ip! 6 Handy Hints

Te Poari Hauora A Rohe O Te Tai Tokerau

You can also view clinical records enquiry screen

from the information tab at the patient level i Pressing the SPACEBAR ticks the currently NDHB WebPAS

selected checkbox.

1 TENPENNY Sir Cat | |

Date of Birth 09 Nov1999(Age 17 yrs) Sex Male

#  Pressing the Tab button moves you from one Clinicians Group

field to the next in the correct order of data

m ---- Information ---- entry. we b PAS

All Visits
Visits by Type (My Hospital)

Alpha Replacement Project

#  Inadrop-down list, typing the first letter of the

| ACC Enquiry item you want selects the first item in the list

| Clinical Records Enquiry l [ ]
Brevious Address Lt with that letter. Repeatedly pressing the same c,,nica’ Records
View Merges e . .

LQ [ ’ Clinical Records key moves the selection down the list.

Department

#  Pressing F5 refreshes the screen
To view the movement history for the clinical

record. #  Pressing Ctrl+N opens a second window, so you ac ’ng

Open the clinical records enquiry. can use two different parts of webPAS on

Click on the icon in the first column .
different screens

F 1] -
:> [l_.ar Clinical Record #  Pressing Ctrl+K opens a second tab, enabling

you to use two different parts webPAS.

() TENPENNY Sir Cat [} NHINo. ZAW1607‘
Date of Birth 09 Nov1999(Age 17 yrs) Sex Male Claim Type NA VisitNo 5144838

#  On Date fields entering the Day only of the

Date will default the rest of the Date to the cur-

rent Month and Year, e.g. entering 24’ in Feb-

21 ??032016 at 22 Dec 2016 Q\WG Medical Louise Miler . . ,
21Dec20165t 26 Dec 2016 \WG) Clinical Louise Miller Post Discharge | Louise Miller ruary 2017 WI” defaUIt the Date ﬁeld to 24 Feb
13:14:44 &ecords Department Processing
2017".

. . For more information contact:
The Medical Records Enquiry Screen opens.

Louise Miller Clinical Information Specialist

) ) . #  On Date fields entering the Day and Month
The movements are listed in date order, with Level 2 Maunu House

the most recent movement first with a space between them will default the Phone: extension 3101




1 Find Patient

Using the ward list or a NHI search;
Find and open your patient.

® The Patient Level opens to the Patient Banner
(the grey section).

(2] Below the patient banner is the patient level
menu (the dark green section)
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Ii;l ---- Information ---- V I ---- Actions --- V¥ || --- Printing -~V | @

2 Does the patient have a clinical record?

D This will only display if the patient has a
clinical record

_1 TENPENNY Sir Cat [} <=|
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This is the clinical record icon

Ii;l ---- Information ---- V || ---- Actions --- II --- Printing --- Vl

3 Track Clinical Records

® Click the Clinical Record icon
® The Medical Record Master Enquiry displays.

You can see the home location (@) and the
current location (@) of all records for that patient

1 TENPENNY Sir Cat [}
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---- Actions ----

--- Printing ---

---- Information ----

Medical Record Master Enquiry

Document Type ’—Em Home Loc. Current Location
ini 1 |Whange Clinical Records AWG) Ciinical Records |Current
L"Q Cicalbeced r < Department Bepart)ment Volume

ﬂ See pamphlet 2 for NHI search instructions

AN

ICAUTION!

You can only track clinical records if the patient
has a clinical record created in webPAS..

Track Clinical records Continued

® Click on the Actions Tab in the Patient Level
Menu to open the Clinical Records Tracking Screen

) TENPENNY Sir Cat [}
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---- Information - V| RN (ol ERE
iy Clinical Records Tracking

® Complete the fields and click on Move

Single Record Movement

.. Document Type Clinical Record Requested By  |Louise Miler @
In webPAS, to track a clinical . l_ |
Movement Date |21 Dec 2016 \% Movement Time |12:19:13 '6 (>}

record is called Move clinical

Record Destination I Clinical Records Department Hospital | Whangarei Hosppital
Reason Post Discharge Processing Due Date |26 Dec 2016 % 3]
Bwraloar [ ] e |

Movement Comments | 1]

Ciinical Record Department

Home Location
(AWG) Clinical Records

Current Volume

1 (AWG) Clinical Records Department

I Move | II Cancel I

When tracking a patient’s clinical record
the warning message below may
appear.

If records are being returned to Clinical
Records you should track them to
Clinical Coding instead.

=]

Message from webpage

Warning : Patient has an admission with Incomplete Coding!
A4\ Visit No= 5094384

Disch Date= 16 Jul 2016

Disch Dest=

Post Disch Status= Coding

o Change this to the clinician's name if the
movement request (person tracking to) request
is not yourself.

(2] The time you opened this view will de-
fault in. o
Click the stop-
time right now, .
another time.

to enter the
to enter

watch
or the clock

(3) The current date will default in.

(4) Add free text comments

. You can revisit the clinical records enquiry screen
to check that the current location has changed.




