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FREQUENT EDITS/ERRORS 
 

This reference is to help the user quickly fix and correct edits in the WIpop system. Locate the edit 
by name / number on the list and then click the header to go directly to that location.  

1. How do I fix records in the batch file 
If a batch file is marked complete, the first thing to do is reopen the batch. If you do not reopen the 
batch it will remain in “Read Only” mode.  

Once your data is corrected, Mark the Batch Complete again.  

 

2. How do I delete a Batch?  
Deleting a batch file generally takes about 15 minutes. This is a safety net just in case the user 
accidentally deleted a batch file and needs WHAIC to restore it.  

If the batch is accidentally deleted, email whainfocenter@wha.org so we can restore it within 2 
business days. The sooner the bettter.  

 

3. How do I mark a Batch Complete?  
Marking your Batch files complete is important because we can’t run the data processing or 
close the quarter with open batch files. Once all the edits are completed, simply click on the 
Green “Mark Batch Complete”  
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4. How do I fix an Invalid Batch File due to Duplicate Records 
There are two types of batch file rejects as it relates to duplicate records that apply.  

1. Duplicates within same file - two records with the same patient control number in file 

2. Duplicate patient control number of a record/encounter that already exists in WIpop 

To fix and/or remove duplicates:  

Resubmit the batch with the phrase-     exclude_duplicates     -somewhere in the file name.  

  Example file name: Q226 IN OP exclude_duplicates.txt  

• This process applies to both types of duplicate rejects.  

• If the record already exists, we will keep the original encounter/record. 

• The batch file email response will include the number of records submitted and 
number of duplicates removed.  

5.  How do I find a Patient Record 
Most of the reports contain the patient control number. The patient control # must be used to 
locate a record/encounter. Under Data Detail, Find Patient Record and then choose the quarter 
and enter in or paste in the patient control number.  
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6. How do I delete a record/encounter? 
Deleting records/encounters needs to be done in the Edit Record screen. Once the Red Delete 
Record button is pushed a prompt will be posted to ask user to acknowledge they want to 
delete record.  

 

 

 

7. Blank Edits or Ghost Edits or No Records Found  
Ghost Edits: Do you have an edit that you can’t view but need to clear? When you click on view it goes to 
the batch but the message says, No Records Found (see below)? If so, that’s called a ghost edit and will 
need to be cleared by WHAIC staff.  
 
Do not delete the edit on the main page, if so, you will delete the entire datatype – all records will be 
gone! Contact WHAIC with the Batch number and ask that the ghost edit be cleared.  
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8. How do I correct Dates of Service (DOS) 
WHAIC does not use dates of service in the data release. DOS is used to define the quarter in 
which the record belongs. The main purpose is to identify the services rendered. In addition, 
what is submitted to be approved by the  
 
Discharge date (procedure date) determines which quarter to use when reporting.  

• For example, if service started on 06/30 and ended on 07/01, the record should be 
included in the 3rd quarter data submission. 

• Date of Service (DOS) can sometimes cause edits in the outpatient surgery data 
• Why does this occur?  

o Discharge or statement date is off due to date it was coded, billed or patient 
ended treatment.  

◦ To fix: Do not delete the record rather try to get the dates to match 
the quarter you’re working by changing the service date or the 
procedure date.  

o WHAIC does not operate like an insurance company. We’re more interested 
in services rendered.  

• DOS must match the dates in the revenue line items 
• For most DOS edits - user may change the data to fit the quarter.  

• Be careful to verify actual dates in the EMR before changing dates.  
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