SENDING DISCHARGED PATIENTS’ PAPERWORK FOR SCANNING
Discharge paperwork needs to be collected regularly from the Middle area

CHECK & SORT THE PAPERWORK
1) Put paperwork into separate plastic wallets (multiple pieces for the same patient in same wallet). 
2) Check each piece of paperwork to ensure there is an MRN on it. 
3) If no MRN, use the patient details you have, to find the MRN and note it on the paperwork.
4) If there are no patient identifiable details at all on the paperwork dispose of it in Confidential Waste
5) Point of Care results printouts that are loose, and not attached to a paper sheet, can be disposed of in Confidential Waste and do not need to go to scanning
6) Point of Care results printouts that are attached to a sheet need to be checked to ensure that the MRN/patient details on the printout match with that written on the sheet it’s attached to
7) If discrepancies between patient details on print out and the attached sheet – check against First Net and/or with the clinical staff as to which details are correct and amend accordingly.

PRINTING SCANNING FRONT SHEET
1) Go into Explorer Menu on the Toolbar at the top of the Emergency Department screen.
2) If Explorer Menu is not showing on the Toolbar, click on the small ‘Toolbar Options’ arrows to the far right of the screen then click on Explorer Menu
3) Double click Explorer Menu Reports, then Main Menu, then Medical Records
4) Double click Scan Ad Hoc Correspondence
5) Click once on Calderdale & Huddersfield Trust Name
6) In the Facility section, tick the box next to the site you are working at.
7) Type the MRN of the first piece of paperwork into the MRN box then click Execute.
8) A Scan Ad Hoc Correspondence sheet will be produced.
9) Click the printer icon, click OK, close the correspondence sheet.
10) Follow the same process for each piece of paperwork
11) Collect your printing from the printer and put the corresponding sheet into each plastic wallet
12) Put the plastic wallets into the Scanning - Done tray for Medical Records to collect. 


TROUBLESHOOTING
If your AD Hoc Correspondence Sheet comes back with No Qualifying Data Found on it…
1) Try again ensuring you type the correct MRN
2) If still a problem try selecting the opposite site as your Facility
3) If still a problem, use EPR to check you have the correct MRN and amend if necessary.
