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HCS Patient Tracking: Export and Import Patients - Job Aid

HCS Patient Tracking: Export and Import Patient Records
Job Aid

This Job Aid will walk you through step-by-step instructions on how to successfully export patients from
and import patients into the HCS Patient Tracking system.

Steps Screen

STEP 1:

Open a web browser (e.g.
Google Chrome, Internet
Explorer, etc.), and enter TEMARR
into the search field.

B2

TEMARR

t-
0

Result: TEMARR -TN.gov should be
first link listed in the results. Click
on it, and you will be taken to the
TEMARR home page. Alternatively,
you may click here.

STEP 2:

Scroll down the page and click
on the TNCRN - Inventory
Management and Patient
Tracking link. - TNCRN - Inventory Management and Patient Tracking

HRTS

Result: This section expands PsySTART
downward and reveals links to
both the Inventory Management TN Volunteer Mobilizer
and HCS Patient Tracking systems.

STEP 3:

Click on the HCS Patient
Tracking link.

Result: The login screen for the HCS
Patient Tracking system displays.

# HCS Patient Tracking

Tennessee Department of Health | Emergency Preparedness Program Page 1
Andrew Johnson Tower, 3rd Floor, 710 James Robertson Pkwy, Nashville, TN 37243
Version 1.0


https://www.tn.gov/health/cedep/cedep-emergency-preparedness/temarr.html

Department of
Health

HCS Patient Tracking: Export and Import Patients - Job Aid

STEP 4:

1. Log into the HCS Patient
Tracking system by
entering your Username ®
and Password into the
respective Username and
Password fields.

2. Click on the Sign In

button. HC Standard® Customer Login

Web client: v4.4.1.139

Sign In

® shelly.reed

Result: The home page for the HCS @
Patient Tracking system displays @
with a welcome message and your
name.

@ . Can't Sign In?
HELP: If you need help with

your Username or Password,
contact your facility admin or RHC,
or visit the TEMARR Customer
Service Portal here.

STEP 5:

Click on Workspaces at the top A ® - |
Of the page o} Notifications Dashboards Workspaces Bookmarks

Search workspaces Q
Result: A Search workspaces field

displays, as well as a list of the Al Patients Baptist Children Hospital

workspaces assigned to you.
Baptist Desoto Baptist Memorial Hospital

STEP 6:
Enter in the name of your A (2] 1 Abby Beecham
facility |n the Search Workspaces Motifications Workspaces Bookmarks

field to search it out and then
click on the name, or simply click
on the name if it is already listed. Search workspaces Q

* Show favorites .

@ RECENTLY ADDED ITEMS

-

Wellmont Bristol Regional Medical ...

Result: The Workspace page for
your facility displays.
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STEP 7:

Locate and click on [YOUR B MATRICES Xz oA
FACILITY'S NAME] Patients

within the MATRICES section. Northeast Training Incident

MNortheast/Sullivan Incident
Result: The Patient Data Results

grid for your facility displays, listing Systemwide Patient View

all of your registered patients. .

Wellmont Bristol Regional Medical Center Patients

STEP 8:

NOTE: In order to upload
patients into the system, you
have to ensure that the headers
of your patient data match
exactly with the headers in the
Patient Data Results grid in the
Patient Tracking system. The
easiest way to do this is first to
export these headers into Excel.

A i) = n
1 C||Ck on the Notifications Dashboards Workspaces Bookmarks
|mP0rt/EXP0rt bUtton 28 Wellmont Bristol Regional Medical Center > BB Matrices > EE Wellmont Bristol Regional Medical Center Patients
above the Patient Data
. WELLMONT BRISTOL REGIONAL MEDICAL CENTER PATIENTS
Results grid.
2. Click on Download CSV. I ¥ sorcandFiter « || Moisplay « @
O 4 Incident %  PatientID % LastNa.. % FirstNa.. =+ Gender Upload Cov
i O #  Training Incident = 1855963248 Mattson Rick Male Dovnioat 5V @
— Import/Export «
O #  Training Incident 000031 Alejandro Cletus Male 04/04/1988
O #  Training Incident 000022 White Sally Female 04/04/1999
Upload CSV -
Download CSV
Result: The CSV file will download
into the lower left hand corner of
your browser with the name
DownloadMatrix.csv.
& DpownloadMatrix.csv 2
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STEP 9:
Double click on the .CSV file to 1
open it up. 2
4 Delayed
Highlight and delete out all of the ; Delayed
data starting with the second - 12 Savage ;
row, leaving only the headers of S Training Ir 11 Barcham 4/4/1933
the columns M Training Ir 7 Willis 4/4/1996 22
Training Ir p 4/4/2064 54
Training Ir Morgan Female 14
IMPORTANT NOTE: You MUST Tra!n!ng Ir -I_auren Female 4/4/2049 76 -
. =8 Training Ir stn123 brown joe Male HHEHHH T 2 Immediate
keep all of the headers in the Traigg@®® 18-Mar heminway joe
exact order they are in, because aining Ir  Mar-18 heminway joe Male HiHHHE
otherwise the import will not
work properly.
i8N Incident  Patient ID Last Name First Nam« Gender  DOB Age Triage Sta
p
a
5
b
7
9
10
11
12
13
14
15
STEP 10:
Save this CSV file somewhere you
will easily be able to locate it on
your computer. Home
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STEP 11:

Take the Patient data you want
to import, and copy and paste it
under the respective headers of
the CSV file you just exported. If
you don't have any data for a
certain column, simply leave that
column blank and it will import
as such.

i8 Incident Patient ID Last Name First Mami Gender Triage Sta Transport Jurisdictic Departure Arrival Tin
PN Training Ir stevenl2ibrown  joe Male EEskmEEz 52 Immediat WELLMOM Northeast/BRISTOL 1 ####Hs
ENTraining Ir ~ 18-Mar heminwayjoe ‘WELLMONT BRISTOL REGIONAL ###HH#HH
“M Training Ir 31 Alejandro Cletus ~ Male 4/4/1988 Delayed WELLMONT BRISTOL REGIOMAL ### it
S8 Training Ir 22 White Sally Female 4/4/1999 WELLMONT BRISTOL REGIONAL #HHHH#H#HEE
S Training Ir 12 Savage  Abby 4/4/2002 WELLMONT BRISTOL REGIONAL #HHHEHIR
F Training Ir 11 Barcham Glen 4/4/1933 WELLMONT BRISTOL REGIONAL #HHt
8 7 willis Emily Female 4/4/1996 22 WELLMONT BRISTOL REGIONAL #HHH#H#EE
9 6 Reagan  Katie 4/4/2064 54 WELLMONT BRISTOL REGIONAL #HHH##EE
Wl Training Ir 5 Berry Morgan Female 4/4/2004 14 ‘WELLMONT BRISTOL REGIONAL ###HH#HH

Training Ir 4 Lawson  Lauren Female 4/4/2042 76 WELLMONT BRISTOL REGIOMAL ##HEHHE

STEP 12:

1. Click on the
Import/Export button
above the Patient Data
Results grid.

2. Click on Upload CSV.

= Import/Export «

Upload CSV

Download CSV

Result: A popup window displays
prompting you to either drag and
drop your file or click on Choose
File to manually locate it on your
computer for upload.

The options to select towards the
bottom of the popup window
are:
e Skip errors
e Allow import to change
records so they are no
longer visible in current
filter

If you check the box next to Skip
errors, then the upload will skip
over any errors that are found in
your data. If you uncheck the

# A & s L}

Home Notifications Dashboards Workspaces Bookmarks

28 Wellmont Bristol Regional Medical Center > BB Matrices > 28 Wellmont Bristol Regional Medical Center Patients

WELLMONT BRISTOL REGIONAL MEDICAL CENTER PATIENTS

= Bulk actions -

15 ¥ sort and Filter «

| Moisplay - = Import/Export -

O & Incident %  PatientID % LastNa.. % FirstNa.. $% Gender Upload Csv
~ . . . Download CSV
i3 O #  Training Incident 1855963248 Mattson Rick Male
(O # Trainingincident 000031 Alejandro Cletus Male 04/04/1988
(O # Trainingincident 000022 White sally Female 04/04/1999

UPLOAD CSV x| .

B bl ettt E R R R e L L e R T

DRAG & DROP FILES TO SCREEN

Or choose them manually

Choose File | No file chosen

Skip errors

Allow import to change records so they are no longer visible in
urrent filter

P L L LT T T Ty
il e e AP

M T P P T P P R P N T T T T YT T R P T T T R P T P T Ty

Upload
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box, the upload will fail and list
the errors that are present in the
data.

If you check the box to allow
import to change records so they
are no longer visible in current
filter, this allows data changes
that may move records out of
the current filtered view. If you
uncheck the box, records will
remain unchanged and visible in
the current filtered view.

STEP 13:

1. Upload your .CSV file by either:
¢ Dragging and dropping it
onto the popup window
or
¢ Clicking the Choose File
button

Once the file is attached, it will
display in the middle of the

screen.

2. Click the Upload button.

UPLOAD CsV

X|¢’

P Y

M T T T T T T T T T I T T T T T T I T N T T T T T T T T T T T T T T TN

e

DRAG & DROP FILES TO SCREEN

Or choose them manually

Choose File |No file chosen

Selected File: PatientDatalmport.csv remove

Skip errors

L L L L e P E P P L L R P L T T .

Allow import to change records so they are no longer visible in
current filter

o

ek

@TIP: Whether the import is

successful or not, a green popup
window will display briefly at the
bottom of your screen that says,

The import is being processed in
the background and you will
receive a notification when it is
complete. You may proceed with
other tasks while you wait.

rocessed in the background and you will receive a notification

~ wailt,
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@TIP: When the upload is
complete, a notification (red
bubble with a number inside of
it) appears in the Notifications at
the top of your screen.

1

Motifications

STEP 14:

Click on Notifications at the top
of your screen to view the details
of the upload. The details will tell
you that the upload is complete,
how long it took to run, and will
also list out any specific errors
(e.g. blank or corrupt columns or
rows).

Click on the Acknowledge
button to clear out this
notification.

v ACKMOWLEDGE

@TIP: If there are no new patients
from your import appearing in the
Patient Data Results grid, the
upload was unsuccessful, and you
will need to fix these errors and re-
try the upload.

All types (1)

5V Upload Complete

Acknowledge (0) Critical (0} informational (1) © Request (0}

£ - o -

O vour upload of ‘PatientDatalmport.csv' into matrix nt Bristol Regional Medical Centel
Center Patients’ is complete. O rows were importes nport ran from 4/13/2018 9:53 AM
duration of 0 seconds. EMmors: . CSV header row |51 oF corrupt, 1 columns are blank

Shawing 1 Notifications

ristol Regional Medical l

8 9:53 aM, for a wial

O warning (0}

« ACKNOWLEDGE

SEND ROTIFICATION

@ TIP: If your import was

O rd Incident +  PatientID % LastNa.. % FirstNa.. % Gender s
successful, the imported patient
, O #  Training Incident | 6.28E+11
records are displayed on the
Patient Data Results grid. (O ¢ Trainingincident test2 Burger Jeff Male
O #  Training Incident  test1 Roe Linda Female
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