Small Group Learning Session
How to Manage Your Patient Panel with S

Profile Practice Support Program

Accurate and up-to-date patient panel enables you to use the EMR confidently and to provide proactive, data-
informed care for patients that you are responsible for.

This “How-to” document guides through the LFP Empanelment Process using Profile electronic medical record
(EMR).

Reports in Profile are generated by query templates available under Reports > Stored Queries.

Step-by-step instructions for importing queries are included below. If you need assistance, please contact Practice
Support Program at PSP@doctorsofbc.ca.

Empanelment

After completing the empanelment process you will be able to:

e Review unassigned patients in the system who may have been seen by you as well as inactivate patients not seen
for x years

* Make necessary corrections in your EMR.

e Establish your accurate patient panel.

ACTION HOW TO

Import queries Before you start the import, download the below templates to your computer and then
follow the next steps to upload them to your EMR. Please note that once you download
the query templates, they will be unopenable until they are imported into your EMR.
You can find them in your downloads folder and then drag them onto your desktop.

Stored Query Template: Active Patients with NO MRP Seen By Selected FP

Stored Query Template: Active Patients Never Seen or Not Seen In Over 5 Years

Stored Query Template: Active Patient Panel Per Provider

¢ Click Report on the top menu.

e Select Stored Queries from the drop-down menu.
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Edit Patient Clinical Financial Organisation Special Maintain Window Help
b imeiCial Reports » -
Open Save Print Work Centre  Control Centre  Alter Patient...  Medical Ref Care Plan Reports » | NewF Appoin
3 DOB: Audit Reports > PHP
Other Reports >
Label... Ctrl+*
S Today g i
Slip... Ctrl+=
»
Dﬁ ‘ - ‘mmm@ mFrontPnge
< February 2023 2L )
Sun Mon Tue Wed Thu Fri Sat  SunMon]  Report Designer jale
29 30 31 1 2[3]4 % 27 Load and Run Report...
Appointments 5 6 7 8 9 1011 5 6 . rs
12 13 14 15 16 17 18 12 13 | 2{iEi j
Tasks 19 20 21 22 23 24 25 19 zg: 29 Stored Queries
26 27 28 1 2 3 4 26 2 - ht Patients
Referrals 5 6 7 8 9 10 11 2: 3 3 < by Query
= Brown, Test
Contacts Zocay Stored Reports Doe, John
Time _Patient Expired Reports » HUF .
Unsigned Trans «f Smith, Jane Marie
| 3 smith, John
The Stored Queries window with list of all stored queries displays.
e Click Import Query from disk file on this window toolbar.
kD% [ 2 B [IDirectToDisk  Limitto 1000 objects
Name =~ Naerrintion
5 O Al stored queries Import query from disk file
£ Allie - Panel Management
€ Ferdi test
€ Multi Condition Incentive
) Panel
2{1ACR search Ruthann
2{} Active Patients without Provider All Active Patients with No Provider Listed on Chart
2{} Active Pts for GP Joining As of July 312019
2{} Attachment code for new west Patients that have had a MSP $0 service code of 97615
2{} Attachment NorthShore Test
?{} Attachment NorthShore Test 2
2{} CHF incentive report V1.2 Patients that have had a dx 428 and service code 14051
2{}Copy of DX 311 -test
2{ Demographics- Cat
?{}Diabetes incentive report V1.2 Patients that have had a dx 250 and service code 14050
2{3Did Not attend report All patients that have did not attend flag after specified date (change date)

The Import from file window opens. Navigate to the location where you stored the query
templates to display the list of query templates. In our example here, templates are
stored on Desktop.

¢ Click on the file name to select the template you wish to import.

e Ensure the File name box shows the correct name and click Open.
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(af } Import from file
Look in: [ Profie EMO -] @@ e m@-
m Name Status Date modified
[#) Active Patient Panel per Provider [©)] 3/23/2023 1:15 PA
PR [£) Active Patients per Provider (last appt MORE... (=) 3/23/2023 1:09 P
- [£) Active Patients with NO MRP seen by select... (=) 3/23/2023 1:13 PR
Desktop
Documents
This PC
4 »
Network
File name: | - ] Open
Fies of type- [t Queries (=.iha) -] Cancel

The Save Query as window displays. File details at the bottom might be automatically
populated. If not, enter the information:

e Type query Name.
e Under Description, type short explanation what it does.
e Click OK.

The new query is added to the list of Saved Queries in your EMR.

] Save Query as

Name ~ Description POS
| 1 All stored queries -
@, ws Patient Seen in Last 5 years
@, Patient List for WS
@ Matthew Test1
@, Hypertension Text Not Coded Hypertension Related Text Description in probl...
(@, Attachment NorthShore Test 2 Health Centre
@ Attachment NorthShore Test Health Centre
QAcﬁve Patients with NO MRP seen by sel... Active pt's who are not assigned to a provider ...
Q Active Patients per Provider (last appt M... Active or Registered Patients for Selected MRP ...
(&) Active Patient Panel per Provider ALL Active or registered Patients for Selected ...
7] Xtra = all unfiled queries
| ] Trash Temp
[ Panel
[ Multi Condition Incentive
(] M-files templates to distribute
# [11ps v
Name: |Active Patient Panel per Provider

Description: |ALL Active or registered Patients for Selected MRP
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Identify patients
without a primary
provider

Repeat these steps to import all queries that are downloaded from the first step of this
guide

Start with listing patients with no assigned most responsible provider (MRP).

¢ Click on Report and select Stored Queries from the top toolbar.

e Select the previously saved query “Active Patients with NO MRP Seen by Selected FP”
template.

e Click the green Execute Query button on the toolbar.

Stored Queries

W 8072 TQ(V)GEF O & [orectToDsk | Limtto 1000  objects

Name =« Desaription
1 [ ] All stored queries
[ 7] Allie - Panel Management
[ Ferdi test
B[]S
[7] M-files templates to distribute
&[] Multi Condition Incentive
&[] Panel
[] Trash Temp
B [T Xtra = all unfiled queries
(@, Active Patient Panel per Provider ALL Active or registered Patients for Selected MRP
Registered Patients for Selected MRP not seen in the last 5 yea
— Active ps who are not assigned to a provider but seen by ths FP

@), Attachment NorthShore Test 2

QHypamT:xtNutCoded Hypertension Related Text Description in problem summary but not coded as 401
@, Matthew Test1

(@ Patient List for WS

@) Test Dashboard Disease Registry quasi “"dashboard” demo

(@, WS Patient Seen in Last 5 years

e Enter your log in username under Ask Value for provider’s details.

e Click OK to execute the query.

Find Objects Parameters

The find object gquery "Active Patients Per Provider "requires you to supply some values for it to be run. Type these in the lnes
below then press OK. Youcanuse A ... B for a range, "today " for a date of today, "today - 7d" for seven days before today
and so on.

Column - Condition Condition Value Ask Value Preview
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A list of patients with no assigned MRP displays in a new window, along with a list of their
encounter dates with you as selected FP.

Open...

et g save

Active Patients with NO MRP seen by selected FP: Active pt's who are not assigned to a provider but seen by this FP

Conditions:

Patient - Usual Doctor - Code is null
and Patient - Status is equal to Active
and Patient - Type is equal to Patient
alen Patient - DOR is not ruill

File # Last Name First Name Sex Age Status  Dr. Encounter
63 Young Test F Active WS |08 Aug 2022
Count 1

Review charts of unassigned patients in order to assign the correct provider.

Highlight the patient name and click Alter Patient... on the side toolbar to open the patient

demographic’s window.

e Enter correct name into the Provider field

e Click OK to save patient record.

Alter Do, John

General

Last Name: |Do

John
Title/Sex: ~ | 47y 5m

Family Street Address

DOB: |11 Aug 1975

[] Unknown

Personal

|Province Postcode:| B - ||

HCanada -

Postal Address

Overview

Street:
City:
Building:

Transactions

Audit

Ci

Home Phone:

Work Phone/Ext: I

Home Fax:

Preferred Phone: -

Preferred E-mail: -

[] Locked [v] Auto Case

Cell Ph/Pager:
E-Mail:

[v] Use Street

rore < |

Type: | Patient ~ || Inactivate ‘ -
Status: | Active ~ |on 13 Aug 2021
Registered: |No - |Never
Transfer: | None -
Label: | [ijNone -
-] e
Folder:
File Num: |66
Duplicate Check
Alt. Provider:
Show Versions
rﬁ‘l Cancel Apply
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Inactivate patients Identify patients with Active status but have not been seen for last few years. In our
not seen by x years example, it is 5 years. Discuss with your practice team active patient criteria and how to
implement necessary corrections.

Execute search and generate the list:
e Click on Report and select Stored Queries.

e Select “Active Patients Per Provider (last appt MORE than 5y ago or never seen)”

template.

e Click the green Execute Query button.

Stored Queries

W 0072 HQONBE § & 8 [orectTobisk | Uimtto 1000 objects
Name « Description
£ [ All stored queries

[ Allie - Panel Management

[ Ferdi test

1S

) M-fles templates to distribute

[ Multi Condition Incentive

[ Panel
[ Trash Temp
[ Xtra = all unfiled queries
(@) Active Patient Panel per Provider ALL Active o registered Patients for Selected MRP
| & Active Patients per Provider (last appt MORE than Sy ago or never seen) Active or Registered Patients for Selected MRP not seen in the last 5 years |

e Enter your log in username under the Ask Value.

Find Objects Parameters

The find object query "Active Patients Per Provider "requires you to supply some values for it to be run. Type these in the lnes
below then press OK. Youcanuse A ... B for a range, “today " for a date of today, “today - 7d" for seven days before today
and so on.

Column - Condition Condition Value Ask Value Preview
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A new window will appear with your list of patients along with the date they were last
seen. If the date is blank it means that these patients were never seen in the EMR.

eeml.,. m§ave Open...

Active Patients Per Provider Not Seen in Five Years: Active Patients for Selected Provider Not Seen in 5 Years -
Conditions:

Patient - Status is equal to Active

and Patient - Care Team - Provider - Code is equal to ws

and Patient - Date Last Seen less than or equal to 03 Feb 2018

3 ohiect{s) found -

FileNum Last Name First Name DOB National Num Code Date Last 5...
| 65 Smith Jane Marie 03 Mar 1980 ws

7 Smith John 11 Jan 1980 ws

FAY

R

Review patients and, if needed, inactivate a patient,
e Highlight the patient, name and click Alter Patient... to open the patient demographic’s
window

¢ Click on Inactivate.

Alter Smith, John - a X I

General
Last Name: [Smith Type: [Patient ~ |[Canactvate }] 4
First Names: | John Status: | Active ~ |on 23 Jan 2023
Title /Sex: M~ |43y Oom DOB: |11 Jan 1580 Registered: | No - |Never
Street Address [] Unknown Transfer: | None -
Street: Label: [[litone -
Gity: ‘PrnvrnPustmd:: BC v PHN: —.]—]D o
Buiding: |[canada - Folder:
File Num: |72
Postal Address Use Strest Duplicate Chedk
Street: Provider: | Wayne Shelford (WS)
City: Province/Postcode: BC Alt. Provider:
Building: Canada Show Versions
Audit o ==
Home Phone: Other Phone:
Work Phone Ext: | Cell Ph/Pager:
Home Fax: E-Mail: [Home ~ |
Preferred Phone: ~ |None
Preferred E-mail: ~ |None
. tades 7 asocse [
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¢ Select Reason why you are making this patient inactive.

¢ Click OK.

Select Short Codes

LEFT Explicitly left
LOST Lost Contact

W !
NOT Not Sped i

UNKNOWN  Unknown

( oK ) Q«‘-lf"cell

o |f a patient is deceased, make sure to click on the Deceased checkbox.

e Click OK.

wl Inactivation X

Inactivation Date:

03 Feb 2023 |
Inactivation reason:

]No activity (NOACTIVE)] | '

Check for future activity and cancel

This cancels any future appointments,
interventions and recalls

|( Ok )Il gancelI |

O

Patient demographic window displays with Status Inactive and inactivation date.

1 NOTE: Activate option in the right top corner is now available so you can activate
patient record back if necessary.

¢ Click OK to save changes and exit Alter Patient window.
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o Alt ohn - (m] X
= =) General
Last Name: [Smith Type: m
First Names: | John 3 tive a .
Title/Sex: M = |43y0m DOB: (11 Jan 1980 Registered:
Street Address [ unknown Transfer:
Street: Label:
o romeepoiiesc <] e
Building: |[ canada - Folder:
File Num: |72
Postal Address [v] Use Street Duplicate Check
Street: Provider: | Wavne Shelford (WS)
City: Province Postcode: BC Alt. Provider:
Buiding: Canada Show Versions
. -
Home Phone: Other Phone:
Work Phane/Ext: | Cell PhjPager:
Home Fax: EMai: [Home ~ |
Preferred Phone: ~ |None
Preferred E-mai: ~ |None

[] Locked [v] Auto Case

.@

Continue to review your list and make changes for any other patients needing to be made
inactive.

NOTE: There is no option to make these corrections in batch. This must be done
individually for each patient.

Display a list of To analyze your patient panel, retrieve names of patients assigned to you:
active patients

assigned to you ¢ Click Report on the top menu.

Select Stored Queries from the drop-down menu.

Select the “Active Patient Panel Per Provider” template.
e Click the Execute Query green button on the toolbar.

Stored Queries

e @/ TQ(VNBE O & @ [orectTobsk | Lmtto 1000 objects
Name = Description
= [ All stored queries
[ ] Allie - Panel Management
| "] Ferdi test
LPS
# [ M-files templates to distribute
Multi Condition Incentive
&[] Panel
[ ] Trash Temp
[ Xtra = all unfiled queries
@ Active Patient Panel per Provider
L B - 0 - o ] LR

ALL Active or registered Patients for Selected MRP

Teimme = o T F =T Taemm
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Remove patients
from your panel

e Enter your log in user name as provider name under Ask Value.

¢ Click OK.

s Find Objects Parameters m| X |

The find object query "Active Patients Per Provider "requires you to supply some values for it to be run. Type these in the lnes
below then press OK. You canuse A ... B for a range, "today " for a date of today, "today - 7d" for seven days before today
and so on.

Column - Condition Condition Value Ask Value Preview

A list of active patients assigned to you displays.

e Total Count is displayed at the bottom of your list

Active Patients without Provider

OF_’r'nt... Bgave Open...

Active Patients Per Provider: Active Patients for Selected Provider
Conditions:

Patient - Status is equal to Active

and Patient - Care Team - Provider - Code is equal to ws

11 object(s) found

FileNum Last Name First Name DOB National Num Code Date LastS...
58 Test One 01 Jun 2021 ws 08 Dec 2022
63 Young Test 26 Oct 2000 9871615267 ws 08 Aug 2022
64 Brown Test 05 Apr 1955 9012841943 ws 27 Jan 2023
65 Smith Jane Marie 03 Mar 1980 ws

60 Test Jane 25 Sep 1950 9072805035 ws 16 Aug 2022
61 Test Jenny 19 Oct 1998 987654321 ws 08 Dec 2021
64 Brown Test 05 Apr 1955 9012841943 ws 27 Jan 2023
69 Test Allie 1 13 Mar 1990 ws 08 Dec 2022
71 Test Aaron 06 Oct 2020 ws 23 Jan 2023
72 Smith John 11 Jan 1980 ws

Count 10

You can remove patient’s name that should not be on your list of patients by changing
patient status from Active to Inactive, Deceased, Moved, etc. as appropriate:

Select a patient and click on alter Patient... to open the patient demographic screen.
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e First click the Inactivate button.

¢ Click on the arrow next to Status to display drop-down list.

e Select the appropriate entry.

Alter Test, Jane

== General
General Last Name: [Test
FfstNams:lm

Title/Sex: F ~|72y4m DOB: (25 Sep 1950
Family Street Address [ unknown
Street: | 123 Bee Street

City: |Town ‘Prw'noeﬁosmude:lac - ” PHN:| |Registered 5035 |[v]ID
Building: Hcanada - Folder:

Care Team

Postal Address Use Street Duplicate Check
Street: 123 Bee Street Provider: | Wayne Shelford (WS)

own Province [Postcode: BC Alt. Provider:

Building: Canada Show Versions

Audit

Connectivity
Home Phone: | 250 123 4567 Other Phone:

Work Phone Ext: | Cell Ph/Pager: | 250 654 3211
Home Fax: E-Mail: |Home ~ ”

Preferred Phone: ~ |None

Preferred E-mail: ~ |None

Ctodes 7 avoce T

The Inactivation window displays.
e Enter the Inactivation Date.

Click the Ellipses button to display codes for reasons you wish to inactive the patient.

o Inactivation X
| Inactivation Date:
| [03Feb 2023 |
| Inactivation reason:
I @)
! ["] Deceased

Check for future activity and cancel

This cancels any future appointments,
interventions and recalls

i I Ok I | Cancel
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LEFT Explicitly left
LOST Lost Contact

% |
NOT Not i

UNKNOWN Unknown

@

NOTE: Check off the box to cancel all future activities for inactive patient.

Manage patient The only statuses available in Profile are Active, Inactive, Casual, Deceased,

status options Transferred. Discuss with your team criteria for each status. Decide if any changes
to current office procedures are necessary to keep the records accurate and up to
date.

Outcome After completing this section and re-running your report after any updates, you can
report up-to-date correct number of active patients assigned to you.

12 OF 12



