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PLEASE REMEMBER TO TYPE ALL FIELDS IN CAPITAL LETTERS
PROFILES:

A profile contains a patient’s demographic and identifying information. This is the “Pouch” into which all other data will be stored.

· SEARCH! SEARCH! SEARCH To avoid duplicate patient profiles.  All information is entered into ONE database. HISTORY and MARGINAL searches can be helpful in identifying a person who might otherwise not be located within the system.
· The more information entered when searching, the narrower your results will be, the less information you enter the broader your results.  To keep results relavent ALWAYS USE THE WILDCARD (*) SEARCH.
· To do a WILDCARD SEARCH, enter the first few letters of first or last name followed by an asterisk (*).  
· Consider doing a first name search if you suspect the person may be in PRISM under a different last name (use first name followed by the wildcard [*] and DOB).
· The first and last name fields CANNOT CONTAIN SPACES, but may contain a hyphen (-). The “other name” field can contain spaces as well as lower-case letters, numbers or special characters. (This may be used for nicknames, aliases, email addresses or social media web-names.  They can also be used for in-clinic record numbers if they are used to confidentially identify patients)
· If a DUPLICATE PROFILE is found within PRISM, please contact the State CIDDC so that the profiles can be merged.
· FIRST NAME, LAST NAME, CITY and COUNTY, DOB or AGE OF PATIENT are required to build a full profile.
· Patient profiles can be edited/updated by any authorized PRISM user. 
FIELD RECORDS:


A field record contains information pertaining to a person’s diagnosis, treatment and follow-up.

· There can be only ONE open field record per disease in a patient profile at any given time

· Each disease will require its own field record. Multiple lab reports can be associated to a single field record.

· A field record must have a disposition code to be cleared from your task list (task completed). PLEASE MAKE SURE YOU USE THE CORRECT DISPOSITION CODE FOR THE EPISODE.  If an incorrect  disposition code is used, the system will give you an error.  If you are having trouble with the disposition code or receiving an error you are not sure how to resolve, contact the State CIDDC.
·  “Task complete: Move To Supervisor” removes the FR from your clinic tasklist and forwards it to the State Area Manager for review, follow-up (as required) and closure. A FR can be re-assigned 
back to a clinic if the Area Mngr deems it necessary (more info or clarification is needed).
	STD FIELD RECORD DISPOSITION CODES IN PRISM

	A – Preventive Treatment
	E – Previously Treated for this Infection
	I – Administrative Closure

	B – Refused Preventive Treatment
	F – Not Infected
	J – Located, Refused Examination

	C – Infected, Brought to Treatment
	G – Reassigned
	L – Other

	D – Infected, Not Treated
	H – Unable to Locate
	


· Field Records, Interview Records, Maternal Records and Congenital Records, can only be edited/updated by the user to whom the record is assigned.  If you have “task completed” one of these records you will no longer have the ability to change, edit or update the record.  In order to have a record reassigned for editing, please contact the State Area Manager for your region or the State CIDDC.
INTERVIEW RECORDS:
An interview record is used primarily to link profiles, collect information pertaining to a person’s risk behaviors and possible contacts.

· There can be only ONE INTERVIEW RECORD open (per profile) at any given time.  

· An Interview Record can span more than one concurrent disease.
· There must be a Field Record in order to initiate an Interview Record
· Partner information entered into an Interview Record will be used by the data system to create new profiles and will automatically trigger initiation of a Field Record for that partner (see the FIELD RECORD tips section).  

· “COMPLETE TASK” closes the Interview Record.

LINKING RECORDS:

· Partner profiles will be “linked” via the original patient’s Interview Record.  If you are given partner information (which includes first and last name, date of birth or age, partner’s city and county), you MUST complete an Interview Record.  If your partner information is incomplete, put the partner information into the NOTES section of the patient’s Field Record for follow-up by Wyoming Dept of Health Staff.
ADDITIONAL IMPORTANT INFORMATION
· MAKE SURE DATES ARE ENTERED IN DATE FORMAT (MM/DD/YYYY) with slashes or hyphens between day, month, and year. Otherwise you will get an error when you try to submit.
· CHECK YOUR TASK LIST REGULARLY!!!  ( two to three times weekly)
· If EPT is provided to a patient, build an Interview Record a linked Profile for the partner (with as much partner information as can be obtained).  Disposition the partner’s Field Record as “A” (Preventive Treatment), and indicate in the notes section that the patient was given an EPT packet (CT or GC) from your clinic for her partner.

· If you are having trouble finding a specific provider in the drop-down box, leave both the “PROVIDER COUNTY” and the “PROVIDER TYPE” dropdowns on “SELECT.”
· If the provider is not in the PRISM provider list, please put ALL PROVIDER CONTACT INFORMATION IN THE NOTES SECTION (CLINIC NAME, PROVIDER NAME, ADRESS, PHONE AND FAX NUMBERS) OF THE FIELD RECORD. When the Field Record containing that information is completed & forwarded to the main PRISM database, the information will be used to add the new provider information into the provider dropdown list.
· When you have questions that cannot be answered with the manual, PowerPoint or this QuickTips sheet, please contact Julie Tarbuck or your State Area Manager.
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