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ALL HIM ROLES 

HIM - Release of Information: Request Management Process Request (4A) 

1. Log into the Cerner Storefront and select AccessHIM  

 

 

 

 

 

 

2. Log in AccessHIM as a HIM-Tech. 
 

 

 

 

 

 

 

 

3. Open application on Cerner Millennium using your log-in credentials for HIM. 
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4. AccessHIM opens. 

 

 

 

 

 

 

 

5. Open the Request Management Perspective by selecting View tab, click Open Perspective, the 
Request Management. 

 

 

 

 

6. Navigate to the Request Queue tab and enter search criteria (Request Number, Requester, 
patient, Tracking ID). Click 
search.  
 
 
 
 

Note: if choosing to search Patient or 
requester the will prompted a 
secondary window with advance search 
criteria if necessary.  
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7. Highlight the appropriate request.  

 

 

 

 

 

 

 

8. Navigate to the Request tab to 
review the request details. 
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9. Click on the XR Template tab. 

 

 

 

 

 

10. Select the appropriate XR template. 

 

 

 

 

 

 

Note: Templates are 
based on position security. Users can set a default in Request Management/Template Preferences. 

 

11. Select individual sections (if 
applicable). 
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12. Select the XR Distribution tab and click 
Preview Report. 

 

 

 

 

 

 

 

 

 

13. Click Open to preview report only.  

 

Note: AVOID PRINTING OR SAVING CHARTS THROUGH 
THE PDF READER, AS IT REMOVES THE AUDIT TRAIL 
NEEDED FOR THE DISCLOSURE REPORT.  

 

 

Clinical Reporting- Report request 

Note: Default Clinical Reporting settings are 
Encounter-level scope and Verified. Users can 
customize these defaults if needed. 
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14. Click the modify request icon at the top of the screen, then update the Request status to 
“Waiting for Pickup.” (or as 
applicable) 
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15. Select a distribution method from the delivery method drop-down menu. 

 

 

 

 

 

 

 

 

 

16. Update the Request Status to 
Complete and click the Save Request 
icon. 
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HIM - RELEASE OF INFORMATION: REQUEST MANAGEMENT: REVIEW 
CHART(4B) 

1. Sign in to get access to the AppBar.  

 

 

 

 

 

 

2. AppBar opens. Select the PowerChart.exe app. 

 

 

 

 

 

3. PowerChart Opens. 
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4. Click on the patient tab and select 
search. 

 

 

 

 

5. The Encounter Search Opens. Type in the patient’s information 
(DOB, Name, Encounter number, etc.). Click Search or press 
Enter. 

 

 

 

 

 

 

 

6. Select the patient and encounter and click OK.  
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7. Click on the Communicate 
tab and select message 
from the menu. 

 

 

 

 

8. New Message window opens. Enter the 
Provider Name in the To field or use the 
Address book. 

 

 

 

 

 

 

 

9. Select General Message in the Subject field and enter comments in the message body. 
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10. Any documents awaiting completion or a signature can be attached to this message. Click Send 
when finished. 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Recipient Validation window opens. Verify and click OK to send. 

 

 

 

 

 

 

 

Note: the message will populate to the prescriber’s Message Center. Follow-up with a phone call as 
needed, per policy.  
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HIM - RELEASE OF INFORMATION: REQUEST MANAGEMENT: INVOICE 
PRE-BILLABLE 

1. Navigate to AccessHIM and click 
the Invoice tab. 
 

 

2. Select the down 
arrow next to the 
Print icon and select 
Pre-payment letter 
and invoice. 
 

3. Send letters to requester. 
 

4. Select the Holds tab 
and click Add Hold 
icon. Place the 
Request on Hold 
with hold reason 
“Waiting for 
payment.” 
 

 

 

 

5. Select the Start 
Date and End Date 
the click Save. 
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6. If the payment has been 
received, remove the Hold on 
the Request. 

 

 

7. Select the Invoice tab and click 
the modify invoice icon. Click 
add Payment and update 
Amount Paid. 
 

8. Select Payment Type and if 
applicable select Credit Card type 
or enter Check. 

 

Note: Finance Department then send the receipt of payment to the HIM ROI department. Then HIM ROI 
Department send the receipt back to the finance department. 

9. Click Save Invoice to complete. 
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HIM - RELEASE OF INFORMATION: REQUEST MANAGEMENT ROI 
HOLD(4E) 

1. In AccessHIM select the Notes tab and click Add Note. 

 

 

 

 

 

2. Enter Comments 
below. Click the 
save Notes icon. 
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3. Select the Holds tab and 
click Add Hold. 
 

 

 

 

 

 

4. Select the Holds reason and enter a Start Date then click Save Request. 

 

 

 

 

5. Select the Request tab then click on modify request icon. 

 
 
 

6. Update the request to processing, then click Save Request. 
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Note: review Holds daily. 

 

 

7. When the Hold is ready to be processed, select the Holds tab, Highlight the hold and select an 
End date. 
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8. Click Save Holds. 

 

 

 

 

 

 

9. Select the Notes tab. 
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10. Click Add notes and enter 
comments, then click save Note 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Note is saved. 
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