Data Cleansing Guide for Best Practice

(Steps taken from Bp Premier Knowledge Base)
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Data Cleansing Inactive Patients

From the main Best Practice screen, select Utilities > Search

On the Database Search screen, select the Visits. Change the From date to the date you have chosen as the cut-off
between active and inactive patients. Click on NOT, then Add

Click on Run query to generate the list of patients to be inactivated.

{2 Database search

File Help
QED VB
-
Setup search: Demographics Drugs Conditions Vists Immunisations Cervical screening Observations Family/Social .
After entering
SQL Query: SELECT* a Run query e
FROM BPS_Patients - the V.\S.It
WHERE StatusText = ‘Active’ £ Search for visits X Load query | Conditions Click
ORDER BY sumame, firstname on Run query -
Save query this is your list
Seen by: Al users v [Jlinclude inactive providers . New query of patients to
deactivate
(] Include inactive patients |
From ® 25/07/2024 [~ | Click on Visits tab
Nare Adrase Change the From date to the date you have e No Harie phane ‘Work phone

decided separates active from inactive

i ﬁ patients;
N R Click on NOT, then Add

owe o HE

Condtion
AND NOT Seen since 29/07/2024

Ensure the query in the Condition box is correct then click OK I

OK Cancel

Once you have the list of patients to inactivate, select File > Mark as inactive

You will get a warning that all patients in the list will be marked as inactive. Click on Yes to continue.

ﬁ Database search
File Help
Open
Save
Import Drugs Condttions Visits I

Print F9
Labels ve' ¥ ; i
ZLECT IntemallD FROM Vists WHERE VistDate >="2024072% AND F
Mail merge ame

Add to reminders

Mark as inactive

[_) Include deceased patients

Close Ctrl+F4
rName Agaress D.0OB. Age

Ackerman. Ashley Francis 71 Billabonger Rozd, Wilzwong. 4110 10/07/1980  46yrs
Adams, Felix Alexander 35 Yarrabine Road, Landsborough. 4550 30121928 97yrs

[ RN R AT e Aeie Bomatoiol 3904 44 AE 18T 6.

Reactivate patients
Untick Inactive in the patient demographic to reactivate a patient.

To automatically reactivate a patient if the patient has notes recorded in their record, from the Bp
Premier home screen select Setup > Configuration and tick Reactivate inactive patients if they have notes
recorded.
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Data Cleansing Duplicate Patients

Search for duplicate patients
Several queries are supplied with Bp Premier to search for patient records with the same first name and surname.
The search is case-insensitive.

1. Select Utilities > Search to open the Database Search screen.
2. Click Load query from the right hand buttons.

3. Inthe Windows file explorer, browse to C:\Program Files\Best Practice
Software\BPS\SuppliedQueries\Demographics.

4. Select one of the supplied queries:

Duplicated active patients with Returns all active patients with a surname and first name that match.
matching Surname and Firstname

Duplicated Patients with matching Returns all deceased, inactive, and active patients with a surname and
Surname and Firstname first name that match.

Duplicated patients by dob, name Returns all active patients with a surname, first name, and date of birth
that match. Run this query if your practice has patients that share the
same name, for example, two different patients called 'John Smith'.

Look in: | Demographic i | 6 ? » mv
/\ MName - Date modifie
48 Active patients who have not had a visit in the last 12 months... 28/05/2024 4
Home 21 ATSI patients registered for CTG 28/05/2024 4
‘ e Duplicated active patients with matching Surname and Firstn...  28/05/2024 4
23 Duplicated patients by dob, name 28/05/2024 4
Desktop <2 Duplicated Patients with matching Surname and Firstname 28/05/2024 4
2l First patient added to a household (by address) aged betwe@ 28/05/2024 4
| J2 Patients added in the last month 28/05/2024 4
Libraries J3 Patients added in the last week 28/05/2024 4
J2 Patients first added to an address where anyocne at that addre... 28/05/2024 4
i o8 Patients registered for CTG 28/05/2024 4
Th:PC 42l Patients who have 'Other notes' matching specific term 28/05/2024 4
. 21 Patients who turn 4 in 3 months 28/05/2024 4
'ﬁ 3 Patients who turned 4 last month 28/05/2024 4
Network
File name: Duplicated Patients with matching Sumame anc V| [ Cpen
Files of type: SGL Query ~ Cancel

5. Click Open to load the query.
6. From Database Search, click Run query. Any matching patients will be returned.

7. Note the patient names with duplicates. You may wish to use the Patient Merge tool or mark one of the
records as inactive.

Merge patients
You must have the Merge patients permission set to Allow access in order to merge patients.

1. Select View > Patients from the main screen. The Patient list screen will appear.

Public


https://kb.bpsoftware.net/bppremier/Orchid/Utilities/MergingPatientRecords.htm

2. Search for the patient by surname, firstname. Both records should be listed in the patient list. The records will
have the same name and details.

3. Select the patient record that you want to keep.

4. Select Edit > Merge from the menu. If the Merge option is not available, speak to your system administrator
to have the user permission added.

5. Read the Merge Patients warning prompt that appears. If you are sure you have the right patient, click Yes.

Merge patients

You must now select a patient to merge with the currently
highlighted patient.
The selected patient’'s data will be merged into the
highlighted patient’s record.

Merging patients is permanent and cannot be undone,

Are you sure you want to continue?

6. Search for the patient to merge by surname. The patient selected here will be merged with the first patient
and the record removed from the database.

£ Merge patient

wi: Select the patient to merge with
Search for CAREY
Mame External IDv Age Address D.0EB.
3 Bemard 32yrs 4 Igor Cct, Breakfast Point. 2137 01/02/193
Carey, Bemard KEEP 66 yrs 4 Igor Cct, Breakfast Point. 2137 17/11/195
2 reconds retumed Legend: Inactive Deceased Cancel

7. Select the patient and click Select.

8. The second patient record will now be removed and any notes, results, documents, and patient data
recorded for the patient will be moved to the patient selected in step 3.
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Cleaning up un-coded and free text data

Bp Premier offers data clean up utilities that can merge:
= obsolete contact categories
= document categories
* reminders
= un-coded past history items.

These functions are often required when clinical data has been imported from another application by a conversion
utility, or when you practice is preparing for a data extraction exercise such as PIP reporting. Many other packages
allow users to enter free text descriptions, which can cause inconsistent data. Bp Premier's clean up functions
map free text items to a coded item that your practice uses as a standard.

Clean up contact categories

1. From the main Best Practice screen, select Setup > Configuration > Lists.

2. Inthe Contact category section, click Clean Up. The Clean up categories screen will appear.

£, Clean up categories

Contacts Categories
Exercise physiologist Aged Care Facility
Imaging provider Allergy
Pathology provider Anaesthetics
Private Hospital Anatomical Pathology
Psychiatry Audiology
Psychiatry service Cardiology
Public Hospital Cardio-Thoracic Surgery
School Care provider
Dertist
Dematology
Diabetes educator
Diietitian
Erdrrrinalam
Change Close
The left hand side shows all the contact The right hand side shows all the contact
categories that are used categories that have been added into
in Contact records: both entered the Configuration > Lists categories
as free text and from the table.
coded Category drop-down.
5
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Before you start the clean up process, it is good practice to ensure that the Categories list contains only
those categories that you feel are relevant for your clinic's use. Edit and remove unwanted categories from
the Configuration > Lists screen.

To merge contacts, select the items on the left hand side that you want to merge into a category on the
right hand side. Select multiple items by using Ctrl+Click.

Once the items are selected on the left hand side, select the item on the right you wish to merge them to.

Click Change. A prompt will display to ensure you wish to change the highlighted contact types to a
category.

Make sure that you have the correct items selected and click Yes to merge.

Repeat steps 4—7 for any other contact categories you want to clean up. Click Close to return to
the Configuration screen.

Clean up document types

From the main Best Practice screen, select Setup > Configuration > Lists.

In the Document type section, click Clean Up. The Clean up documents screen will appear.

Clean up documents

Documents Categories
Advance Care Planning Advance Care Planning
Clinical photograph Clinical photograph
ECG Discharge summary
My Health Record Document ECG
Patient Consent Email
PCEHR Documert Letter
Referral letter Patiert Consent
Refemal letter
Report
Specialist letter
[ Save curent Category as Subject Change Close

The left hand side shows all the document types that are associated with documents within the database: both
entered as free text and from the coded document types drop-down.

The right hand side shows all the Document Types that have been actually added into
the Configuration > Document types table.
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Before you start the clean up process, it is good practice to ensure that the Categories contains only
document types that you feel are relevant for your clinic's use. Edit and remove unwanted document
categories from the Configuration > Lists screen.

To merge document categories, select the items on the left hand side that you want to merge into a
category on the right hand side. Select multiple items by using Ctrl+Click.

Select Save current Category as Subject to save the left hand side document category as the subject of the
merged document. This will ensure that documents are still labelled correctly.

Once the items are selected on the left hand side, select the item on the right you wish to merge them to.

Click Change. A prompt will display to ensure you wish to change the selected document types to a
category.

Make sure that you have the correct items selected and click Yes to merge.

Repeat steps 4-8 for any other document categories you want to clean up. Click Close to return to
the Configuration screen.

Clean up reminder reasons

From the main Best Practice screen, select Setup > Configuration > Reminders.

In the Reminder Reason section, click Clean Up. The Clean up reminders screen will appear.

£ Clean up reminders

Reminders Reasons
Agthma review 12mth Immunisation
BF Check Zmth Immunisation
Breast check 4-By Immunigation
Care plan Amth Immunisation
Colonoscopy Emth Immunisation
Immunisation ADF Post Discharge GP Health Assessment
Weight review

BP Check

Breast check

Care plan

Cervical screening

Cholesterol check

[ Pe——

Change Close

The left hand side shows all the Reminder reasons associated with reminders in the database: both entered

as free text and from the coded Reminder reason drop-down.

The right hand side shows all the reminder reasons that have been actually added into the reminder reason table

on the previous screen.
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3. Before you start the clean up process, it is good practice to ensure that the Reasons list contains only
Reminder reasons that you feel are relevant for your clinic's use. Edit and remove unwanted reasons from
the Configuration > Reminders screen.

4. Select the items on the left hand side that you want to merge into a category on the right hand side. Select
multiple items by using Ctrl+Click.

5. Once the items are selected on the left hand side, select the item on the right you wish to merge them to.
6. Click Change. A prompt will display to ensure you wish to change the selected reasons to a category.
7. Make sure that you have the correct items selected and click Yes to merge.

8. Repeat steps 4—7 for any other reminders you want to clean up. Click Close to return to
the Configuration screen.

Clean up uncoded Past History items

You can clean up uncoded conditions that have been recorded in the Past History section of Best

Practice. Cleaning up uncoded items makes it easier to perform database searches and manage third-party clinical
audit tools.

Past history clean up is not accessed through the Bp Premier main screen, but through the Bp Premier Utilities
functions. Users will need the Past History user permission set to 'Add/Edit/Delete' to use this clean up function.

1. From the desktop, select the Windows logo in the bottom left > Apps > BP Utilities.
2. Select your user name from the drop down list and enter your password.

3. Double-click on the Cleanup history icon. The Past History clean up screen will appear.
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£ Past History cleanup

Uncoded Past History terms:

DIA Keyword
Diabt2 Condition
Diabetes Mell. -
Db Diabetes
iabetis Diabetes clinic
Eeeeee

Diabetes cycle of care completion
Diabetes educator refemral
Diabetes Insipidus

Diabetes Insipidus, renal
Diabetes Melitus

Diabetes Melitus, Gestational
Diabetes Mellitus, Type 1
Diabetes Mellitus, Type 3c
Diabetes review

Left Right Bilateral

Acute Chronic
[ Mid [JModerate [ Severe
Fracture:

Digplaced Undisplaced

Compound Comminuted

Spiral Greenstick

Replace Close

The Uncoded Past History Items list shows all past history entries entered into the database, from a

conversion or free text. The Conditions list is the list of coded conditions entered into Best Practice.

4.

On the left hand side, select the items that will be merged to a coded condition.

To filter the coded Condition list, enter the coded condition you want to map to into the keyword search
field and click Keyword.

Select the condition to merge to and click Replace. In the example above, several free text abbreviations
for diabetes are being remapped to the coded condition 'Diabetes Mellitus - Type 2'.

A prompt will display to ensure you wish to merge the selected items to a category. Make sure that you
have the correct items selected and click Yes.

Repeat steps 4—7 for any other uncoded items you want to clean up. Click Close to close the Past
History clean up screen.



Add reminders, past history, cervical screening (CST) results directly from the Inbox.
Update patient data such as reminders, past history and cervical screening while checking results in the Inbox.
@ Inbox _

File Edit Utilities View Help

FHOFER MM E T B

-y Adams. Felix O @ |5 L kd Gl |
e @ 05/10/2006 ED-GLYCOSYLATED HB
=) & Ahem, Jason
i L @ 09/03/2011 SE-_ROUTINE CHEMIST
& g, Allen. David
by Patient : ALLEN, FAY
i ke @ 20/11/2009 SE-_ROUTINE CHEMIST 8 GREY ST, FREMANTLE 6160
i Birthdate: 12/07/1940 Age: Y63 Sex: F
@ 27/10/2008 SE-_PSA Your Reference : 222222201
H Lab. Ref : 301-654565
‘@ 27/10/2008 _THYROID FUNCT. TES Mepicnre Hombee:
i Al F Phone Enquiries: Dr V Bobermann 07-3768€66
o & -, -ty Referred b .3 Dr L Hill
i T 1 MO AGT Copy TO... Dr A Findacure
i - @ B AL R Addressee....: Dr A Findacure
B Janel Collected: 20/10/2003
" & Mien. L Reported: 09/11/2003 10:59 ALLERGEN SPECIFIC IgE (MODIFIED RAST)
- @ 02/12/2009 C--COAG
] COUCH/BERMUDA GRASS CLass 0
L @ 15/10/2009 CI-COAG
PERENNIAL RYE GRASS CLASS 0
Qutstanding requests - tick if retumed: JOHNSON/SORGHUM CLass 0
| O3 2010/2003 Modified rast BAHIA/PASPALUM CLASS 0
Comment: This result is: Action to be taken: Store result in: Store for location:  Main surgery v
= O Nomal O Ne action © Investigations 8 Include header
O Abnomal (O Reception to advise (© Comespondence in Details
- O Stable (O Nurse to advise Clinical Images
Addtolig (@) (O Doctor to advise
T O Unacceptable © Send routine reminder Add Reminder ~ Add Past History Add INR Graph
O Being treated O Nonurgent appoirtment | Add Action Add CST resut
(O Under specialist care () Urgent appointment < Provions Nod> Sk Finish

Update patient medications to add medication started by a specialist or elsewhere.

Go to Current Rx then add medications click on Mediation started by specialist or elsewhere

# New Rx - Noprosyn 250mg Tablet *
Hovadabiity Quantity Rep  Restnction Bep TGPISPC
100 3 PBSRPBS RB $224 $0.00
100 3 PBSRPES RB $224 $0.00
Cuanbty (100 Repeats. |3 (| Roguestion 24
Prescribe as OIS ) Prvate

[+ Aow brand substitution

PBSLstng | PBS/RPBS Restictad benefit
Resinctions
Severa pain Clnical crileria: * Pabient must be recaning paliaive care.

e Ll oation s arlod cisernt ora] -
Medicabon presonbed A

Madication startad in hospital
Madication started by specalist
[ Mark for prnking [ IMark as printed Product Information
(Z)Once anly prescrption () Long term medicaton oMl
= Back Nomd = ‘Cancel
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