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Introduction  

Patientõs Medical Home  
 

 
 
When an EMR is used in a meaningful way ǿƛǘƘƛƴ ǘƘŜ tŀǘƛŜƴǘΩǎ aŜŘƛŎŀƭ IƻƳŜ όtIaύ ƳƻŘŜƭ ƛǘ ǎǳǇǇƻǊǘǎ 
effective patient panel identification, panel maintenance, panel management and will enable proactive 
panel-based care for patients in a practice.  

aŜŀƴƛƴƎŦǳƭ ǳǎŜ ƻŦ ǘƘŜ 9aw ǿƛƭƭ ŜƴŀōƭŜ ΨtŀƴŜƭ ϧ /ƻƴǘƛƴǳƛǘȅΩΣ ƪƴƻǿƛƴƎ ǿƘƛŎƘ ǇŀǘƛŜƴǘǎ ŀǊŜ ŀŎǘƛǾŜ ǿƛǘƘ ŜŀŎƘ 
provider and using this information for scheduling purposes and to monitor supply, demand and 
continuity with the provider. This work is foundational for success, and must be discussed with the entire 
practice, arriving at agreed upon policies and procedures on what, why and how data is to be captured 
and maintained with the EMR. 

ΨOrganized Evidence Based CareΩ for preventive screening is a logical place to start to learn how to use the 
EMR for panel management, or in other words, proactive panel-based care. 
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Foundation for Success - Commitment to 

Standardization in the EMR  
Successful standardization of data entry for improvement or change, apart from leveraging the inherent 
functionality of the EMR, relies heavily on three people and process principles in conjunction with the 
EMR functionality for adoption and use. 

These are: 

1. Team 

¶ LƴŎƭǳŘŜǎ ƘŀǾƛƴƎ ΨŜƴƎŀƎŜŘ ƭŜŀŘŜǊǎƘƛǇΩ ŀƴŘ ƛƴŎƭǳǎƛǾŜ ǘŜŀƳ ǊŜǇǊŜǎŜƴǘŀǘƛƻƴ ǿƛǘƘƛƴ ŜŀŎƘ ŎƭƛƴƛŎ ƻǊ 
organization; A clinic champion for EMR standardization can be named 

¶ EMR improvements or changes do not happen in isolation, and require commitment of time and 
resources for improvement to happen 

¶ Combining EMR improvement with enhanced use of team, process improvement and practice 
facilitation is the ideal strategy in working toward adoption of the PMH 

¶ Leverage PCN supports where they exist (i.e. Improvement Facilitators, Panel Coordinators, etc.) 

2. Data Quality 

¶ Data Standardization ς for the main areas of data input, the entire clinic team should discuss and 
agree upon:  

o use of fields in a standardized way, create structured exam forms or templates for the 
consistent capture of patient information 

o utilizing standardized text or macros (common repeated text) whenever possible instead 
of free text 

o develop verification processes to ensure over time that data recording is reliable (e.g., BP 
is always in the BP field and not in a text box) 

o develop and provide staff education with associated job aids for consistent patient data 
chart entry (e.g., scanning and attaching documents to patient charts) 

o processes to record patient problems with the appropriate ICD9 identifier (highly 
recommended) 

o where appropriate, to more clearly identify who documented the information in the 
chart, it is recommended to use the individual initials in areas outside of chart notes (e.g., 
in demographic notes or while providing a reason for a bulk/batch change) 

¶ It is advised that one person or a small group provide direction for patient data entry to ensure 
high ǉǳŀƭƛǘȅ ƛƴ ǘƘŜ ŎƭƛƴƛŎ ŀƴŘ ƳƛƴƛƳƛȊŜ Řŀǘŀ ƛƴŎƻƴǎƛǎǘŜƴŎȅΦ /ǊŜŀǘƛƴƎ ΨDƻƻŘ ƛƴΣ DƻƻŘ ƻǳǘΩ processes 
at the practice 

¶ Documentation of Standard Operating Procedures (Policies, Procedures and Processes) assists a 
clinic team in having a common understanding of workflow; these should be reviewed 
periodically 

¶ Communicate with the practice team the linkage between data entry and the ability for a point-
of-care reminder to function and inform reporting  
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3. Incremental Change 

¶ A key recommendation is to take baby steps in EMR changes, especially when it concerns 
practice-wide point-of-care reminders. These can be managed to make the changes small and 
sustainable for the practice team 

¶ Use the simple but effective ΨModel for ImprovementΩ method including applying plan-do-study-
act (PDSA) cycles to identify and test small incremental changes toward the desired and clearly 
identified improvement goal 

¶ When a new point-of-care reminder is put in place aƴ ŀǎǎƻŎƛŀǘŜŘΣ ŘƻŎǳƳŜƴǘŜŘ Ψpeople processΩ 
needs to be developed and implemented; thus making the change effective and sustainable, by 
embedding it into the work process and clinic culture 

 

References  
tŀǘƛŜƴǘΩǎ aŜŘƛŎŀƭ IƻƳŜ 

http://www.topalbertadoctors.org/change-concepts/introduction/patientsmedicalhomeinalberta 

tŀǘƛŜƴǘΩǎ aŜŘƛŎŀƭ IƻƳŜ LƳǇƭŜƳŜƴǘŀǘƛƻƴ CƛŜƭŘ Yƛǘ 

http://www.topalbertadoctors.org/patients-medical-home-implementation-field-kit/ 

tŀǘƛŜƴǘΩǎ aŜŘƛŎŀƭ IƻƳŜ !ǎǎŜǎǎƳŜƴǘǎΥ 

Readiness 

http://www.topalbertadoctors.org/file/pmh-assessment-for-practices--readiness.pdf 

Phase 1 

http://www.topalbertadoctors.org/file/pmh-assessment-for-practices--phase-1.pdf 

Phase 2 

http://www.topalbertadoctors.org/file/pmh-assessment-for-practices--phase-2.pdf 

  

http://www.topalbertadoctors.org/change-concepts/introduction/patientsmedicalhomeinalberta
http://www.topalbertadoctors.org/patients-medical-home-implementation-field-kit/
http://www.topalbertadoctors.org/file/pmh-assessment-for-practices--readiness.pdf
http://www.topalbertadoctors.org/file/pmh-assessment-for-practices--phase-1.pdf
http://www.topalbertadoctors.org/file/pmh-assessment-for-practices--phase-2.pdf
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Help Files 
 
Along with this EMR tip sheet and videos made available on the TOP website, the embedded EMR Help 
Files and pdf versions from the vendor can be a great untapped resource with detailed instructions on 
how to optimize EMR functionality. 

 

¶ The Help files are available 
through the main menu when 
logged into PS Suite. 

 

 

¶ PS Suite User Guide for Alberta 

The help files are available as a pdf document that you can download and save to your local 
computer for quick reference.  The most recent versions for Alberta are available on the Telus 
Health Community Portal.  Monitor the Release notes to see when new versions are available. 

To quickly access the most recent User Guide, search the Knowledge tab on the Community 
tƻǊǘŀƭ ǿƛǘƘ ŀ ǎŜŀǊŎƘ ǘŜǊƳ ǎǳŎƘ ŀǎ άǳǎŜǊ ƎǳƛŘŜ ŀƭōŜǊǘŀέΦ 

 

 

 

¶ PS Suite Community Portal:   

https://telushealthcommunity.force.com/pssuitecommunity/thsitelogin 

The community portal is designed for PS Suite users and all users can create an account.  On the 
portal you can: 

o Access Knowledge articles, videos, webinar recordings, learning aids, release notes and 
user guides.   

o Post questions in a Q & A section answered by Telus Health or other users on the portal.   

o Access the Custom Forms Libraries 

If you have not done it already, visit the site and register for an account. Many links are provided 
in this document that will link to the portal documents if you are logged in. 

https://telushealthcommunity.force.com/pssuitecommunity/thsitelogin


` 
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There is a Community Portal Guide available once you are logged into the portal: 

https://telushealthcommunity.force.com/pssuitecommunity/servlet/fileField?id=0BE800000008S
Sm 

 

¶ Weekly Teleconferences 

PS Suite also hosts a weekly Qϧ! ǎŜǎǎƛƻƴ ŎŀƭƭŜŘ ά!ǎƪ ŀ t{ {ǳƛǘŜ 9ȄǇŜǊǘέ ǿƘƛŎƘ ŀǊŜ ŜǾŜǊȅ 
Wednesday 12:00 EDT, or 10:00am Alberta time.  Details are available on the community portal.  
In the knowledge sectiƻƴ ǎŜŀǊŎƘ άŀǎƪ ŀƴ ŜȄǇŜǊǘέ ŦƻǊ ŘŜǘŀƛƭǎΦ 

 

Help files specific to certain topics will be highlighted throughout this document.   

  

https://telushealthcommunity.force.com/pssuitecommunity/servlet/fileField?id=0BE800000008SSm
https://telushealthcommunity.force.com/pssuitecommunity/servlet/fileField?id=0BE800000008SSm
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Panel Identification  

Patient Panel Definition  
A patient panel, or roster, lists the unique patients that have established relationships with a provider. 
There is an implicit agreement that the identified physician will provide primary care services. Relational 
continuity, or an ongoing relationship between a physician and a patient, is a key objective of establishing 
a patient identification process. 

Demographics  

Basic Demographic Information  
In the demographic area of the patient chart the basic information that is needed for patient panel 
identification is:  

¶ Full Name 

¶ Date of Birth 

¶ Gender 

¶ Complete address 

¶ Phone number(s) 

o You have the ability to άfavouriteέ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 
preferred number by clicking the star next to the 
preferred number.   

¶ Primary provider 

o ¢ƘŜǊŜ ŀǊŜ о ŦƛŜƭŘǎ ƛƴ ǘƘŜ ǇŀǘƛŜƴǘΩǎ 
demographics that appear logical for 
indicating the primary provider: 

Á tŀǘƛŜƴǘΩǎ a5κbt 

Á Family MD/NP 

Á Primary Provider 

 

It is intended by PS Suite that primary care practices use the first option of tŀǘƛŜƴǘΩǎ 
MD/NP to indicate the most responsible provider.  The User Guide/Help file contains 
information on when the other options are recommended. 

¶ Patient status (Active or Inactive) 

o Patient Status   

o Patient Status Date 

¶ Alberta Patient Healthcare Number (PHN) 



` 
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Verification  
PS Suite does not have a unique field for indicating that patient demographics have been verified.  There 
are 2 alternative processes that can serve this purpose: 

Patient Status Date (Preferred Option)  

This field will auto stamp the current date when the status is changed.  As it is unlikely that the patient 
status will change at each verification, just the Patient Status Date can be changed.  By tabbing to this field 
or by double clicking in it, the text will highlight and 
ǘƘŜ ƭŜǘǘŜǊ άǘέ Ŏŀƴ ōŜ ǘȅǇŜŘ ƛƴΦ  ¢Ƙƛǎ ǿƛƭƭ ŎƘŀƴƎŜ ǘƘŜ 
ŘŀǘŜ ǘƻ άǘƻŘŀȅΩǎ ŘŀǘŜέ.  This field is searchable. 

 



` 
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An example search and calculation to tell you how well you are doing with this process is found in the 
section, Verification Rate. 

Comments Box  
The comments section can be used to track if and when patients have been verified as it is a searchable 
field.  This process requires all staff to enter a consistent word or phrase into the comments section and 
then a search can be created to find patients with this exact phrase.  The search engine is limited to 
finding just the phrase and not the date it was entered in.  Thus, the comment would have to include 
ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ άǾŜǊнлмсέ (to indicate the verification took place in 2016) 
so the date could be determined.  In this example of using the year, you 
could only find patients verified in the calendar year and you would not 
know which month it was done.  In addition, the search would need to be 
updated as the phrase is changed. 

Another consideration when using this field is that the clinic may wish to use it for another purpose and 
there are limited characters available in this field.  Thus using the Patient Status Date (described above) 
field is preferred. 

Configuring Status  
PS Suite does not have the ability for users to create a 
custom status.  The provided list has a good selection of 
inactive options to categorize patients, but only one 
active status.  It is recommended that each clinic define 
exactly which patients fall into each category and who in 
the clinic can change what status.  For example, in some 
clinics only the primary physician marks a patient 
deceased.   

In order for a patient to be billed, they must have a status 
of Active.  

The available options in PS Suite are shown on the right.   

 

Alternative O ptions when Another S tatus  is Required  

Other Provider  

If additional statuses are required to categorize non-panel patients, another option is to use the Other 
Provider field.  The option is found at the bottom of the demographics page. 

You will need to create a non-billing provider in the system to suit your needs, such as Dr. Maternity or 
Dr. IUD.  You may need to contact Telus Health in order to add another user to your system.   



` 
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Because these patients will have an Active status, you may need to either exclude these patients from 
your searches and reminders or specify the physician you wish to execute the search/reminder on for 
each search you create.   

Your needs for classifying patients may also be met with the Cohorts feature.  The Cohorts feature is 
covered in Appendix 7. 

Comments Box  

If you enter information into the Comments field in a 
standardized manner, this information is searchable 
and patients with a certain phrase can be excluded 
from your search. 

 

 

 

One limitation of this approach is that the Comments field has a limited number of character and if being 
used for other purposes and alerts it may not work for all patients.   

 

Producing a Provider õs Panel List 
During the panel identification process the first step is to produce a list of all active patients attached to a 
provider using the Searches feature in PS Suite.   

Including the date of the last visit may assist with determination of which patients are active: 

¶ Patients with a visit in clinic during an agreed-upon, predetermined period (e.g., last 3 years) 
 
To produce this patient list, go to the main toolbar in the Records window and select Settings > Edit: 
Searches.   



` 
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The Edit Searches window will open.  On the left side existing (saved) searches will be listed.   

To create your new search for your provider panel list: 

1. Click on the Add Search button at the bottom of the window. The window will open to allow you 
to enter the criteria for your search. 

2. The cursor will be in the box at the top of the window which is prompting you to name your 
search, which you must do to move onto the next step.  In this example, we will create a search 
for Dr. McCaffrey.  We will ƴŀƳŜ ƻǳǊ ǎŜŀǊŎƘ άtŀƴŜƭ-aŎ/ŀŦŦǊŜȅέΦ 

3. Click on Add Line to begin defining criteria for your search.   



` 
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4. A new window will open where you can begin adding search criteria.  In this example we select 
the physician we are looking for and click OK.   (Doctor Number is the preferred criterion.) 

 

5. The next step is to limit the search by searching active patients only, then click OK. 

 

 

 

 



` 
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6. The next step is to add the criteria for last seen date. Click Add Line which will take you back to 
add more criteria (PS Suite ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƛƴǎŜǊǘǎ ŀƴ άŀƴŘέ ōŜǘǿŜŜƴ ǘƘŜ ƭƛƴŜǎύ.  Select Last Seen 
Date*. For this criterion that you can specify the exact date (this would need to be changed each 
time you run the search) or you can select how many days, months or years to look back.  In this 
example we are looking for patients seen within the last 36 months.  Once again, click OK to add 
the line. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*As of the writing of this document, this field is not fully functional in Alberta clinics.  The year, month and 
date criteria are not accurate.  Use of the whole date feature is recommended if your results are not 
accurate.  The date will need to be changed each time the search is performed.  This is easily enabled by 
using the Ask When Run checkbox όǎŜŜƴ ŀōƻǾŜ ōŜƭƻǿ ǘƘŜ ōƻȄ ǿƛǘƘ ǘƘŜ άосέ ƛƴ ƛǘύ when building the search.  
By using this checkbox, you will be prompted to enter a date each time your run the search which you can 
set at 3 years from the current date.   

 

7. Click OK and you will be taken back to the Edit Searches window where you will see the search 
that includes the 3 criteria you just specified.   



` 
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8. Click on Perform Search to execute the search.   

9. At this next window, if desired, you can customize the columns that appear on the search by 
using the Add Column button.  Next a window that opens where you can select Search to get the 
patient list.   
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10.  You will be provided a list of patients such as in the example below.  

 

Running a simple list like this will give you an indication of how large your panel is, whether you think it 
will need considerable clean up, and can also give you clues as to how your data is begin entered into the 
EMR.  Further panel clean-up is assisted by additional searches in the EMR explored in the section below.   

 

 

 

 

 

Initial Panel Clean -Up 
Searches/reports that assist initial panel clean up include producing a list of active patients attached to a 
provider, with the additional search parameters of:  

TIP: The list produced in PS Suite can be sorted by column by 
double clicking on the column header.  It is also interactive 
where you can click on the patient name and open their chart.  
You can also export the list for further sorting and analysis in 
Microsoft Excel or Open Office Calc. Basic spreadsheet 
training is recommended if you will be exporting. 
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No Recent Appointment  (and no future appointments)  

Option 1:   The 
panel list search 
shown in the previous 
section used the Last 
Seen Date criterion to 
find patients seen 
within the last 3 years 
(this search is based 
on a billing).  We 
could do this next 
search using the 
same criterion but 
look for patients seen 
more than 3 years 
ago.   

Demographics > Last 
Seen Date > whole 
date > is earlier than > 
<<insert date>> 

 

Option 2:   Another recommendation is to search based on the Progress Note criterion.  The progress 
note must be created by a user so is typically a reliable indication that the chart has had activity.  An 
exception where this would not be reliable are clinics that exclusively use Custom Forms to chart as these 
are not recognized in the search as progress notes. 

Visits > Progress Note > months since latest > άҔҐέ ос 

 

 

 

TIP: If you save 
this search to use 
again in the 
future, you can 
check the Ask 
When Run box and 
when you execute 
the search in the 
future it will 
prompt you to add 
a revised date.   
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In the next part of this search we want to ensure that the patients we are finding with no recent 
appointment, do not have an appointment booked for some point in the future.  Unfortunately, PS Suite 
does not recognize future dates in searches so an appointment in the future cannot be added as a search 
criterion.   

²Ŝ Ŏŀƴ ƘƻǿŜǾŜǊΣ ƎŜǘ ŀǊƻǳƴŘ ǘƘƛǎ ƭƛƳƛǘŀǘƛƻƴ ōȅ ŀŘŘƛƴƎ ǘƘŜ ŎƻƭǳƳƴΣ άbŜȄǘ !ǇǇƻƛƴǘƳŜƴǘ 5ŀǘŜέ ƛƴǘƻ ǘƘŜ 
search output.  

When you are executing the search, click on the Column Options > Patient Property > Demographics > 
Next Appointment Date > whole date 

 

For additional instructions on adding columns into your searches, please see the section on Process for 
Adding Columns. 

Once this is added in you can click on the column header which will sort this column by date.  By adding 
this column, you are able to see if any of the patients on your list have future appointments (as well as 
the date of the appointment).  In the example above, you can see that 2 of the patients on the list have 
future appointments.   
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Age  

Sorting the list of active patients by age is valuable. In viewing the list of active patients over the age of 95 
years, a provider is usually able to indicate if there are patients on the list who should be marked as 
deceased.  Age sorting criterion can be added by selecting:   

Demographics > !ƎŜ Ҕ άҔҐфрέ 

 

 

No Visits to the P ractice (and no f uture appointments)  

Producing a list of patients that are attached to a provider will identify patients that registered but may 
have never shown up to the practice. This search may also identify registrations of patients where lab 
results were received to the practice but the patients were never seen at this practice 

There are different ways you can find patients with no visits to the practice.  One suggested option is to 
use the Progress Note criterion.  Unlike many of the other options, you can look for the number of times a 
progress note was generated.  Since the progress note has to be initiated by a user, it does not include 
patients that have only had labs pushed in, but were never at the clinic for an appointment.   
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±ƛǎƛǘǎ Ҕ tǊƻƎǊŜǎǎ bƻǘŜ Ҕ ƴǳƳōŜǊ ƻŦ ǘƛƳŜǎ ŘƻƴŜ Ҕ άҔέ 0 

 

 

In the next part of this search we want to ensure that the patients we are finding with no visits to the 
practice, do not have an appointment booked for some point in the future.  Unfortunately, PS Suite does 
not recognize future dates in searches so an appointment in the future cannot be added as a search 
criterion.   

²Ŝ Ŏŀƴ ƘƻǿŜǾŜǊΣ ƎŜǘ ŀǊƻǳƴŘ ǘƘƛǎ ƭƛƳƛǘŀǘƛƻƴ ōȅ ŀŘŘƛƴƎ ǘƘŜ ŎƻƭǳƳƴΣ άbŜȄǘ !ǇǇƻƛƴǘƳŜƴǘ 5ŀǘŜέ ƛƴǘƻ ǘƘŜ 
search output.  

When you are executing the search, click on the Column Options > Patient Property > Demographics > 
Next Appointment Date > whole date 

A screen shot of this process can be found in a previous section. 

A more detailed description of adding columns to your search output can be found in the Searches 
section, under Process for Adding Columns. 

 

 

 

 

 

 


























































































































