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HOW TO RETIRE RECORDS
 

Software version  4.603  (project enhancements are coming in a couple of months)

 

1. 1.      STEP ONE:  Perform a data search for records eligible to retire:

 

Menu Path:  
MRM-enter fileroom-FE-CRI (Create Record Index)

 

	 

Movement Activity:  
RETIRE RECORDS
Type of Record:
OUTPATIENT or whatever type

Destination:

NPR or CRC (however it’s listed in your files)
 

Date of Last Patient Activity:
Input a date in the past according to retire criteria
Patient Category:
ACTIVE DUTY or ALL or another patient category
 

Search criteria:
TERMINAL DIGIT

From:


00

To:


99
 


 

Send to a printer.  It will indicate if it finds records and how many records it finds.  When completed, this changes the status of the record to “Pending Retirement”.  

 

2. 2.      STEP TWO:  Process the retire list which you have created above:

 

Menu Path:  MRM-fielroom-FE-EPR (Edit/Process Record Index)

 

From:  00//   you may enter a different from – to range to work with a shorter list

To:
99//  .

 

a.  Action Bar:  Print  so that you may go to the stacks and pull records. Indicate on the printed list the records which you will remove (couldn’t find them in stacks, etc)

 

You may now box the records.

 

b.  Action:  Remove   Allows removal of any records that you couldn’t find or that should not be retired.  Once entering ‘remove’, the action bar changes to a sub-action bar to allow selection of a record.  

 

·     Select records to remove by using the following actions or use the select key:


Find:  
input record number or patient name and system finds it on the list


Mark:  works the same as the select key

·     Once you’ve selected records you must process your selections.  Use the following action: 


Update:  this processes the selected records and removes them from list

 

c.  Action:  Add  this allows you to add records to the retire list.  A blank screen will appear and then you can add records.  Input date of last activity on record then file it.  Note:  added records fall to bottom of the printed retire list.

 

d.  Action:  Box  Once the list is ready, you can now indicate the box  in which the records reside. Physically box the records if you haven’t done so yet, then use this action.  Pressing this action will give a sub-action bar. You will indicate first records in each box by doing the following:

 

·     Select the first record in the first box by using the following actions or use the select key:


Find:
input record number or patient name and system finds it on the list


Mark:
works the same as the select key

·     Once you’ve selected the first record you must indicate the box.  Use the following action: 

Box:
this assigns a box number to the selected record – input “1” for the record residing in the first box

·     Now select the first record in the second box.  Use the following action: 


Box:
input “2” for this record residing in box 2. 

·     Continue this process until all the first records in each box are indicated.

·     Now you must tell the system to automatically mark the records in-between the first records in each box.  Use the following action:

Update:  this processes your selections and assigns the box numbers to all     records.

 

e.  Action:  Ship  this brings up the DD form 235 to fill out.  Fill out all the fields, as all are required.

 

f.  Action:  Process   You now will process the DD 235 and notify the System Specialist that the list is ready to send to NPR.  A sub-action bar will appear.

·  

·     If you need to print the DD 235 or edit you may use the following actions:

Print:  print the DD 235

Edit:  edit the DD 235

·     Notify the System Specialist that the list and DD 235 are ready to send to NPR by using the following action:

Notify:  once the System Specialist receives this message they send it to NPR

·     When NPR lets you know it’s ok to ship the records, update the status of the list of records from “Pending Retirement” to “Retire Record” by using the following action:

Send:  updates the record status to “Retire Record” and inactivates the records.  Use this only when you are physically sending the records to NPR.

3.  STEP THREE:  Physically ship the records.
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