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Edit Patient Demographics

Quick Reference Guide

| Note: It is best practice for imMTrax providers to ensure that they have up to date
' demographic information for all of their patients in the patient’s imMTrax record.

| information as needed to meet this workflow best practice. All imMTrax users

|
|
ThIS quick guide providers steps for how to update patient demographic :
|
|
1

! (mcludmg school users) have access to edit patient demographics

Steps to Follow:

1. Click Search/Add, located
under the Patient menu.

2. Use the search fields to search
for the patient. imMTrax staff
recommends one of the
following two searches:

» Search using only
the first three letters
of the First and Last
name followed by
the wildcard "%."

» Search using only

the Birth Date.

imMTrax Tip: Use
the % as a wildcard
to substitute for any

Logged in: MASS VX

e
-

Organization/Facility: ASCD HEALTHCARE (30838) / IMNTRAX COMMUNITY HEALTH CENTER Date: July 0, 2021

Facility Display Name:

I —

Searchi/Add

Ciick here fo use he ‘advancad sear

First Name or Inifial: 1D:

Last Name or Iniial 3IIS Patient D/ Bar Code:
Demographics
Manage Population i bz Chart Number I:
Family and Address Information:
) Inventory Guardian First Name: Mother's Maiden Name:
- |
a— — o
Zip Code: |:| Phong Humber.
Country: United States X v

Note: When searching by First and Last Name, you may use the wildcard character % to replace multiple characters and _ fo replace a single character.
[J Check here if adding & new patient

Patient Search Results
Records Found = 1 Search Criteria: First Name / Last Name (Like)
Show entries Search:
FirstName @  Middle Name &  LastName &  BithDate # SIS PatientlD ¢ Grd F\rst Nnrne % Grd Last Name ¢
RONALD WEASLEY 03i01i2010 1386312 WEASLEY
Showing 110 1 of 1 enfries 4

letter in a patient's name when you do not know the exact spelling of the
patient's name. (You must type the % symbol in both name fields to use this

feature).

3. Click the patient's name to open the demographics section.

» If a patient shows in patient search results with red text, the patient has either
consent status of ‘no’ (denied consent) or ‘undetermined’ .

Patient
Last Name
First Name

4. Select the Edit
button (located at
the bottom of the

Middle Name
Suffix

Birth Date
Birth File #

patient Romngenrocan
demographics Baminesiese

screen). ot

VFC status

Consented

Mother Maiden Nm

wWhite
Mot Hispanic or
Latino

WEASLEY
ROMNALD

Race
Ethnicity

Language

03/01/2014 Medicaid #

Multi Birth Indicator N
Birth Order

11 yrs Military
Recall Attempts o

MALE MNationality

Passport #

Visa #

Vaccine Supply

Protection Indicator Effective Date

(Unknown)
PRIVATE

201 SURREY LAMNE Address 2

HELENA State MT

59601

LEWIS AND CLARFK

United States County/Parish

Guardian 1 Last

Guardian 2 First
Guardian 2 Last

[Fhone Mumber __[Fhone Use Code quipmment Type

+ Secondary Patient Demographics

= Birth & Death

« Patieni Specilic Reporis

[ Inchude in GASA { surre ity © patient= Ragasd )
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5. Enter the patient demographic fields edits or updates needed.

o)

Note: Certain demographic fields impact other parts of the system if a certain
value is selected. (fields marked with a star)

Consent:
Patient with a consent
status of "undetermined"
or "no" will not appear on
Reminder/Recall reports
outputs. If the patient's
consent status is "no," the
patient will not be
included in
Reminder/Recall outputs,

Consent:

Patients with consent
status of “no”, a date
must be entered in the
Protection Indicator
Effective Date to save
any demographic edits,

State Level Active

County Level

A Oraanization Level

Active (Lewis And Clark)

I~

Organizational
Level:

If the patient status is set to
Inactive, the patient will not be

automatically included in

Reminder/Recall or Reports.

Phone Number:

One listed phone number
must be designated
"Primary" for any listed
phone number to be an
available contact method
for Reminder/Recall
outputs. It's best practice
to capture a patient
phone number.

Last Name: WEASLEY Race =
First Name RONALD Ethnicity Mot Hispanic or Latino
Middle Mame Language —select—
Suffi —none— - |
Birth Date 03/01/2014 Medicaid # |
Eirth File # Birth Crder Single Birth - |
Sex: MALE -] Nationality —select— -]
Mother Maiden Name | Passport # ]
WFC Status —select— - | visa # I |
N Reminder/Recall
Military (| *Publicﬂv Code | —select— * |
Reminder/Recall
Effective Date
Comments |
5
Protection
Consented * = Yes[ No(_Undetenmines Indicator Effective [mm/ddiyyyy
Date
=Addra=ec
Address 1 |
Address 2 ] City [ |
Country United States - | State: | —select— - Zip Code: |:|
County/Parish —select— -] Email [ |
Address Type [ —select— | Valid? [] Primary? (| Add
|Street Ci ZIP Ty Valid _ Primai
301 SURREY LANE HELENA 59601 4 ¥
= Patient Phone Number{s}
Phone Number  Extension quipme e
Edit
{4D6)444-1224 Primary residence numbser | Cellular phone
Remove
[ | [ [ —select— -] [ —select— -1 O Add
= Family & Contact
Guardian 1 First: MOLLY
Guardian 1 Middle: Guardian 2 First: | |
Guardian 1 Last: Guardian 2 Last: | |
Phone Number Phone Use Code Equipment Type
—select— - —select— -
+ Secondary Patient Demographics
+School
Bith &

_____________________________________________________________

i Note: To expand or collapse sections in the demographics
i screen, click the + or - buttons

6. Click the Save button.

+ Secondary Patient Demographics

+Birth & Death

Reminder/Recall
Publicity Code:

The option "Reminder/Recall
any method" or leave as "—
select—" must be chosen for
a patient to be included
Reminder/Recall (R/R)
reports. Patients will not be
included in R/R reports when
anv value of No is selected.

\

When this field has any value
other than No/Reminder
recall, a date must be
manually entered in the
Reminder/Recall Effective
Date field to save any
demographic edits.

Reminder/Recall
Publicity Code:
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