HIPAA Tracking Instructions

Tracking a disclosure is done via a program within Health Information Services.

· If you do not work within the Health System- please call Health Information Services at  243-5811 for information on how to track disclosures.  

· If you work within the Health System take the following steps to get to track disclosures:

1. Log into Knowledge Link

2. Click on HIS

3. Follow information to go to Disclosure Trac.  

4. Enter your user name:  UVA network user ID

5. Enter the temporary password:  temp

6. The first time you logon, you will be prompted to change your password.  After that, you will use the password you created.
7. On the Patient Search window, enter the patient’s name or medical record number.  Entering the medical record number or the patient’s full name will narrow the list of names returned.  Click on Search.

8. On the Patient Selection window, click Select next to the correct patient in the list.  If the patient is not listed or no results are found, click New Patient in the navigation bar, enter the patient demographics in the New Patient window and click on Submit.  (Fields with a red asterisk are required)    
9. If there are any amendments, restrictions, or revocations for the selected patient, the Alert window appears.  If the Alert Window does not appear, skip to step 5.  You can select View under the item to view the amendment, restriction or revocation.  None of these items prevent you from entering a disclosure record.  Select Continue to enter the disclosure record.  
10. On the Enter Information window, enter the name of the requestor and the requestor’s address, if known.  Select the purpose of the disclosure from the drop down box.  Describe the information disclosed in the Information Disclosed box.  Enter the date of the disclosure.  Select Method of Delivery from the drop down box.    Fields with a red asterisk are required.  You may select Clear if you need to clear all fields and start over.  Click on Submit when you are finished.   
11. DisclosureTrac notifies you if the disclosure was submitted successfully.   You may do one of the following:

a. Click New Disclosure in the navigation bar to enter another disclosure for the same patient

b. Click Search to search for a different patient

c. Click Logout to log out of DisclosureTrac and display the Login window

Users experiencing any problem with the use of DisclosureTrac may call the HIS Information Systems Analyst at 243-5811, Monday through Friday, 8:00 A.M. – 4:30 P.M.
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