
 
 
  



 
 
 

How do we collect this information? 
 
We ask these questions of each new patient (as well as update this information annually) through our 
demographics form as well as the name listed with their insurance or coverage program and the name they go 
by: 

 
Where do we save this demographic information in eClinical Works? 

 
Open up the patient’s chart to the chart’s main “hub” and click “Info”: 
 

 



 
 
 
The Info button brings you to the main demographics section of the patient’s chart which looks like this: 

 
Billing Name & Gender Marker 
The name and gender marker listed with the patient’s insurance company must be entered in the first and last 
name fields that have the asterisk and the sex field that has an asterisk. This is to ensure proper billing occurs on 
the back end. In order to change this, the patient will need to send an updated copy of their insurance card 
showing the updated name and gender marker. 



 
Chosen Name & Pronouns 
Often a patient will need to be referred as a name other than the name listed with insurance or coverage plan. 
While their name with their insurance or coverage needs to match the main name fields in eCW (indicated by an 
asterisk), there are ways we can ensure that we are using the correct name and pronouns with our patients. 
 
To ensure that everyone who comes in contact with our patient’s information in eCW are alerted to the correct 
name and pronouns to use, we store this information in multiple areas of the patient’s chart. The information is 
initially collected on the demographics form and entered into eCW by the front desk, but names and pronouns 
can be updated at any time based on new information provided by the patient.  While we need to see updated 
insurance cards to change the main name listed in eCW (indicated with the asterisks), no “proof” of any kind is 
needed to change the chosen name or pronoun fields. 
 

1. ‘Info’àPrevious Name field—input chosen name 
a. This one is important as it is a searchable field, meaning that we can look people up by the name 

that is entered here. 

 

2. ‘Info’ à Preferred Name field—input chosen name 
a. This one causes the name in parenthesis to populate next to the insurance name on the banner 

         

3. ‘Info’à General notes – input chosen name and pronouns 
a. For easy input into the appointment general notes when running eligibility  

 

4. Sticky Notes: Pink Secure Sticky – input chosen name and pronouns 
a. Visible at top of banner when in progress notes or encounters 

 
 

 

 

 

 

 



 

5. Global Alert  - input chosen name and pronouns 
a. Will pop up every time the chart is opened or an appointment or encounter is entered 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
Sexual Orientation & Gender Identity (SO/GI) Data 
The answers to the four SO/GI questions are stored in eCW in the patient’s ‘Info’, under Additional Info > 
Structured.  



 

 
 
If the patient has changed their name legally and updated their insurance, you can put their former name in the 
section as well under the “Formerly Known As” field. This can be important to track since records in their chart 
pre-dating the name change will have their previous name listed. Do not put it anywhere else in the chart. This 
structured data field is conveniently difficult to get to so as to protect this information as much as possible. 
 
 
 
 
 
 



 
What about the built in SO/GI fields? 
In the ‘Info’ section, click the SOGI button and check the box marked Transgender.  
 
 
 
 

 
We do not use the built in eCW SOGI button section for the rest of our SO/GI data because the structured data 
fields allow us to customize data fields that capture a more detailed array of terminology the trans community 
uses to describe themselves. The more detailed data pulled from the structured data fields are exported into 
Azara to create two reports: one that is filtered into these more basic and broad categories for federal UDS 
reporting purposes, and a second to create more a more accurate, detailed report representative of our diverse 
trans communities. 


