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Searching for a Patient/Release 
If you get stuck and the hints don't provide enough assistance, consult your learning dashboard 
or ask your instructor.  

Searching for a Patient/Release and Check for Duplicates 

In this exercise you will search for a patient or release with in the ROI Module.  

 PATIENT: Norton  

 

TRY IT OUT:  

 Enter the patients name in the release lookup screen.  

 Review the DOB and select the correct patient and click search.  

 Determine the following for your patient: 

▪ Who was the last requester? 

▪ What was the last release type? 

▪ Are they looking for the same information? 

▪ Is this a duplicate? Explain why.  

Entering a Request 
If you get stuck and the hints don't provide enough assistance, consult your learning dashboard 
or ask your instructor.  

Entering a Continuing Care Request 

In this exercise you will enter a continuing care request.  Using the scenario below, enter a 
request to reflect what the patient is asking for.  

Scenario: Norton has sent in a request for medical records. You recall seeing a request for 
him earlier today and think this could potentially be a duplicate.  
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 PATIENT: Julie  

 

TRY IT OUT:  

 Enter the request as the following:  

▪ Requester: Patient 

▪ Release Type: Continuing care 

▪ Chart Type: based on your department 

 What is the information you select in the “requested info” section?  

 Enter the answer to the above question. 

Processing a Request 
If you get stuck and the hints don't provide enough assistance, consult your learning dashboard 
or ask your instructor.  

Processing a Continuing Care Request 

In this exercise you will process a continuing care request.  Pull the corresponding records to 
the scenario above. 

 PATIENT: Julie  

TRY IT OUT:  

 Process the request for the encounters in the month of June. 

 Answer the following: 

▪ How many encounters are there? 

▪ Who is the provider for the most recent visit? 

▪ What type of visit was the most recent visit in may? 

 

Scenario: Julie has sent in a request for her records for the time the month of June to be 
mailed to herself so that she can provide it to her new provider she will be seeing in the 
future.  
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Processing a Thrid Party Request 

In this exercise you will enter and process a third party request.   

 PATIENT: Norton  

TRY IT OUT:  

 Enter the request in to EPIC 

 Review the request and determine the release type. 

 Process the request  

 Answer the following: 

▪ How many encounters are there? 

▪ Who is the provider for the most recent visit? 

▪ Add the certification letter 

▪ Are there exceptions? 

Invocing a Request 

In this exercise you will invoice the request processed above.  

 PATIENT: Norton 

TRY IT OUT:  

 Answer the following: 

▪ What is the media type? 

▪ What is the page count? 

▪ The records are being sent by email. 

Scenario: You received a request from an attorneys office requesting medical records for 
their client Norton. They are asking for certified copies any and all records for the 
timeframe 4/1/2021 - present. An authorization was attached and allows these records to 
be released.  

Scenario:  The request above needs an invoice before the records can be sent. Invoice the 
request above.  
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▪ Is postage needed?  

▪ What is the invoice amount? 

▪ Can the records be sent prior to receiving payment? Why? 

Posting a Payment 

In this exercise you will enter and process a third party request.   

 PATIENT: Norton  

TRY IT OUT:  

 Go into the previous request for Julie 

 Select pay in full 

 Enter in payment amount 

 Answer the following: 

▪ Is a receipt needed? If yes create one. 

▪ Have the records been sent? 

Scenario: You received payment for the request invoiced above. The check was for the 
whole invoice amount with a check # 1234. 


