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When the application opens, you will see:
· A limited list of recently entered Patients and Contacts from all users


Blue Bar Choices
1) View: Contains brief lists of YOUR recent activity. Also contains your Task List.
2) Contact: select the down arrow to Search or Add
· Contacts are NOT Patients
· Contacts are physicians, hospitals, radiology centers, family members etc
· Searching for a Person: enter the first few letters of the last and first name
· Searching for a Hospital or Organization: search in first name field
· i.e. type Georgetown in first name field
· 5 choices appear for various departments at GUH; choose one
· Linking a physician or hospital to a patient is done via Link Icon 
· Choose the contact. Select “Link Patient”. (Gray bar on left side)
· Search/find patient. 
· Click the icon (a 2-link chain under “Action” in bottom left.)
· Add a physician or facility only after not finding them in a search, to avoid duplicates
· Once you add a contact you can link to a patient (see above)

3) Patient: Search or Add
Search 
· You may search by name, diagnosis, email address, DOB, phone number, or cancer type. For the latter, you must enter a date range.
· When searching by name, it is best to enter the first few letters of the first and last names, (to capture variations in the spelling of a name or names that have been misspelled on entry.)
· Select patient from list
· Vertical bar left side to Add information
· Edit patient: add or update as needed.  To be able to upload files to CRIS you need to add patient’s MRN in this section.
· Add call note (free type or cut & paste email content)
· Add contact (see also “link contact” below for contacts already in system)
· Add appointment (not commonly used, but might be very helpful)
· Add file (identify which type of file it is for tracking purposes; add details such as: “PN, path, scan, labs” or “release of info”) * see “steps to upload” at end of this document
· Add Therapy (not commonly used, but might be very helpful)
· Link contact: opens search fields for contacts, **must link after choosing – look for two-link-chain icon on far right, in the Action column
· History: this downloads, in Word Format, a summary of all patient info entered. Some print this to take to team meetings.
· Merge Patients, if more than one file exists for a patient
· Select one of the patient files, click on Merge icon 
· Search and select duplicate file to merge, follow prompt to merge
· All info from both records will be combined with the exception of demographics. Make sure to select the record with the most complete demographic section as the primary record, then merge the second one with it.
· Demographics. Self-explanatory, but note primary language stands out in red.
· Horizontal bars to view information
· Top bar in gray: displays diagnosis, name/date file created, and which group/s have access. The CCR group includes everyone. It is the default. It is best to use this one for ease of referral between groups.
· Blue Bar 
· Call Notes: correspondence and notes regarding referral. These can be modified once entered (pencil/paper icon on right side)
· Appointments
· Communications: record of faxes sent via the application
· Contacts: linked providers & facilities
· Files: medical records or other documents saved per patient: 
· records can be viewed within the application or moved out of app to desktop by opening/saving, or they can be opened/emailed
· Medical records can be transferred to CRIS from the application, once a MRN has been entered (Enter under edit patient tab on left). The CRIS icon is a dark blue sheet of paper (on far right) (the same as the Files icon.) Once records are transferred, a green check mark appears beside the file.
· Tracking: What you enter here can be pulled later in Reports to show referral data by individual user or by group/team.
· First Contact
· HLA kit (added to assist SB Immunotherapy group)
· Referral Sources
· Referred to groups
· Medical Records requested (shows automatically) and received (must be entered)
· Pathology requested (shows automatically) and received (must be entered)
· Scans requested (shows automatically) and received (must be entered)
· Status: disposition of referral with each group.
· Select your team and update as appropriate

To add a new patient
· Required fields: first & last names and diagnosis (SAVE)
· If name not known: use i.e. Anon lymphoma, from Dr Jones (modify later)
· In cases of unknown patient name, it is useful to link the patient to their CONTACT, so when the name becomes known (i.e. records arrive) the patient can be found on the CONTACT’s patient list.
· Tracking: enter “First Contact,” and “Referred to Group” as appropriate
Sending a fax to a contact regarding a specific patient
· Select patient
· Select linked contact for that patient (add new or search and link, as needed)
· Select fax icon for the contact
· Select the fax type (records, scans or path)
· Prepopulated form appears with the contacts information, your information (pulled from NED) and patient information.  Complete the form and Send Fax
You can attach documents to the fax, such as ROI forms
4) Tasks
· Displays a list of patients for whom you have sent faxed requests for medical records, pathology slides, or scans.
· If you mark these items as complete when they arrive, they will be removed from this list. If you do this consistently, you will have a current running list of outstanding items.
5) Reports
You only get out what you put in
· Patient Records: list of patients ‘created’ in DB, by user
· Contact Patient: (not used, but interestingly, it tells us there are 1259 pathology department contacts available in the system)
· Interactions: displays data re: various referral activities both in list form and pie chart form
· Enrollment Duration: not used, but could be highly useful if all teams entered this data
· Clinic Visit: not used, but could be highly useful if all teams entered this data
· Tracking report
·  First Contact: self-explanatory
·  Internal Referrals: list of patients you have received from another group/user
·  Referral Assignments: assigned to you as a reviewer
·  On this page, it is possible to click patient names to navigate to their page
· Tracking Totals
·  As above, but no patient names are included
·  This also displays the mode of referral; phone vs email vs fax
·  Multiple users and/or groups can be selected to include in one report.
·   It is possible to export this data to an excel spreadsheet from this page.
1. Select users and/or groups
2. Select date range
3. Click Run Report
4. Click the blue “document” icon next to Tracking Totals
6) Profile
· Your profile in the database. Pulls from NED. Can be updated and customized with your FedEx account #, Return Address etc.
7) Help Menu
· Wiki page link to instructions
· James Waters is the database administrator

STEPS TO UPLOAD FILES
· [bookmark: _Hlk5188283]Save PDF document to the file of your choice in your computer 
· In CCR Referrals, select patient
· Click “add file” from the left-hand column
· Click “browse”
· Search within your file of choice, find the document, double click it
· Click “Add File”
· If you’d like, you can add a Note describing what is in the document, for future reference

** NOTE: the button to click for exporting to EXCEL is missing as of this revision, but will be re-installed in the next few days



