Planning Section Chief

eFINDS Data Reporter

eFINDS Administrator Job Action Sheet
Mission:
Implementing, tracking, and managing an electronic patient tracking system for evacuating patients from the hospital, and receiving evacuated patient (s) from another facility.  
Your person information must be entered into the eFINDS Administrator role in the facility’s Communications Directory on the NYSDOH Health Commerce System (HCS) in order to access e-FINDS. Contact the hospital’s HCS Coordinator if you need access to eFINDS. Refer to the eFINDS Quick Reference Card, “Getting Started”.
	Date: 
  Start: 
  End: 
Position Assigned to: _______________  Initial: _


Position Reports to:  Patient Tracking Unit Leader (PTUL)
   Signature: 
Hospital Command Center (HCC) Location: 
  Telephone: 

Fax: 
  Other Contact Info: 
  Radio Title: 



	Task
	Time
	Initial

	Receive appointment and briefing from the Patient Tracking Unit Leader (PTUL)
	
	

	Coordinate activities with eFINDS Data Reporter (see their Job Action Sheet), Hospital Incident Command System (HICS), and the PTUL. 
	
	

	For Hospital evacuation, implement the steps below for the eFINDS system as directed by the HCC and the PTUL. Access, and as directed by the HICS /PTUL, deliver eFINDS supplies and equipment to the designated area(s).
· Pre-printed barcoded wristbands for each patient; pre-printed Bar Code Log 
· Equipment to be used: Hand-held scanners, computers with internet access 
· eFINDS “Go-Bags” (if used)
	
	

	Assure a wristband or barcode has been affixed to all patients/ residents, including those who will evacuate, shelter-in-place, or return home. 
	
	

	If power or internet is not available, coordinate to ensure each patient’s data is entered onto the eFINDS paper Bar Codes Log in the fields next to their assigned bar code, including first and last name, birth date, and gender.
	
	

	With power/ internet access, as directed, implement eFINDS on the Health Commerce System (HCS). Refer to the eFINDS Quick Reference Card. 

1. If scanning will be used, set up the scanners 
2. Log onto the HCS at https://commerce.health.state.ny.us. For a log on issue/ forgotten password, call the Commerce Accounts Management Unit (CAMU) at 1-866-529-1890.

3. Click eFINDS in the My Applications panel (left side), or by clicking on the Applications bar at the top, clicking “e” and scrolling down to eFINDS. 
4. Select Hospital Name from the dropdown list and click Submit, 
5. - Reminder: always VERIFY your location, if affiliated with more than one!
5. Pull up the facility’s Evacuation Operation* on the HCS 

· Proceed to one of the choices for patient data entry as determined by the HICS. See steps A, B, C for choices: enter patient one-at-a-time with or without scanner; or in multiple batches.
* The Evacuation Operation is created by the NYSDOH upon request from HICS * or is an operation created by the NYSDOH for a large-scale evacuation incident involving multiple hospitals/counties/regions.  . 
	
	

	A. Register Patient or supervise registration with a scanner, one patient/ resident at a time. Refer to e-FINDS Quick Reference, Attachment. Scan the patient’s wristband or affixed barcode one patient at a time, and enter their personal data in the e-FINDS screen fields as time allows.
     The patient’s destination can be updated as needed when determined.
	
	

	B. Register Patient or supervise registration without a scanner, one patient/ resident at a time. 
1. Select “Register Patient/ Resident without Scanner”. A list of barcodes available to the hospital will appear. 

2. Click on the bar code assigned to the patient. A screen will appear.

3. Then follow steps 3-10 eFINDS Quick Reference, Attachment for “Registering the Patient with Scanner”. 
	
	

	C. Register multiple patients/residents without a scanner, in multiple batches. Refer to eFINDS Quick Reference, Attachment

a. Generate Barcoded PDF Log.  A Fillable Spreadsheet of barcodes for printing will be generated on the eFINDS system. The PDF bar code log cannot be uploaded to populate the eFINDS as the Excel sheet can. However, patient’s data can be manually entered on the printed log next to their assigned barcode, and sent with transport. If time allows, data from the log can be manually entered to the online eFINDS system. The log barcodes could be scanned into e-FINDS at that time. Assure that the patient’s data entered into eFINDS is correctly associated to the barcode that has been assigned to that patient.
	
	

	b. Generate Uploadable Barcode Excel Spreadsheet. Refer to eFINDS Quick Reference, Attachment An Excel sheet of available barcodes can be generated on eFINDS and uploaded to a facility computer. Data for multiple patients can be entered in the fields next to their assigned barcodes. The spreadsheet can be uploaded and will populate patient data into the eFINDS system corresponding to their barcode.  Do not change the name of the excel file when saving. Follow File upload instructions under “c”.
	
	

	c. Uploading Multi Patient/Resident Excel File. Refer to eFINDS Quick Reference, Attachment. If the Excel file has no patient or resident information, the file cannot be uploaded.
	
	

	Update Patient/ Resident- Releasing Patient Resident from this location. Refer to eFINDS Quick Reference, Attachment. Use this procedure to update the patient’s destination location in eFINDS one-at-a-time or in multiples. 
	
	

	In the event of a second evacuation and/or additional barcodes are needed, generate a PDF or excel spreadsheet of used and unused barcodes, and a spreadsheet that can be populated with patient/resident information and uploaded to eFINDS. (The Administrator role only can do this).
	
	

	e-FINDS activities for receiving evacuated patients at your facility:
	
	

	Quick Search: Refer to eFINDS Quick Reference, Attachment

Scan a barcode, enter a barcode number, OR enter first or last

name in Quick Search (located top right). If necessary click Quick Search.
If a person has never been to your facility, you will NOT be able to search for them. If they have been assigned to your facility AND you have their barcode number, you can scan or manually enter the barcode number to search for them. 
	
	

	Receiving Facility: Updates Patient/Resident with Scanner

Refer to eFINDS Quick Reference, Attachment 
	
	

	Receiving Facility: Updates Patient/Resident without Scanner

Refer to eFINDS Quick Reference, Attachment 
	
	

	Provide status reports on patient census and tracking as requested by the Hospital Command Center.
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