Composite Health Care System
Medical Records Tracking Staff

Record Room Functions / MRT-Staff
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	Course Length:
	2 Hours



	Who Should Attend?
	Personnel working within the patient administration flight requiring full registration capability and/or record room access.



	Prerequisites:
	None



	Knowledge Assumed:
	Basic knowledge of computers, CHCS Orientation



	Course Description:
	Users will be taught the purpose of Medical Records Tracking (MRT) and how to navigate within the electronic medical records tracking system, full registration and access according to the NCA Standard Operating Procedure (SOP).



	Benefits:
	Teaches administrative staff to have an understanding and appreciation for the importance of their job as it relates to patient safety and data integrity.  



	Topics Covered:
	· Mini Orientation

· Systems security

· Full registration

· Reduce the risk of entering duplicate patients in CHCS

· Identifying a patient within the system correctly

· Modify patient record to accurately reflect patient status according to DEERS


	· Verification of DEERS eligibility

· Creating an electronic record

· Improved tracking of records between borrowers

· Determining whether or not a record is hand carried

· Ability to immediately charge a record to a patient or another clinic


