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Follow Up 
History  

 

User can view history of follow up requests in the Follow Up History. User 
will have the options to search for requests that are in Complete, Deleted or in 
No Action status by the following options: As Requestor, As Responder, By 
Patient, or By Action Reqd by Dt.  

 
Notes User can only view request in the Follow Up History 
 
Steps to Access Follow Up 
History: As Requestor 

 

  
Step Action 

1 Type "F" for Follow Up from Primary Option 
2 Press <Enter> 

 

 
 

Step Action 
3 Type "F" for Follow Up History from Follow Up Menu 
4 Press <Enter> 
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Follow Up 
History Select 
Option  

After pressing <Enter>, the Follow Up History Select Option appears:  
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1 Steps to Access Follow Up History: As Requestor 
 
Steps to Access Follow Up 
History : As Requestor 

User can view follow up request history by selecting <As 
Requestor>. The system will search and list all follow up requests 
that user generated. 

 
Step Action 

1 Type "AS" for As Requestor or use the up arrow 
2 Press <Enter> 
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Step Action 
3 Search Results display 
4 Select Client's record 
5 Press <Enter> 
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Search Results 
Explanation 

The “Resp#:” field is the total # of users that have responded to requests. For 
example: Resp#: 3/4 means that three users had responded to request and one 
user has not responded to request out of a total of four users that needs to take 
action on request. 

 
 After pressing <Enter>, the Follow Up History Screen appears: 
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Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time 
the Follow Up Comments box auto displays on screen for viewing. Press 
<Enter> to get rid of comment box.  
 

 
 

 
 

Follow Up 
Response 
Comments Box 

After the follow up comments box display, an auto follow up response 
comments box will appear. The response comments box will have the 
following information: Response #, Follow Up By, and Comments. Press 
<Enter> to take user to the next user’s response or if no more response, 
comment box will disappear. 
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Follow Up History Screen 
 

 
 

Element Name Descriptions/Comments 
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Patient Header Defaulted from Request Follow Up screen 

Request Date Defaulted from Request Follow Up screen 
Follow Up ID Defaulted from Request Follow Up screen 

Follow Up Status Defaulted from Request Follow Up screen 
Requestor Defaulted from Request Follow Up screen 
Action Reqd by Defaulted from Request Follow Up screen 
Priority Defaulted from Request Follow Up screen 
Request Follow Up to Defaulted from Request Follow Up screen 
Primary Addressee Defaulted from Request Follow Up screen 

Patient Contact Phone Defaulted from Request Follow Up screen 

Other Phone Defaulted from Request Follow Up screen 

Provider Defaulted from Request Follow Up screen 
Telephone Defaulted from Request Follow Up screen 

Subject Defaulted from Request Follow Up screen 

Comments Defaulted from Request Follow Up screen 
Follow Up by List individual taking action on the request and default names from 

Request Follow Up to field. 
Action Taken Dt Date that user took action on request. Fill in the action taken date when 

done with request to send request to Edit Follow Up Requests and 
Responses. 

Follow Up Response The follow up Response taken on a case. This is a free text field and 
automatically saves to narrative for Follow Up. 

Notification To Only serves as a notification.  The only action required, is the entry of the 
Notification Date indicating user are aware of the request. 

Notification Date Populated by the user listed in the Notification to field when they have 
viewed the necessary follow up actions required. 

 

2 Steps to Access Follow Up History: As Responder 
 
Steps to Access Follow Up 
History: As Responder 

User can view follow up request history by selecting <As 
Responder>. The system will search and list all results for follow 
up requests that user took action.  

 
Step Action 

1 Type "AS" for As Responder or use the up arrow 
2 Press <Enter> 
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Step Action 
3 Search Results display 
4 Select Client's record 
5 Press <Enter> 
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 After pressing <Enter>, the Follow Up History Screen appears: 
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Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time 
the Follow Up Comments box auto displays on screen for viewing. Press 
<Enter> to get rid of comment box.  
 

 
 

 
 

Follow Up 
Response 
Comments Box 

After the follow up comments box display, an auto follow up response 
comments box will appear. The response comments box will have the 
following information: Response #, Follow Up By, and Comments. Press 
<Enter> to take user to the next user’s response or if no more response, 
comment box will disappear. 
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When finish viewing request, tab to the end or <F2> to bring up action menu. 
This will allow user to Print, Cancel, or Quit 

 

3 Steps to Access Follow Up History: By Patient > As 
Requestor 
 
   
Steps to Access Follow Up 
History: By Patient > As 
Requestor 

User can also view request history by client search. To view 
request history of a request that user generated, select <As 
Requestor>. 

 
Step Action 

1 Select By Patient from Follow Up History select option 
2 Press <Enter> 
3 Auto pop-up will display two more options: As Requestor/ As Responder 
4 Select As Requestor 
5 Press <Enter> 
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Steps to Access Follow Up 
History: By Patient > As 
Responder 

User can also view request history by client search. To view 
request history of a request that user took action, select <As 
Responder>. 

 
Step Action 

1 Select By Patient from Follow Up History select option 
2 Press <Enter> 
3 Auto pop-up will display two more options: As Requestor/ As Responder 
4 Select As Responder 
5 Press <Enter> 

 

 
   
Identify Patient 
 

After pressing <Enter>, the Patient Identification Screen, CMSPI-10 appears: 
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 For instructions on identifying patient, see the Patient ID section of this 

manual.   
 
 

 Revised  3/1/2007 

 
 

16 
This guideline is for training 

 
 

and internal use only. 
 



CMS Net User Guide and Reference 
 
 
 After pressing <Enter>, the Follow Up History Screen appears: 

 

 
  
Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time 
the Follow Up Comments box auto displays on screen for viewing. Press 
<Enter> to get rid of comment box.  
 

 

 
 

Follow Up 
Response 
Comments Box 

After the follow up comments box display, an auto follow up response 
comments box will appear. The response comments box will have the 
following information: Response #, Follow Up By, and Comments. Press 
<Enter> to take user to the next user’s response or if no more response, 
comment box will disappear. 
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4 Steps to Access Follow Up History: By Action Reqd By Dt 
> As Requestor 
 
   
Steps to Access Follow Up History: 
By Action Reqd By Dt > As Requestor 

User can also view request history by action required 
by date search. To view request history of a request 
that user generated, select <As Requestor>. 

 
Step Action 

1 Select <By Action Reqd by Dt> from Follow Up History Select Option 
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select <As Requestor> 
5 Press <Enter> 
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Steps to Access Follow Up History: 
By Action Reqd By Dt > As Responder 

User can also view request history by action required 
by date search. To view request history of a request 
that user took action, select <As Responder>. 

 
Step Action 

1 Select <By Action Reqd by Dt> from Follow Up History Select Option 
2 Press <Enter> 

3 
Auto pop-up will display two more options: As Requestor/ As 
Responder 

4 Select <As Responder> 
5 Press <Enter> 

__________________________________________________________________ 
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Follow Up-
Dates Screen 

After pressing <Enter>, the Follow Up- Dates Screen will appear: 
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Step Action 
1 Enter the date range in the following fields: "From" and "To". 
2 Press <Enter> 
3 Select <Search> from Action Menu 
4 Press <Enter> 
5 Select Record 
6 Press <Enter> 

 

 
 
 After pressing <Enter>, the Follow Up History Screen appears: 
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Follow Up 
Comments Box 

Follow Up History screen display after client selection and at the same time 
the Follow Up Comments box auto displays on screen for viewing. Press 
<Enter> to get rid of comment box.  
 

 
 

 
 

Follow Up 
Response 
Comments Box 

After the follow up comments box display, an auto follow up response 
comments box will appear. The response comments box will have the 
following information: Response #, Follow Up By, and Comments. Press 
<Enter> to take user to the next user’s response or if no more response, 
comment box will disappear. 
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 After pressing <Enter>, the Follow Up History Screen will appear: 
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Action Menu 
 

After viewing request, <F2> will bring up Action Menu.  

   

 
   

 

Command Action 
Print Select <Print> will take user to the Print Device page to print and 

then to the Follow Up History Branch Menu. 
Cancel Select <Cancel> will take user back to previous page. Cancel will not 

save the request but bring user back to the Follow Up History Menu 

Quit Select <Quit> will take user back to screen.  

 
 
 
 
 
 
 
 
   
Follow Up 
History Branch 
Menu 
 

The system shall send the user to the Follow Up History Branch Menu under 
the following condition: 

• Print is selected 
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