‘ CLINICAL+SYSTEMS M health information

TRANSFORMATION management
TRANSFORMATIONAL quality information

Our path to smarter, seamless care
LEARNING for better health

User Manual

CDI Work Queue Monitor Workbook



CDI Work Queue Monitor Workbook Training Manual

Table of Contents

Overview of Work Queue Monitor (WQM) .......ciiii i 3
Reorder Clinic QUeUE/S IN WQM ...ttt e e e e e e e e e e e e eeeenes 4
Delete a DOCUMENT INWOQM...... oottt e e e e e e e e e e et e e e e e aba e eeens 5
Re-Routing a Document to another Clinic INn WOQM .........coooiiiiiiiiiieeeee e 6
Fax Documents From WQM Queue to Non-WQM Faxe Numbers............cccoeeeeevivineennns 8
Scan a Paper Document to a Patient Chart ................uuueeiiiiiiiiiiiiiiiiiiiiiieiiieeieeeeee 10
Merge Documents in Work QUeUE MONITOIS .........uuuiiiiieeiieiieiiiie e e e e e e e e e e e eeeanns 11
Open a Document iN WQIM ... 12
Print a Document from WQM ... .cooiiiiiiii e 13
Link a Document to a PatieNt/ENCOUNTE ...........cuuuiiiiieiee e e e e e 14
Index a Document iN WOQM ...t e e e e e e e e e e eaaas 15
Split DOCUMENT IN WQIM ... e 17
Troubleshooting Tips in Work Queue Monitor (WQM).........ccovriiiiiiiiiiee e 20
Appendix A — Work Queue Monitor (WQM) ......cooiiiiiiiiiiiiiiieeeeeeeeeeeeee 23

Date: August 5, 2018
Page 2 of 23



CDI Work Queue Monitor Workbook Training Manual

Overview: Work Queue Monitor (WQM)

With the CST implementation, all paper referrals and documents that are faxed to a
clinic will be accessed in Work Queue Monitor (WQM). Faxes will no longer be printed
on paper.

Work Queue Monitor (WQM) is a document management solution that enables
scanned/faxed documents to be routed to specific queues for review. From WQM, you
can associate documents to patients and visits, making them available in the patient’s
chart. This will streamline departmental processes by automatically populating work
gueues for processing and also eliminate the need to print and scan documents.

Below is a screenshot of the Work Queue Monitor home page with a brief description
of each section.

Task Worklten  View Help A E
ENE LT P - Searche
C
LGH Cast Cirie: | LGH Chame | LGH EEG | LGH IROP | LGH Ped Asthma | LGH PF Lab | LGH Rehab Sanvces | LGH Trauma | L bas | LGH Wound Ostomy | SGH Ambulstory | 5GH PRt |
Date/Trse ' Blapsed Tene | Status ' Resson | Person Name M
11022017 17:39 604d 16he Fovasdable s Colunbia Al Recomd Pat 1
110022017 17:38 60 16he Rovaiable TR - [
110042017 17:40 604 16he ovadabla i T e [
120012017 09:12 604 O ovadabla D e e i
16:0ct-2017 10:43 554 23hr Forailable T E s W
16:0ct-2017 1156 55d 22hr Faxed T b [
16:0ct-2017 1223 55d 21hr Hew T T =
16:0ct-2017 1225 55d 21hr Aovalable ] S T
16:0c4-2017 1229 55d 21hr Cafy  Insufficient imfomation/Incomplete CSTSCHTEST, JOETRIAGE 70 | S S G R
16042017 12:32 |55 21 hr New |
16042017 1252 554 21 hr New —
16042017 17.07 554 17he Foraiable I j
16042017 17:11 554 17he n Process il il i
P— - . T .
T 1o
Lt wEre )
R R —
L
L) L) L
] m ' e & P G Fage M of2
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A. Menu Bar: Includes Task, Work Item, View and Help options.

B. Toolbar: Includes buttons or other window elements (such as Refresh, Open, Route, Fax,
Delete, New and Edit options).

C. Clinic WQM Queues: Each tab is for individual clinic’'s WQM queue. When a new fax comes
in, it goes directly to a specific clinic’'s WQM queue.

D. A List of all Faxes: Displays all the faxes received in a specific clinic with information on
date/time, status, owner, encounter type etc.

E. Faxed Document Image: Displays the individual document if selected in the displayed faxed
images.

F. All Page View Bar: Displays each page of a document separately on the right hand side of
the screen. By clicking on a specific page number, the page displays in the faxed document
image area.

G. Task Bar: Includes functions such as Printer, Scanner, Page Navigation, Copy, Zoom in/out
etc.

Reorder Clinic Queue/s in WQM
1. Click View from the WQM Menu. Click on Order Queues.

s CPDIWork Queue Manitor
Task  WoerkItem | View | Help
S E B Order Queues  Alt+0

LGH JRAC/RASC/RAL &  Refresh F5 : | LGH Breath Prc

2. Clinic on the clinic name that needs to be moved.
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ol Order Work Queues

CST Test Queue
Unknown Queue
LGH Breath Prog
LGH Cardiology
LGH Cast Clinic

LGH Chemo

LGH EEG

LGH IROP

LGH Ped Asthma
LGH PF Lab

LGH Rehab Services
LGH Trauma

LGH Vasc Access
LGH Wound Ostomy
SGH Ambulatony
SGH Physiotherapy
LGH Cardiac Home
LGH OCC MDC
WHC Cast Clinic

SGH Oncology
LGH JRAC/RASC/RAN

3. Click on the Top button to move it to the very beginning. Click on the Down button

to move it to the very end. Click on Up or Down buttons to move one position at a

time until the desired order is reached.

[ Top

E—

[ Down
| | Bottom

Delete a Document in WQM

1= Order Work Queues

CST Test Queus
Unknown Queue
LGH Breath Prog
LGH Cardiology
LGH Cast Clinic
LGH Chemo

LGH EEG

LGH IROP

LGH Ped Asthma
LGH PF Lab

LGH Rehab Services
LGH Trauma

LGH Vasc Access
LGH Wound Ostomy
SGH Ambulatory
SGH Physiotherapy
LGH Cardiac Home
LGH OCC MDC
WHC Cast Clinic
SGH Oncology

If a document on the queue is not appropriate to link to any patient chart, it can be deleted.

Follow the steps below to delete the document from the queue.

1. Right-click on the document that you would like to delete.
2. Click the Delete button to remove the fax from the queue. The Delete Work Item

window will pop up.
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CST Test Gueue | Uninown Gueue | LGH Breath Prog | LGH Cardalogy | LGH Cast Girie | LGH Chemo | LGH EEG  LGH ROP | LGH Ped Asthena | LGH PF Lab | LGH Rashab Services | U
[Oe/Teo ' Bagsed Teve W Stn ¥ Resson V- Perscn Name 'V NAN W Ercourter Murber ¥ Documert Type 'V Specisbes ' Owner W Commerts ¥ Lt
{060 20171228 a2 tow

190020171508 434 15 Nerw 2 Open

$ Route
> Fax

Set Statuss to »

3. Click Yes.
Delete Work Item £

Are you sure that you want to permanently delete
l L the selected work itermns?

I Yes Mo

NOTE: The Delete function permanently deletes the documents from WQM,; it is same
as putting your paper fax in a paper shredder.

Re-Routing a Document to Another Clinic in WQM

Queues in WQM are the equivalent of fax lines. It is therefore possible for a document to end

up on the wrong clinic queue. Follow the steps below to re-route the document to the
intended clinic/departmental queue.

NOTE: It is best practice to notify the Referring Provider’s office of the error so it is not
repeated.

g
1. Open CDI Work Queue Monitor. ==

2. Double click on the work item needing re-routing. The Add/Modify Work Item window
will open.
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= CPDIWork Queue Monitor
Task  Workltern  View  Help
s 2|20 8 F - ©
'CST Test Queue | LGH Breath Prog | LGH Cardiology | LGH EEG | LGH Rehab Services | LGH Ped Asthma | LGH Candiac Home | LGH Vasc Access | LGH Trauma | LGH Chemo | LGH OCC MI

Date/Time \I?l Elapsed Time \l?l Status \I?l Reason \I?l Person Mame \I?I MRN \I?I Encounter Number \I?l Document Type \?] Specialties \I?I Cwner ﬂ Comments \I?l Last Cc

2018-Feb-01 08:22 127d 7hr Available
2018-Feb-0108:23 127d Ghr Pvailable
: 3
2018-Feb-0108:24 127d 6hr ‘Available f | | f f | f f
2018-Feb-0108:24 127dGhr Pvailable
2018-Feb-0108:24 127dGhr Available

3. Inthe Add/Modify Work Item window, select the correct clinic/departmental queue
from the Queue Routing drop-down list.

4. Click OK to close the Add/Modify Work Item window. WQM will automatically return
to the CPDI Work Queue Monitor landing page with the work item highlighted on the
original clinic/departmental queue.

+ Add/Modify Work Ttem E@

Task View Workltem Help

AESM - >3C6L e nE

Priority:
=g Vancouver Coastal Health Autherity
Now -
) Consent: o
Specialties : |
1. Haalth Care: Modical or Surgleal T
M S 2 ion of Blood Products
Queue Routing . Heatth Care: Medieal or Surgical
O bhenalf of the: parient rarmed abeva, | (he palisnt or his o Fer SuGSTTe daciion maker] 5g1ee 1o 178 TR0
1GH Cast i = s or procedura
= Dm: - :B:v;be ;eammVDwCam] undsr the drection of (doctors name). !
LGH EEG " G 3
CH ROP E The naturs, anicipated efiects, avalasie aen nsxive:m sgmb'.'ul \sksaimuru\mm\ surgical opsration, o 3
LGHOB | al2o agree ch may bo 1 understand and agree
LGH OCC MDC thal for the. www af rwedx:al BdJclnm and mpmm‘l ﬂissmt'es 1} there may Lo residenis/students
LGH Ped Asthma stiending my treatmentjprocadure, sither waiching or parlicpaling, 2) thal tissues, bodly fluids, devices, or
LGH P Lab mpians removed i wamm bacome the proge ty of the hospital and may be ueed ‘or sush puTpases
i inlucing faaching of research, as s aspioved by the hospital, ) for quality improvermont and ofher folow up,
LGH Rehab Services slomaten hout olaw i ani i 7 oo o1 y it by my
dentist, and d) if raceing an implan, peeonal o the
s PROMTer of oat T, A il b Subyect 1 The i o e Couniry 18 whic e mplant o inated.
tatus. | further agree that, i he or she finds it necessary, lhe heallh care provider named above may have other
Available - BuUrgesns, physicans and hasptal staft a2aist him or her and may permit them fo order andfor perform all or part
of my twmants, gl porten o prosedurs | 0 aYSs T Te Re TG oyl i ave
the sar oscraxm nmyvreawnem operaton, of prozscure as the
Reason: | alsar , o procerhres
oMo N a0 W i et Py
Sgned i’
n - . - S
Comment: ~ Sigratirsof WLODDE:
ey R T S e e S )
- Pt Nans: I MIE N g
i e 4 N P e REAEOGAYYREO-HrRXN(CAYG
Date of service o< | [ comn |
| - N =

5. Click the Route icon on Toolbar to forward it to the correct clinic queue. Once it has
been e-routed, it should fall off the original queue.
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Task WorkItem  View Help

|CST Test Gueue | LGH Breath Prog | LGH Cardiology | LGH EEG | LGH Rehab Services | LGH Ped Asthma | LGH Cardiac Home | LGH Vasc Access | LGH Trauma | LGH Chemo | LGH OCC MDX
iy

hd Elapsed Time | Status W Reason | Person Name W MRN | Encounter Number | Document Type "l Specialties | Owner

Date/Time
2018-Feb-0108:22 127d Thr Available

2018-Feb-0108:23 127d 7hr Available Train, ClercAdvanced-Scheduling 1
2018-Feb-0108:23 127d Thr Available

Fax Documents from WQM Queue to Non-WQM Faxe Numbers
Queues in WQM are the equivalent of fax lines. It is therefore possible for a document to end
up on the wrong clinic queue which may require it to be re-faxed to a non-WQM fax number.

Follow the steps below to fax the document to the intended fax number.

o)
1. Open Work CDI Work Queue Monitor. ==
2. Click on the work item needing to be faxed to non-WQM fax number.

:  CPDI'Work Queue Monitor

Task Workltem  View Help
SFIE s &0 8 -
' CST Test Queue | LGH Breath Prog | LGH Carciology | LGH EEG | LGH Rehab Services | LGH Ped Asthma | LGH Cardiac Home | LGH Vasc Access | LGH Trauma | LGH Chemo | LGH OCC ML
e Elapsed Time 7| Status W Reason | Person Name | MRN | Encounter Number | Document Type il Specialties | Owner " Commerts | Last Ca

Date/Time
2018-Feb-0108:22 127d 7hr Available

2018-Feb-0108:23 127d6hr Available
: r

wvallable

2013-Feb-0108:24 1127d 6hr 'Available '
2018-Feb-01 08:24 127d6hr Available
2018-Feb-01 08:24 127d6hr Available

3. Click on the faxicon # in the Toolbar. The Fax window will be pop up.

* NOTE: You can also fax from the Add/Modify Work Item window by:

o I.  Double click on the work item needing to be faxed to non-WQM number. The
Add/Modify Work Item window will be displayed.
Il. Click on the Fax icon.
lll.  Continue with below listed steps 4-7.
(= =

= Add/Modify Work Item

Task View Workltem Help e |
aEps->3pbde i@

Location: B
| ‘ ‘ ‘
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4. Select Default Station from the drop down menu in the To field. The Remote Report
Distribution Selection window will pop up.

& Fax =]

Facility/sender address:

Fax information

To: From:

IDg[au\[ Station ll Train, QlerkAdvanced-Scheduiing1
Fax number

Fages (including this cover page)
[System genersted]

Re: Date:
2018un-12

Comments:

[ Include cover page

Cancel

5. In the Remote Report Distribution Selection window enter the destination fax number.

Enter the fax number including the area code with no spaces or dashes.

e If you want to send the fax immediately, leave the Transmit Date / Time as
Non-Scheduled, as that is the default with the current date/time.

e If you want to delay sending the fax, click on the Scheduled radio button and
enter the date/time you want to fax the document.

e Click Ok. The Fax window will pop up.

6. Inthe Fax window, select Include cover page to include a cover page. Once this is
selected you can add text to Facility/Sender address; Re and Comments fields.

& Fax ==
Facility/sender address
Fax irformation
To: From:
Default Station j Train, ClerkAdvanced-Scheduling1
Fax number; Pages (including this cover page):
6047881111 [System-generated]
Re: Date:
I I 2018-Jun-12
(Comments:
) i )

Include cover page
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7.

Click Fax.

Scan a Paper Document to a Patient Chart

Paper documents that are received or generated during a patient’s visit need to be attached
to the patient’s chart. This will be done by faxing the document to your own clinic queue.

Follow the steps below to fax a document into WQM:

8.

From a fax machine, fax the document to the correct fax number for the clinic.

Log into CDI Work Queue Monitor. 8
Click on the appropriate clinic queue/tab.

Double-click on appropriate row in the queue to open the Add/Modify Work Item
window.

With the referral open in the Add/Modify Work Item, click on the Select Patient icon.
-.";

Search for the patient by entering the PHN then click OK (if you do not have a PHN,
search by partial Last Name and First Name or Date of Birth and Gender).

If you have found the correct patient, click only ONCE on their name, select the
Encounter for the patient’s current visit and select OK. Do not create a new Encounter.

4 Patient Search ==
‘ £ % *You have not entered 3 valid combination to search on the ferelgn system Close |
BC PHN. VIP | Deceased | Aletts | BCPHN | MRN [ Name | Doe [Age | Gender [ Address
g Mo Interpreter Flequied 9378263312 700001660 CSTSCHEMPL NANCY Tan2012 §Veas Femae 2454 highgth
0T ] Inteipreler Requied 3376874312 700003338 CSTSCHEMPL FETE 02Feb2000 17 Years Male 105E Kent &
— 9B76786262 700005017 CSTSCHEMPL MICKEY TIUH9H 20Years Male 1111 Howe §
L] Frocess Aleit 9876706228 700006538 CSTSCHEMPL JOHNNY [15ep1999 18'ears Male 11111 homer
Lest Hame L+ 9876541429 700007353 CSTSCHEMPL, JRAC 11-0ct1943 T4 vears Male 590 West Bth
cstschempi ] Inteipreler Requied 3376627087 700007576 CSTSCHEMPL FAULJOSEFH 02May1950 E7'ears Male 9845 HIGHL|
Fist Name [} 9376504373 700007682 CSTSCHEMPL JEFF 230011985 32Vears Male 5583 Donald
o 9B7B4BEIZG 700007031 CSTSCHEMPL FANDY UGNov-1977 40 ears Female S00E. 23h 4
OB a 9375487578 700007925 CSTSCHEMPI WALKER ONE  O7Mov-2010 7Vears Undiflerentisted 3365 Zombie
Genda.
j‘ . " »
faoseiz o Facily [Encounterst | Visi & [EncType | MedSewice [ Unit/Ciric__| Rioom | Bed|_EstAnivalDate__| ReaD
leEH Rehab OF 7000000015175 7000000015175 Pre-Outpatient  Occupational Therapy  LGH Rehab OP 24Nov-2017 1400
tEhonslNEnoe] ) LoH RaN 7000000013132 700000001188 Refenal Neurology LGH RN
] LGH Rehab 0P Pre-Recuring  Occupational Therapy  LGH Riehab OP 2PNov-2017 800
Encounter f: |l LGH Chemo 7000000015242 70000000N5242  Aefenal MedicalOncology ~ LGH Chemo
) LoH Ran 7000000013101 7000000013168 Refensl Neurclogy LGH R4N 08:Now
Visit 8
Historical MAN:
Search Beset
| « [ — -

Q K, ‘) Cancel | "Addgncuunter‘ Al Encaunters ‘
—

In order to complete indexing, complete the below fields in Add/Modify Work Item
window:
Document Type: Choose the appropriate option from the list (it is possible to
leave this field blank if the type is not known)
Status: Complete

Date: August 5, 2018
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Performing Provider: Scanned, Document

9. Click OK to close the Add/Modify Work Item screen and the document will drop off the
clinic’s WQM queue.

10. All scanned documents are to be stamped scanned and bundled together daily with a
Clinic Scanning Cover Sheet on top and forwarded to HIM (Health Records Department)
for auditing and storage for pre-destruction. This includes any documents that were

manually faxed into Work Queue Monitor as they follow the same processes as single
document scanning.

Merge Documents in Work Queue Monitors

1. Open the appropriate queue in CDI Work Queue Monitor.

SIE e |0 8N <
Task Workltem View Help

CST Test Quete i LGH Breath Prog | LGH Cardiclogy | LGH EEG | LGH Rehab Services | LGH Ped Asthma | LGH Cardiac Home | LGH Vasc Access | LGH Trauma | LGH Chemo | LGH OCC MDC | WHE Cast Cinic | LG

Date/Time i Elapsed Time W Ststus W Reason | Person Mame W MRN | Encourter Number W Document Type i Speciaties | Owner W Commenrts W] Last C
25-Apr-2018 1415 22d Dhr Available TestSCH, ClencAdvanced-Scheduling

25-Apr-2018 1417 22d Dhr Available TestSCH, ClencAdvanced-Scheduling

26-Apr-2018 06:37 21d 8hr New

26-Apr-2018 06:37 21d 8hr New

01-May-2018 08:16 | 16d 6hr New

01-May-2018 08:17 16d 6hr New

14-May-2018 09:21 3d5hr New

15-May-2018 09:27 2d 5hr New

15-May-2018 09:28 2d 5hr New

1. Highlight the items that need to be merge by:
i.  Click on the first document to select it.

ii.  Hold the Ctrl key on your keyboard select the next document(s) that need to be
combined.

ERlaE 8038 & - °
Task Work ltem View Help

CST Test Gueus | LGH Breath Prog | LGH Cardiloay | LGH EEG | LGH Rehab Services | LGH Ped Asthma | LGH Cardisc Home | LGH Vase Access | LGH Trauma | LGH Chemo | LGH OCC MOC | WHC Cast Ciric | LG

Date/Tme | Hapsed Tme ' Status ¢ Reason " Person Name v MRN W] Encounter Number "] Document Type | Specialies " Owner | Comments W Last Ct
25-Apr-2018 1415 22d Ohr Available TestSCH, ClerkAdvanced-Scheduling

25-Ppr-2018 1417 22d Ohr Available TestSCH, ClerkAdvanced-Scheduling
26-Apr-2018 06:37 21d 8hr New

26-Apr-2018 06:37 21d 8hr New

07-Mzy-2018 08:16 16d 6 hr Available "TestSCH, ClerkAdvanced-Scheduling '
01-May-2018 08:17 | 16d 6 hr Available

TestSCH, ClerkAdvanced-Scheduing
New

BE
2. Click the Combine icon * ' from the top toolbar. The Combine Documents window will

pop up showing the sequence of all the highlighted documents that will be merged
together.
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\"’a - \‘ i

Task  Workltéem™ View Help

CST Test Queve | LGH Breath Prog | LGH Cardolagy | LGH EEG | LGH Rehab Services | LGH Ped Astena | LGH Candinc Home | LGH Vise Access | LGH Trauma | LGH Cheme | LGH OCC MOC | WHE Cast Oic | LG
7 Bageed Tme V. Stim WV Resen ¥ Person Name V' MRN_ Ercourter Number . Documert Type . Soaciates ¥ Owoer T Commerts. VLG
15 Q40w P Tt SCH, CadkAdvanced-Sched ing

Test SCH, CerkAdvanced-Schedng

Avlatie
ten
Y
g RN TSR -
Arsatie Tent SCH, CertcAdvanced: Sched dng
Tow
3. Click Merge.
o Combine Documents - oiER
Order the documeris for marge:
Diste, Time Bapsed Tiw | Status  Remson  Person Name MAN |Encounter Mumber  Document Typs | Speciabies | Owner
1 |01-May-201208:16 16d G In Process TestSCH, Cadele
3 0-Mxy-201208:17 1646k I Procass TestSCH, Cudele Up
Dewn
< [% >

r

NOTE: When you are selecting multiple documents, make sure to highlight them in the
order that you would like them to be combined together. Do not use the up or down
buttons to adjust the order of the documents in this window.

Open a Document in WQM

Follow the steps below to open a faxed document in WQM:

1. Loginto CDI Work Queue Monitor. ‘ ra .
2. Click on the appropriate clinic queue/tab.

3. Double-click on the appropriate row in the queue. The document will appear in
Add/Modify Work Item window.

NOTE 1: If you incorrectly open a document; click Cancel & in the

Add/Modify Work Item window.

r

Closing the Add/Modify Work Item window [#3 after opening a document will
forward the document to the Unknown Queue. To prevent this, you can:

Date: August 5, 2018
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a. select your own clinic/department queue in the Queue Routing field before
exiting out the window or simply b. click on the Cancel button.

NOTE 2: If you are unable to find a faxed document in your clinic/department
gueue, always check the Unknown Queue.

Task Workltem  View Help
SIE S+ 2008+ - ©
CST Test Gueue ] LGH SURG All Other Services ] LGH SURG OR Desk ] SGH SURG OR Desk IUnknown Queue I

Date/Time T Elapsed Time | Status V| Reason | Priority Y| MRN | Person Name 7 Encountes
17-Jul-2018 13:31 |8d 22 hr Available Now

Print a Document from WQM

1. Click
2. Click

on the document that needs to be printed.
on the Printer icon located at the bottom-right side of the screen. The Print

window will pop up.

e[ o0 RAB-OUERBED-EBO

3. Select the appropriate printer from the drop down menu. Click OK.

Print @
Prirter
VSN (L6057 on o1 v ca trom L0020
Status: Ready
Type: Citrix Universal Printer

Where:  LGH - LGAT Bldg 2nd Floor West Printer Room
Comment: Auto Created Clisnt Printer LD024814

Print range Copies

Al

I MNumber of copies: 1 3:

" Pages from: |1 to: |4

3 3
(" Selection 1,2' lvz'

I OK I Cancel

Date: August 5, 2018
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Link a Document to a Patient/Encounter

1. With the referral open in the Add/Modify Work Item, click on the Select Patient icon.

[ |
-

2. Search for the patient by entering the PHN then click OK (if you do not have a PHN,
search by partial Last Name and First Name or Date of Birth and Gender).

3. If you have found the correct patient, click only ONCE on their name to select, then click
Add Encounter.

NOTE: The patient may already have an existing encounter that is appropriate
for this document to be attached to. For example:

e If information is arriving after the original referral package was received,
— there may already be a Referral encounter.

e If an appointment has already been booked, there will be a Pre-
Outpatient encounter.

¢ Inthe above cases, you would select an existing encounter from the
Encounter list.

]
Fy
2
e
i)
®
E e
T -
o B
i)
e
F gty Eraomain B Vind & Erse. T pg Mrd Lerove 1 e Patworm | ot | E o demrval D1 Rimgig
LG R P FOONEOOCT TS TONDKREO S 75 Py Qg 1) Db 0N T 1000
LG P PR 1I0E EEEDINE R ok
LSH Matab OF  FOOOOCOCT 2804 POMOON00T 5404 L g o 1 B
LEH (e N el RoeEomiie
Lk Rty RO O RN Rl

4. The Organization window appears.
5. Select the Facility Name in Organization window and click OK.

6. The EMPI window briefly launches to open the Referral Management conversation
window.

7. Click the Encounter Information tab to complete the below mandatory fields:

Date: August 5, 2018
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Encounter Type: Referral (auto-defaults)
Medical Service: Select an option from the list
Reason for Visit: Add a reason for the visit
Referring Provider: Select a Referring Provider

8. Click the Referral Info tab to complete the below mandatory fields:

Referral Received Date: Type T for today’s date
Referral Status: Select an appropriate status from the list

NOTE 1: Selecting a Referral Status of Ready for Triage drops the patient to the
Triaging Provider’s Dynamic Worklist in PowerChart for review.

NOTE 2: If additional action steps are required before the referral can be
forward to Triage, set the Referral Status to Referral Received.

9. Click the Complete button to close the Referral Management conversation.
10. The Referral Management window opens with an Encounter Number and Visit ID.

11. Click OK to close the Referral Management window.

Index a Document in WQM

All documents received in WQM MUST be indexed with an appropriate Document Type and

Status so they can be stored appropriately in the Patient’s chart.

1. If sufficient information is provided to link the document to a patient/encounter, it is
appropriate to Complete the document. This will take it off the queue and save it in the
patient’s chart.

i. Inorderto complete indexing, enter the below fields in Add/Modify Work
Item window and click OK.

Document Type: Choose the appropriate option from the list
Status: Complete
Performing Provider: Scanned, Document

Status:

Complete l:]

Available
Canceled

Supplemental

Date: August 5, 2018
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2. If thereis not enough information to complete the document, the Status should be set
to Clarify. This will keep the document in the queue until sufficient information is

obtained.

i.  Enter the below fields in the Add/Modify Work Item window and click OK.
Document Type: Choose the appropriate option from the list (it is
possible to leave this field blank if the type is not known)

Status: Clarify
Reason: Choose the appropriate reason. For example:
e Select Insufficient information/Incomplete if the patient’s name is
not listed
e Select Missing pages if an order is missing
e Select Poor quality if the reports are illegible
Status:
Clarify -
Reason:
Insufficient information./Incomplete ll]
Mi.ssing pagesl
Multiple report
Poar quality
Translation required
ii.  The below CPDI Work Queue Monitor pop-up window may appear. Click Yes
to continue.
CPDI Work Queue Monitor £3

| Continue the submission without completing the requested fields?

If you continue without completing requested fields, complications
may coour,

Document type

Person

| ves || Mo

NOTE 1: Contact the Records Management Department if you accidently index
documents to an incorrect document/encounter/patient.

NOTE 2: Contact the Records Management Department if you forgot to select
Scanned, Document in the Performing Provider field.
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NOTE: An Alert Message pops-up in WQM anytime you change the Complete
status to any other status such as In Progress/Pending, etc. If you click Yes, it
will close out that window and there will only be changes to the indexing if you
had already added a provider to sign off on the document. In this case, the
provider actions would be removed.

PN Do o Birth e 2% Sene
Owm
Aaess Coy

Split Document in WQM

When a multi-page fax is received that includes different documents types (ex: Lab Results,
Consent Forms, Imaging Reports, etc.), the clerk must split the document. This involves
dividing the document into different sections, linking each section/document to a
Patient/Encounter and indexing each section/document with the appropriate Document Type
in wWQM.

The document may also need to be split when multiple referrals for multiple patients have
been faxed in one package. The scheduler would need to split out each patient’s referral and
link it to the appropriate patient and encounter.

1. Follow the steps in the Link a Document to a Patient/Encounter section to link all pages
of the received fax to a patient/encounter.

In order to finish the indexing & splitting of the documents, complete the below steps in
the Add/Modify Work Item window:

2. In the Add/Modify Work Item window, select the first document preview located on the

far top right-hand side of the screen then click the Splitﬁf""l icon from the Toolbar (located
at the bottom of the right-hand side of the screen). The non-selected pages will be
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removed from the current work item and placed in a new work item, which will be
processed later.

e/ Moty Work em [N
Tosk  View Workhem  Help
AE=%->3280 8
Patient Name- DOB: Encounter Type:
MRN: Age: Encounter Number
Gender
Location
alL vancouver -~ £ REGIONAL OR BOOKING FORM
CoastalHealth Qfrovidence
Document type: Pt s S HEALTH CARE
| Hospital Use Only Required Fields - Bolded Sections Site:  LGH Lionsgate
f“*" MRN ‘ Acct # Booking Form Received Date | ORMIS #
Priority.
:_w . LEGAL SURNAME FIRST NAME MIDDLE NAME OR DATE
— CSTPRODBCSN DAVID R
- [ PHN Date of 5rth (MM DD | YYYY) Gender
Qumie s 5859494944 1970/12/20 M OF
Address City Province Postal Code Country
stenet = 111 Robson &1 Vancouver BC V6B 2A8 Canada
. Telephone Home Work Cell/Other Local Contact Number
Refering physician 604-499-4944
— - Family Physician Dr. Krista Peeks Referral Date mmrsoosvyyy) | 08/01/2017
- Referring Physician Dr. Krista Peeks First Consult Date pu/oosvvvy) | 08/07/2017
Reasan
e RDE;EF::::SW::"S'CM Surgery Decision Date waoorvwn | 08/07/2017
— —
Family Physician CANCER Not Suspected Suspected [ | Proven
e & 3 P Mo RAEOCAYYRERO-dIRXTS

Date of senvice.

3. Process the current item by selecting the appropriate Document Type from the
dropdown list and update the status to Complete.

4. Click the button in the lower left corner.

5. The Maintain Information window will appear. If the documents are for the same
patient, then select Maintain Patient Context, if the next document type is also the
same, select Maintain Document Type and Subject. Click OK.

=55

a-' Maintain Information

Maintain patient context
[] Maintain document type and subject

Lo ]I

Cancel

NOTE 1: If the next document is for a different patient, unselect the Maintain patient
context checkbox and follow the steps outlined in Link a Document to a
Patient/Encounter to link to a different patient/encounter.

r

NOTE 2: If the next document is a different type, unselect the Maintain document type
and subject checkbox. In the Add/Modify Work Item window, select the appropriate
Document Type.
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6. Continue to split documents until all the documents are processed.
7. Click OK to close the Add/Modify Work Item screen.
8. The referral will drop off the clinic’'s WQM queue.
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Troubleshooting Tips in Work Queue Monitor (WQM)

Q: Where do | see the split icon T in Work Queue Monitor (WQM)?

A: Double click on a fax received in WQM to open. Check on the bottom right-hand side of the
screen of the opened document to find the split icon.

Q: Can | create a Pre-outpatient or Pre-recurring encounter from WQM?
A: No, you can only create Referral encounter in WQM.
Q: Can you route a document to another LGH/SGH outpatient clinic?

A: Yes, double click to open the fax > select a location in Queue Routing = Click OK - select
¥

Yes to send the document without linking it to a patient - click Route ¥ on the toolbar to

reroute the document.
Q. What if | accidentally deleted a fax from my queue?

A: Once you delete a fax from your clinic’s queue, it permanently removes it from the queue.
You will need to request it to be re-faxed from where it came from.

Q. What do | do if | unintentionally indexed a fax to a wrong patient’s chart?
A: You will need to contact Health Records Management to remediate the issue.

Q. What if | selected a wrong encounter (instead of creating a Referral encounter) during
indexing to a patient’s chart?

A: In PowerChart, all indexed documents appear right across the board irrespective of the type
of encounters you select. So, if you select a wrong encounter instead of creating a Referral
encounter during indexing, you will need to go to Referral Management Conversation in
PMOffice to create a Referral encounter and set it to the correct status.

Q. What do | do if | cannot find the patient that | just created a referral for in WQM?
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A: Go to Referral Management Worklist in PMOffice to find all the referrals that are open for
your clinic. You will be able to see your patient on this list.

Q: Why can’t | select the existing pre-outpatient or referral encounter after | searched for my
patient (encounters and Ok buttons are all dithered out)?

A: WQM window has been idle for longer than 30 mins. Log out and log back in to the
application again to be able to select an existing encounter.

3] Patient Search

BC PHN: IF | Deceased [ Alerts [ BCPHN | MRN [ Mame [ooe [Age [ Bender| Addiess [ Address 12) [ City [ Postaf

9891839277 L3 21-Mar1961 67 Years Male ! 1 NORTHVANCOUVER  w7R4I
MRN:

—

Last Mame:

First Mame:

Postal/Zip Code: < 5

Fasility Encounter # | Visit # Enc Type Med Service | Unit/Clnic | Fioom | Bed | Est Avival Date | RegDale | Disch Date [

Ay Phone Number

[ LGH PF Lab 2000000006751 _ 2000000006781 _Fre Duipatient_Respirology _LGH PF Lab 03May-2018 03:00
. LGH PF Lab 2000000007052 2000000007052  Referral Respirlogy  LGH FF Lab 12:8pr-2018 0910 12:4pr-2018 0510
Bz | H<110222008  H<110222008  Historical -Jan-1301 Jan-1301
Wisk #:
Historical MK
Seaich Beset
MFI Seaich

< >

| | coes | e

Q: Where do I find the document that disappeared from my clinic’s WQM queue? (e.g. during
the splitting process for indexing document to the patient’s chart)

A: Check the Unknown Queue in WQM to find your document and route it back to your clinic’s
queue.

Q: How do | quickly add a comment in WQM?

c“-..x' -
A: Click on the drop-down list of Edit Mode and select On. Click on the Comment field to
add a comment (fields that are marked as white are editable). Click on the Edit Mode again

and turn it off.

 Status ' Reason V| Person Name W MRN V| Encounter Number| Document TypeV Specialties W Owner’| Comments 4
New

MNew (¢ LGH OB? To follow-up
New
New
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Q: During splitting a multi-page document to be indexed to multiple patients, an alert
message appears just after indexing a set of selected pages prior to viewing the next set of
pages to be split/indexed for the next patient. What actions need to be taken?

A: Check that the indexing steps of the first set of split pages has been done correctly (i.e.
patient encounter has been selected and fields completed: Document Type, Priority, Status,
Performing Provider). If so, click Yes in the Alert box below.

Alert £3

f ~ ) The system cannot allow provider actions when a status of Complete, a
' person or encounter, and a clinical document type are not selected.
Provider actions will be removed. Centinue?
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Appendix A — Work Queue Monitor (WQM)

Status Updates

CPDI Work Queue Monitor allows user to select a status on a work item. Status can drive
workflow from rule based routing. You cannot add or remove values from this field.

Referring physician:

Status:
(Jar'rfy -

Reason:

The Various Statuses are listed below:

a. New: Only new items entering WQM are displayed in a new status.

In Process: This status is generated by the system when a work item is opened in
Work Queue Monitor or Scheduling.

c. Available: The system automatically changes a status from New to Available
when the work item has been opened by the End User. End Users can also select
this status in the Add/Modify dialog box.

d. Clarify: This status can be selected in the Add/Modify dialog box, but it requires
a Status Reason.

e. Faxed: The system generates this status when a work item is faxed outbound.

f. Complete: Once this status is selected in the Add/Modify dialog box, and you
click OK, the item is released to the patient’s record. The item is no longer
viewable in WQM.

g. Canceled: When you select this status, a Status Reason is required.
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