
  

Back-end Systems: Using the EHR: 
Part Two - Send Medical Records 

  

When a patient sends a message through the PPQ or a fax request for records is received, the first 
thing to do is to check the Consent tab to see if there is already a release of information on file. If 
not, one must be obtained from the patient before records are sent anywhere. 
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In the patient’s chart, click the tag to send a taggable form to the patient, the release from CCFM.  

  

Put your date and initial stamp and the place that the records are to be sent. That way, when the 
patient uploads the form and fills it out, anyone working the PPQ can easily see who sent them the 
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form and how it is supposed to be filled out. Save and Close sends the form to their portal, and 
then you wait for the release to be tagged to you once it has been uploaded. 

  

Once the release of information has been tagged back to you, it will go into Uploaded Results. You 
can click on the patient’s name to open the chart.  

  

Just review and make sure that they filled out the correct information here, the expiration date, and 
their signature. 
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In Reports, click on Printable Patient Chart. You can remove or edit boxes as needed.  
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We always remove the SOAP note list, miscellaneous and social notes, insurance information, and 
problem list. 
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Then, we go through every note listed to remove admin notes. 

In this case, there is an EP encounter, but there is an admin note at the bottom.  
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If I click the box, I can edit this and remove that. Here as well. 

This note hasn’t yet been signed, so I’m just going to take that part out. 
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This is a PPQ question back and forth with the clinician. Again, we don’t want to include the admin 
notes, so I’ll remove the first part and only send the one that has the response, which does contain the 
clinician’s answer and the patient’s question. We also remove the vaccination record. Save the form. 

  

We leave the default file name. It’s a full patient summary printed or created on this date. Save to 
Legacy. Do not attach to any notes, and do not show in the portal. Save. 
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Then, back in the chart, we always send the release as the first page in the fax, so right click. Fax 
this document.  

  

I want to clear the cover sheet, and then I’m going to add additional documents.  
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In this case, I want to add my patient summary, and I will add any lab results that we received. 

  

Come back to My Consent, and I do two things. One is I get the fax number, and two, I’ll just stamp 
this here, put that it is faxed, and I’ll file it away. Then, I would Send as Fax.
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