	Encounter Documentation FAQ’s

	How do I change the title on the signature line for an encounter?
	· The Signature line is change with in the Options box for and encounter.  With the encounter open,  click on the Options button.  Modify the two lines of the signature block as necessary. 

	How do I delete an erroneous vitals entry?
	· Erroneous vital sign entry can be deleted by going back onto the vital sign module.  Click on the review tab and make the necessary corrections.  Click on OK to save your work.  The old set of vital signs is entered in the lower portion of the note in a Change history section.

	Additional Staff Provider to Encounter to receive credit for reviewing Resident’s Note.
	· When a Resident requires a co-sign for the SF 600, the staff provider reviewing the note must be added as an additional provider if he/or she wants credit for the review.  

· To add a staff provider to the encounter, the clerks or med-techs (or any user) must select the Add_Provider option on the Action Bar. Search for the provider’s name and select the provider from the search results.

 The staff provider’s name is added-in to receive credit for reviewing the note. 

	How to perform Copy Forward
	· Copy forward lends itself well for f/u visit and lends itself well to quickly review and document the past medical history (PMH) from the previous visit without having to reselect or search for the same terms.  

· Copy forward will pull forward all the S/O terms from HPI, PMH, ROS, PE and Tests that were documented from a previous visit (previous encounter). 

a. Open a current encounter for a patient.

b. Select Previous Encounters from the Folder’s list

c. Highlight the encounter to copy forward the S/O terms.

d. Perform a right click on the mouse and select Copy Forward

e. Open S/O module

f. Copy Forward terms will be identified in Yellow from the left pane window.

g. You can quickly document no changes

from the previous visit by selecting “AutoEnter.”  



	Copy To Note Didn’t Work
	· To perform a Copy To Note function, a current encounter must be open for the patient:

a. Open the Lab or Rad module from which the results are to be copied.

b. Single click on the Lab or Rad to display the results within it’s respective module.

c. Highlight the results or interpretation to be copied to the note using he left mouse button

d. Single click the right mouse button to display the Copy To Note option. 

e. Click the left mouse button to perform function.

f. Close the Lab or Rad module and review results in the encounter.   

	Documented the note under the wrong patient.
	· First, there is no easy way to delete the data from wrong patient’s record.

·   Secondly, any information removed from the different modules will only be captured in a new category at the bottom of the encounter called “Changed History.” 

· Two Scenario’s exist in corrective actions:

a. Scenario 1 (Scheduled Appt/Walk-in Appt and Encounter is not completed):  Deleted the Diagnosis(s) and orders from the A/P module.  Perform a “Facility Cancel” in CHCS II for that patient.  Create a Walk-In appt for the same patient once the patient arrives for original scheduled appt time period.  In CHCS I for End-of-Day process, “ADMIN” out the facility cancelled appt.  

b. Scenario 2 (Scheduled Appt/Walk-in Appt and Encounter is completed):  Select the patient’s encounter via Previous Encounters.  Select the “Amend Encounter” option from the Action Bar.  Deleted all the Screening, Vitals, S/O Note(s), Diagnoses and Lab, Rad or Med Orders (discontinue) from the A/P module.  Open the 

Problems module from the folder list and remove diagnoses from the Problem List and any documented Family History by marking as “Deleted (Error)”.  The problem can’t be deleted from the Patient’s problem list.   Delete any Allergies that were entered under the Allergy Module.  Enter a statement in the S/O module or the Add Note section to reflect the wrong data was entered under the wrong patient. Leave the encounter open (unsigned).  

	How can I delete Change History?
	· The change history section cannot be deleted.  This is the electronic equivalent of making a change in medically legal documentation by marking through it with one line and initialing the mistake.  

	Can a provider_attending change the procedure modifiers after a nurse_wellness has signed the encounter?
	· The only people that can change an encounter (or Amend) after it was signed is the person that signed the encounter and or the person that co-signed the note (if the signer put the note in Requiring co-signature status when it was signed)

· Others can added notes to the end of the encounter (Append).


