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Contact Information

Hours and Phone Numbers

8:00 a.m. —4:00 p.m. — Monday through Friday (HIM Department)

No Holiday Coverage

Health Information Department HIM 715-847-2177
HIM Physician
Jenn Kostyn Completion & Letters 715-422-9306
System Director of
HIM, CDI, and
Shelley Stokosa Transcription 715-847-2617
Alex Lampe (Hospital) System HIM Manager 715-847-2179
Krystle Grabko (Clinic) System HIM Manager 715-847-2400
Jessica Donnell (Release of
Information, Post-Acute Care) System HIM Manager (906) 265-0425 Ext. 11425

If there is anything, we can do to assist you, please contact us by phone or email.
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Documentation Requirements

History and Physical Note Type
o Completed within 24 hours after admission or registration.
o Office Note within 30 days of admission. More than 30 daysbefore current admission may NOT

be used.
= If an Office Note is used, an H&P Update is required on the day of admission and prior to

a procedure requiring anesthesia services.
» H&P Updates are done as History and Physical note type and must include that the H&P

was reviewed, and patient was examined for any changes. If there are changes, they must
be included in the H&P Update.

Operative/Procedure Note Type

o Must be completed immediately after a procedure.
= Ifitis notimmediately completed, an Immediate Post-Operative Progress Note can be

completed and the Procedure note needs to be completed within 24hrs.

Discharge Summary/Final Diagnosis Note Type
o A full discharge summary must be done for any stay greater than 2 days, deaths, or patients with

complications.
= Completed within 30 days of discharge, day of discharge is preferred for patient

continued care.
o If apatientadmission is less than 48hrs a Final Diagnosis can be completed instead of a full

discharge summary.
= It mustinclude the final diagnosis and list of procedures from the admission.

InBasket Done/Decline
“Already Done” and “Decline” functionality is available in the Hospital Chart Completion Folder

o If there is something assigned to you that is either already complete or something you do not feel is
yours to complete, you can mark the item as either “Already Done” or “Decline”. This allows you to
send this back to the HIM team for review.

o Itis strongly encouraged you include information in your Done/Decline explaining the reasoning to
assist HIM in understanding the background of your decision and to accurately correct the item.

In Basket G} NewMsg ~ 5B New Patient Msg - eRg!resn ;;,Ed\lE-]-)lS & Preferences ,Ogaarcn # Wanage QuickActions ~ | & Attach [5] Out @Prapenias -

Sort & Fitter ¥ & | ¥ Encounter & JumpTo & Sian # Edit 4 Decline [Sf Aready Done -2 Reassign

T My Messages > Hospital Chart Completion 0 unread, 2 total

Covered Work I Due Date Palient Deficiency Status Aspirus Cardiology Wausau Clinic Acct 19772752

313012021 11:59 Cath E-Signature Needed CSN: 1009584452
Encounters Encounter Date: 02/11/21 Discharge Date: Def..:
. 5 [ Message [ Details [ Encounter Summary
I Hospital Chart Completion 2/25/2021 1150 ... Incomplete Note Mote Pending
Encounter Date: 02/24/21 Discharge Date: 02/24/21 Def -
& Cath

Letter Queue

x| € E-Signature Needed

My Incomplete Notes
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Physician Completion and Letters
o Physicians are required to complete their medical records within 30 days of the patient’s discharge.

o Physicians will receive YELLOW LETTER when records are over 20 days, indicating a
cautionary reminder that records are getting close to the 30-day incomplete status.

o Physicians will receive RED LETTER indicating records are at or over the 30-day and admitting
privileges may be suspended.
These Red and Yellow Letters show in the InBasket under a Physician Letters InBasket Folder

o Physicians may receive additional requests for completion of records by email or phone if the
record is needed for a request for records or if it is holding up the billing for the account.

Our goal is to ensure that the medical record is complete as soon as possible to allow for continuity of patient
care. Ensuring documentation is complete allows us to make the documents available for other providers when
needed. Italso assists with coding and billing. If atany time there is anything we can assist with please do not

hesitate to ask.

Navigation of Scanned Records

Scanned records for a patient can be found in different areas of Epic depending on what you are looking for.

Media Tab

O This tab contains records scanned to an encounter within Epic.
o For hospital accounts:
®  The Partial Medical Record (PMR) would be your main scan and include the main pieces
of the paper chart though there is minimal information remaining in paper.
= Other History and Physical would be the Office note being used as the H&P for the
encounter
= Anesthesia Record would be the actual Anesthesia record if the location still completes
this on paper
= Qutside Records would be any records from outside facilities that were received in
connection with the encounter.
o Clinic encounters:
= Documents that correlate with an appointment or EPIC encounter
= Forms (FMLA, Disability, Medication Prior Auth, Med Necessity, etc)
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Off Premise Tab

o Thistab contains records from outside facilities and are labelled to include the location it was
received from and a description of the records.
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= anzene Chitsiche Records TESTING 1212018 O Premise with Bingol 12132018 15:07
3 Years Ago
B one2016 Hualth History Form TESTING HIM G206 Offics 'winil with Kerm, 122308 14: 34
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Archival Tab- Call out this is where they will find records date TBD

o Thistab includes a link to the Clearsense program that houses older Aspirus records that were
not created in Epic butin an alternate system. Currently Aspirus Riverview Meditech
documentation s live in this tab and Divine Savior’s current HER information will transition
here as well.

& SnapShot Chael Review  Raview Flowshests Retslts Review  Alergies History Froblem List  Demographics Leflers  idenSity Masager Archival  Growth Chart P Graphs (Mg Wiewer

Clearsense

P
|0 Arsense

EEPORT EXPUOEER

B Spbacn A Rupscina (3

Expand 81 Coflagas All
Mlgzecr
= o Assssnmanty / Corw Plan [2)
= Plan o care
~af Proagress Mooe
= ¥ Candislogy (1]
L5 Muchear Mo
™ o irnagging [4)
LS ot sew
o Rk Repan
o Oesera (15)
= o Partial Medical Recard (B
| N——
L&A rner

LEGACY

Patsers Loclosp ¢ Patierd Search Results | Encounters:

SEbECT Dol O MO 1RO TYPE frorm Th Repon Exploner om the bl thin sebect one of mons Encounters bekew. Than, clck Yiew 10 S008S tha selecied repon(s)

e

DORIN5

He A0
Tirezamiaes A

DO8: DRI I90G

LT
[ Peroveew

Hospaal

THT52E

G0, FOGO0

vt Sourta

Rewion Sywiem
Mesciect

G1E8AL4, H1T5TH0, V0

Raperta

Gangar: Female

Owders, CT Scan, Derrographacs, Nucksar
Megicing, Plan of care, Progress Note, Regiclogy  Wiew

R, Oehed

Page 7 of 10



ASPIRUS, INC.

Fassion forexcellence. Compassion forpeople.

Lab Abstraction

To help improve continuity of care for our patients and provide a more comprehensive data set to our clinical
care teams, staff in the HIM department is collection and entering certain external lab results that are received in
paper format. Staff are entering these results into Epic as a discrete lab value. These outside lab results will
then be able to be viewed on the Lab Tab of Chart Review within Epic allowing providers/clinicians the ability
to view, trend and better utilize this data to make better patient care decisions.

. @é‘é < @ Chart Central @ Appt Desk @ (GERCNEVE |dentity Manager  Patient Station  Fyl  Patient Charts Report
Chart Review

Qz, Atestdinic "Jane"
67 Y, 17171954 " Encounter: Imaging Cardiology Procedures  Other Meds  Episodes Blood Letters Notes/Trans  Me

MRN: PT77777, Enterprise

|D: EFTTTT7 W Results Review Preview ~ | £¥ Refresh (9:10 AM) | = Select Al = Deselect All | [2) Review Selected Side-by-Side | [E} Lab Flowsheet
CONTACT INFORMATION Y Filters D Hide Cancelled/POC
1) ***test Patient™* Please
?E;?ard Wausau W (@ Medications and orders also exist in active treatment plans: UP MISCELLANEOUS (THERAPY PLAN)
)
¢, 715-555-1112 (home) (D To save time not all records have been loaded and sorted. | Load All Records Now | | Hide
715-355-2121 (work) -
% caitlinbenbow@aspirus.o Date/Time Test Status Encounter Type Enc
‘m
gwenp@aspirus.org Recent ~
Tammy.Freese@aspirus.o
ra 02/17/2021 08:41 COVID (SARS-COV-2) BY PCR Active - Future Telephone WeC
tammyfi@aspirus.org . .
02/10/2021 03:29 CBC W L Discontinued Cl Note/Orders  ADC
[21 Testing for DMR. /hﬂk

8B PCP: Hartke, Justin G, 0211012 U}/ ALT - EXTERNAL \ Completed - Finalf Abstract \ HIimM

M.D.
02/10/20 ALKALINE PHOSPHATASE - EXTER Completed - Finalws_vy HIM
CURRENT ADMISSION
Mot Admitted U] 02/10/2021 ALBUMIN - Completed - Edite...  Abstract HIiM

Warnings 021072021 SCANNED OUTSIDE PATHOLOGY Completed - Final r... Qutside Ordears IT
Y p Release Restrictions - )
Test [0} 01/26/2021 14:41 SCANNED OUTSIDE LAB Completed - Edite...  Abstract HIM
0171472021 CREATININE - EXTERNAL Completed - Final r... Abstract HIM
011472021 GEMERIC LAE - EXTERMAL Completed - Final r... Abstract HIM
g 121222020 ALBUMIN - EXTERMAL Completed - Final r... Abstract HIM
1] 1212272020 ALKALINE PHOSPHATASE - EXTERNAL Completed - Edite...  Abstract HIM
11/17/2020 08:22 COVID (SARS-COV-2) BY PCR Discontinued Telephone WC
DatelTime Test Status Encounter Type Enc o AB El&s-mL
Recent |l | component 2 mo ago 11yrago 11yrago
Ref Range & Units (12/22/20) (8/10/09) /09)
02/17/2021 08:41 COVID (SARS-COV-2) BY PCR Active - Future Telephone WC A";Umi" 1* 4.2 %
grdL
02110/2021 03:29 CBC WITH DIFFERENTIAL Discontinued Chart Note/Orders ~ ADC Resulting Agency EXTERNAL LAZ EXTERNAL LAS CARDIOVASCULAR CARDIOVASCULAR
0211072021 ALT - EXTERNAL Completed - Final . Abstract HIM T w ASSOCIATES
02110/2021 ALKALINE PHOSPHATASE - EXTERNAL Completed - Final r._. Abstract HIM Specimen Collected: 02/10/21 L35t Resuted: 02/15/21 09:48
o 0artoiz0z ALBUMIN - EXTERNAL Completed - Edte. . Absiract HM EE # Lab Flowsheet B Order Details i View encounter W Lab and Collection Details 53 Routing D Result Histor
02110/2021 SCANNED OUTSIDE PATHOLOGY Completed - Final r._. Outside Orders iy ©=Referenca range oifers from cspay
] 01/26/2021 14:41 SCANNED OUTSIDE LAB Completed - Edite...  Abstract HIM T Order 151538245

0111412021 CREATININE - EXTERNAL Completed - Final r... Abstract HIM @R Lz g B 2 D) Gy (e AT R
01/14/2021 GENERIC LAB - EXTERNAL Completed - Final r.__. Abstract HiM
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CDI Query Completion

1) Access the In Basket

2) Click Coding Query folder to access a query sent by CDI Specialist.

3) Select Message/ query to review.

4) Click Encounter which will take you the summary page. Click notes activity to access your note and
update or clarify your documentation. ** Please note, queries must be resolved within 24-48 hours to
ensure accounts are not held up for final billing.

5) Reply to respond directly to the CDIS to ask questions or to let them know documentation has been
updated. ** This is not part of the permanent medical record. Updates need to be made within the notes
to be coded.

6) Click Already done and the message will be removed from the In Basket.

In Basket 3newMsg - ChPatientMsg L) Refresh & EditPools # Setings O Search # Manage QuickActions ~ | & Attach [ Oout | 5}

Cosian - Clinic Ord Pend Tumer, Tracey, RN 08/06/19 Weight PHYSICIAN'S DOCUMENTATION REQUEST
osign - Llinic Orders | @ sypject Ciinical Documentation Query

Cosign Notes (10)

Phone:

- Date: 3
pre S ———— preremm PCP: None, None. M.D. Date of Query: Date: 7/23/2019 02:45 PM
Encounters (2) @  Subject Clinical Documentation Query MRN

. patient Name:
Hospital Chart Comple New Jascor, Marcie, RN. 08/07119 MyAspirus: Pending Medical Record #:
My Incomplete Notes| @  Subject Clinical Documentation Next Appt: None

Account 2
Johnson, Alexis, R.N. 08/08/19 Admit Date: 7/21/2019

Overdue Results (65) New
@  Subject Clinical Documentation Query

Patient Call (1)

le) Slpazey EQil 0 {9, Dr. KASTER,

7) When you mark the Message is already done, it can be found under “completed work” section in the In
Basket.

In Basket =Fnewus

Msg - SR Palient Msg £ Refresh §#EditPools # Sefings S Search # Manage QuickActions - | & aftach (5] Out &)
T My Messages ¥ 1) : Completed Work > Coding Query 1 total sgn v & SReply [ Aready Done =R
Sent Messages ¥ Stat E Paent

e — 2 xte 4= | Bl Message B Encounter Summary ] Help
e Done Johnson. Alexis, RN o7iz3ng
Completed Wor Subject Clinical Documentation Query -
etati Completad: D8/12/2019 0401 PM " . . =
2: Ducctan.on (] You completed this message on 8/12/2019. The information that appears might not be up to date.
art Cosign e
| Cedrgtuey t

iy Incompiete Notes = RE: Clinical Documentation Query o

nerated reply.
has specified that this query has been addressed

7 has
Kaster, Benjamin J, M.D.: 08/12/2013 - 04:01 PM
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Care Everywhere
1. Reviewthe encountersin the list. When an encounter comes from a differe nt organization, it is
r
indicated by the ™ icon.
r

2. To seeonly info from your organization, click the ™ On/Off switch at the top right of the report. If the
switch is disabled, the patient doesn't have encounters from outside sources. Hover over the switch to
see a list of organizations that have info for the patient and whetherthat info has been updated
recently at your organization. Click Request updatesto requestthe most recentinfo from outside
sources.

3. You'll see an exclamation point on the switch if there'san issue with an outside source, like
authorization needing to be collected or a communication problem. Hover over the switch for more
info, including follow-up steps.

4 x

snapShot Encounters L Visits 1o ) imagng Frocedure G Other Orders Medication Epsodes

Y

-
Provow - .';' Refresh (228 PM) = Seleci AN (\,‘.M‘oc@ N Revew Sedectnet [T Sidelw.Sxle Mare w ® »F-

#dtars w1 Default Mter e Emengency Medine

0922/201¢ o ED EM - Ed| Enable clinical decision support for this data by

0 ! N i ) I
Note: dinical decision support is not avadable on some mformation

@

'’
4. Select an encounter to view it in the preview pane. Click ™ to requestthe latest version of it. You

might requestan update, for example, if you are waiting on lab results.

5. Anencountersummary can have related documents or attachments, like letters. A U icon appears next
to the encounter when these documents are available in the encountersummary underthe Additional
Documents heading.
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