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HIM CODER, HEALTH RECORDS TECH & HIM MANAGER ROLES 

HIM Coding: Pass on a Task  

Log into AccessHIM as a HIM- Health Records 

Technician. 

 

 

 

 

  

 

1. In the Task Queue, 

click on the “funnel” 

icon. 

 

 

 

2. The Preferences filter window will open. Select 

“Task Types” drop-down menu. Once selected click 

“Apply” then “Apply and close.”  
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3. The Task Queue will have current tasks that are pending, on hold or complete. 

 

 

 

 

 

 

4. Right-click on a Task and select “Notes.” 

 

 

 

 

 

 

 

 

 

5. Select the “Add Note” icon. 
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6. Select the “Encounter” Type from the “Note 

Type” drop-down menu.  

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Enter comments indicating why the task 

requires review, then click “Save Note.” 
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8. The Note is saved Click the “x” to close. 

 

 

 

 

 

 

 

 

 

9. Right-click on the Task, select “Pass.”  

 

 

 

 

 

 

 

 

 

 

 

10. select pass “Reason.” 
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11. Click “Ok.” 

 

 

 

 

12. The Task status 

updates to “ON 

Hold.” 

 

 

Note: The Task is created in Manager Review Queue, Training Review Queue, for Data Quality Analyst 

Review. 

Once a response is received: 

13. Double-click on the 

task in the “Task 

Queue.” The status 

changes to 

“Opened.” 

 

 

14. Launch “Powerchart” 

and open the abstract in 

“Winrecs.” 
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15. Click on “Notes” tab to view the to view the “Manager/Data Quality Analyst note” 

 

 

 

 

16. If necessary to redirect back to 

Managers/DQA Click “Add Notes” Icon 

and select Encounter Type. Add coments 

then “Save” the note. 

 

 

 

 

 

 

 

 

 

17. To stamp the task, click “X” to close and 

return to the coding queue. 

 

 

 

 

 

 

 

Add Note 

Icon 

 Save Icon 
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Once the task is completed 

18. Right click on the task 

and select “Complete.” 

 

 

 

 

 

 

 

19. Select the Completed date and 

Completed time stamp the task 

then click “OK” to complete. 

 

 

 

 

20. The Task status is now updated to “Complete” in queue. 

 

 

 

 

 

 

 

Click OK 


