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It is possible to import the basic demographics, and some details of previous treatment or surgery of patients
from your practice or hospital software. You can do this as a one off when you first get started, or as an ongoing
function — it's smart enough to see if a patient with the same details is already there and ignore these entries in
subsequent imports. When you run the import you have the option of choosing if you want only new records
added, or existing ones updated.

If you do import from a list of patients from your practice software, make sure that the list includes only those
who you want to appear in Socrates, you don’t want thousands of patients in Socrates that you don’t plan to
follow. You may have to find a way of identifying them when they are exported from your other software so you
only get the ones you want on the file to import into Socrates.

Please... do a trial run on a few records only before you import thousands of

them to make sure that you have the correct fields in the correct columns.

CUSTOM IMPORT

We can also create a custom import for you if you want to import more details than are available on the
standard import. These include diagnosis and procedure codes, and any fields that we can match to a field in
Socrates. Even if you have fields that we don’t have on the standard screens we can create a custom field. As
long as your electronic medical record can export the fields you want to an Excel or text file, (which they should
all be able to do) we can set up a custom import to enable you to regularly import these fields.

The Import function is found on the Home screen.
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What fields can be imported

The list of fields that can be imported using the standard import are in the middle column as below.

INOTES: Sprea
For the di hics to import ctly, your spreadsheet =
must contain one column for each ofthe fields, in the same LA Tas iina
order, as shown in the list on the right B: Firstname
Even if you do not have data for one of these fields, you must C: PatientID
still have a column for it. D: Date of birtth
E: Gender (* see notes on left)
e first row of the spreadsheet must contain the heading e
names. The import process will assume the first row that has = ERRAe
datain itis a heading line, and will notinclude any data from G: Address line 2
that row in the import. H: Address line 3
I: City
After you have your spreadsheet in the correct order, save it as J: PostCode
a ".td” file (use the 'save as’ command in Excel), as Socrates K- State Code = =
cannot read a normal Excel file (s, xisx). = [_|Match on First and Last Names, Date of Birth, Patient ID
: Coun
|_IMatch on First and Last Names, Date of Birth
- The gender should be either: M: Phone L] - ey |
Male = Male, M, or 1 N: Cell phone || Match on Last Name, Patient ID |
Female = Female, F, or 2 0: E-Mail
Race must be a text field that matches one of the entries in E-hoesmiscallabeis [T Aasign Getailt protocols |
the Socrates Race list Q: Other Patient ID
R: Patient Middle Name
- Title must be a text field that malches one of the entries inthe = grgery gata: [_| Assign email address as web notification method
Socrates Title list : 3
S: Module (*see notes on left) [_|Web enable all new surgery records imported
- The module is a number between 1 and 9 (see Setup screen T: Date of surgery
or module list) U: Side (*see notes) o o et
The side should be either R or Right, L or Left, B or Bilateral, V. Procedure name
e side should be either R or orLeft, B or )
or Blank for Spine. sih e
For non-spine surgeries, if it is blank. the import will laok for the AN IS1E
words Right Left or Bilateral in the Procedure and Diagnosis Y: Diagnosis Code
fields. If no side is found in either of the Side, Procedure Name Z. Surgeon (*see notes on left)
or Diagnosis columns, no surgery will be created. AA: Referring Doctor
e type should be either Primary or Revision. (Revisions will :g Hospl;l'alfcnulc
be setup as Revision Own) - Type of surgery
Additional Patient Data:

AD: Race (* see notes on left)
AE: Title (* see notes on left)

It looks busy and complicated but it's really simple. If you put the right fields in the right columns in the
spreadsheet file, Socrates does the rest.

Format needed to import

In order to import these fields they should first be set up in an excel spread sheet in the EXACT order they are
on the list. If you are planning to use your existing EMR to obtain these data you may have to ask your IT
department, or the company who supplies your EMR to create a file with the fields in the correct order. If you
don’t have details for a column, e.g, patient has no email address leave that column blank. Do not delete the
column, or put the data from the next column in it. If you did that, you would end up with the Notes, from the
next column, in the email address field. The first row should be blank or have the field titles on it.

Once you are sure that your spreadsheet is in the correct order, and any missing columns are left blank, you

need to save it as a text delimited file (* .txt) file. To do this, click Save As and change the “Save as type” (as
below).
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Yictures

-

File name: | Secrates Export.bd|

ve as type: mﬁabdelimited)(’?ﬁ_ﬁ‘\"

Authors: Robyn Tags: Add a tag Title: Add a title

If you viewed the saved txt file, it will look a bit ugly and disorganised like the example below, but this is exactly
what Socrates wants to see.

Note: It's important to leave the first row with no patient details - just a heading, (name address etc) or blank
as the program will not import anything recorded on the first row. If the first row includes a patient’s details
instead of a heading, the details for that patient will not be imported.

See row 1 below as an example, which has named all the columns, Last name, First name etc. You don't have to
do this, as long as there is something in one column on the first row, the import will work correctly.

File Edit Format View Help

Last name First name Patient ID pate of birth Gender Address 1 Address |

ARKWRIGHT Trevor 479830 6/07/1959 Male 59 Kangaroo Row smithtown

BAILEY Mmartin 90962427 9/12,/1930 Male 567 chocolate st

BARTLETT christine 4623927 3/02/1947 Female 198 Port St

BOND sheila 7865320 3/04/1969 Female 560 short st shepherds Bush

BRACEWELL Larry 93821528 3/07 /1959 Male "#59, 103 Bullfighters Row"

EROWNING Andrew NULL NULL NULL NULL NULL NULL NULL NULL

BROWNING Zule NULL NULL NULL NULL NULL NULL NULL NULL

EROWNING Barry 675342 4/08/1959 Male "93 Bei San Huan Dong," Chao yam

CAMPBELL peverly 734590 4/07/1977 Female # 2 560 Leafy Row geacon Hill

COLE Fay 658473989 5/09,/1955 Female 52 Sauerkraut St

DUNNE Martin 64954599 3/04,/1963 Male "Apt 34, 58 Mountain view Road,"

DUNOVIC S1obodan 6543223 3/04/1958 Male 57 yurkel st Croatia H

FAGAN Graham 462927g 4,/09/1970 Male 78/459 Ikea Ave stockhoTi
HFULL e 464TARTTT 9/06/1944 Fema 58 risti S

Male and Female: The export will look for either the word Male, Female, or M or F, or 1 or 2 (where 1 = Male,
2 = Female) in the Gender column and convert that to Male or Female in Socrates.

So, as long as you have either:
Male, M or 1 in the column, males will be correctly imported.

Female, F or 2 in the column, females will be correctly imported.

A B c D F
Last Name First Name 1D DOB
Brown Mary 37899 4/03/195
Smith Bob 5666 4/05/19
Green Susan 5322 3/05/1944
Black Heather 45678 7/07/19%7 2
Gray Fred 2345 4/04/195% 1
White Gary 4/05/1933AM

Any of these wil be
imported correctly

Once you have your Excel file saved as a .txt file, you are sure that all the columns are in the correct order, and
it's located somewhere where you can find it again, you are ready to import your data into Socrates.

DEMOGRAPHICS

First, middle and last name, ID, DOB, Gender, Address details, Phone number, email address, and notes - as
below. These are in Columns A to R.
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Col A Lastname

B: Firstname

C: PatientID

D: Date of birth

E Gender (* see notes below)

F: Address line 1

G: Address line 2

H. Address line 3

I City

J: Post Code Match First and Last Mames, Date of Birth, Patient ID
K= Encole Match First and Last Mames, Date of Birth
B 7
W
M
A
2
a
R:

Country

Phone

Cell phone

E-Mail

Notes, miscellaneous
Other Patient ID
Patient Middle Name

Your file must have the fields, in the same order as on the import window of the Socrates screen (see above).
Leave the column blank if you have no data for that column. If you muddle them up ,e.g if the Gender is in the
last name column, you will have all your patients with the Last name = Male or Female.

Ifyou don’t have all the fields - maybe you only have 2 address lines you
MUST leave the column for the Address line 3 empty, rather than deleting

that column.

Importing when you have existing records - matching the fields

You need to be very careful if you are importing and the same patients are in Socrates already. You get the
choice between matching on Patient first and last name and DOB, or Patient first and last name and DOB and
the ID. It will check the Socrates records for matching fields for whichever you have selected, and if it finds
something different it will import that record. If you have the same patient but with a different ID in Socrates to
what is on your import file, and you have selected to match the ID it will think that this is a different patient and
they will be in Socrates twice. The same if the DOB or name is slightly different

Match on First and Last Mames, Date of Birth, Patient 1D
Match on First and Last Mames, Date of Birth

Assigning default protocols and email addresses

Default protocols — some users have only one protocol per module and have it assigned as the default on their
protocol set up. If so, and you want this to be added at the time of import check the Assign default protocols
box.

If you are using the web scores and want to have the patient's email address selected as the notification
method, select this check box also.

Assign default protocols

Assign email address as web notification method
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PREVIOUS PROCEDURE DETAILS

In addition, some details of previous history or surgery can also be imported and a surgery record set up, as well
as the demographics needed to create a patient record.
Surgery data;

3. Module (*see naotes) l

Date of surgery Your spreadsheet MUST have the module
Side (*see notes) number and side or these fields can not
Procedure name be imported.

1

e

W

W Procedure Code
*. Diagnosis

¥ Diagnosis Code
s

Al

AB:

Surgeon Mame
Referring Doctor
Hospital/Clinic

There are some rules that you must understand if you want Socrates to set up a surgery. Every record in
Socrates has to have a side (apart from Spine, which doesn’t have sides) and a module assigned to it. If you
want to create a surgery record, the side and module for the surgery record must be defined on your spread
sheet. If not, none of other fields from Column T down can be imported.

Module Number

Column S needs to contain a module number. These are 1-9, based on the order they are in Socrates, see
below. If you leave the column blank, it will not create a surgery record at all.

Active Modules
5) Hip Genera
Hip Arthmp:h- 1
Knee General %
Knee Arthroplasty 4
Shoulder 3
General ?
Elbow & Hand 3
er) Foot & Ankle 9
Spine %
| —

Side

There are a two ways you can identify the side. Column U will look for either R or L, r or |, or Right or Left. Ifit
finds one of these, it will create a record for that side in the module you have selected.

*Note that the Spine module does NOT require a side, leave it blank.

It can also find the side from the Diagnosis and Procedure name field. If you don’t know the side, but have it
recorded in either the diagnosis or procedure field, you can leave the side column (U) blank. If it can't find the
side in column U, it will then look in column V (procedure name) and W (diagnosis name) to see if the side is
included in the description. So, if you have a diagnosis Right ACL tear, or ACL tear Right, or a procedure
name or Right ACL reconstruction or ACL reconstruction right it will be able to create a record. It doesn’t
matter if you use upper or lower case or a mixture of both, the text for these fields is not case sensitive.
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It won't look for just a R or L, or an r or |, as it will in the Side column, as too many of the diagnosis and
procedures names include these letters as part of their name. See below — it will not recognise R ACL
reconstruction as being a RIGHT ACL reconstruction. It would need to read Right ACL Reconstruction for this to
be recognised.

-] et =
P Diagnosis Codes -
; Procedure Codes |R ACL reconstruction a
5 F
Surgery/Procedure -
name
Final Diagnosis/ |Right ACL tear -
=i Diagnoses
—1

Bottom line is, if there is no side in Column U, nor anything in the diagnosis
or procedure column it can recognise as a right or left, no surgery record

will be created.

If it can't find a side, it will ignore anything from there on. You will still have the patient record with the
demographics, but no surgery record will be added.

Type

Column AC: This refers to whether it is a primary or revision. If the import file has either Primary, Revision, or
the first letter is any of P, p, R, r it will import it into the Type field. Note, most import files don’t record if the
revision was own or elsewhere so they will all be imported into Revision Own.

Date of surgery/ procedure |03/04/2012 Age atsurgery |26

Type of surgery or procedure
Primary
Type of surgery or procedure  Primary | Revision own
|| Revision elsewhere
Reoperation own
Diagnosis Codes I"| Reoperation elsewhere
|| Arthroscopic Review/2nd look
|| Study or Clinical Findings only

Procedure Codes

Referring Dr, hospital/clinic name

These fields can also be imported. Note that he name of the surgeon and referring Dr will be imported into the
last name column only. So, if it says Mary Smith brown, that's what will come into the last name field. You can
always edit it later and add the first name to the first name field. In most cases it won't matter but if you are
generating a report that has the first name on it, i.e Dear Mary, unless you edit it and put the first name in the
first name field it would be blank in the report.

See below... What's on the import file.

z Al
Surgeon Referring Dr
dr fred brown Mary smith
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... How it looks it the Set Up section

2NUMETers (cms) '@ FOUNas (IDS) and reet INCnes (TVINcnj
Is - e
nt
+{ofo] G | e L F [0 [ Flras
= Mary smith o
wi ~ g *Suspended entries E
5|8 Bloggs Lactra
eedma Brett LLastiname:
eoiAts o e
0 Richard === = ary_smi
B Chetan driedbown) | Firet mame
: Byron HIrstname. [ _-
Sue : )
Title. =]

> 5 Matt

Diagnosis and Procedure Names, and Codes
If it has found a side in either column U, or in one of the Diagnosis or Procedure Name columns (V and X), it will

now add the codes or names into the relevant fields. If the Diagnosis, Diagnosis Code, Procedure name or
Procedure Codes field name is not in the adaptable fields lists already, it will be added to the master list.

settings

The import will check here to see if the field
exists, if not it will add it to this list, as well as
assign it to the record it has just imported.

Create and modify adaptable fields

Addtonal Procedures | Spine Assessn

P R ——prm R—— FRPORURRER &S P[]
—=—

|Ankylosing Spondylitis

Keyword HG HA KG KA 8H GM EH FA 5P

Ankylosing Spondylitis X -
Back pain X[ - — —
Burst fracture - anterior unstable X [CIThis field is in my favourite list
Burst fracture - middle unstable X [] Add to all modules
Cauda Equina X
Cord Compression X ected mod
E;generalwe DiscDisease . X @lHip General
Flat Back deformity X |z Hip Arthroplasty
Fracture - seat belt- anterior X Knee General
Fracture - seat belt - middle X =
Fracture - seat belt- posterior X Knee Arthroplasty
Fracture dislocation - anterior X [V Shoulder ]
Fracture dislocation - middle X = |
Fracture dislocation - posterior X V] General |=
Herniated nucleus pulposus X [V]Elbow and Hand
Inflammatory Back Pain X L& 5
v
Intervertebral Disc Disease X Fo(.)t i) it
Kyphosis X [¥] Spine
I ardncic W

If you have it in this list already, but your import has spelled it differently, it can't tell that it's really the same and
you will have 2 entries. If this happens you can assign any records from one to the other, and then delete the
one you don't want, but that's in another part of the manual....

Multiple procedure/names/codes

If you have a file to import with more than one procedure, diagnosis, or procedure or diagnosis code per
patient/side unless these are separated by a vertical line | (this is above the back slash on your keyboard) they
will all be imported as one.

See the example below.
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1 X

Diagnosis
Congenital spondylolisthesis | Rheumatoid Arthritis
Congenital spondylolisthesis, Rheumatoid Arthritis

Initial Diagnosis!
Diagnoses 1st option will import like this
[ Cconfirm Final Diagnosis
Final Diagnosis/ Congenital spondylolisthesis § -

Diagnoses Rheumatoid Arthritis

o _

[ Confirm Final Diagnosis

Final Diagnosis/ |Congenital spondylolisthesis Rheumatoid Arthritis
Diagnoses

Title

This can be imported providing the list is exactly the same as is in Socrates.

This is:

Mr Master
Ms Brother
Mrs Sister
Miss Father
Doctor Mother
Professor

Race

This can be imported providing the list is exactly the same as is in Socrates.

This is:

African American Other European
Asian NZ Maori
Caucasian Samoan

Filipino Cook Island Maori
Hispanic Tongan

Native American Niuean

Native Hawaiian Tokelauan
Aborigine Fijian

African Other Pacific
Indian South East Asian
Pacific Islander Chinese

Other Middle Eastern
Undetermined Eskimo USA Indian
NZ European/Pakeha South African

8

Initial Diagnosis/ The 2nd like this
Diagnoses

-
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SUMMARY

By now you have a spread sheet with everything nicely sorted into the correct columns, the first row has
headings or is blank, and any columns you don’t have data for are left blank. Don’t rely on your IT department or
EMR Company to sort the spread sheet properly, check up on them! We had one site which got their EMR
Company to export the data. They gave them the instructions, didn’t check and ran an import for 5000+
patients. The EMR Company had made a mistake, and put the time of the appointment into the Last name
column so there were 5000 patients, Mr John 2.45 etc.....

We recommend that you save a copy of your master spread sheet and delete all but a few entries so you can do
a dummy run. Note who they are, so you can check that it's all worked as expected. Once you're happy, off you
go. You don't have to delete these patients, if it finds the same record again when you run the import proper, it
will recognise that it's already there and ignore it.

Now you still have one more decision to make before you run the import.
Matching names/ID/DOB

You have two choices of how you want to look for a match in Socrates with the data from your import. If you
have a patient ID on your spread sheet and in Socrates and want the program to look for that as well as a name
and DOB before it “decides” if the patient already exists, select to include the ID. If there is not an ID, select the
next one (name and DOB only). What this means is if you had two John Brown'’s, born 11.11.55 and didn't
select to match by ID (which should be different) it would assume that they were the same patient and ignore
the second John Brown.

H: Addressline 2

|- Citv

J: | Select what fields you
K. { want to match on | Match First and Last Names. Date of Birth

L. Coummry mport options:

I: Phone

Add New Patients Only;

Select which one you want
~ Add New Patients;and Updat:

Q. Other Patient 1D
R: Fatient Middle Mame
Surgery data:

Add New, or Update existing patients

Only one more thing to think about. Do you want to import only new patients, or update the existing ones as
well as importing new ones? If you select Update, it will look at each record in the spread sheet, and update
anything that's different - change of address, email etc. This will only update any changes in the patient
demographics screen.

IMPORTANT: This ‘update existing patients’ feature will only import_changes in the demographics — if you
have previously imported surgery names, referring Drs, hospitals etc, and added more or changed these on the
import spread sheet for some existing records in Socrates these new details will NOT be updated.

However, if your previous import had the columns from the surgery details (Columns S to AC) blank and they
have been added since, when it does the import again to update existing patients, if it finds something in those
columns and there is nothing in that field Socrates it will add it. It will NOT change it if there is already
something in that field in Socrates.

An example. When you ran the first import there was no date of surgery or diagnosis. The date of surgery was
added manually in Socrates since the import but no diagnosis has been added. You are running a new import
and you have selected to update existing records. The surgery date has changed and there is now a diagnosis in
those columns. It will find the diagnosis on the import file and add that, but it will not change the date of surgery
in Socrates even if it is a different one. Updating existing records will take quite a bit longer than just adding new
ones so if your database is very big, run this at the end of the day and leave it running.
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“ou have chosen to ONLY add Mew patients.

“You have chosen to match on Last Name, First Name, Date of Birth AND
Patient 1D

Please select Yes to confirm the import, or No to Cancel the process.

That's all you have to do. Now - to actually do it.

RUNNING THE IMPORT FUNCTION

Select what basis you want to match on, and then select either the ‘Add New Patients Only’ or ‘Add New Patients
and Update Existing ones’. You will then be prompted to select the file to import.

[~ Match First and Last Mames, Date of Birth, Patient ID

¥ Match First and Last Mames. Date of Birth

ting ones

w folder

Documents library Asrangebir (Foldgs

import

|| Demo import.txt _ Exportcut default.txt | LogFilext

|| Testimport.bt I Testimnort! bt || TestimportZ.ot

|| Testlmport23.tut Browse to where your .txt file is | Testimport23manual.txt
|| Testlmport456.6t located, double click, or click open. | TestlmportRK ot

|| TestimportRKL tt

The following messages will appear (note that the first 2 lines of this first message, will differ, depending on
what options you selected.)
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You have chosen to OMLY add New patients.

“ou have chosen to match on Last Name, First Mame, Date of Birth AND
Patient 1D

Please select Yes to confirm the import, or No to Cancel the process.

The file you have selected to import has 4 records in it.

Please select Yes to confirm the import, or No to Cancel the process.

At the end of the import, a log will appear showing you any errors, and what the net effect of the import was.
The errors will be where surgery data exists but no module or side was selected and the message will identify
the line number in the .txt file these errors were on.

In this import there are 4 records read, the option to only add new patients was selected, and one was a
duplicated record, so it has ignored it.

If you select the option to add new patients and update existing ones, it will tell you how many new patients it
has added, and how many it has updated.

| -

Import complete
0 patients added
4 patients updated

If it has added both a patient record, and a surgery (that’'s when you had added the module and side, and
maybe a diagnosis) it tells you it has added both.
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Import complete
1 patients added
4 patients updated
1 surgeries added

Not to sound like a broken record, but please have a practice run first, especially if you are doing this for the first
time. Also, always make sure you have a back up of your current Socrates database file. If you do muck it up,
you can replace the database and start again. Starting with just importing a test patient is a good idea. If it's
wrong you only have to delete this one.

Once you have the format of the spreadsheet correct, subsequent imports are easy. And you can do this on a
recurring basis if you can get your IT or practice management software to provide you a regular list of the
patients whose details you want to import with no changes to the columns. Make sure that they don’t make any
changes to the spread sheet.
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