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Introduction
myPennMedicine Pre-Check In is a feature that allows patients to verify or request updates
to their information such as; demographics, (address, race, ethnic background, preferred
language, home number, work number, preferred number, & e-mail address), preferred
pharmacies, medications, allergies, health issues, complete questionnaires (where applicable)
and even sign certain consents electronically, up to 4 days prior to coming into their
appointment within myPennMedicine.

Adding the Pre-Check In Column to your DAR

Follow these steps to add the Pre-Check In column to your personal DAR. Note: This coumn is already
available by default on public DARS.

1. Open your DAR
2. Navigate to the Display tab
3. In the Available Columns window, select "UPHS eCheckin Action Taken” and click

the right arrow to move it to your Selected Columns window

4. Press Save and Run the report
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[’z Check In DAR [5914229]

[Ca Temporary report setting [58
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Available Columns

Column Name o

UPHS Appt Provider [117101296]

UPHS Appt Visit Type (Combined, No ID)
UPHS APT RECUR NUMBER [102345]
UPHS CAD LD PROC [100662)

UPHS CAD LD RFP [100663]

UPHS CAD LD WEEKS [100661)

UPHS CE ORGS [118725010]

UPHS Copay Collected [117100098]
UPHS Copay Due [117100099)

UPHS CSN FOR TPR [3104566)

UPHS DOB [100552]

UPHS DOB [100555]

UPHS EAP PROCEDURE NAME (745002
UPHS EC PATIENT 1D [134009

UPHS ED Trauma Time Out - Event Time |
UPHS Encounter Diagnoses Codes [1027¢
UPHS Encounter Diagnoses Names [1027
UPHS ES APPT IS INPATIENT? [3104566
UPHS ES Ebola Travel History [117005)

UPHS ES GI REASON FOR VISIT [11710

{ -

Saye As

Save j

Column Name YWidh( ﬁ
UPHS EQD UIST STATUS 1080
Patient Info wath Commants 2295
Patient MRN 1100
UPHS MPM STATUS 1200
Appt Visit Type Abbrewation an... 1005
Appointment Provider / Resour . 2295
Appointment Notes 1800
UPHS ES REASON FORVISIT 1440
| Referrmg Physscian 1440
[ » )|reFerraLsTATUS ICON) 705
ES PATIENT VERIFICATION 1005
4 | PENN PATIENT PORTION 900
Patient Seif-Pay Balance (HB+ 1440 -
ES COVERAGE VERIFICATION 1095
APPT ACCOUNT TYPE 1095
ES DAR NO HIPAA CONSENT. . 900
Appointment CSN 1440
Patient Types (EPT) 1005
UPHS Intespreter Assigned 1005
Transport Status for Appointmea 2000
Copay Due 1250
[ "
Default
Delete Rastore Print Cancel

Pont Layout General

Selected Columns

olumn name 10 change
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5. The column will now display on the activity toolbar as PreCk Update.

Department Appointments Report: Melissa DAR
& Refresh R Seftings gy Appf Desk & WalkIn §Signin +]Checkin «]Check Oyt & Cancel () Apptinfo [DExpand [3) Message [Ef Registration [ EQD More
1 Full Appointment List 2 Appointment Totals
Date: 4 5/8/2020 P ! | Total: 192 Row Height’T
7 1 v3
Date Appt Time Apj Provider/Resource Appt Status  Patient Location Status Type MPM STATUS PreCk Update | Patient-H
l 05/08/2020 9:20 AM MYERS, ALLISON Arrived PENN FAMILY Arrived COV[3592] Activated Updated [2]
05/08/2020 9:20 AM EDGAR, RICHARDJ  Arrived PENN FAMILY Aurrived COV[3592] Activated
05/08/2020 9:20 AM GANETZKY, DAVID Sch Sch COV [3592] Activated 1]
05/08/2020 920 AM LIANG, YA-FENG Arrived PENN FAMILY Arrived COV[3592] Activated eted [4]

6. If you hover over the response in the column, you will see 4-5 lines.

PreCk Upc Type Verified |RPV
Updated RPV Verif Verified [1]

Undated [2 Verified [1] -

i Ve Verfid 1

Verified [1] . \i&flfl&d [1] -

Verified [1] Veriff Completed [4]

=4 = L L |
Line 1 Line 2 Line 3 Line 4 Line 5 (if applicable)
[} — . ——— g e——
Personal Info Medications Allergies Health Issues  Sign Documents

e The lines refer to the actions in MPM.

e Each will say Verified or Updated.

e The numbers shown are the IDs of the response in the list.

e When you edit or mark an item as correct, the corresponding line will show as Updated or
Verified in the column.

o If patients decide to finish later, then only the lines that are updated or completed will
show up on the column.

e The column will show as Updated or Verified depending on what the response is in the
first line.

s Penn Medicine POWERED BY m’:

£




PennChart = |8 |8

Adding the Pre-Check In (PreCk Update) Column to
your Multi Provider Schedule (MPS)

Follow these steps to add the Pre-Check In column to your MPS, which is avlable by default on the
department MPS. This column will allow clinical staff to review information provided by patients via
the Pre-Check In processes on myPennMedicine. This column is only specific to Pre-Check In and will
not show information available from Care Everywhere i.e. other healthcare institutions or pharmacies.

1. Open your personal MPS
a. NOTE: You can only add columns to your personal MPS, not the Department
MPS
2. Click on the gears to add the column to your MPS

ElEREE

Schedule

§= Open Slots Scans Srdd

8/13/2018 Today

- August > 4 2018 »

Su Mo Tu We Th Fr Sa
29 30 31 1 2 3 4
5 6 7 & 9 10 11
12 §E) 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1
2 3 4 5 6 7 8

Dept: | GENERAL INTERNAL I

&= Create

aduls
I i CORKERY, SAMANTHA

B GEMNERAL INTERNAL MED

3. Once you click on the gears, search for the “PreCk Update” in the Available Columns.
4. Click on “PreCk Update?” and then click the Add button to move it to your Selected
Columns.
a. Note: if providers would like to add an additional column that populates if there is also
information available from Care Everywhere they can add the “Outside info?” column
at this time as well.
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BHROWN, MELISSA Properties

General = Advanced Configuration

Name: BROWN, MELISSA 1D: 173850

Owner: BROWN, MELISSA

Available Columns Selected Columns

Potential Over-lsolation Text A & Copy..- Qutside Info? -
Practice = Add CE

Pre-Call Done Time
IPreCk Update I Patient

Pref Language Status

Pref Language Last Event (Auto Room)

Pref Name Last Event

Pref Mame W Last Event lcon (v
PreCk Update [3226961]:

Shows if there is an update to allergies/meds/health issues through Pre Checkin

Accept Cancel

5. You can move that column up or down in the toolbar by using the down and up
arrows if you would like to.
a. If you have also added the “Outside info?” column it may be helpful to place
these columns near each other.
6. Once you have that column where you would like it, you can press Accept

Viewing the Pre-Check In (PreCk Update) and
Column on your MPS with examples

This is how the new column will look on your MPS

1. If there is a list of statuses such as Verified, Updated or Completed in the “PreCk
Update” column, this indicates that the patient completed Pre-Check In. By hovering
over the list you will see the full drop down list of statuses.

a. Verifiedindicates they reviewed current information in pennchart and made no
changes

b. Updated indicates they added new information or requested a change to
existing info

&
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c. Completed refers to certain steps in Pre-Check In such as signing a form or
completing a clinical questionnaire.
2. By double clicking the patient icon you will be taken directly to the “Reconcile Outside
Info” activity in the patient’s chart
3. The rows will appear in the order below and correspond to the actions taken in MPM

1 2 3 4 S (if applicable) 6 (if applicable)
@ ’
Personal Info Medications Allergies Health Issues Sign Documents Questionnaires

Example 1) The patient completed Pre-Check In and updated clinical information in addition
to completing the outpatient general consent form and a clinical questionnaire

Patient-En PreCk Update &  SD(

nent verned
Comple... Updated

Verhed PreClk Update:

Verified Verified

Verfied Ypdates
Verified
Verified
Completed

Comple

Example 2) No general consent or questionnaire was assigned or completed but clinical
information was updated

PreCk Update & 5

PreCk Update:
Verified
Verified
Verified
Verified

Example 3) No outpatient general consent form was completed but clinical information was
updated and a questionnaire was completed

now
.

£
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Unar Patient-En PreCk Update 4

Verified
Mo Updated
Verified. ..

v PreCk Update:
VY Verified
\V{ Updated
v ‘Jer?ﬁed
Verified

Yes Stslmed

Viewing Patient Updated Clinical information;

Medications, Allergies and Health issues

Information provided by patients will display a patient icon with the word ‘patient’ appearing
next to it under source. These requests for updates through myPennMedicine may be added,
updated, or discarded in the ‘Reconcile Outside Info’ activity. (for more information on
reconciliation please see Reconciler Functionality tip sheet or this brief tutorial video)

Medications: Example new medication reported (green) and removal of medication requested

(red)
Reconcile Qutside Info m @ %
Allergies Medications Problems |mmunizations
Db R 1 R History g ~
Medication Er e ated on
ALPRAZOLAM (BENZODIAZEPIMES)
XAMAX (alprazolam) |
! * i @  Susp New 12172019 §© Patient |
Add a5 alprazolam oral
1 pension !
| Patient's comn 1
. for anxdety .
BIOTIN (WATER SOLUBLE VITAMINS)
bietin 1000 MCG tablet
On chart Dose N
i Taka 1,000 meg by Local Medical ’
X L Patient t 1.000 maouth daily. Record AR

Patient requested remova g
Dismiss I
PatienTs commaent

' F

CALCIUM CARBOMNATE-VITAMIN D

calcium carbonate-
vitamin D 500-200 MG-

: UNIT per tablet ©Onchart | Do 1 Take 1tablet by Local Medical ;
>< ¥ Pat .P ! . tablet  mouth daily Record 121272018

Desmiss
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file://///webblob/images-i/LHD/PennChart-2018-Upgrade/Ambulatory/AMB_ReconcileOutsideInfoUpdates_Tip.pdf
http://isvideo.uphs.upenn.edu/detail/video/5719507456001/reconcile-outside-information?autoStart=true&q=reconcile

PennChart

Allergies: New allergy reported (green)

L +~ |Reconcile Outside Info

Allergies Medications Problems lmmunizations

Rooming

Flowsheets Agent Reaction Severity  Reaction Type
[ + | @& Bee Pollen ..o

Frs n € # New

|— Patient's comments:

Review since chidhood

Medications

[ancer Staging

e x

Allergy Reconciliation History Show: [ ]Deleted [ ]Expired  Jo

Comments

Source Noted  Updated on

§- Patient

1ii Discard Remaining

Problems: removal requested (red)

Reconcile Qutside Info

Allergies  Medications Problems |mmunizations
Vitreous
hemorrhage MNew
Add as:
= il e Vitreous
hemarrhage (CMS-
HCC)
*

Edema ©On chart

~" Rasolve e Patient requested
removal | Dismiss

Fatient's commenis:
no longer active problem

Wills Eya
Ophthalmology 12472014
Clinic Inc

Local Medical  yor1g12010

11152019

121652010
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Viewing updated Demographic information in
PennChart

Updates that patients make to demographic information such as Address, Race, Ethnic
background, preferred language, home number, work number, preferred number and e-mail
address, will continue to file directly to Pennchart.

1. Staff can review prior registration information in the Registration history in PennChart.
Information provided by the patient will appear as being completed by the user
“pennmedicine,my”.

4 v Registration History Report
o8k
RO Registration History for the Patient Encounter
opistabon
\0sponss Hi Vi Patient & Guarantor ¥ Coverage ¥ Hospétal account W Verification ¥ Confirmation ¥ Workqueue
Time of Entry o Type User Department From Other Reg
» ®192018 1051 AM Patant encourrier created SMITH, KRISTY M CHCKGE
» 192018 1051 AM Confiemation esroe SMITH, KRISTY M CHCKGE Uninown
» 192018 1051 AM Visd account assgned SMITH, KRISTY M CHCKGE Uninoan
3 H162018 1051 AM Vist coverage as3igned SMITH, KRISTY M CHCKGE Uninown
3 162018 1051 AM Encounter ertered workquoue SMITH KRISTY M
» 92072018 119 AM Coverage mamber verified RTE, BATCHES Usinown
SATER Kauoisc AICSAICLES
v Q262013208 PM Address change PENNMEDICINE. MY Uninown
O
952 HERMAN DR
lw address
123 Main St
Source record - Pabent _us.’«.rau;
Coverage: IBCABC PERSONAL CHOICE EXCHANGE {4096795)
v 262018 208 PM AlOress change PENNMEDICINE MY Usinown

7§ Penn Medicine Powerep sy [ERMC




PennChart = |8 |8

Pathways to Run the Reg Audit Trail Report

There are two different pathways to get to the report. Follow the steps below to run the Reg Audit
Trail Report.

1. To run the report from the EPIC button -EPIC button > Reports > Registration Reports > Reg
Audit Trail Report

2% 1 Unauthorized Services ¥
L 2y Reponts ¥ G pasetisg O Retesh R4 su - °
% 3 Workgueuve List x
_= 4 My Dashboards X
’FE on
"~ R oarche:
.
T
v
»
,
= »
»
»
»
,
»
Regport -l‘?
| B ,
» a D »
v B ¥ onls *
t I:.‘ R nt ’l':\ [
8 s P $ > C
B L ¥ R Reg
I« Pwu J Rep
i 7 Rapont Re
3 R
¥ C

2. To run the report from the search window

a. Navigate to the search bar at the top right of your screen (under the Log Out button)
b. Type “Reg Audit”
i. DO NOT PRESS ENTER OR TAB
c. Click on "Reg Audit Trail Report” from the Jump to window
al

» & @ &Pnt - | GrLogOut -

% Jump to
Reg Audit Trail Report

7§ Penn Medicine Powerep sy [ERMC
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How to Run the Reg Audit Trail Report

The Reg Audit Trail Report is used to show changes that were made to a patient’s account including
registration, guarantors, coverages and HARs. Follow the steps below to run the Reg Audit Trail
Report.

1. Type the patient’s name or MRN number in to the Patients field
2. Select the time frame for which you want to search the patient’s chart for changes
3. Click Run

Report Settings |L|

| Aoailable Sguinqs Crtena I:":-’pl.a!r' .l";upt':;lraitl_\ Su:"lnﬂl:r' Print Layoul Toolbar Owerride Genera
W5 CORKERY, SAMANTHA [CORKER
M. SHARED WITH ME

71 Search ltem Changes

im PUBLIC From date 1272072018 (T) Tima:  |12:00 &M
To date 1272002018 (T) Tima:  [11:59 PM
Enter Search Values Inf
Il Patients - Fatients

Guarantors 1 |
Coverages

Hospital accounts

Claim info reconds 7]

=
-

-

-

[T Documenis
[T Beds

[T Benefit records
-
-
Al

Exclude record types
Ratiant itams _'I

LA

Select all of tem Changes between 122002018 (T) 12:00 AM and 1272072018 (T) 11:55 PM

Save Saye As Restore Cancel

How to Read the Reg Audit Trail Report

The Reg Audit Trail Report can show a lot of information depending on the date range and other
criteria that you input. The report is configured like an Excel spreadsheet. You can filter by each
column header by clicking on the header portion.

1. The Record Type Column indicates which type of record the change occurred in.
a. i.e. Patient record, Coverage records, Guarantor record. This column corresponds to
the Criteria options that are available when running the report.
2. The Record Column indicates which record you are searching in

7§ Penn Medicine Powerep sy [ERMC
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a. This will usually be your patient
3. The Item Column indicates which item was changed
a. i.e. Phone number, Address, Coverage
4. The Old Value Column indicates the value that was in the patient’s chart before a change
was made
5. The New Value Column Indicates what the old value was changed to
6. The Date and Time Column indicates when the end user made the change

The User Column indicates the end user who made the change

Y N ; I ; WY WY ; WY - WA ¢

{TIEPCA, ONETTEP INA  [PHONC . [%0] 1 999»99&99. 12202018 09:0c. .oAM  CORKE ., SAMANTHA

| 1 {CORKERYS} Ammp
TIEPCANTONETIEP WA  OTHERCOMMUNCATION  1* $99.999.99% 2154558555 12202018 0308 30AM  CORKERY, SAMANTHA
[330001900] NUNBERS [%] CORKERYS]

Viewing The signed annual consent form in
PennChart

The Signed outpatient annual consent form will be available in the media tab filed under the
date it was completed by the Patient via Pre-Check In.

——— v VASIUK, NATALIA 61 .

HORIZON a0 HORIZC N
Make, 62 y.0., 12001955 v { Language English )
) N None

LR A Chart Review v X
hrt Review SnapShot  Encounters  Labs  Imaging  Procedures  Cardiology  Medxcations  Other Orders  Episodes  Letters Notes Media LDAs  Referrals  Misc Reports
¢ Everyat -
= 88 Thumteat View | A Provew v | O Retresh (930 AM) | [ Select AY Deselect Al | [ Review Selected | miiRoute ) ViewPay | i3, Load Remaning »-
Ve
o Y Emers
row Flows —
ClPre B0+ & x
iphs
e Yesterday at 1355 Afer Visit Summary  After Visit Summary Yesterday (08/2822018 Office Vist weth Va = 2
st Reviow ~ Media Information ®
e Yesterday at 13 49 After Visit Summary  After Visit Summary Yesterday
lopsis Electronic sianature on 872572018 ) M
3 Yesterdayat 1334 Registrabon new patent registraton Yesterday
mograghics & Yesterday at 1311 Release of Informa . 2018 release of nformaton Yesterday (32872
Jont Fees B)  Yestorday at 1259 Outpasent Annual
e e i Document Information
lers. S Yesterday at 1253 Patent Identificaton Outpatient Annual General Consent Form

08/25/2018 14:20

S Yesterday at 1252 nsurance Card horizon bebs & Geisinger #2 Attached T
< o

E L
- ueg 082620181420  Outpatent Annual

— —
AMB - Conscltaton  UROLOGY

Source Information

nores < hs, M 2
AMB - Consutaton  UROLOGY Uphs, Mychart 8ackground | Penn Internal Medicine Westtown
Icavons
Priot Recoeds / Ou.. RECORDS FRO
Imptants
Patent Guestonn RETURN PATIENT QUESTI
nsurance Card insurance 2017
“hat Resul General Consent F
HIM ROl Authoniza . RELEASE AUTH
A, Patent Identificabon DL PHOTO-old
ADest HIPAA Form HIPAA
Customize Insurance Card BCBS 1-1-16
RS Assignment Of B AOB 12092016 12/0972016 Office Visit with Maj

®
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