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MRT PULL LIST - FUNCTIONS FLOWCHART

 

	STEP ONE
Initialize Lists
MRM --> PL --> BR--> IN


	STEP TWO
Print Batch Lists
MRM --> PL --> PT


	STEP THREE
Print Pull Lists
MRM --> PL --> BR --> PP


	STEP FOUR
Pull records from fileroom
(PHYSICALLY PULL BOTH LISTS)


	STEP FIVE
Delete entries from batch
MRM --> PL --> BR --> EB


	STEP SIX
Create records from batch
MRM --> PL --> BR --> CR


	STEP SEVEN
Print a final Pull List
MRM --> PL --> PT


	STEP EIGHT
Charge out Pull List
MRM --> PL --> OU


MRT PULL LIST FUNCTIONS
 

 

NOTE: Important things to remember about pull list functions!

 

·          Clinic profiles must be set up correctly with data on what appointment types for which the clinic needs records pulled.  Does the clinic need records pulled?  Does every doctor require the records to be pulled?  Was the record room pulling for this clinic BEFORE CHCS?  If not, the clinic POC and the record room POC need to discuss this before the profiles are set.

·  

·          If there is no record room filled in for a patient, the batch list entry will appear in the default central file area for the division in which they were registered.

 

·          If an incorrect entry is on the batch list and is not deleted, a record will be created in the incorrect file room and will have to be transferred or moved to the correct file room.  This is extra work!

 

·          If default printers are not in the Fileroom Setup definitions, the user will be prompted to enter a device every time.  It is better to set up default devices and, if the user wants to use other devices, let the user say no to "Do you want to use the fileroom's default devices?" at sign-on.

 

·          The user should print the routing/charge cards at the time they print the lists.  This allows the user to place the cards in the outguides and pull the records very quickly.  The records which are not found may be easily identified by the use of codes on the charge cards.  For instance, the user may find three records charged out and write "CO" on the cards, three records not found at all and write "NR" for "no record" on the card.  The cards are taken back to the workstation and used to go down the list in the system, deleting these entries (or marking them as Not Fillable, in the case of pull lists).

 

·          If the clinics want total control over what is charged out to them, the fileroom may charge out to a holding area and allow the clinics to pick up their own records and re-charge the records to themselves.  This involves a lot of work on the part of the clinics, so it usually is not done this way.  However, the records may be held in a holding area for patient pickup (still charged to clinic, though).

 

·          If a patient has more than one appointment, the losing clinic generally will recharge to the next clinic, in order to relieve the losing clinic of responsibility.  In some MTF's the clinic will use the borrower CHARGED TO PATIENT and let the gaining clinic recharge to themselves upon receipt of the record.

 

 

STEP ONE:
Initialize Batch and Pull Lists from Schedules
 



This process will look at the Patient Appointment file as well as the Clinic Profiles to see how far in advance to pull the records and who needs records pulled for the appointment date in question.  For example, if today is your pull date specified, and all clinics at your MTF want records pulled for all appointment types two days before the appointments, the system will look at the Patient Appointment file for an appointment date equal to two days from now, and compile those patient names into an entry on the pull or batch list.  If the patient has an MRT record already, an entry will be placed on the pull list, if not, the patient will appear on the batch list.

 



Menu Path:  MRM-->PL-->BR-->IN
                      ALL CLINICS// {or selected clinic(s)}

                      Pull Date: {Today or date you want pull list}



A message will print on the LA75 when the process has finished.

 

 


NOTE: The difference between a PULL list and a BATCH list.

 

     PULL LIST




BATCH LIST
 

     Patient registration          Patient registration
     complete                      complete

 

     Patient has scheduled         Patient has scheduled

     appointment                   appointment

 

     Patient HAS an electronic     Patient does NOT have

     medical record in CHCS        an electronic medical 







    record in CHCS
 

 

STEP TWO:
Print Batch List
 



This list will contain entries for patients with scheduled appointments who need a record pulled but who have no MRT records created.

 



Menu Path:  MRM-->PL-->BR-->PP


Select Batch List:  ALL CLINICS//{or your selected clinic(s)}

            Select Pull Date: {same date as above}

            List which entries: Un-Printed//{CR}

            Print Routing/Charge Cards: Both//{CR}

            Select Charge Card Printer:(default)//CR

Select Device: (default printer)//CR or NL: if you do not want to print cards}

 

 

 

STEP THREE:
Print Pull List
 



This list will contain entries for patient with scheduled appointments who need a record pulled and have MRT records already created.

 



Menu Path:  MRM-->PL-->PT
            Select Pull List:ALL CLINICS//{or your selected clinic(s)}

            Select Pull Date: {same date as above}

            How do you want list sorted? Terminal Digits////{CR}

            Select type of list? All//


Print Routing/Charge Cards? Both// Charge or {CR}



Select Pull List Printer: default printer//

STEP 

FOUR:

Pull Records
 



Take the charge cards for both lists and place them in the outguides.  Use the outguides to pull the records.  If you do not find a record, mark the card with something meaningful to use when you edit your lists, such as NR for No Record, etc.  When you are finished, the two lists should have either a record or a notation as to the status of the record for each entry.

 

STEP

FIVE:

Edit the Batch List
 



Through the use of this option, you may remove entries from the batch list for which you do not have records or cannot fill the request.

 



Menu Path:  MRM-->PL-->BR-->EB
            Select Batch List: ALL CLINICS//{or selected clinics}

            Select Pull Date: {same as above}

            List which entries: Un-printed//CR
 



You will get lists printed to your screen of each clinic, in order, and you may select using up/down cursor arrows and the select key for marking the entries you wish to delete.  After you hit return, the system will ask you if you wish to delete selected entries.  You must type Y.

 

STEP SIX:
Create Records from Batch
 



This process does three things: Creates the outpatient volume 1 of the MRT record for the patient, prints a label for that record, and moves this entry to the pull list.  

 



Menu Path:  MRM-->PL-->BR-->CR
 

Select Batch List:ALL CLINICS//{or selected clinics}

            Select Pull Date: {same as above}

            Select Record Label Printer: (default printer)//CR
 



The labels will print when process is finished.

STEP SEVEN:
Print a Final Pull List
 



Same as Step Three.  Failure to do this step will result in an incomplete final pull list to charge out!   This will also give you a record to compare with your records being charged out, and to keep for your records.

 

STEP EIGHT:
Charge Out Pull List Records
 



This process charges out the Pull List entries to the clinics in which the patient has an appointment.  If the patient has multiple appointments for that day, the first clinic will have the record charged to it.  Before charging out the records, you may designate pull list entries as un-fillable for which you have no records.

 



Menu Path:  MRM-->PL-->OU
          
Do you first wish to designate some requests as 'not

              fillable'? NO// {if you have requests to designate

  as not fillable, say YES here, otherwise, hit return}

          
Select Request #: {found on the card, you will not get

              this prompt if you say NO to the above prompt}

            System will prompt you to change status from

            REQUESTED to NOT FILLABLE.  Affirm with a YES.
          
Select Pull List: ALL CLINIC LISTS// CR {or selected clinics}

          
Select Pull Date: {same as above}

          
Do you wish to charge out to a holding area? NO// CR
          
Are you sure you want to charge out records? NO// Y
          
Records will be charged out with a final return.

 

PULL LIST TROUBLESHOOTING

 


a.
Check all Appointment Types in the clinic and provider profiles for which the fileroom pulls records.

 


b.
Check patient's fileroom. Is the fileroom defined in the hospital location file (#44)?  Is the patient's record stored in that fileroom?

 


c.
Check Display Patient Appointments to check the date/time of the patient appointment.  Note:  If appointment was made after the list was created or within 24 hours of the appointment date and time it will not show up on this list.

 


d.
Is the user signed into the correct fileroom and division?

 


e.
In the BSU option, check the field "Record Type Needed" for the clinics for which the fileroom pulls records.


f.
Is the fileroom setup to store that record type?  Check the record type setup.
 


g.
When was the patient appointment made?  Was it made in the last 24 hours?  What is the clinic parameter set to for days in advance to pull patient record?  It could be that the appointment was made too late to be pulled by the system.


h.
Was an update pull list run?  This should be done if a significant amount of time has lapsed between the running of the pull/batch list initialization and the charging out of the lists.
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Call 953-5458 to schedule ALL CHCS classes

