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Completing a Proper Patient Search

Many records exist in the Cerner EPR’s Central Patient Index (CPI), some with incomplete or incorrect
information. To find an existing record it is important to do a complete patient search.

Note : You must perform 2 separate searches to ensure that all person records for the patient are

found. Many records from 16 hospitals comprise the CPI and therefore duplicates do exist.

Conduct the 2 separate searches in this order:

Search #1: Last name, first name
Search #2: Ontario health card number

DO NOT combine the above 2 into 1 search
Should you NOT find your patient record, continue searching using the following filters:

Hospital PIN specific to your site or Hospital RMRN (LRCP only)

Last name, first name initial

Last name, middle name in the first name field

Last name, age range of 10 years (based on given date of birth)

Other last name (e.g. maiden, previous), first name

Last name, abbreviated first name or common nickname (e. g. for Elizabeth try Betty)
Last name, first name of “Baby”, “Male” or “Female”
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Important Notes to Remember when Searching:

e Searches done with too many filters (search fields) entered might prevent your patient record from
being found

e If the result of a search is "too many persons found”, add a limited amount of information to the search
screen so that the search is narrowed

e Punctuation (e.g. hyphens, quotation marks) and letter case do not effect the search

e An age range search will not find matches on the minimum and maximum of the range, only ages in
between

e Do not search a PIN and/or HCN along with a patient Name as this will slow your search

e Do not select any of the following person records to schedule or register:
1) “900” series PIN record (represents referred-in lab patients, research patients etc.)

2) Employee Personnel record (PIN, birth date and sex fields are all blank) if selected displays
the following error message; “The record you have selected to add this visit to is a personnel
record. Please do another search to find appropriate person or create a new record.”

3) Historical Blood Bank record (patient name displayed all in UPPER CASE, PIN is blank)

¢ When patient record is found and selected for scheduling or registration, enter all parts of the patient’s
name (Last Name, First Name AND Middle Name)

e If your search finds multiple valid records for the same patient (excluding above types), contact your
CPI Auditor




Guidelines for Naming Convention

The patient’s full legal name must be used. The legal name is defined as the first or given name, middle name (if
applicable) and the surname as is entered on the patient’s birth certificate or as altered via a legal name change
event such as marriage, adoption or court approved name changes.

Legal names will be entered with proper punctuation, i.e., periods, commas, hyphens etc., as well as upper and
lower case letters when applicable. For patients with only ONE legal name, the name is entered into the Last Name
field, and NONE is entered into the First Name field.

Abbreviations of a first name will not be used unless this is the patient’s legal first name. If a patient prefers to be

called something other than their legal name, enter this into the preferred name field.

The following exceptions may apply to nhaming convention:

i. Newborns are entered using the mother’s last name (unless otherwise informed) and the first name will be
‘Baby’. In the case of multiple births, use letters to distinguish between babies. For example, Baby A Smith and
Baby B Smith.

ii. Titles such as Dr. or Reverend and name suffixes such as Junior are recorded ONLY in the preferred name field
unless documented as a legal name.

iii. Last names that include Saint will be entered as St.
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1. Left-click on the Appointment Tab. i [t
. . . . . (i ~mond Dr. Baokshelf
2. Left-click the ellipses button beside the Patient Name field. o it St —
3. Conduct a proper patient search and select your patient.
4. Enter the appointment criteria.
5. Left-click the Move button to transfer appointment criteria to Work-In-Progress area.
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6. Ensure appropriate resource is highlighted.
7. Select date on calendar.
8. Left-click in the desired time slot under clinic resource.
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9. Left-click on the Schedule button.
10. Review resource, time and select duration of appointment.

11. Left-click OK.
12. If all the book icons in the Work-In-Progress area are red and closed, left-click Confirm button.

i i i . focetem =
Appomtment Confirmation: T ——— __"__“:""
Fawily Plamvicia Peswnn Commmmon, Homme Phoes Gosder Fomale  Age. 4 Vean  VIP
13. Review details on Confirmation Screen. -_G_I'?_ Suwnnp | Geress | Rescases Vo | Gnidobost | WaBostion | Cosmsrssion Surwmaies | Warsio | Lucki | WDV | Engilty | Messod Hessvatp | Bt L
. . . . : w..\::‘-..w.:- i H
14. Print appointment for patient (if needed). poery,, ESTeslParfentt  weofRecon 17514762
Ldharpiess Mok Facarded

15 LEft-CliCk OK L5 -(H15 tEmin FUP WNPH Dreaser, Dr. - Urgert Medical
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Modify a Scheduled Appointment

1. Right-click on the existing appointment you wish to e =3
modify.
3' A MOdIfy WlndOW appears Wlth a” Of the Informatlon - #% Search, Patient Proper Generall Summary  Details |D|ders| Guwdelinesl Notificationl Conve 4 I 4
entered for the appointment. 5@ ENT-FUP ——
isit Type 1=
4. Left-click the Details tab to change any of the [ Outpatient =
appolntment Feason For Examisit
. . . frequent throat infections
5. Left-click OK to update the information for the fre
- Referring Physician
appointment. [Fase. David L [l
Family Physician
IBerea, telita Colleen ﬁl 1
Referring Service
IFamiI_l,l Medicine j
Attending Physician
IJanzen, Tharnas P ﬁl
Note
! -
oK | Cancel |



Remove a Patient from Work In Progress

1. Right-click on the patient’'s name in the Work in Progress Window.

2. Left-click Remove.
Whork, in progress;

=15 Pain FLIP Infusion Remove
- Current Schedy  E@pand Branch
= l J-GaC Canifirm

Appointment Attributes

L-TE» Patient  Appointment Inguiry

Cancel an Appointment

iecostanza, George Sewven
Fain FLP

Comfirnm...
Contack...
Modify. ..
Reschedule

Add Mew Appointment
Book Reguest

Confirm Reguest
Remove Reguest
Recur appaintment

1. Right-click on the Patient Appointment.
2. Select Actions then Cancel.

The Cancel screen will appear.
3. Select a reason for cancel from the list; add any comments if necessary and left-click OK.

No Show an Appointment

el:uslanza, George Ses

Pain FUP I,
Contack, ..
Add rdew SAppointment Moy
Bk £ o
EDDF en:lues s Reschedule
onfirm Regues! Hold. ..

Remove Reguest

Cancel...
Recur appointrment

1. Right-click on the Patient Appointment.
2. Select Actions then No Show.

The No Show screen will appear.
3. Enter an optional comment and left-click OK.



Reschedule an Appointment

1. Right-click on the appointment and select Actions then Reschedule.

Corporate, Marwell Five “Hl
ACT Clinic Visil Canfirm...
. . Contac..
RL-STRATH Add Mew Appointrient o
ODSP check Book Request (R oo
Moshaw Confitm Request Hold...
S Remove Request
B P " " Cancel. ..
eclr ApEointment P
A D
_ Magsten " checkrn...
Inguiry » Checle Qut. ..
Report » Patient Seem.. .
Applications 3 Request 3
Person » verify..
Sloks b OHCY..
Resources 13 Med Mec Check. ..
Eook Settings » Locke.
Lo

The patient appointment information appears in the appointment tab and Work-In-Progress area of the screen.

2. Make any necessary changes, move the changes to Work-In-Progress and then left-click Schedule.
3. Select the appropriate resource, time and duration and left-click OK to accept the new appointment information.

schedule - Follow Up

[ =
Time:
[EE) E
Duration
 Previous durstion 20 _l::l
& Duration E=

[~ Distinguish Setup and Cleanup duratios

4. Select the most appropriate reason for rescheduling from the drop-down menu, e.g., Scheduled in Error. Add
comments if necessary.
fifll Reschedule [2]x]

Reason

[dmined Patient |

Anesthesia Unavalable

Auto Canceled

Brought forward due to cancellation
my Case

ac
Bumped for Urgent/ Emergent Case
Cancelled by N physician

nuse

Cancelled by physician

-]
Cancel

5. Left-click OK.

Batch Reschedule

To reschedule more than one appointment: [Dresser. Dr. G.- Urges EZ?{:Z
[ Tue. 2007706712 [6] MadiFy...

1. Left-click on the Resource name or if using the %uF’STest, .. Eiscll:hedule
proportional multiple-day view, left-click on the [ﬁ = c
ezt

Canrcel...

Add M e ink £

header for the correct date. e ARRrEEn Mo Show, .
EBook Reguest
Zonfirm Regquesk Zheck In...
Remowve Reguest Check Out, ..

2. Right-click on any appointment that requires
rescheduling.

Recur Appointment

Mawigation

Patient Seen...
Eaktch Reschedule. .,

Inguiry
Report

Request

Yerify. ..




3. Select Actions and then Batch Reschedule.
A Batch Reschedule window will appear.

)l Batch Reschedule

Start Date End Date

Reason For Reschedule

2007/06/22 E| [2007 708720

B[] [Resouce Request =]

2 x|

| Patient | Appointment Lacation | #ppointment Type | Frimany Order | Scheduled Date/Time | Patient Duration

o S pmTest, Mary U-4UMED; Y-UMED  Urgent Medical - New 0 Minutes

o S Costanza, George Seven U-UMED;Y-UMED  Urgent MedicalFUP 0 Minutes

o <D Test3, Fatient UAUMED,; VUMED  Urgent Medical FUP 0 Minutes

o % pmTest Sunny U-4UMED.V-UMED  Urgent Medical-FUP 0 Minutes

o < pmlest, May U-4UMED;V-UMED  Urgent Medical FLIP 0 Minutes

= <% PSTest, Patient 3 UAUMED; Y UMED  Urgent Medical FUP O Minutes

-

Fieschedule Cancel

4. Left-click on each of the appointments that need to be rescheduled.

K&l Batch Reschedule B
tart Date End Dats Fleason For Aeschedule | [ (5 arianali schoduied issauies
200740622 B[] [z0070s7z0 |Resource Request = T & Lacations
| Patient | Appointment Location | Appointment Type | Primary Order | Scheduled Date/Time | Patient Duration
o % pmTest, Mary U-4UMED: W-UMED  Urgent Medical - Mew 0 Minutes
4 % Costarzs, George Seven  U-UMED:W-UMED  Urgent MedicalFUP 0 Mirutes
4 %S Testd, Patient U-4UMED: W-UMED  Urgert MedicalFUP 0 Mirutes
4% pmTest, Sunny U-4UMED: V-UMED  Urgert MedicalFUP 01 Mirutes
o %D pmTest, May U-4UMED:W-UMED  Urgent Medical FUP 0 Minutes
4 %9 PSTest, Patient 3 U-4UMED:W-UMED  Urgent Medical FUR 0 Minutes
=
Reschedule Caneel

o N o

Select the start date.
Change the end date if necessary. The default is 3 months out.
Select the reason for rescheduling from the drop down menu.

Place a check mark next to ‘Use originally scheduled resource’ if the appointment needs to be
reschedule under the same resource as the original appointment, otherwise leave blank and the system

will find the first available appointment matching the criteria under any available resource.

9. Left-click on the reschedule button. The books will turn red and the new appointment date will appear in

the window.

5l Batch Reschedule

2|

Start Date End Date Fieason For Reschedule ¥ Use ariginally scheduled resource
[2007705/31 B[] [zoovreerzs B[] [Resourcs Request =] I ailLocations
| Patient Appaintrient Location | Appaintrent Type | Primary Orderfj Scheduled Date/Time | Patient Duration
= @ PSTest Patient 2 U-4UMED: [¥-UMED] Urgent Medical-FUP 2007/06/05 - 08:45 30 Minutes
o @ PSTest, Patient 5 U-4UMED; [v-UMED]  Urgent Medical - Mew 2007/06/05 - 09:15 15 Minutes
o @ PSTest, Patient 3 U-4UMED: [v-UMED]  Urgent Medical-FLP 2007 /06405 - 10:00 15 Minutes
= @ PSTest Patient 5 U-4UMED: [¥-UMED] Urgent Medical-FUP 2007/06/05 - 10:15 15 Minutes
o @ PsTest, Patient Maggie U-4UMED; [v-UMED] Urgent Medical-FUP 2007/06/05 - 10:30 15 Minutes
o @ PSTest, Patient 3 U-4UMED; [v-UMED] Urgent Medical-FUP 2007/06/05 - 13:00 30 Minutes

Note: This feature will only work for those areas who have a resource list. If a user receives an error message, they
should contact the Scheduling team through the HelpDesk to request setup for batch rescheduling.



Appointment Inquiry.

Used to view a list of scheduled appointments for a patient.

_18] x|

= Schedule Inquiry - *Person Schedule Inquiry - Details

Task Edit Wiew Help
MaESEd ka4 s dd @y QIGNQE%’@@IN—"

MRBN: 1160 47 67 DOB: 1952/06/06

== Allergies ™™™

Name: Corporate, Patricia Two

Family Physician. .. Person Comment. .. Home Phone: [519) 682-1234 Gender: Female Age: 55 Years ¥IP: Anonymous

Peson | Resowce | 4|¥ I_BEG DATE | aMONvMOUS [ STATE [ APPT TYPE | nOTE | RESOURCE | REAsOM | RED DOCTOR
- HelN = R Rescheduled | Urgent Medical - Mew Ej,'l'a',"ﬁ'r':"ij:rUrg_g_ntMedicaI tesi {inkrown Physician, Physici
Inquiry: 2007406725 - 09.30 Confirmed Urgent Medical - Mew opd, Dr. D.- Urgent Medical  test Unknown Physician, Physici
I"F'ersun Schedule Inguiry - Details j
Person:
IEolporate, Patricia Two _I
Start date: Start time:
[2007/01/01 EEI [ooo0 E
End date: End time:
Ixxxx},xx},xx EEI |2355 E
1. Left-click on the Appointment Inquiry icon,
then left-click the Person tab.
2. Left-click the Ellipses button beside person and search for the patient.
3. Left-click on the appropriate patient and left-click OK.
4. Set the start date for the search. You may want to go back at least one month in case the patient missed their
appointment.
5. Do not enter an end date or time.
6. Left-click the Find button to search for the appointment.

Once the appointment list appears in the screen, as shown above, you can print the list by left clicking on Task and

then Print.

You may also right-click on the appointment to see a list of options for that patient. For example, you can
reschedule an appointment from the appointment inquiry.

Modify a Patient Record

PwbdPE

Right-click on the appointment for the person you wish to modify.
From the menu select Person, then Modify Person.
You may now update your patient demographic changes.
Left-click OK to update the file and save the changes.

Actions r

Add Kew Appaintment
Book Request

Confirm Reguest
Remoye Request
Recur. Appaintment

Wiew Person...

Modify Person...

Person Comments. ..

Mavigation 3
. View Encounter, ..
Inguiry 3 ¥
IMadify Encounter. ..

Repart: 3
| Encounter Comments...

Applications 3 Wiew All Encounters. ..
Bleges..

Slots 3

Resources 3




Patient Assistance and Privacy

What system should | be using to look up information to help visitors or family find patients?

In keeping with a patient-centered approach, the electronic patient care systems enable staff to help patients
locate their appointment location and assist visitors or other hospital staff in finding patients.

Outpatients

= The Scheduling Appointment Inquiry is an appropriate tool to use for providing patients with information
about the time and place of their appointment

Inpatients / Emergency / Urgent Care / One Day Stays

= The Patient Locator is an appropriate tool to use for giving directions (way finding) to family and visitors to
locate patients who are currently registered.

Audits

All patient system access is stamped with your electronic signature. Regular audits are conducted to ensure
that patient privacy has not been breached. Remember to access only the patient data you require to perform
your job.

Privacy Office staff are always willing to come to departments for discussion or in-service on any privacy-
related topic. To request an in-service, call ext. 32996.

View Cancelled, Rescheduled Appointments, and Empty Schedules

Viewing of Cancels, Reschedules and Empty Schedules can be toggled on/off. A check mark to the — **

Taokbars 3

left indicates the view is toggled on. o BT
Awvallability Bar

Appointments can still be scheduled to an empty schedule by toggling Empty Schedules on and ¥ Sfatus Bar

clicking on the resource. v sl utons

Large Buttons

Once an appointment has been scheduled to this resource, it will appear in the resource window for I:;:z:':dules
that day.

e

1. Left-click on the View Toolbar  Enpty Schedles
2. Left-click on Cancels, Reschedules or Empty Schedules to Toggle On/Off Refresh

Options..,.
Customizz, ..

Physician (Resource) Prompting

Physician (or Resource) prompting is clinic and appointment type-dependent and may not be available on some
templates.

1. Type in the first few letters of the appointment type. Left-click Books &ppeintment |
on the Ellipses button to select the appropriate appointment ~Appointment Location: =]
type from the list. [uRc = - =]

2. Enter the appointment location or select from drop down list by —— |
clicking on the arrow P ]

3. Press TAB to move to the Physician Field —

4. Left-click on the Ellipses button to select Resource "t"

5. Left-click Move to move appointment to Work In Progress S—

6.

Physician Resource will automatically open

Note: Other resources (e.g., room, dietician, nurse, chair, educator, procedure) may prompt for selection,
depending upon the appointment type/clinic selected. Some prompts allow the user to deselect the
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Suggesting An Appointment

Use to find next available appointment for a resource:

1. Enter appointment criteria and move appointment to Work in Progress area.

2. Left-click Suggest. il Suggested Schedules

3 In the Preferences tab, select the number of Suggested Paient Appointment Location | Appontment Typs | Primery Oider | Scheduled Date/Tms | Pz
- G 5 RS Conference - Qutreach 0

appointments to return.
4. Inthe Suggest Criteria tab, indicate days of the week and time

ranges to search for available times. 4 | &
Suggest Criteria | Preferences | | Pat Dur | Pat Date/Time | Persan [ ApptD=
-cli ool
5. Left-click Suggest. . ' r— e T
6. A list of possible appointment times will appear. ¢ vaoretssons[EREEER o
7. Left-click on the desired appointment time. [ T Toea T ne T o 52 [ o | Evoepios
| | Pat Dur | Pat Date/Time | Pﬁon | gt Date/Time | oot Tupe Fesource . o i Elﬁ E
o 1Houfs) 2008/09/26 1300 Costanza, Gieorge Seven 2006/09/26-13:00 NewGenetics Jung, Dr.J. —
E P 3 37 8 P S 18 e -T2 T =TT 3| o 0 0 =17 =771 [ T 0 B e rEetens = =
Bl 1Hourls] 2006410410 -1300 Costanza, George Seven  2006410/10-1300 Mew-Genetics  Jung, Dr. J. I Sohedul as wist vithin m lﬂ
I~ Overide suggested date and time
8. Left-click Select. oot | s ] 1] ;
A red checkmark will appear next to the appointment in the top i | Wt || G || s || 0
window.

9. Left-click OK.
The appointment information will return to the Scheduling screen
10. Left-click Confirm.

Check In an Appointment

Right-click on the Patient Appointment.

1. Select Actions then Check In. , Artiens Confirm .«
Contack...
Aidd Hew Appointment Modi_Fy...
ﬁook. GEaTER Rescheduls
Confitm Request Hold...
Remove Reguest o
Recur Appointrment Mo Show...

Mavigation

Check In...
Inguiry 3 Check Qut...
Repaort 3 Patient Seen,. .

The Check In screen appears with the detailed information for the patient’s appointment.

& Checkin 2lx|
Name: PSTest, Patient 5 MRN: 1160 43 13 DOB: 1955/07/... == Allergies No...
Family Physicia... Person Commen... Home Phone: Gender: Female Age: 51 Years YIP: N o te .
- e EENEEE | cenew Iﬁummav” Detals | Oiders | Guidelines | Motiication | Conversation Sumaries | lineraries | Locks | HOV | Elighiity| Medical Necessity | Be 4 | ¥ ’ . .
= % et L The check in time defaults to the current
Date: Time: . . .
N 2 e g date and time. This will need to be changed
TiskigLocolin if the check in process is not occurring in real
- 7| time.
B
=l

YIF | Person Name | Enc Type | MOH Code [ HCN | WC | Fieg Date [ Disch Date | Buiking | Murse Unit [ Attending Physician [ Med Service | Fi
PSTest, Patient 5

1 L

\ | wew | Mudlfyl SelEne ‘I Chages |
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Check In Without Registration:

2. Left-click Set Enc.
The Encounter Selection window opens.

I§ll Encounter Selection

Wigit Mumber | Enc Tyvpe | Digch Date | Admit Type | F acility | Murse Llnitl E ncounter Prenl

| Frovider Hame | Reg Date |

E A0 i Llutpatient LHSC-LUC  U-TORTH - Attending Physician - Bourne, Bobert B 2006,

| 1l

Modify dd Ene ok || cancer |

3. Select the appropriate encounter and left-click OK.
The Check In screen will return.

4. Left-click OK to complete the process.

Check In With Registration:

2. Left-click Set Enc.

The Encounter Selection window opens. Make sure an Encounter does not already exist for your clinic.

I Encounter Selection

K E3

Wizt Mumber | Enc Type | Dizch D ate | Admit Type | Facility | Murze Unit | Encounter Pranl | Pravider Mame | Feg Date |

406905018 Outpatient Elective LHSC-UC  U-1MEFH  Attending Phyzician  Kortas, Claude 200607431 - 1200
ANES050T 7 Ol LHSC-LIC  L-TORTH - Attending P | obe 2006741 -77:5h7
406304678 Outpatient  2006/07/10 - 23:59 LHSCAC  wi-HEM Attending Pl 2006407410 - 15:54

|

Madiy addine I ok | cancel |

3. Select Add Enc.

The Registration Conversation will launch
4. Complete all appropriate fields.

5. Left-click OK.

6. The Check In screen will return. Left-click OK to complete the process.

Shortcuts and Defaults
t = for today’s date Unknown age = 1875/01/01
n = for current time s = to add self to a field

pat = to fill in patient demographics in other tabs “» = enter double quotes in the preferred name field
after it is initially entered in the patient tab to delete a previous entry

nok = next of kin Unknown postal code = X9X9X9

uar = Guarantor nfa = no fixed address-will add all necessary
g information

. . . unk = unknown address-will add all necessary
clr = clear all associated fields : .
information




Types of PIN numbers
| Prefix [ NumberofDigits [ ' site ]

No PIN DOB exists — Valid Patient Record — Must Use
900 6 Referred-in Lab Work
London Hospitals
No Prefix London Health Sciences Centre
3000, 8 Downtime PIN
3100
LCP 6 London Regional Cancer Program
M 5 Mount Hope, London
P 5 Parkwood Hospital, London
RS 5 Regional Mental Health St. Thomas
RL 5 Regional Mental Health London
J 60r 7 St. Jos_eph’s Health Centre, London
J3 Downtime PIN
Historic PINS — no longer being issued
UorV | 6 | University Hospital, London or Victoria Hospital London
Regional Hospitals
AH 6 Alexandra General Hospital, Ingersoll
FC 6 Four Counties Hospital, Newbury
LM 6 Listowel Memorial Hospital
SH 5 South Huron Hospital, Exeter
SE 6 St. Thomas Elgin General Hospital
SM 6 Strathroy Middlesex General Hospital
TG 6 Tillsonburg District Memorial Hospital
WD 6 Wingham & District Hospital
WH 6 Woodstock General Hospital
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