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"LESS IS MORE"

Navigating through the CHIP address book
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One important thing to remember when searching in
the address book......

"LESS IS MORE"

...... so just following a few simple steps will make it
easier for everyone to find the person or facility they
are looking for and eliminate duplicate entries.
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Another important thing to remember when you are
working in the CHIP address book......

"Always search first”

...... because when you enter someone into the address
book without doing a search there be may be duplicate
entries.
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If you are looking for the last name "Andersen” and you
type in the whole name you may not find a match......

...... because the last person may have entered the same
person as "Anderson” and CHIP won't be able to find
the person that you're looking for.

If you had typed in the first three letters "And" then
the person you were searching for would have appeared
as one of your choices.

The following slides will show you how to search for and
add a person to the address book.
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Type in the first '3’

P

= Clinical Health Information Program IeT‘l‘er‘S Of The name
B B B B = Addre =3 of the person you are
“ looking for and then
S click "search”.
P Lode: SEARCH
City: ,‘!L__
Type: “SelectaType If you want to narrow
6563 Address Book Enty(s) m agr your search and you
Type Pt Address Numbers Ty e are sure of the city,
Primary Care Dr. Hoffman 115 Market Place | Phone: 517-620-6640  |Yes | Change Delete you can also enter
Physician Family Health Ce f | Albion, Ml 43224 Fax: 517-629-6589 View Merge . V1
Albion those first '3’ letters.
Other DHS Waorker 0| Prone: 2696737700 | Yes Change Delete
Allegan DHS Allegan, Ml 4301 9.573-1195 View Merge
Primary C Allegan Medical Clini 551 Linn S hone: 269-G0m Y. Change Del [ [
e e | e e guatie | CHIP will display all
Primary Care | JOHN WALSTRUM MD  |551 LINN ST, Prone: 2696865800 Yes the entries that have
Physician JOHN WALSTRUM MD E;FDGAN Ml Fax: ThOSC Thr,ee le.l..rer,s
Primary Car Colleen Law 6842 Park Avenu Phone: 313-554-9101 Y Change Delete N
Ph*_.r:ilgan : Alcl’enepark Allen F'ark.r:ﬂr? : Fax B810-554.9102 - View Merge CmYWher‘e In The
48101 '
Primary Care Dr. Colleen Law 6842 Park Ave Phone: (313) 554-9101 | Yes Change Delete per‘.sc_)n S hame or The
Physician ALLEN PARK, MI Fax: (313) 554-9102 View Merge faC|||1'y name.

48101
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If you don't see the

P

L= - ) ' .
—— Clinical Health Information Program hame you re IOO k|n9
“Back | Fome | Tovort | el adressBook it TOr' Then you might
y have to click on the
aime: A\ " :
Zip Code: NEXT bUTTOﬂ n
SEARCH
City: order to see the next
Type: * Select a Type hd
page.
6563 Address Book Entry(s) <PREVIOUS Page 1 of 657 HEXT»
Contact Name / OKte A 1 k '
Type Location Name L L Use? Entry If YOU ve Completed
Primary Care Dr. Hoffman 115 Market Place | Phone: 517-629-6540 Yes Change Delete
Physician Famih_.r Health Center of | Albion, MI 49224 Fax: 517-629-6580 View Merge These STeF’)S and you
e still haven't found
Other DHS Worker 3255 122nd Ste 300| Phone: 269-673-TT00 Yes Change Delete 0.
Allegan DHS Allegan, MI 49010 | rax 2696731135 View Merge the person or faci | ity
Primary Care Allegan Medical Clinic 551 Linn St Phone: 269-686-5800 Yes Change Delete ' :
Physician Allegan Medical Clinic Allegan, MI 49010 Fax: 269-586-5899 View Merge ThaT you re IOOklng
Primary Care |JOHN WALSTRUM MD [551 LINN ST. Pone: 2696865800  |Yes  |Change Delete for then you will have
Physician JOHH WALSTRUM MD  |ALLEGAN, MI Fax: iew Merge
49010 to add that person
Primary Cara Collean Law 6842 Park Avenue | Phone: 313-554-9101 Yes Change Delate
Physician Allen Park Allen Park, MI Fax 810-554-9102 View Merge TO The Gddr'ess bOO k
48101
Primary Care Dr. Colleen Law 65842 Park Ave Phone: (313) 554-9101  |Yes Change Delete
Physician ALLEN PARK, MI Fax (313) 554-9102 View Merge

48101
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Adding someone to the

= Clinical Health Information Program Clddl"eSS IS done by
. . 1)}
~Gack ] “Fiome | ovou | o[l s CliCKing on the A—dd”
Address Book Entry
Name:
- . e [
Zip Code: — When a physician's
City: . .
oy name is added it has to
ype- ¥ M . .
be typed with the first
6563 Add Book E PREVIOUS Page 1 of HE
o ek it __ ass o1 a8 pame Jast name, and
Type Location N Address Numbers Use? d . I
ocation Name se? | Enty credential (MDp, DO, NP,
Primary Care Dr. Hoffman 115 Market Place | Phone: 517-629-6540 Yes Change Delete .
Physician Family Heal Albion, MI 49224 | rax 517-629-6589 View Merge PA, e'rc...). Credentials
ion o1l
Other DHS Worker te 300| Prone: 269-673-T700  |Yes  |Change Delete are needed for blllmg
Allegan DHS Allegan, MI Fax 269-673-1195 View Merge
Primary Care Allegan Medical Clinic 551 Linn St 3 6-5800 Yes Change Delete purposes'
Physician Allegan Medical Clinic Allegan, MI 49010 Fax: 2659-586 i
1} " - .
Primary Care JOHN WALSTRUM MD 551 LINN ST. Phone: 2696865800 Dr." is not a flr'ST
Physician JOHN WALSTRUM MD EGAN, MI Fax:
name.
Primary Cara Collean Law 6842 Park Avenue | Pha
Physici Allen Park Allen Park, MI ax: 554
ysician en Par 43:{;1 ar Fax §10-554 The Wl“Oﬂg Way
Primary Care Dr. Colleen Law 6842 Park Ave Phone: (313) 554-9101 Th . h
Physician ALLEN PARK, MI s (313) 554-9102
ALLE Fax (313) e right way
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!!! Genesee County Community Mental Health . When you enter a

Clinical Health Information Program

— facility a person's
Back | Home | Logowt | Help Eh Address BookList  namo needs to be
Name: InCIUded.
Zip Code:

SEARCH "DHS Worker" or

City:
L) "
Type: * Select a Type v STfo 'S nOT Cm

6563 Address Book Entry(s) VIOUS Page 1 of 657 NEXT» appr‘opr‘laTed en.‘-r'y' IT
- Contact Name /|y jq ok awauessiox | Violates HIPAA privacy

Location Name Use? Entry
Primary Care Dr. Hoffman Phona: 517-629-6540 Yes Change Delete I"UICS.
Physician Family Health Center of - Fax: 517-620-6589 View Merge

Albian .
Other DHS Worker 3255 122nd Ste 300| Phone: 269-673-T700 Yes Change Delete When a per'so nis nOT

Allegan DHS Allegan, MI 49010 | rax 269-573-1195 View Marge Specified on The name
Primary Care Allegan Medical Clinic 551 Linn St Phone: 269-686-5800 Yes Change Delete . .
Physician Allegan Medical Clinic Allegan, MI 49010 Fax: 269-586-5899 View Merge ||nel anyo ne Tr'YIng TO
Primary Care JOHN WALSTRUM MD  |551 LINN ST. Phane: 2696865800 Yas Change Delete 1
Physician JOHN WALSTRUM MD  ALLEGAN, MI Fax: View Merge f lgur'e out WhO The fClX

_ e or letter is meant for
Primary Cara Collean Law 6842 Park Avenue | Phone: 313-554-9101 Yas Change Delate . .
Physician Allen Park Allen Park, MI Fax 810-554-9102 View Merge wi Il po’ren‘rlal Iy see
48101

Primary Care Dr. Colleen Law 6842 Park Ave Phone: (313) 554-9101 |Yes  |Change Delete information th ey
Physician ALLEN PARK, MI Fax (313) 554-9102 View Merge

48101 should not see.
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«onnA You will need to enter
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L — _— Clinical Health Information Program :
o a location name next.
[ Back ] Fome ] Togout ]~ Help RS Address Book List
- If the facility has a
Zip Code: specific name then
City: enter it and if not
Type: * Select a Type -
then enter the type
6563 Address Book Entry(s) <PREVIOUS Page 1 of 657 MEXT» Of fac i I iTy.
Contact Name [ OKto | Add Address Book
Type Location Name L Use? Entry
Primary Care Dr. Hoffman 11 lace | Phone: 517-629-6540 Yes Change Delete
Physician Family Health Center of on, MI 49224 Fax 517-629.5589 View Merge When STepS are nOT
Albion
Other DHS Worker 3255 122nd Ste 300| Phone: 269-673-7700 Yes Change Delete Taken 1'0 be GCCUPGTQ
Allegan DHS Allegan, MI 49010 | rae 269-673-1195 View Merge Then The addr-ess
Primary Care Allegan Medical Clinic 551 Linn St Phone: 269-686-5800 Yes Change Delete .
Physician Allegan Medical Clinic Allegan, MI 49010 Fax 269-686-5899 View Merge bOOk Wi ” have
Primary Care JOHN WALSTRUM MD  |551 LINN ST. Phone: 2696865800 Yes l l
Physician JOHN WALSTRUM MD | ALLEGAN, MI Fax: thITlple enTr|eS f?“r‘h
49010 the same person. This
Primary Care Colleen Law ark Avenue | Phone: 313- Yes Change Delete m P )
Physician Allen Park ﬁ'l?[r;fark. M £54-9102 View Merge makes It har‘der‘ for‘
Primary Care |Dr. Colleen Law Park Ave | Phone: (313) 5549101 |Yes  |Change Delate the next person to
Physician ALLEN PARK, MI e (31 91 View Merge
Yy R Fax (313) 554-9102 Sear'Ch.
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“Back | Fome | Togor | e Pl Address Book List
Name:
Zip Code:
SEARCH
City:
Type: * Select a Type -
6563 Address Book Entry(s) <APREVIOUS Page 1 of 657 HEXT»>
Contact Name [ OKto | Add Address Book
Type Location Name L LD Use? Entry
Primary Care Dr. Hoffman 115 Market Place | Phone: 517-620.6540 Yes Change Delete
Physician Family Health Center of | Albion, MI 49224 Fax: 517-629-6589 |

Albion

Other Change Delete

3255 122nd Ste 300 Phone: 269-673-7700
2 View Merge

Allegan DHS Allegan, MI 43010

Fax;

Primary Care Allegan Medical Clinic 551 Li Phone: 269-686-5800 Yes Change Delete
Physician Allegan Medical Clinj an, M1 49010 Fax 269-686-5899 View Merge

Primary Care TRUM MD  |551 LINN ST. Phone: 2696865800 Yes Change Delete

Physician JOHN WALSTRUM MD | ALLEGAN, MI Fax: View Merge
43010

Primary Care Colleen Law 6842 Park Avenue | Phone: 313-554-9101 Yes Change Delete

Physician Allen Park Allen Park, M| Fax §10-554-9102 View Merge
48101

Primary Care Dr. Colleen Law 6842 Park Ave Phone: (313) 554-9101  |Yes Change Delete

Physician ALLEN PARK, MI Fax (313) 554-9102 View Merge

48101

‘x
- P

You will also need to
indicate the type of
entry you are adding
to the address book
and there are 5
types of facilities:

> Hospital

» Other

» Pharmacy

> Primary Care
Physician

» School
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If all

else fails you can put in a help request by

following these steps:

»>C
»>C
>C
>C

ick on the - Intranet

ick on - Help (the first choice on the left)
ick on - CMH Computer help desk

ick on - Add a new request for help

>Fill in the appropriate boxes
In the problem category drop down menu:
»Click on - CHIP address book additions
Type in your problem and:
»Click on - Submit Problem
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If you need immediate assistance you can also call the
Health Information Department (HID). (810) 257-3753

If you make a mistake entering the information please don't
enter it again on a different line. Call the Health
Information Department and they will be happy to assist you
in correcting the mistake. The phone number is (810) 257-
3753.

Duplicate entries waste space and time making it difficult to
navigate through the system. The CHIP address book is a
valuable tool and if used properly can be a great asset to
everyone.



