Clinical Transformation Team PAQ Instructions

PAQ Viewing Options
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Clinical Transformation Team

PAQ - Accepting/Rejecting* Items

Highlight the item to accept
Type comments as needed
Click Add

Click Accept
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PAQ Instructions
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* When a user rejects a result, it is deleted from the PAQ. This option should only be used
sparingly for illegible images, items in the wrong chart, etc. This rejection needs to be
communicated to the scanning person so the correct action can be taken, i.e. add a new image,

rescan item into correct chart, etc.
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PAQ — Tasking/Opening a Chart
Tasking:

1. Click To Do

2. Complete the New Task information
a. Description
b. Assigned To...

c. Add attachment as necessary
3. Click Add
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Opening the Patient’s record:

1. Highlight the result
2. Click Open
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PAQ — Reassigning a Result/Retrieving History

1. Highlight the result

2. Click Reassign

3. Select the new provider off the list
4. Click OK
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1. Click History Tab

2. Check Accepted, Rejected or Reassigned as needed
3. Check Items to display

4. Indicate timeframe (when)

5. Click Search
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PAQ - Setting Custom Rules under Options

1. Click Options
2. Click Custom Rules
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PAQ - Setting Custom Rules under Options

Under Add/Modify Rule

3. Event Type: Select Accept, Reject, or Reassign

4. Item Type: Select Documents (orders, etc)

5. Action Type: Select appropriate action

6. Encounter: Select New

7. Description: Leave as Any

8. Details: Select appropriate choice —drop down list is dependent on the choice of Action

Type:
9. Click OK
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PAQ - Setting Custom Rules under Options

Example of Custom Rule as set above:
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PAQ - Viewing other PAQs as a delegate

1. Click the down arrow next the provider name
2. Select the name of the provider
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