilities, enter “FACILITY”. Alternatively, to define a destination set for specific sites, enter “SITE”. (See Also: Determining Print Destinations Using Destination Sets) As defined in the Destination Set Dictionary, the ITS module uses the following sequence of steps to determine the print and fax destinations for orders, requisitions, and reports. 

Destination Set Dictionary (cont.)
· Is the destination set defined for facility or site (at the By Facility or Site prompt)?
· If it is defined for facility at this prompt, is a destination defined for the patient's facility (at the Destination (Facility) prompt)? If so, the system prints the form at this destination.
· If it is defined for site at this prompt, is a destination defined for the order's site (at the Destination Site) prompt)? If so, the system prints the form at this destination.
· If it is not defined for facility or site at this prompt, the system prints the form at the default destination.
NOTE: For each ITS destination set printing and fax devices must be defined by Default, Facility or Site. If a device is not defined at one of these prompts, reports and forms do not print.

Default Destination

For orders with a site or facility that is not defined for this destination set, enter the printer on which the ITS Module prints forms or reports.
Default FAX
Enter the device that the ITS module uses to fax patient reports with a site or facility that is not defined for this destination set. This field is used for faxing via MIS Spooling and is not used.
Facility
Enter the facilities for desired to specify a print destination for requisitions forms.

Destination (Facility)
For orders from the facility listed on this line, enter the print destination for requisitions or reports.

FAX (Facility)
Enter the device that the ITS module uses to fax patient reports from the facility listed on this line.

Site
Enter the sites to specify a print destination for requisition forms.

Destination Set Dictionary (cont.)
Destination (Site)
For orders from the site listed on this line, enter the requisition print destination.

FAX (Site)
Enter the device that the ITS module uses to fax patient reports from the site listed on this line.


