Records Reviewer OJT Checklist


Learner Name: 

Specialty: 


MTF: 

Clinic: 


Trainer Name: 

Learner Signature: 

Please follow Clerk workflow process while completing items below. If an item does not apply. Please put N/A next to the Date Example: N/A Day/Mo/Yr. and initial.

	Checklist items
	Map
	Date
	Student

Initials
	Trainer

Initials

	Navigation 

Login and Desktop Setup
	
	
	
	

	· Log in
	
	
	
	

	· Explain Folder List and Recommend as quickest method of navigation 
	
	
	
	

	· Toggle to CHCS/Web Browser
	
	
	
	

	· Open Appointments module
	
	
	
	

	· Sign on as a second user on a workstation (optional)
	
	
	
	

	· Lock a CHCS II session to prevent timeout
	
	
	
	

	· Change workstation locations (File > Location)
	
	
	
	

	Search 
	
	
	
	

	· Access Search module using Folders List
	
	
	
	

	· Search for patient using quick search
	
	
	
	

	Patient List 
	
	
	
	

	· Add Patients to Patient List
	
	
	
	

	· Open Patient List and select Patient to view patient information
	
	
	
	

	Demographics
	
	
	
	

	· Access Demographics module using Folders List
	
	
	
	

	· Access Demographics module using Go Menu
	
	
	
	

	· View Patient information 
	
	
	
	

	· Verify DEERS eligibility 
	
	
	
	

	· View Primary Care Manager
	
	
	
	

	Appointments
	
	
	
	

	· Open Change Selections/Options 
	
	
	
	

	· Adjust display properties
	
	
	
	

	· Explain use of Test Patients and Test Clinic in live system
	
	
	
	

	· Explain clinic selection function in New Unscheduled Appointment / Telcon Visit screen (for Providers/Nurses who work in several clinics)
	
	
	
	

	· Print Appointments 
	
	
	
	

	· Transfer Patient
	
	
	
	

	· Add Provider
	
	
	
	

	Telephone Consults
	
	
	
	

	· Set default search and display options for the Telcon appointment list
	
	
	
	

	· Create new Telcon
	
	
	
	

	· Edit call back number
	
	
	
	

	· Enter Reason for Telephone Consult
	
	
	
	

	· Enter brief description of of call in the Notes field
	
	
	
	

	· Transfer Telcon
	
	
	
	

	Previous Encounters
	
	
	
	

	· View completed encounters in Previous Encounters module (if applicable)
	
	
	
	

	Health History (If applicable)
	
	
	
	

	· View Health History display properties
	
	
	
	

	· Customize Health History folder display
	
	
	
	

	Allergy 
	
	
	
	

	· Review patient allergy information
	
	
	
	

	Lab
	
	
	
	

	· View laboratory test results
	
	
	
	

	Radiology
	
	
	
	

	· View radiology test results
	
	
	
	

	Reports
	
	
	
	

	· Run a  pre-defined report
	
	
	
	

	· View report
	
	
	
	

	· Explain Reports can be standard, customized, preventive health or population health
	
	
	
	


After Completing each Session please fill in the proper session fields below along with a brief note describing session and Sign. Also note any issues, errors etc.. 

	Session#
	Date
	Start Time
	End Time
	Elapsed Time
	Total Time
	Initials

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	8.
	
	
	
	
	
	

	9.
	
	
	
	
	
	

	10.
	
	
	
	
	
	

	Notes:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	                                                                                     Total Elapsed Time:









