Health Care Record

Quick Guide
Health Care HCR Data Entry
Record
User logs into Health and Human Services
HCSIS and
navigates to the HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Individual HCR Daba Entry | Update Log
Search screen
(QM=>HCR=>H

Data Entry)

Search

User enters the
individual's Last
Name, First Name
and clicks the
Search button

Health and Human Services

HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry | Update Log
QM > HCR > HCR Data Entry >

Individual Search

Individual Search
Last Name: [ First Name:

Update the HCR

To create a new
HCR* or

to update the

HCR, the User
clicks the Update
the HCR button AN\

*Please note, the first
time a HCR is entered
for an individual, the
user will create an HCR
by clicking on the
update link.

S5N: g MM/DD/YYYY):
T e
HCR Uata ENTyY [ Upaate 1og

QM > HCR > HCR Data

Search
Individual Name: PARALLEL, Gender: |SSN: XXX-XX- DOB: Area Office]
Information: FITZPATRICK Male 9959 05/12/1971 Lowell

Current HCR
Last Updated By: COOPER, ADAM
Next ISP Date: 03/10/2006
Update the HCR

Last Updated Date: 4/12/2006 1:44:55 PM

Wiew the HCR Printable Summary View the HCR Printable Form

Update
Descriptions and
Comments

As part of the
process, the user
must Add, Edit or
Delete
information.

Here the user is
noting the reason
for updating the
HCR—for example
the annual ISP,
significant
changes in health,
etc. Then choose
Save and
Continue.

HCR | IM | Death Reporting | NCI | Investigations | Reports
HCR Data Entry | Update Log

QM > HCR > Update Log > Update Summary
Search
Individual Name: PARALLEL, Gender: |SSN: XXX-XX- DOB: Area Office:
Information: FITZPATRICK Male 99335 05/12/1971 Lowell
Entry Date: Entered By: Description Of Updat: 1= t:
& 4/12/2006 1:49:41 PM COOPER, ADAM (Lowell) HEALTH UPDATES FOLLOWUP
© 4/12/2006 1:50:06 PM CO0P A HEALTH

Description of Updates:
Comments:

Reset |
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Health Care Record
Quick Guide

Basic
Information
screen

The Basic -
18110 8887z (i10) & ML i civicual informnation: | tiasme: 5siib, Jotin | Gender: Male | 550: Xk A 6730 | DOU: 10/10/1910__|___ren Offics: erkabire |

screen o To: [Sowe erfarmaen &
appears i i
with data ot
pre- ous Consideratcns for care: Lm; o f‘:
populated & Address 1 :us:ua me
from B N

MEDITECH, | o e e ity folan

Heaish Insurance Type =1 Eslion-un
Where Heaith Tnsurance 1D =1; - Ecliow-Up
ibl Hasizh Irsurance Type =2 Eclienzug
Wasizh Irpueanca 10 52: [T
pOSSI e. Hesth Insurance Type 53; = Enliow-p
Heaith Insurance 10 =3 - Eolion-un
Heaith Insurance Type =4 ; z
= Eslln-ug
User enters Esllon-Lp
H Yan, Primary Contact Paricn: Eslion-Ug
all 1f Yes, Phone Number [123-456- 7890 =
Consent Status:
mandatory I oot Fom Guin, e

fields on all "
Screens_ If DNR, i3 comfort Care form avaslable™
Heath Care Prowy?

Use Save i You, ama:

If Yau, Phona Numbar [123-456- 7090,
and i G Vi W S il

Continue to
navigate
through all
the screens d
OF PAYES— | [ el coscsconss

see other
navigation
options
below.

Note:
mandatory
fields are
identified with
ared
asterisk.
Some fields
are
conditionally
mandatory,
based on
what was
answered
earlier.
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Health Care Record

Quick Guide
Navigation | Click Save (bottom left) periodically; Click Reset to start over
via Go To
Screen
If it doesn’t Health and Human Services 3
Say . HCR | IM | Death Raporting | NCI | Investigations | Reports
“Operation HCRLData Entry | Updare Log _
Successful” | ...
at the top Gender: Female | SSN: X000-X¥ .55 Area Office: Springliela, “~stiiakd
look for
data entry Hama: CORDERD, PARAL
Lécag to ba Calad: [
errors by pos: 05/05/1955
going i A
Rebgious Considerations for care:
through the sl.regc! ?Udlu.. 1: 15 ELM STREET
pages—via | a7 :
Go To. o
Fhone Number (123-456- 7890) Fellom=La
Primary Mealth Insurance Type: Ecllow-tn
Primary Mealth Insurance 10 Number ¥ oflow - Ly
Select page | sy s mscs roe. rore
in the drop- Roency Rsgonsts fo rovde Neduntal Serves?  Yes n
down list,
and Click
Go.
Note:
there are
nineteen
Separate
screens
Contacts — | Use the following method to navigate through any screen where the user must add
Emergency | information as in Contacts, Allergies, Medications, etc.
and
Pharmacy | *Important: if there are no medications, allergies and/ or contacts to add, skip over the
Screen pages, using Go To drop-down. ** [If you are entering a HCR for the first time, and there
are no known medications, allergies and/ nor contacts[ -
Enter Health and Human Services Mass. "
information
and click HER Oata Evry | Upcaee o e
Save to add '
Itiple . Operation Successiul
mu t p t Individual Information: | Hame: BROWN, KENT | Gender: Male | SSH: XXX-Xx-9999 | DOB: 05/12/1971 | Arca Office: Central Middiesex |
contacts.
Save and Go To! [Contacts - Emergersy and Prammacy. =] 55|
Continue ,Tm: Contact Type: Phane Humber:
will take you
Contact Information
to the next Contact Type — Foloaton
Mame {Contact Persan or Grganization): 1 Esllow-Ug
screen. et Addiess 11 Egllow-ug
o\get Addrass 2: | I Exliow-Ug
NOte— yOU Esflowi-Lg
[ — :
do not need — Falleni-lg
to go through ber (123-456-7850) | Faollow-L
all screens, aeset | save | = I
use Go To to
advance
screens.

{ Comment [jr1]: What do | do here?
For meds enter Other and then None. But

for contacts and allergies?
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Health Care Record

Quick Guide
Medication
List
To add a i
medication N rarATaIcK
on the Go To: [Medications List
medication ‘ Medication  Reason For Prescription Other R Fr Y
list screen, . [add |
the User
clicks the Medication Name:
Add button.
" Other Reason For Iihi

Prescription:

Frequency: "!—3

Date Started T

(MM/DD/YYYY):

Date Stopped ]

(MM/DD/YYYY):

Reset | sove|
Medication | Note: After clicking the Add button a search window will appear.
Search
Window Medications are based on the Mass Health Formulary

User enters
the first few
letters of
the
medication
in the
Medication
Name field
and clicks
Search
button. A
list of
medications
will appear.
User clicks
button
adjacent to
the
medication
and clicks
Select.

==

HCR | IM | Death Feparting | NCI | Investigations | Reports
HCR Data Entry | Update Log
Saarch

Anividianl Indomaticn:

Search for a Medication to add to the record.
Medcation Name

| Dot 6s/13/1971 1 Area o]
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Medications
List,
continued

User enters

HCR Data Entry | Undate Log

Seacch

all
mandatory o To: [ReFcra U =l
i Wedication Reazon For Prescription Other Reazon Frequency Date Started Known? Date Started Year Started
flelds On the © penicilln G Unknown ance a Day Date Unknown
Medication © diszepam Aruiaty disceder - Conerakzed Ansiaty Onee 3 Day Date Unknown
.  diaper ariaty disrdar - Pan: Duardar agoraphabia Four timas 3 Day  Dats Unknewn
|ISt Screen © digoxin Constipation Four times 2 Dxy  Yes, Date Known 08/20/2007
and CIleS © Diantn (phanyton)  Eplspsy Thras timas a Day Yag, Data Knawn 09/22/2007
© phenytoin Senual darders Teice 3 week  Date Unknown
the Save € Prezas = (Nusssting] Amvisky diserdar - Pane Disardsr)agaraphabia Twice A Day Dats Lnknown
button © Ativan = (lerazepam) Anviaty discedar - FTSO Twice 3 Day Date Unknewn
.  asprin Cengestive Haart Falurs Oncs 3 Day eg, Data Knawn 08/07/3007
 aspirin Congestrve Heart Fadung Twice 3 Day Date Unknown
© Zoloft (sartraling) Mood disordsr - Daprassive dsardar anca a Day 0&/01/2006
FO”OW the © Prozac = (fuoxeting] Ariaty diserder - Generakzed Anxiaty Once a Day 05/14/ 2004
dd]| [Edt] [Delste
same
process |f Madication Hame:* T = pl 5 Esliasizup
Reasen For Prescription: ™ - Eolaw-
Other Reason For Brescription; I Eglian=Un
want to add | e ——a e
18 The Date Started Knewn?™ - | Ealow-Ug
anOther 1f Date Known, Date Started (MM/DD/YYYY): Egliow-Up
H 1 If Only Year Known, Year Started (¥YYY): Eolow-up
m?]dlcatlon‘ Date Stopped (MM/DO/YYYY): Eollow- g
When
finished =
adding
medications
click Save
and
Continue.
Allergies *Important: if there are no medications, allergies and/ or contacts to add, skip over the

pages, using Go To drop-down.*

User enters
all
mandatory
fields on the
Allergy
screen and
clicks the
Save button.

If nothing
more to add,
use the Go
To drop-
down to go
the screens
desired.

Health and Human Services yi '}

WO | 1M | Death Reporting | NCD | Invesbgations | Reports
MCR Data Entry | Update Log

Saach
Individual Information: | Name: SMITH, JOHN | Gender: Male | SSN: X006-X0-6756 DOR: 10/ 10/ 1910 Aroa tfice: Rerkshir

e Te:
To What? Type of Allergyt Type of Reaction:
Allargies
Typa of Allargy: I = Enliaw-Up
To what? Eallovi-=Un
Type of Reaction Esllow-Ug
Checx Spefing Save snd Cortrue
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Health Care Record

Quick Guide
Allergies,
continued
To add more Health and Human Services
allergies,
choose Add. | HERom el st e Repers
If only one o e
Ssarch
alcljzrgy to e 1 S soococarse | - DOB10/10/1910 | Area Oce: erkzbiee |
gav’eu;r?d BT =
Continue to TR —_ T )
go to next Oél
screen. Alergies
Type of Alergy: for Al = Ealigw=ig
To what? =1 Egliow=Lg
Type of Reaction Fres Eqligw-Up
P pe—
Follow-Up Example of a follow-up window
Hyperlinks
Here ‘s an e
example of
one of the
many follow-
up screens.
By clicking
on the the
follow-up
hyperlink,
the follow-up
window e

appears. -

Follow-ups
are used for
notes
entries.

For example
an individual
develops a
new medical
condition
and needs a
referal for
specialized
medical

care.

e P

1F Comsent from Guar JRI0RN EET
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Snapshot

When the
user has
completed
all the
screens in
HCR, they
create a
snapshot of
the record.
This is used
in
conjunction
with the
annual ISP
review.

HCSIS will
not allow
you to
complete
shapshot if
information
is
incomplete.

For
example,
this screen
indicates
that
“Questions
on the
following
screens
must be
answered
prior to
taking a
snapshot of
the HCR.”

WO | 1 | Daath Reporting | NCI | Ereestigations | Raporty

HCH Data Entry | Updats Log

Saach [

| individual intormation: | Wanse: PARALLEL, FLZPATRICK ] Gender: Maln | SN 000 XX 9999 | _D0W 05/13/1971 | _Area Office: Lowelt |
g =HE

b g it wel peior to Laking a Snapshol of the HCR

Go To: [FCR srapare

B4 S oF Hanasts - L . L] o s o ik et sl 42 0
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Snapshot
Question
Screen

Depending
on your role,
you will see
Create
Snapshot
button. In
this case,
answer all
fields
necessary
and

click Save.
Hint:

Click the
Search link
to create/
update a
HCR for
another
individual.

Health and Human Services

WCR | ™ | Death Rapartng | NCI | Investigaticns | Reports

HCR Dats Entry | Update Log
B HCR Data Entry * Snapshot

Hame: BROWNLEL, PARALLEL | Gender: Female | S5n: x000-x¢6- 6644 | D00: 0570571955 | Area Office: Springfield fWestiield
=

= ol information:

Go To: [ACR Srapahat
Al Required questions have been answered

Have you verified that 3 Health Care Record information is up-to-date

and you would like to create a snapshat? (Note: You may stil create a =]

snapshot of data from MECITECH raguires follow -1}

Ul Yes, please enter a bref descripbon of the snapshat:

1f this snapshot should be used for an 159, please indicate that here. I
17 Mg, you cannot create 3 snapshot without verifying al information is
up-to-dakg

reck soating

Have access to create snapshot

After finding
the
individual
through
HCR
Search, Add
the reason
to the
update and
click Save
and
Continue.
Using Go-To
drop menu
select
Create
Snapshot.
Click Go.

Heailth and Human Services

HCR | 1M | Death Reporting | NCL | Investigations | Reports
HCR B\WIUWJ_“W_ ;
Saarch

[ 1ndividuai nformation: | Name: BROWNLEE, PARALLEL | Gender: Famalo | S5N: X00(-XX-6644 | DOR: 05/05/1955 | Area Office: Springfield/ Wasttield

Go Tot |HCR Sragehot
Taetin =

Mame: BROWNLEE, PARALLEL =y + DMA, Aelease Contact
Likes to be Called: Ty aum, and Meepitalizations
D08 05/05/1955
Gender: Female
SSN: 0K XK 6644
Religiows Consderations for care: [Foccmist
Streat Addrass 1 15 Flm St
Strest Address 2:

e W Bpeingfialt Egligue-ugp.
Stata: MA Ealiow-un
. 01065 .
Phone Rumber {123-454- 7560): - Falipvreyg
Health Insurance Tvpe =1: - Fallen-Un
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Click Create
Snapshot

Health and Human Services

mlmlmmwlmlwaﬂqamlwn

button. gy e g
Not T T T B P P R T T BT T T
ote: Go To: [ACA Srapsrer =15
Tocreate a | A ey S R amaton s e
SNAPSNOL FOr | 2l F s T ecarmeen resres somop o e s s
If Yes, please enter 3 brief description of the snapshot:
another 1f this snapshat shauid be used for an ISP, please indicate that here. [
|nd|v|dua| :I‘pr_‘?“_::n::.mmv create a gnapshot without vanifying all informatian is
ok e m— T
Search.
Printable Once the snapshot is created, you can view the record using the links below.
Information
User can e 7 N M e M Y R
choose to == |
VieW andlor Last Updated By COOPER. ADAM Last Updated Date: 4/13/2006 12:26:29 PM
R

print the
HCR
Printable
Summary
and/or th
HCR
Printable
Form by
clicking on
the View
buttons.

\

&

Printable
Summary

Example of
a Printable
Summary

| indbvidaal information: | Wame: PAMALLEL FITPATRICK | Gonder: Male | _SSH: 00 XK 0999 | DO 05/ 12/1971 | _Area Officn: Lowsll |
Health Care Records

Health Care Becord

Update Log
Entry Data 4/13/2006 12:31:04 PM
COGPER, AD4M
Lowsl
of update N MEDECAL ICRMATION
PDATE
4/12/2008 1:50:04 PM
COOPER, A04M
Organatin Lowsd
Description of Updates FOLLOW 1P
Commants LT
tntry Date 4/13/7008 13:31:40 M
Ented By COOPER, AD4M
ganizatien: Lowsd
Descripban of Updates NEW MEDICAL IRFORMATION
Comments: pares
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Printable
Form

Example of
a Printable
Form.

HEALTH RECORD Lot Ut B OOPER, A0

= of Mental J i el
Dot of Lack Upcate:  DA/LLTON

Maswe  PARALLEL

(T b compieted or upetated 3t the 157 and Brought 1o al new medscal contacts)

Likes e bt calied

DB, _05/13/1971

S0t Sec &

s xx w990 Belighon:

Address 1 MAIN STREET

Health Lnsusance (fype & mambers)

LOWELL, MA B18%4

Frimay:  MEDICAID OF MASS.

Tel @ _S08-555-1213

Secondary:

Agency Responsible for Providing Caret oo  Oves Tel.®

[Mamee of spoeey] primsary comtact peran)

(‘:«msmm: O can gove own consent O consent from guantan 3

O uratie to govw cwn = Tel. ¥

scrmert

Resarscitation Status: O ow 1f DA, b5 combort care form avatable? Oves One O Uninosn

O Full Resacitason
\_.muncmw‘: O % QOve e Tel# o
mpeeney Contacts: Pharmay:
" Name w1 Mame:

e ek
Address:
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