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	Title
	Patients with Multiple Registrations Report

	Task
	Daily Review & Follow-up of Same Day Duplicate Account Numbers & Duplicate Medical Record Numbers

	Responsibility
	Customer Service Advocate (primary), Outreach Coordinator (cover PTO)

	Instructions

	1. When: Monday - Friday (on Monday print Friday, Saturday & Sunday).

2. In Meditech  Admissions  Lab Outreach  Lab Outreach Custom Reports  Patients with Multiple Registrations report.
3. At DATE prompt: Enter previous day’s date or T-1); on Monday print Fri., Sat., & Sun.
4. The report will show patients with 1+ registrations on the same day; always check the Medical Record numbers (MR #) to ensure they match.

a. If MR #’s do not match determine the oldest MR # (lowest); 

i. Contact the Operations Manager, Health Information Management.
b. If MR #’s match proceed to the next step.

5. Multiple accounts are necessary & acceptable in 2 situations, do not combine if:

a. Accounts have different doctors or locations.
b. Orders include Send-out tests combined with Pathology or Cytology.
6. Document on the report the resolution for the set of patient accounts; mark the account number that is being kept with an R for Retained; date and intitial the report, store with the current day’s LO audit report. 

7. It is critical that test orders are moved as soon as is possible; the pateint bill will drop 3 days from the date of service. Friday accounts must be moved no later than Monday.
Test Orders Combining Rules:

Multi-Acct. Situation

Instructions

Path + Clin Lab Accounts
Move the Clin Lab orders to Path account. In Admissions: Undo then Cancel the Clin Lab account after all results are verified.
Path + Clin Lab + Send-out Accounts
Move the Clin Lab orders to Send-out account. Leave the Path account intact.  In Admissions: Undo then Cancel the Clin Lab account after all results are verified.
Cytology + Clin Lab  Accounts
Move the Clin Lab orders to Cytology account.  In Admissions: Undo then Cancel the Clin Lab account after all results are verified.
Cytology + Clin Lab + Send-out  Accounts
Move the Clin Lab & Cytology orders to Send-out account. In Admissions: Undo then Cancel the Clin Lab & Cytology accounts after all results are verified.
Path + Cyto + Clin Lab + Send-out  Accounts
Move the Clin Lab orders to Send-out account. Move the Cytology orders to Path account.  In Admissions: Undo then Cancel the Clin Lab & Cytology accounts after all results are verified.
Clin Lab + Send-out  Accounts
Move the Clin Lab orders to Send-out account.  In Admissions: Undo then Cancel the Clin Lab account after all results are verified.
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