Bot Process Map: PSD — Attorney Requests

&y Medicine

Attorney Requests Bot Dispatcher

Read and Save PDFs from Email (Not Library)

Outlook

1. Open the 15t/
Next Email in the
Inbox (lets
discuss)

2. Save all
PDFs from the
Email

Daily
Time TBD

Folder = developer’s choice. We
! will merge with another file and I
| save to a final folder at theend |

! Justin to try both options (forward -
! + reading from the subfolder
| directly) |

SR A r

1t/Next PDF

Read and Validate PDF (Not Library)

[
- Patient’s Name, 2 Other Identifiers I
! (SSN, Address, DOB...), Date Range |

4. pull the 5. Check for Al

Patient Info Required

from the PDF HIPAA
Elements

8. Are there
Additional Patient
PDFs in the
email?

3. Read the

9. Are there

7. Store Patient
Details and Date
Range in a Table

No Additional Emails

Attachment to read?

e R 1 Not a||
| 1. Must be addressed to “CU Medicine” | Requirements
1 2. It must be signed by the patient . Found

6a. Forward the Email to
PSDAttorneyrequest@cumedici
ne.us with Missing Elements
Described in the body

- 3. The date of signature must be less than a year old |
! 4. Request must be for billing statements/records. |
| Not Medical Records/charts... |

i 5. Patient’s name, 2 identifiers, date range )
. 1

Yes

No—p To Pt2




Bot Process Map: PSD — Attorney Requests pt 2

&) Medicine

Save Stata Input and Run Script (Not Library)

10. Save Patient Details
table as Excel File
“AttorneyRequest_Stata

_YYYYMMDD”

From
Pt1

i Save to folder: “S:\RS-RPA\BotProduction\ |
BotFiles\PSD_AttorneyRequests\Statalnput\” |

Attorney Requests Bot Dispatcher

I The Script will create 1 Statement File Per Request. They will be saved to the |
| folder “S:\RS-RPA\BotProduction\BotFiles\PSD_AttorneyRequests\

i StataOutput\” !
| Execute pyscript/run the stata in the environment (Tony could help?) |

13. Add Statement File
Path + Original Request
Details into the Attorney
Requests Queue

11. Run Attorney

12. Convert all
Statement Files
to PDF

Request Stata
Script or Wait for
it to Run

Attorney Requests Bot Performer

Send Statement to Requestor (Not Library)

A 4
14. Merge 15t/Next Request
with Statement PDF
(request on top). File name
= Statement File Name

L J
U:\RS\Working Docs\PSD\PSD Clerical Support
\Attorney Request\ATTY REQ FORMS
\Working Attorney Request

Outlook

15. Delete the
Original Files,
only keeping the

merged one

16. Reply to Original
Request email with
the Merged File
Attached

i Include Signature: “Please see attached regarding your request |
kind regards University of Colorado” |
***Send Completed Request for Xebee to records@xebee.com

Mark as Low Importance.

17. Move Email Thread to
the Completed Requests/
Bot Completed folder in
the Online Archive box

To Pt3

~Online Archive - PSDAttorneyreques

Deleted ltems
v Completed Requests
01.16.24
01.17.24
Bot Completed
Completed
» Completed Requests

Sent to Other

medicine.us




Bot Process Map: PSD — Attorney Requests pt 3 Ql’ Medicine

Chrome: IDX
Search ‘Create Follow Up Tasks’ by MRN (Not Library) Add Completed Attorney Request Note and Outcome (Not Library)
—+—
. 20. From the Show 21. Enter 22. In the Instruction 24, Select Email
From 18. Log into IDX 19. NaVIgate? to Task Dropdown, select m+ptMrn into Pane, click ‘Attorney 23. Enter the Attorney Request 25. Click ok to To Pt4
Pt2 . Manager (click ETM, . Note body and
(Library) then Task Manager) Create Follow Up the search bar. Request Cmpltd click OK under Complete close the pop-up
g Tasks’ Tab and click OK Note’ Outcomes

| “PSD Pt Rgst Callback? (Y/N): N
Date/Time: MM/DD/YYYY — H:MMam/pm

! User: Botlnitials

! Received/Scanned/Emailed Attorney Request:

| Returned Request to: email of original requestor
Dates Requested: date email was received”

Attorney Requests Bot Performer




Bot Process Map: PSD — Attorney Requests pt 4

&y Medicine

Scan ROI and Statement PDF into IDX (not Library)

26. Go to Patient 27. Set Doc Type
Services tab and then
Click Scan Drag the merged file
Document into the loading area

28. Click Accept, 29. Are there
then click OK to Additional Items
close pop-up in the Queue?

From
Pt3 —

| This page will take a while to load. Up to 2 minutes. |
i Document type should be ATTORNEY REQUEST. I

Attorney Requests Bot Performer

30. Log out of
IDX/close screens

Outlook, SQL

31. Write Output to
dbo.PSD_AttorneyRe

quests table and send

completion email Process

Complete

- [Date] (today’s date)

- [Email_Details] (email sender and subject) |

! - [Request_FileName] (original PDF file name) |
| - [Statemtent_FileName] :
i - [Status] I

- [Message] |
L e e e == _
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