SOP: Data Entry and Appointment Records
Maintenance in EMR

This SOP describes data entry and appointment records maintenance in EMR, covering accurate patient
information input, scheduling and updating appointment records, verifying data for consistency, managing cancellations
and rescheduling, ensuring patient confidentiality, and maintaining organized digital records to support efficient healthcare
operations and improve patient care management.

1. Purpose

To establish standardized procedures for accurate data entry, appointment management, and maintenance of patient
records within the Electronic Medical Record (EMR) system.

2. Scope

This SOP applies to all staff involved in data entry, scheduling, updating patient appointments, and managing EMR
records within the healthcare facility.

3. Responsibilities

¢ Receptionists: Input and update patient information; schedule, modify, and cancel appointments.
¢ Healthcare Providers: Review and verify patient record accuracy; document clinical encounters.
¢ EMR Administrators: Ensure system integrity and provide training/support.

4. Procedure

4.1 Patient Data Entry

1. Collect accurate and complete patient demographic and contact information during registration.
2. Input all patient details into the EMR system, verifying spelling and correctness before saving.

3. Request supporting documentation (e.g., ID, insurance) as required.

4. Confirm patient records are free from duplicates before creating new entries.

4.2 Appointment Scheduling
1. Search for the patient in the EMR using unique identifiers before booking.
2. Schedule appointments according to provider availability and patient preference.
3. Record appointment type, date, time, and provider details accurately.
4. Send appointment confirmations/reminders as per facility protocol.
4.3 Appointment Updates, Cancellations, and Rescheduling
1. Update appointments in the EMR promptly when changes are requested.
2. Document reasons for cancellations or rescheduling, if provided by the patient.
3. Inform the patient about new appointment details and update notifications.
4.4 Data Verification and Consistency
1. Regularly review patient information for completeness and correctness.
2. Correctinaccuracies and report discrepancies to supervisors or EMR administrators.
3. Monitor for duplicate records and merge as appropriate per policy.
4.5 Confidentiality and Security
1. Access patient information only as required for job responsibilities.
2. Follow all HIPAA/local privacy regulations and facility security protocols.
3. Secure workstations and log out of EMR when not in use.

4.6 Record Maintenance

1. Ensure all digital records are organized, labeled, and retrievable within the EMR system.



2. Archive or purge records as per regulatory and organizational retention policies.

5. Documentation and Audit

¢ All actions (additions, modifications, deletions) in the EMR should be logged automatically.
¢ Periodic audits should be performed to ensure compliance and data accuracy.

6. Revision History

Version Date Author Changes

1.0 2024-06-12 Compliance Team Initial SOP release
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