@ | Add Patient Record

Quick Reference Guide

Note: Before creating a new record within imMTrax, conduct a broad
search to identify any existing records.

imMTrax staff recommend the following two search steps prior to proceeding with
any new record creation:
1. Search using only the first three letters of the First and Last name
followed by the wildcard “%”.
2. Search using only the Birth Date.

Use the Clear button on the patient search screen to reset your search. The
. system will retain your patient search, even as you navigate through the system.

Steps to Follow:
1. Click Search/Add, located under the Patient panel.

2. Enter First Name, Last Name, and DOB, click Search. After searching for a
patient and no matching records are found, check the box that says
“Check here if adding a new patient.”

3. Enter all of the required information (highlighted in red).

» For patients 18 years of age or younger, Mother's Maiden Name is
highlighted in red, but is not required.

4. Click Search.
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Administration Note: When searching by First and Last Name, you may use the wildcard character % to repiace muitiple characters and _ to replace a single character
n Answers | [V Check here if adding a new patient 2 (Required fields are highlighted)

.Clear | Search | 4

5. After clicking the Search button, a message appears with one of the
following messages. Click OK.
» Before adding, make sure the patient you want to add is not listed in
the Patient Search Results.
» This record already exists in the database. An exact match has been
found.
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Message from webpage @

Before adding, check to make sure the patient you want to add is not
l % listed in the Patient Search Results.
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6. If a match is found- select the patient. If the system finds a match, you
cannot add a new patient record.

OR

If no match is found, click Add Patient.

Records Found = 0 Search Criteria: Advanced Search - Add / Edit / View

Show[25  v|entries Search: |

First Name & Middle Name ¢ Last Name ¢ Birth Date & SIS PatientID$ Grd First Names Grd Last Names
No data available in table
Showing 0 to 0 of 0 entries =

Before adding, check to make sure the patient you want to add is not listed above or not pending manual review Add Patient 6

7. Enter the patient information in the appropriate fields and click Save.
> All fields marked with red text are required
i. For patients 18 years of age and younger, at least one

Guardian First Name is required. Must select Add before
clicking Save to include Guardian First Name in record.

> All fields marked below with a star are recommended fields. (Middle
Name, Military Status, Race, Ethnicity, Reminder/Recall Publicity code,
*Phone Number* (be sure to click the add button if adding a phone #)

First Name: BUGS ) *hwe [ Biack or African Amencan :
| A=sian
*Mh Narme. *Eﬂlltly. [ Hispanic or Lating )
Last Name: BUNNY | Language: [~selact- |
=rone— ~
Eﬂ 01/01/2001 J Megica #: |
Birtn File # Birth Order: [Smgie Btn
LFEMALE v,
Maother Maiden Name: MISTY ] VFC Status: | Not VFC Elgibie- Prvately I v
Mliary Pubic fy Code : [Reminderirecall - any metho
Comiments:
IM: ® vos () No (U Ungglprmined ]
lmi: 1234 HONEY LANE |
Address 2. City HELENA
Country Unied States e State 1 o Zip Code: (50601
County/Parish LEWIS AND CLARK W Email: ]
= [Patient Phone Number{s)
Number Extension: Prone Uise Code Equipment Type Primary
ki:iﬁ 44-253 Primary residence number  Telephane . | Edit Remave ’
| ~seict- v ] [~sect v Ada
~ Family & Contact
Fast Name: Mugle Name: Last Name:
Contact Type: ~saloct- v | Guardian?
Address 1. |
Address 2 City |
Country- Unfted States ~ State: | -select- v Zip Cooe
Phone Number Phone Use Code  Equipment Type
e w || —select— -
Email
Add

Eait Remove

: Cancel | Save .
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