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Incorrect Exam Completed - Dictated 

If the incorrect exam has been completed and has been reported by the radiologist there are a series of 

steps you need to follow to rectify this. 

The first thing that should be done is the reporting radiologist on this case will now be asked/required to 

create an addendum on this report. This addendum will outline that report is incorrect and should be 

disregarded. 

You will need to in-error the incorrect report. This can be accomplished by launching PowerChart from 

the AppBar. 

 

You will then need to search for the desired patient using the search box in the top right corner. Click 

“Enter” once you are set.  
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The encounter search box will launch. Make sure you have the correct patient demographics and then 

ensure you select the correct encounter you are looking for. Click “OK” once complete.
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That patient’s chart will populate. You will need to navigate to the documentation section within 

PowerChart, it is located along the left side of the screen.  
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This will open up the documentation screen within PowerChart. 

 

You will select the exam you need to fix. It will highlight blue once it is selected. You will then click In 

Error, located near the top of the documentation screen. 
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You will be prompted to enter a comment as to why this documented is being marked In Error. Click 

“Ok” once complete.  

 

A confirmation pop up will launch to ensure you want to proceed. Click “Yes” if you are sure. 

 

 

 

 

 

 

 



  

 
6                                        

 

TIP SHEET 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

 

 

The report will now show * In Error Report * along the top of the report. 

 

 

Next the charges and workload will need to be credited back for this case. We will start with the 

charges. You will launch Charge Viewer from the AppBar. 

 

Once Charge Viewer opens up you will need to search for the patient using the search box in the top left 

corner and hit enter once ready. 
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This will launch the encounter search box where you must ensure you select the correct patient 

encounter for the exam you are looking to credit back. Click “OK’ once complete. 
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The Filter Options screen will launch. Select your desired search criteria. You can default the date to 

todays date, or enter a date range using the available dropdowns. Feel free to select any further search 

criteria you wish to use. Click “OK” once you are ready to look at the filtered options. 
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You will select the desired exam from the list of option(s). Once you select you will right click and click 

Credit Charge. This will cause another screen to launch. Ensure you select the entire study, not an 

individual charge within the study. 

 

You will see the selected charges in the upper box. You will also be required to enter a reason from the 

dropdown, as well as a note before you can click “Ok”. 
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Click “Yes” on the confirmation pop up if you are sure this is the correct information. 

You will receive another pop up letting you know the charges have been credited back successfully. The 

charge(s) in question will also show in red text now to indicate they have been credited back.  

 

 

Next up, the workload. You will need to launch Workload Viewer from your AppBar. 

 

This will launch the Workload Viewer application. From here you can search the patient you are looking 

for using the search box in the top left of the screen. 
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This will cause another screen to pop up that will show that patients various encounters. Ensure you 

have the correct patient using the demographics in the top box. Then ensure you select the correct 

encounter for the exam you are searching for using the information in the bottom box. The encounter 

you select will highlight blue. Press “OK” once you are ready. 

 

This will cause another window to pop up where you can pick how you wish to filter the incoming 

information. Service Date will be at the top. You can default this to always be the current date by 

checking the box, or manually select a date range you wish to search. You can further filter by specific 

items, if you wish, ex. Accession number, bill item, personnel etc. Click “OK” once you are ready to 

proceed. 
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You will see a list of workload codes that will match the criteria you searched for. This will allow you to 

check their status. If you wish to credit back workload for a given case you will first want to locate the 

accession number of the case you are looking for, this will be located in the accession number column.  

 

When you find the workload code you wish to credit, you will click it which will cause it to highlight blue. 

You will then right click  and select credit. 

 

You will get a confirmation screen, ensuring you selected the correct workload code, click “YES” if you 

are sure. You will then be prompted to enter a credit reason, you can select from the dropdown list 

available. You may also enter any notes if you wish. Click “OK” once complete. 
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Once it is done processing the credit, you will notice that code will now be in red text, as well as show 

Credited within the Type column. 

 

Next, a new order must be placed against the correct patient so that the images can be moved to the 

correct patient. You can accomplish this by launch Department Order Entry from your AppBar. 

 

You will search the patient’s name in the search box at the top of the screen. If you wish to search by 

something other then the default you can click the magnifying glass next to the search box, or hit 

“enter” in the search box, this will launch the encounter search box. 
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Once the patient is searched, you will be prompted to select the correct patient encounter. Ensure the 

patient demographics are correct and then ensure you select the correct patient encounter. Click “Ok” 

once you select the correct encounter. 

 

You will see the patient demographics populate at the top of the screen. You will use the search box 

next to Orderable to search for the DI order that you require. **All modalities start with a 2 letter 

acronym, US, XR, CT, MR etc.** Once you hit enter on the search, it will pull up all available orderables 

that match your search. 
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Select the orderable you want to enter and click “OK” once complete. Any fields that are yellow or 

starred must be filled out. You will notice three: Reason for Exam, Performing Location, Ordering 

Physician. You will place the same information that matched the order you had to remove earlier. Once 

you are done you can click “Submit”. 

 

You will notice this will populate the order in the bottom box on your screen. It will also display with an 

accession number indicated it is an active order and will appear on the worklist. 

 

This exam will now need to be completed with the appropriate date and time to match the initial exam 

date. You will do this by launching the Online Worklist from the AppBar. 

 

You will then locate the exam you need to have completed on the Online Worklist. This may involve 

changing your filters to pick the correct site and modality, this is located in the top tool bar. 
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Once you have found the order you can click on it and then right click and select Exam Management. 

 

Once the Exam Management screen populates you will be able to alter some information. First, the 

personnel name of whoever completed the exam, located on the top side of the screen in the middle. 

Next the date/time, you will uncheck the box that says “use current date and time” and use the 

calendar to select the appropriate date and type in the appropriate time, located along the right of the 

screen. You will then select the correct room that this exam was completed in using the dropdown next 

to Room, along the right side of the screen. 

 

Once you have entered all the correct information, click “Start” to start the exam at the time. You will 

now need to change the time within the time field, to match the corresponding time it was completed. 

Once that is done click “Complete” to mark the exam completed at that time. 
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Depending on the type of exam the initial pop up box will be different. If it is a study that utilizes 

contrast, it will populate a screen to fill in information regarding the use of the contrast. If not, it will 

start with technical comments. To fill out a bubble you must double click the bubble. Click “OK” once 

complete. 

 

You will then be prompted to enter any bill onlys that should be applied to this procedure. You can 

simply double click the bill onlys in the left column you wish to apply, or you can click them once and 

select the arrows in the middle of the screen. Only the bill onlys on the right side will be applied to the 

case. Click “OK” once complete.  
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That exam will now be completed. This will not require the initial images gathered to be moved to this 

appropriate exam by the PACS teams. 

The reporting radiologist will also be required to generate a fresh new report on this patient. 


