How to correct documentation under the wrong patient

Important: There is no easy way to delete the date from wrong patient’s record.  And, any information removed from the different modules will only be captured in a new category at the bottom of the encounter called “Changed History.” 

There are basically two possible scenarios, with a tip to re-use the information entered on the wrong patient, and applied to the correct patient using Templates:

If you have a Scheduled Appointment or Walk-in Appointment and the Encounter is not completed, then do the following:  

1.
Delete the Diagnoses from the A/P module.  

2.
Delete all orders, (LAB, RADS, MEDS) from the A/P module. 

3.
Perform a “Facility Cancel” in CHCS II for that patient.

4.
Create a Walk-In appt for the same patient once the patient arrives for original 


scheduled appt time period. 

5.
In CHCS I for End-of-Day process, “ADMIN” out the facility cancelled appt.

If you had a Scheduled Appointment or Walk-in Appointment and the Encounter is signed (status is complete) then 

1.
Select the patient’s encounter via Previous Encounters.  

2.
Select the “Amend Encounter” option from the Action Bar.  

3.
Delete all the Screening, Vitals, S/O Note(s)

4.
Delete all the Diagnoses, LABs, RADs, MEDs Orders (discontinue) from the A/P 

module.  

5.
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)”.  

6.
The problem can’t be deleted from the Patient’s problem list.   

7.
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. 

8.
Leave the encounter open (unsigned)

If you have entered a lot of patient information in the S/O and A/P modules on a wrong patient, and you don’t mind going through a few steps to re-use most of that documentation to be applied to the correct patient, you can follow these series of steps to re-use the old information (you will have to re-enter the vitals, any consults, and any Comments in the A/P module associated with any diagnoses).  Essentially, what you will be doing is making a template of the encounter done on the wrong patient, then re-using that template for the right patient.

If the Encounter is not completed then

1.
Close all modules to get back to the ‘Summary’ screen or SF 600

view

2.  
Click ‘Save As Template’ button on the top navigation icon bar, or 

click ‘Actions’ then ‘Save as Template’ on the File List at the very top 

of the application.

3.  
The ‘Save List Note Template’ window will appear, name the S/O 

portion of the template something like ‘correction’, and Do Not Share 

this template.

4.  
You will be taken to the Encounter Template Details screen.  Here, 

just press ‘Save As’ and name this something like ‘correction’, and Do 

Not Share this Encounter Template.

5.  
Now, Delete the Diagnoses from the A/P module.  

6.
Delete all orders, (LAB, RADS, MEDS) from the A/P module. 

7.
Perform a “Facility Cancel” in CHCS II for that patient.

8.
Create a Walk-In appt for the same patient once the patient arrives for original 

scheduled appt time period. 

9.  
In CHCS I for End-of-Day process, “ADMIN” out the facility cancelled appt.

10. 
Now select the correct patient that should have had the documentation, and 

document by loading the ‘correction’ Encounter Template.  You will have to re-

select the S/O (+)(-), and the free text associated with the terms will be included.  

In the A/P section, the tabs; Dx, Order Set, Procedures and Other Therapies will 

contain information if it was entered when the template was made.  Double click 

them to add them to your encounter documentation, as appropriate.

If the Encounter is Completed (signed) then

1.
Go to Previous Encounters and select the encounter that was created in error

2.
Click ‘New Template’ button on the top navigation icon bar, or click ‘Actions’ 

then ‘New Template’ on the File List at the very top of the application.

3.
Follow steps #3-10 above.
