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% SELF-GUIDED PRACTICE WORKBOOK
Duration 2 hours
Before getting started Sign the attendance roster (this will ensure you get paid toattend

the session).

Put your cell phones on silent mode.

Session Expectations This is a self-paced learning session.

A 15 min break time will be provided. You can take this breakat
any time during the session.

The workbook provides a compilation of different scenarios that
are applicable to your work setting.

Work through the different learning activities at your own pace

Proficiency Assessment At the end of the session, you will be required to complete a Key
Learning Review.

This will involve completion of some specific activities that you
have had an opportunity to practice through the scenarios.

3| 40
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W Using Train Domain

You will be using the train domain to complete activities in this workbook. It has been designed to
match the actual Clinical Information System (CIS) as closely as possible.

Please note:
Scenarios and their activities demonstrate the CIS functionality not the actual workflow
An attempt has been made to ensure scenarios are as clinically accurate as possible
Some clinical scenario details have been simplified for training purposes

Some screenshots may not be identical to what is seen on your screen and should be used for
reference purposes only

Follow all steps to be able to complete activities

If you have trouble to follow the steps, immediately raise your hand for assistance to use
classroom time efficiently

Ask for assistance whenever needed
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B PATIENT SCENARIO 1 — Ambulatory Organizer

Learning Objectives

At the end of this Scenario, you will be able to:
Set-up a resource list

Recall the functions of Day View, Calendar View and Open ltems View in Ambulatory
Organizer

SCENARIO OVERVIEW

The Ambulatory Organizer provides a comprehensive display of scheduled appointments. It provides
a snapshot of the current day's appointments, including appointment gaps, appointment times and
details, patient information and status, and outstanding items to be completed at each visit. The
Ambulatory Organizer will help to organize the clinic workflow at the day, week, or month level.

Upon arrival to the Ambulatory clinic, you look to retrieve a list of the day’s patients. To start, log into
the Clinical Information System (CIS) with your provided username and password.

As an EEG Technician you will complete the following activities:
Set-up a resource list

Review the functions of Day View
Review the functions of Calendar View

Review the Open Items view
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& Activity 1.1 — Accessing Ambulatory Organizer

1 The Ambulatory Organizer can be accessed from any screen within PowerChart by selecting the

B i )
== Ambulatory Organizer b o0 in the toolbar.

|! PowerCh for TestUser, vician-Ambulatory o |l @
Tesk Edt View Patient Chan Links Netifications Mawgation Help
£ Home (=3 Message Centrd

: S Esit 9 AdHoe BMIMedication Admini

| & Patient List 53 Mult-Patient Tack List Perioperative Tracking §§ Dynamic Worklist §g LearningLIVE _ | @) CareCannect @} PHSA PACS @VCH and PHCPACS @UMUSE @) Formfast WHL| | F &, e

ts 8 Scheduling Appointment Book (= Discen Reporting Portal @) PatientInformation Request |_

PM Conversation = —j Communicate = ] Medical Record Request = Add - | Document
£ @} Patient Health Education Materials @} Policies and Guidelines @} UpToDate |,

Ambulatory Organizer

BAARIAA % -0

‘Ambulatory Organtzer
| S

Day View alendar

Open Items

4 December 18,2017 H P patients for: Mo Resource Selected ~

& Activity 1.2 — Setting Resource Lists

1 Since this is the first time the Ambulatory Organizer has been used, no patient information will be
presented until you select a provider or resource location. The screen will look similar to this:

:

Ambulatory Organizer
Display: Last 90 Days - U

= Inbox Items (5) Day View Calendar Open Items (0]
Results
e 4| December13,2017 @0 b patents for: o Resource Selected ~
Documents.
S Messages (5/8)
General Messages (58)
- Work Items (0)
Saved Documents.
Reminders
< Notifications
Sent tems
Trash
Notify Receipts (1/1)

Mo Patients Found

To view the schedule of one or several providers/locations,

. P Patients for: No Resource Selected ~
1. Select the drop down beside

2. Click in the search field and begin typing LGH....

3. Scroll through the list and select the name from the “Add Other” section (for the purpose of
this activity set your resource to: LGH EEG Tech)

4. Select to display the schedule.
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Patients for:

No Resource Selected - 1

LGH|

»

Oooooooon

dd Other...

LGH BD Rm 1

LGH Breath Prog Provider 1
LGH Breath Prog Provider 2
LGH Breath Prog Provider 3

LGH Breath Prog Resource Group

LGH Card Resource Group

LGH Card Tech 1
LGH Card Tech 2
LGH Card Tech 3

4

LGH Anesthesiologists Resource Group

| Apply |

| Cancel

Key Learning Points
When you first login you must set resources to be able to view the calendar

TRANSFORMATIONAL

LEARNING
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1 The Day View is a list of your scheduled appointments for the day.

Note: The Day View is the default view if you have not previously logged into the Ambulatory
Organizer. After that, whichever view you last select will display first when opening Ambulatory
Organizer.

The date of the schedule on the Day View tab can be adjusted by using the left and right arrows
next to the date field. The date can also be adjusted by selecting the calendar icon to the right of

the date field and choosing a date from the calendar.

Day View (7)

Calendar

4

December 12, 2017

4
Sun
03
10
17
24

31

04

11

18

25

December 2017

05

19

26

Mon Tue W

06
13
20

27

Open Items
22 » | Patig
4
Thu Fri  Sat

30 0 02
a7 08 09
14 15 16
21 22 23
28 29 30

2 Appointment details are displayed in columns that can be sorted by selecting the column header.

1. Select the patient column heading and see how the list is sorted

Time

8:00 AM
Saunders, James MD

9:20 AM
Confortin, Mary PT

Duration

1 min

2 hrs 40 mins

| Patient

| Details

CSTSNDEMOMINOR, ONE
43 Years, Female

CSTSCHEMPI, PAUL-JOSE
67 Years, Male

PH

Biopsy Skin Torso

Inpatient

Status (as of 1:10) Hotes <
Checked In

LGH Lions Gate

LGH MTR | LGHOR MTRA

Confirmed o ]
LGH RAN i Reason for Visit : Inpatient coming for an appoitnemnt
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Appointments are colour coded based on the following (for the purpose of training all patients are
colour coded the same):

Color Definition
Status

Light blue indicates a confirmed appointment.
I Medium blue indicates a checked in appointment.

Green indicates a seen by nurse, medical student, or custom status has taken
place.

Ly | Orange indicates a seen by physician, mid-level provider, resident, or custom
‘ status has taken place.

I Dark grey indicates the appointment has been checked out.

White indicates a no show, hold, or canceled appointment (these appointment
types are displayed if the system administrator has configured them to display).

3 Go to the patient column:
1. Hover over the patient name to discover more information

B:30 AM CSTSCHTEST, ROSEMARY Seen by Provider
. SSS—— LGH 0CC MDC s . it
Douglas, Josh MD; LG... 13 TIN5 21 Years, Female Name: CSTSCHTEST, ROSEMARY | oo mbe i e E2 LI e
MRN : 700007916 5
FIN: 7000000015940
DOB: 04/11/1996

2. You can navigate directly to the patient chart by clicking on the patient’s name or right
clicking the patient’s name and selecting the appropriate tab in the chart

3. You can also view appointment history by right clicking on the patient's name

o0 2 hrs 15 mins Su Al TR I Confirmed
LGH JRAC/RASC RN 1;. Appointment History View D LGH JRAC g

Ambulatory Murse Summary een by Pravide
} B:30 AM 15 mins CSTSCHTEST, ROSEM Orders GH O D
Single Patient Task List o D

MAR

Douglas, Josh MD; LG... 21 Years, Female

MAR Summary
Interactive View and 1&0
Results Review
Documentation

m

Medication Request
Histories
Diagnoses and Problems

Allergies
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4 Once the patient has been checked in, exam room locations can be selected in the Status column.

Checked In
9:00 AM CSTSCHTEST, DANIEL ) )
Douglas, Josh MD; LG... 15 MinS 3B Years, Male Infusion - Antibiotics LGH OCC MDC {4 Reason for Visit : Cellulitis / Abscess.
: 0CC MDC
LGH 0CC MDC
0cc MDC

Comments can be added by any user in Ambulatory Organizer by selecting the icon in the Notes

column.
Resaurce Groln - W 1 GH MDC ReSOUrce Gromn -
Comments
ail| Add Mew Comment Motes &
AC {5
(0 / 255)
i | Save H Cancel ‘ 4. Reason for Visit : Cellulitis / Abscess

Note: The screenshot below is provided as an example of what a fully operational Day View
might look like. Please ignore the numbers in the screenshot.

f -
HRIAR AR -0 a
y Organizer =-
Day View (3) Calendar Open Items (8)
4 December 6, 2017 23 ¥ patients for: fit LGH Cast Resource Group ; Tt LGH JRAC Resource Group ; (il LGH MDC Resource Group ~
Time 3 Durstion 4 Patient 5 Details 6 Status (as of 7:25) 7 MNates 8 £
9:15 AM CSTPRODBCSN, MEREDITH . B 1
Baggoo, Alan MD 45 mins 37 Years, Female Tonsillectomy LGH Lions Gate id
’ g LGH Main OR | LGHOR WHS
Post-Op
1 11:00 AM CSTPRODBCSN, ANESTHESIA N N
Baggoo, Alan MD 25 mins 47 Years, Female Arthrodesis Knee LGH Lions Gate
! g LGH Main OR | LGHOR GRV
12:45 PM ~ Confirmed
LGH JRAC/RASC RN 1;. 2 hrs 15 mins JRAC Rehab Class Group LGH TRAC
3:00 PM CSTSCHTEST, CHARLIE Chedced In
= 15 mins : Cast F/up LGH Cast Clinic {7 Reason for Visit : assessment
LGH Cast Tech 1; LGH. -
T2 Location Not Defined
r 1 Seen By Nurse
Note Not Started SPIEGEL, SPIKE 2
14 oot serel aps 2 Transfusion - Red Blood Cells LGH OCC MDC i~ Reason for Visit : infusion
v Task List Complete 19 Years, Male u
| 0CC MDC
Checked In
d CSTSCHTEST, DANIEL
Bountae Josh Mps LG, 13mins e Infusion - Antibiotics LGH OCC MDC 4. Reason for Visit : Callulltis / Abscess
" 0CC MDC
LGH 0CC MDC
0Cc MDC
8:30 AM CSTSCHTEST, ROSEMARY Emliy i
Douglas, Josh MD; LG, 12 Min® 21 Years, Female i Name: CSTSCHTEST, ROSEMARY © ;(2; (:E:)CCMDC o (i Ve = O s
MRN: 700007916 5
FIN : 7000000015940
DOB: 04/11/1996

“. Key Learning Points

You can navigate to your patient’s chart from ambulatory organizer
You must set resources to be able to view the appointments
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& Activity 1.4 — Overview of Calendar View

1 The Calendar View can display the schedule for a day or a week interval for multiple providers.

1. Click on the or - tab to see the different views

The date of the Calendar tab can be adjusted similar to the way the date on the Day View tab is

Day View (7) Calendar Open Items
|< December 12, 2017 = » | Patie|
4 December 2017 »
T.sun Mon Tue Wwed Thu Fri  Sat
8 26 27 28 29 30 01 0z

= 03 04 o5 06 o7 o8 09
8 10 11 12 i3 14 15 16
17 18 19 20 21 22 23

Q; 24 25 26 27 28 20 30

31 01 oz 03 04 05 06

s
B

Setting the resources for the calendar views works the same as the day view.

1. Setyou resource to: LGH EEG Tech

Hover over the coloured appointment blocks to view additional information

Ambulatory Organizer
ARARRAR [0 -G

YO

Day View Calendar Open Ttems (0)

q January 15, 2018 2 b patientsfor: LGHPFLab1 ~

Sun 1/14 Mon 1/15 Tue 1/16

glom [AmE-RTPFLAB, Tom LGH i LGH PF
PF Pulmanary Function Test

LGH PF LGH PF
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& Activity 1.5 — Overview of Open Items View

1 The Open Items view will display patients with outstanding items who have been seen in the last
seven days. Note: For training purposes you will not have any outstanding items available to
view. Please read the following information for your learning.

You will need to set your resource as you did with the Day and Calendar Views

1. Set your resource to: LGH EEG Tech

Similar to the Day View, Open Items provides specific summaries concerning the patient including
appointment details, notes, and outstanding actions.

Appointment Patient Details Notes Outstanding Actions
4 More Than 2 Days Ago (1)
06 December, 2017 CSTSCHTEST, CHARLIE B Note Not Started
: 1:00 PM 37 Years, Male Cast F{Up Reason for Visit : assessment v
4 Yesterday (3)
12 December, 2017 CSTDEMOALEXANDER, DONOTUSE Cact Now Reason for Visit : Cast Note Mot Started
9:00 AM 47 Years, Male (Chief Complaint: CAST APPLICATION FOR RIGHT ARM v
12 December, 2017 CSTDEMOCHRIS, DONOTUSE B Note Not Started
11:00 AM 57 Years, Male Cast New Reason for Visit : Cast v
12 December, 2017 CSTDEMOELAINE, DONOTDISCHARGE Cast New Reason for Visit - Cast Note Not Started
1:00 PM 57 Years, Female v

Selecting the 18 7 More Davs ton will display outstanding items for the selected providers for an

additional seven days. The date will update accordingly.

In the Outstanding Actions column, certain items concerning the status of the patient can be
viewed, including notes and task list.

You can click on any of the Outstanding Actions to navigate to that particular page where the
patient's information can be created and edited.

Key Learning Points

You must set resources to be able to view appointments and items in the Calendar and Open
Items View

12 | 40
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B PATIENT SCENARIO 2 — Multi-Patient Task List

Learning Objectives

At the end of this Scenario, you will be able to:
Set up Multi-Patient Task List (MPTL)
Review patient tasks in MPTL

SCENARIO OVERVIEW

The Multi-Patient Task List (MPTL) displays specific tasks for multiple patients.Tasks are activities
that need to be completed for the patient. Tasks are generated by certain orders or rules in the
system and show up in a list format to notify you to complete specific patient care activities. They are
meant to supplement your current paper to-do list and highlight activities that are outside of regular
care.

As a EEG Technician you will complete the following activities:
Set up your view of the Multi-Patient Task List (MPTL)
Review MPTL functionality
Review patient tasks

13 | 40
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& Activity 2.1 — Set up your view of the Multi-Patient Task List

1 Asan EEG Tech the first page you will see upon logging into the Clinical Information System (CIS)
is the Multi-Patient Task List (MPTL). Navigate back to the MPTL by clicking on the MPTL
button in the toolbar.

' &3 Multi-Patient Task List Ii_] Message Centre ¥ Ambulatory Organizer ,:t. Patient List 5 Schedule ¥% LearningLIVE

Eﬂﬂ_Exit & PM Conversation ~ - Communicate ~ 4 Add v B Scheduling Appointment Book ) Documents i Di

PowerChart Organizer for TestUser, EEGTech

Task Edit View Patient Chart Links Tasklist Options Help

i 88 Multi-Patient Task List (=) Message Centre i Ambulatory Organizer 4 Patient List ff]Schedule ¥ LearningLIVE | | @) CareConnect @) PHSA PACS @ VCH and PHC PACS @ MUSE @) FormFast WFI ||
i # Bt & PM Conversation - — Communicate ~ 4 Add ~ [ Scheduling Appaintment Baok [ Documents el Discern Reporting Portal |

| () Patient Health Education Materials (€}, Policies and Guidelines (@} UpToDate _

Multi-Patient Task List

Y QE A R|E| &

Scheduled Patient Care

Task retrieval completed

) ANl Patients Medical Record Number |Location/Room/Bed |Task Status |Scheduled Date and Time | Task Description |Order Details

[E] CSTPRODQS, ORDERSTHREE| e St CSTPRODOS, ORDERSTHREE 700001982 LGH SE / SEL /03 Pending 07-Dec-2017 09:20 PST  EEG 07-Dec-2017 09:20 PST, Routine, EEG type: Routine, Loss of Consciousness
2 Go’(29  CSTPRODOSSYSTEM, JANICE 700003800 LGH ED / ACWR Pending 07-Dec-2017 08:12PST  EEG 07-Dec-2017 08:12 PST, Urgent, EEG type: Routine, Status Epilepticus

[E] CSTPRODOSSYSTEM, JANIC|

2 The first time you log in, you will need to set up the MPTL. To do this you need to select the
appropriate Patient List and Time Frame to display. This will need to be done for each tab.

1. Right-click on Assigned Tasks in the grey information bar.
2. Select Customize Patient View.

Multi-Patient Task List
v Q6 B B|B| A
I— Customize Patient View...

Scheduled Patient Care |

Task retrieval completed

Mo Patients Found | |Name|MedicaIRemrd Mumber |Location/Room/Bed |Task Status |Schedu

Within the Task List Properties window:
1. Inthe Patient List tab, select Choose a Patient List and select Departmental View

14 | 40



CLINICAL+SYSTEMS
TRANSFORMATION TRANSFORMATIONAL

g

Ambulatory: EEG Technician o et o s o LEARNING

Af

2. Ensure View Assigned Tasks is checked as this will ensure tasks display on your MPTL.

3. Select the appropriate location using the location filter (use the + symbol to expand the
location tree until you find the desired unit). For the purpose of this activity use LGH
Electroencephalography Clinic as your location.

Note: Only choose locations for units you are working on. If you choose an entire hospital
or too many locations, the system might not be able process all the tasks in the MPTL.
Alternatively, you can set up several separate location-based lists.

4. Click the OK button.
] Task List Properties @

Location Filters

[¥] Choose a Patient List -[4][_] Location Groups

-] Al Locations

[j---lj@ BCG Bella Coola General Hospita
o [JfHp BCG Medical Imaging

]D@ EGH Evergreen House

7 C1§H8 HTH Hilltop House

]D@ LGH Breath Program

]D@ LGH Cardiac Home Care
51§ LGH Cardiclogy Lab

51§ LGH Cast Clinic

]DEE LGH Chemotherapy Clinic
jDEﬂ LGH Diabetes Education Clinic
511G Eccroenceptalogranhy Cif
]D@ LGH HOpe Centre

]D@ LGH Intensive Rehabilitation Qut

]DE@ LGH Joint Replacement Accesg
| — i | 5
[¥] View Assigned Tasks Save

| »

N YO e O e O e O e O e O O O O B B OO

[ OK ][ Cancel ]

ter selecting the appropriate Patient List you need to set up the Defined Time Frame.

To select appropriate Time Frame for your MPTL.:

PowerChart Organizer for TestUser, EEGTech [E= =R

it @ PM Co

£ 4 Patient Health Education Materials &) Policies and Guidelines ) UpToDate |,

1. Right-click the date range in the far right hand side of the grey information bar

2. Select Change Time Frame Criteria. This will open the Task List Properties
window.

Tesk  Edt Vi

3 Muti-Pat § Patient List T Schedule i LesmingLIVE _ | @) CareCannect @) PHSA PACS @JVCH and PHC PACS @) MUSE @) FormFast WL

ation -

ste + 4 Add = 8 Scheduling Appointment Book [B|Documents & Discer Reporting Portal |

Multi-Patient Task List

Scheduled Patient Care:

Task retrieval completed

Mo Patients Found Name Medical Record Mumber |Locstion/Roam/Bed | Task Status |Scheduled Date and Tine | Task Description |Order Details

9. Inthe Time Frames tab select Defined Time Frame for your shift.
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10. Select 12 Hour Day Shift.
11. Click the OK button. The Scheduled Patient Care tab within the MPTL is now set

with the correct pati

ents and their tasks.
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12. Click the Refresh button near the top right corner of the screen to update the

task list

Task List Properties

Time Frames | Patient List

Range
) Previous
@ Current

) Next

Choose one of the followingg
@) Defined Time Frame ~ (© terval () Generic Time Frame

12 Hour Day Shift 10
Hour Night Shift

& Hour Day Shift
8 Hour Evening Shift
& Hour Night Shift

16:00

29-Nov-2017 1637

25-Nov-2017 1638

o Rkl |

Key Learning Points

The MPTL is the first page you

will see upon logging in

The MPTL is a tool used to display tasks for multiple patients

You must select the correct patient list(s) and define the appropriate time frame in order to see

assigned tasks for your patients

Click refresh to ensure you can see the most current tasks
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# Activity 2.2 — Review MPTL Functionality

1 Onthe MPTL you will see the following:

1. Task list toolbar (hover over the icons to see their function)

2. Information bar with name of the patient list (far left) and the set time frame (far right)
3. Navigator window with patient names with associated tasks

4. List of patient tasks

[TB7 Powerchart Organizer for TestUses EEGTech = e

Task Edit View Dstient Chet Links TaskList Options Help
&3 Mult-Patient Task List |3 Messax

i ) Exit G PM Conversation -

¥s Ambulatory Organizer § Patient List TSchedule s LearningLVE _ § @) CoreCannect @) PHSA PACS @) VCH and PHC PACS @) MUSE @) FormFast WF1

# Add - 8 Scheduli Book (] Documents ) Discern Reporting Portal

Q) Patient Health Education Materal: &) Policies and Guidefines @ UpToDate

Multi-Patient Task List

v 08 R|H| %

Task retrieval completed
AlPatients i I d Number | LocationRoo TTe me
e rE el | GHEES endin a0 €G 3 50 BET, Routing, EEG hjpe RGUtne, [5rs of Conanuness
it SSYSTEM, JANICE 70000580 GHED / ACWR ending _07-Dec-2017 0812 PST _EEG o7 13757, Urgent. €6 frpe- Routing, Status Epiepticus
€1 CSTPRODOSSVSTEM, JARICH

S

Change the selected patient list PRODEC TEST.EEGTECH Thursiay, 07-December-2017 11:23 PST

“. Key Learning Points

Components of the MPTL include the Task list toolbar, Information bar, Task categories,
Navigator, and List of patient tasks.
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& Activity 2.3 — Review Patient Tasks

1 After setting up the MPTL you can see the patients that are under your care. Let’s locate a patient
and review one of their tasks.
1. Under the Navigator window, ensure the box is checked beside Your Patient’s name.
2. Right click on the task associated with Your Patient (i.e. EEG)
3. Select Order Info to learn more about the order.

PowerChart Organizer for TestUser, EEGTech

Task Edit View Patient Chart Links Tasklist Options Help
i & Mutti-Patient Task List =J Message Centre ¥g Ambulatory Organizer 4 Patient List ffiSchedule ¥5 LeaminglIVE |_| { @) CareConnect @ PHSA PACS @ VCH and PHC PACS @ MUSE @) FormFast WFI |_
i M Exit G PM Conversation - L3 Communicate ~ + Add ~ & Scheduling Appointment Book ] Dacuments (as Discern Reporting Portal |

{ () Patient Health Education Materials ) Policies and Guidelines £} UpToDate |_

Multi-Patient Task List

/8 El

Scheduled Patient Care

Task retrieval completed

sl Peave fiHorme——————

[EICS ERODOSIORDERSILEE E LGHED / ACWR Chart Done r_r_ 07-Dec-2017 08:12 PST, Urgent, EEG type: Routine, Status Epilepticus
CSTPRODOSSYSTEM, JANIC] Chart Done (Date/Time)..

Chart Net Done...

Quick Chart

Chart Details / Modify...

Unchart..

Reschedule This Task.
Print 3

| Order Info... |
rder Comment...

Create Admin Note...

Reference Manual..
Task Info...

Patient Snapshot...

Select Al
Deselect All

Open Patient Chart »
Sort By »

4. The Order Information window opens. You can click the different tabs to review the order
information.

5. Close the window when you finish reviewing the information.
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CSTPRODOS, ORDERSTHREE - Order Information for: Electroencephalogram o [ ]
Task View Help
H

Qriginal order entered and electronically signed by TestOS, GeneralMedicine-Physician8, MD on 07-Dec-2017 at 09:20 PST.
MNeuroDiagnostics Department

Electroencephalogram

Detalls | AdditionalInfo | History | Comments | Validstion | Resuits | ingredients | 2hermacy

Details

Requested Start Date/Time
Priority
EEG Type
Reascn For Exam
EEG Indications
Order for future visit
Stop Date/Time
Referral Received Date

PRODBC TEST.EEGTECH Thursday, 07-December-2017 13:17 PST

Key Learning Points
You can select specific patients for whom you would like to review tasks in the MPTL
Right click to see more about the order/task
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& Activity 2.4 — Completing a Task in MPTL

1 as you review patient tasks and complete orders it is important to document tasks as complete.
You completed the EEG task in your MPTL now let’'s document the task as complete.

1. Right click on the task you want to complete (i.e EEG)
2. Select Chart Done (Date/Time)

PowerChart Organizer for TestUser, EEGTech
Task Edit View Patient Chart Links Tasklist Options Help
{ &3 Multi-Patient Task List =] Message Centre E% Ambulatory Organizer 4 Patient List | Schedule E LeaminglIVE |_ } @) CareConnect ) PHSA PACS @) VCH and PHC PACS @ MUSE @) FormFast WFI |_

i # Exit & PM Conversation ~ L3 Communicate = = Add = & Scheduling Appointment Book [ Documents (s Discern Reporting Portal |_

(@} Patient Health Education Materials (£} Policies and Guidelines @} UpToDate _

d
Multi-Patient Task List

v @ HE|R| &

Scheduled Patient Care

Task retrieval completed

[ ANl Patients Name Medical Record Number |Lu(almm’Rnnma’Bad ‘Task Status |Scheduled Date and Time |Task Description | Order Details

(5 CSTPRODOS, ORDERSTHREH .M e A L L S T Ercins M VENECAM MRS | Cmmmmmn i e 201702520 B flouingA S b EaBoulinGaL s B UEOIEIOUETESE
g 6’89 CSTPRODOSSYSTEM, JANICE 700005 Chart Done ending  |07-Dec-2017 (08:12 PST U7-DEC-2017 UBTLZ PST, UTg JPE" RGUTIAE, Sats EpIEpty

[ CSTPRODOSSYSTEM, JANIC| Chart Done Date Timeal

Chart Not Done...
Quick Chart

Chart Details / Modify...
Unchart.

Reschedule This Task...
Print »

Order Info...
Order Comment...
Create Admin Note..

Reference Manual...
Task Info...
Patient Snapshot...

Select All

Deselect All
Open Patient Chart »
Sort By »

3. Review the Date/Time in the new window. (This can be adjusted as needed)
4. Click OK

EEG (Chart Done) - CSTPRODOS, ORDERSTHREE ==

el 0 /072017 :E 1350 =/ PST

Performed by: TestUser, EEGTech Q.

QK | Cancel

e

5. The task now has a Chart Done icon ¥ next to it.

%]
6. Click the Refresh button near the top right corner of the screen and the task falls off
the task list

Note: You can also complete tasks using the Single-Patient Task List (SPTL) by following the same
steps. The SPTL is accessed through the Menu when the patient’s chart is open.
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Menu

Patient Summary
Orders
Single Patient Task List
Results Review
Documentation

Histories

Allergies

Diagnoses and Problems

“. Key Learning Points

Remember to document completed orders and tasks as done. This will clear them both from your
SPTL and MPTL
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Learning Objectives

At the end of this Scenario, you will be able to:
Access a patient’s chart from Ambulatory Organizer
Review a patient’s chart

SCENARIO OVERVIEW

In this scenario, we will review how to access the patient’s chart and navigate the different parts of
the chart to learn more about the patient

As a EEG Technician you will complete the following activities:

Access a patient’s chart from Ambulatory Organizer
Review patient’s chart
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& Activity 3.1 — Review Patient’s Chart

1 From the day view of the Ambulatory Organizer, click on Your Patient's name. This will take you
directly into to his chart but you must first establish a relationship.

Assign a Relationship @

CSTPRODOSSYSTEM, JAMICE

For Patient:

Relationships:

Eua Ity F‘ !tl 1zation !e'.flew

Research

OK ] l Cancel

1. Select EEG Tech

2. Click OK

Patient’s chart will open to Patient Summary. Let’s review the key parts of this screen.

1. The Toolbar is located above the patient’s chart and it contains buttons that allow you to
access various tools within the Clinical Information System.

2. The Banner Bar displays patient demographics and important information that is visible
to anyone accessing the patient’s chart. Information displayed includes:

Name

Allergies

Age, date of birth, etc.

Encounter type and number

Code status

Weight

Process, disease and isolation alerts
Location of patient

Attending Physician

3. The Menu on the left allows access to different sections of the patient chart. This is
similar to the coloured dividers within a paper-based patient chart. Examples of sections
included are Orders, Medication Administration Record (MAR) and more.

4. The Refresh icon icon updates the patient chart with the most up to date
entries when clicked. It is important to click the Refresh icon frequently especially as
other clinicians may be accessing and documenting in the patient chart simultaneously.
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|

n_Help
ok List _1Message Centre Fs Ambulstory Organcer 4 Patient List “j5chedule f LearningLIVE _ | ) CareConnect t (O PHSA PACS @) VCH and PHC PACS @ MUSE (@) FarmFast WFL .|
T Tear OFf Bt G PM Conversation ~ —j Communic ate ~ 4 Add - B Scheduling Appointment Book [ Documents i Discern Reporting Portal _

ARIARIA A 0%

1| Discharge 22| Handaff Too 2| + Ba > &=

Summary

Selected vist

Selected vist Selected visit w

Service: Neurology 16:2 N 4 Scheduled (0)
Resusctation Status: Mo resuls found || 4 continuous (0)
Advance Directive: Mo results found D ic: <)l 4 PRM/Unscheduled Available (0)
Isoaton: Mo results found s » Adminitered (0) Last 24 hours
Activity Order: Mo results found r 1| » Discontinued (0) Last 24 hours

Diet: o results found N
Pain Score: No results found -

selected vt

Al Vists —1 A
Selected vist

Last 3 weelks for al vists w

Selected vist

safication:
Classification: All Lact 10 days for ol vists w

Ths visit (9)

Person Contacts tationshi 2
Amboltory - In Office (Meds in Offce)
Active (2) 4
No resus to display 8, You are currenty viswing a discharged patient. Any arder you place wil appy to
Resolved (o) & Show Previous Visits. this encounter.
_— .| I
PRODBC TEST.EEGTECH Thursday, 07-December-2017 1405 PST

Note: The chart does not automatically refresh! When in doubt, click Refresh

The Patient Summary will provide views of key clinical patient information.

1. There are different tabs including Summary, Assessment, Discharge, and
Handoff Tool that can be used to learn more about the patient. Click on the
different tabs to see a quick overview of the patient.

2. Each tab has different components. You can navigate through these using the
component list on the left side of each tab.
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§ 53 Mul-Patient Task List =3 Message nizer 4 Pationt List [Z5chedule § LeamingUIVE |, § @ CareConnect @ PHSAPACS @ VCH and PHC PACS @ MUSE @ FormFast WF
A et & P Con te - 4 Add + 88 Scheduling Appointment Book ] Documents i Discem Reporting Portal _
fines @) UpToDate |
DOB:5-an-1984 i Code Status: Process:
Age:23 years Enc:7000000015602 Disease:
GenderMale Dosing Wi: Isolation:
K X ¥
o] A | Decharge T andot o = = KRV
Informal Team Communication =
o
Al Team A8 Teams
Active Issues Classifcation: Medical and Patient Stated ~ | A1 Vists | &
Add This Visit «
Medications .
Home Medications
Migo Cultures .
oc Allergies (o) + Aavs | ¥
Intake znd Output ..
Orders | O allergies not recorded.
Ouygenztion and
Ventlation ...
Patholagy .. =
Reconciliation Status: Incomplete | Complete Raconciliation
Histories .
Creste Note 2 Vital Signs and Measurements selected vion JOETIRIN seleced vat | Last 12 howrs <
Interdscipinary Care Plan » o
PRODBC TEST.EEGTECH Thursday, 07-December-2017 1412 PST

“ Key Learning Points

The Toolbar is used to access various tools within the Clinical Information System
The Banner Bar displays patient demographics and important information

The Menu contains sections of the chart similar to your current paper chart

The Patient Summary provides access to key information about the patient

Click the Refresh icon to get the most updated information on the patient
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B PATIENT SCENARIO 4 - Orders

Learning Objectives
At the end of this Scenario, you will be able to:
Review the Orders Profile

Activate a Future Order

SCENARIO

When patient comes into the EEG Lab they will have future order(s) placed for tests that need to be
completed. You will need to activate these orders to be able to complete them. In this scenario we
will review orders and learn how to activate a future order.

As a EEG Technician you will complete the following activities:

Review the Orders Profile

Activate a Future Order
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& Activity 4.1 —Reviewing Orders Profile

1 The Orders page is where you will access a full list of the patient’s orders. To review orders, with
your patient’s chart open:

1. Select Orders from the Menu

Menu

Orthopedic Technician Summary
Orders & Add

Single Patient Task List

MAR

Interactive View and I&0

Results Review

Documentation

Medication Request

Histories

Allergies & Add

Diagnoses and Problems

2. On the left side of the Orders page is the navigator (View) which includes several
categories including:
e Plans
e Categories of Orders
e Medication History
¢ Reconciliation History
3. On the right side is the order profile where you can:
o Review the list of All Active Orders
Moving the mouse over order icons allows you to hover to discover additional
information.
Some examples of icons are:
¢« Order for nurse to review

[@ Additional reference text available
(5% Order part of a PowerPlan
™ Order waiting for Pharmacy verification

4. Notice the display filter default setting is set to display All Active Orders. This can be
modified to display other order statuses by clicking on the blue hyperlink.
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N aq . Reconciiaion Status
84 | 5" Document Medicaton by Hx | Recondiation | J% CheckIntersctions
+ ocument Meication by onciistion ™ | & Check Interctions © Mess History @ Admission ) Discharge

Orders | Medication Lt | Documentn Plan,

Il
T et e e 1 nacie e cive s
Grders for Signature
Blans. = &= ¥ Order Name Status Dose... |Details ¥ Step Ordering Physic La: 4
e | 2 Admit/Transfer/Discharge
r— € M 60 admittongatient Ordered 04-Dec-2017 10115 PST, Admit to GeneralInternzl Medicine, Admitting provider TestORD, .. 04-Dec-2017 1045 PST _ TestORD, GeneralMedicine-Physici_. Te
F 5 5 Stats
Loe e I e (T M EQ  CodeStus Ordered 24-Dct-2017 12:24 POT, 5-No CPR, Crtical Care, May Intubste, Perioperstive stetus: Attemp. eleam, Physician-General Medicin... el
Gl General Admission (niiated) | |, o0
BB inserPeripher IV Cetheter Ordered 24-0ct-2017 13:24 PO, Unless aleeadly i place M-0c-2017 1324 PDT  eleam Physician-Genersl Medicin., L
GYE  weam Ordered 24-0ct-2017 13:24 PDT, Stop: 24-Oct-2017 1324 PDT, On admission M-0at-2017 13:24 PDT n-Genersl Medicin... el
» B¥E Vital Signs Ordered 24-0ct-2017 1324 PDT, gh hysician- Genersl Medicin... eLi
1A ‘Admission Histery Adult Ordered 24-0ct-2017 1347 PDT, Stop: 24-Oct- 2017 1317 POT MO ITIHITODT  SYSTEM, SVSTEM Cemer B
er entered secondary to inpatient admission.
5] Braden Asessment Ordered 24-0ct-2017 1347 PDT, Stope 24-Oct- 2017 1317 POT MOt ITIHITODT  SYSTEM, SVSTEM Cemer B
Order entered secondary to inpatient admission. L
e Basic Admission Information Adul: Ordered 24-0ct-2017 1347 PO, Stog: 24-Oct- 2017 1347 POT H-0c-200T 12T PDT  SYSTEM, SYSTEM Cemer v
Order entered secondary to inpatient admission.
av Morse Fall Risk Assessment Ordered 24-0ct-2017 1317 PDT, Stop: 24-Oct-2017 1317 POT M-0ct-20IT13ITPDT  SYSTEM, SYSTEM Cemer s
Order entered secondary to inpatient admission.
—— G ED Readmission Risk Ordered 24-0ct-2017 1317 DT, Stop: 24-Oct-2017 1317 POT M-0ct-20IT 13T PDT  SYSTEM, SYSTEM Cermer s
{IDiagrostic Order placed due to patient being admitted as an inpatient in the last 30 days.
el av Infectious Disease Screening Ordered 24-0ct-2017 1327 PDT H-0ct- 071317 PDT  SYSTEM, SYSTEM Cemer £%
 Respiratary Order entered secondary to inpatient admission.
G Smoking Cessation Assessments Ordered 03-Now-2017 13:41 PDT 03-Nov-21713:41 PDT _ TestCST, CardisthoracicSurgeon-P_ Te.
1A Insert Urinary Catheter nsertFoley)  Ordered 03-Nov-2017 13:40 POT, Indwelling 03-Noy- 2017 13:20 PDT _ TestCST, CardiotheracicSurgeen-P_ Te
T
B¢E Activity as Tolerated Ordered 24-Oct-201713:24 POT el eam, Physician-General Medicin... el
N L
Medication History BME  GeneriDiet Ordered 24-0ct-2017 1324 PDT elLeam, Physician-General Medicin... el
Medication History Snagshot 1A Advance Diet a5 Tolerated Ordered 03-Nov-2017 12:41 POT, Advance dietto Reqular, Provider must order sarting diet. RN or ... TestCST, CardiothoracicSurgeen-P_ Te
Reconciliatien History £ Medications
2 ¥ 9B acetaminoghen (acetaminoghen PRN Ordered dose range: 325 to 650 mg, PO, qAh, PAN pain-mild or feves, drug form: t2b,start: 24-Oct-2., eleam, Physician-Genersl 3
sange dose) Mas 4924 hirom alls Medicinel, MD

& Activity 4.2 — Activating a Future Order

1 When patient comes into the EEG Lab they will have future order(s) placed for tests that need to be
completed. You will need to activate these orders to be able to complete them (note: for some labs
the clerk might activate these orders when the patient is checked in)

To activate an order:

1. With the patient’s chart open, click on the Orders tab in the menu

2. Check the Diagnostic Tests box (unchecked all other boxes-this will make it easier to find
the order you are looking for)

Right click on the future order you want to activate (i.e. EEG)

Select Activate from the drop down menu

CSTDEMO, TRAINING -
CSTDEMO. TRAINING Code Status:

Allergies: Nuts, Peanuts, Adhesive Bandage, penicillins, Tape
nu » [ - A
+ Add | 5* Bocument Medication by Hs | % Check Interactions

Orders | Medication List | Document i Plan

View Disghapet 48 Activn D | 4 e 5 Dy Basch

Orgers or Signite
Fiars
Document b Plan
Suggested Plens 1)
= Onders
it Trarafer Discherge

Seatus Dose Adjustment Details

[TlBleocd Products

| Respiatoey
1 Adied Heath
I Consubsafumals OrderInfoamaton.
[ ICommunication Ordes: Comments
lsupphes Resuls
[ Ihon Categorized
s Medicaton History
Medicstion Htory Soagshat
Al Ty Advanced Flters..

Customize View.
| Disable Order Information Hypesfink

Relitnd Resuts |. .

5. Note the order status changes to Activate
6. Click Orders for Signature
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‘ ‘&l |\7 |OrdErNama Status Dose Adjustment Details
4 Diagnostic Tests —_—
«+ [ Electroencephalogram Activate 13-Dec-2017 10:58 PST, Routine, EEG type: Routine, Seizures, LGH EEG
—

= Details fr Electroencephalogram

Details]ff,' Order Comments |

=% (Y
Requested Start Date/Time: = |z| 1058 = PSQ Priarity: |Routma | v |
EEG Type: ‘Routme ‘ A4 ‘ EEG Indications: |Salzures | v |

Qrder for future visit: m Special Instructions:

Scheduling Locations: ‘LGH EEG ‘ A ‘

Orders For Cosignature

7. Click Sign

8. The order status will change to Ordered and the task will show up in your MPTL

“ Key Learnings Points

Future orders need to be activated to be completed
Once activated the order will show up as a task in the MPTL
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Learning Objectives

At the end of this Scenario, you will be able to:
Recall the functions of Message Centre

Send a message
Reply to a message
Forward a message
Delete a message
Set-up a proxy inbox

SCENARIO OVERVIEW

Message Centre is an internal messaging component within the Clinical Information System (CIS) that
is used in the outpatient clinical spaces. It is used to address patient related documents, results and
messages that are sent from the lab system, forwarded results from other clinicians or general
messages. Message Centre will be utilized between Outpatient providers, clinical nursing, clinic
clerical and Allied Health. NOTE: The Message Centre is a part of the legal medical record and
communication should pertain to patient chart.

As an EEG Technician you will complete the following activities:
Review the functions of Message Centre

Send a message
Reply to a message
Forward a message
Delete a message

Set-up a proxy inbox
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# Activity 5.1 — Message Centre Overview

1

via the proxy function.

TRANSFORMATIONAL
LEARNING

Message Centre allows you to communicate with other health care professionals, forward
information and results and also allows you to receive colleague’s messages when they are away

Message Centre can be accessed from any screen within PowerChart by selecting the

=1Message Centre b 11101 in the toolbar.

The screenshot below shows the basic layout of Inbox Summary.

PowerChart Crganizer for TestAME, GeneralMeqg
Task Edit View Patient Chart Links N

! =1 Message Centre BZ Patient Overview |5

: %, Propo:1 Abnor:1 Critiz1 _ | Exit

Message Centre

Inbox Summary a
P oy
2 3

Display: Last 90 Days - [

+| Priority Items (2)
+/ Inbox Items (56)
+ Work Items (3)

+ Motifications

Inbox Summary

The Inbox Summary provides you
with a quick view of all of the items in
your Inbox.

The Inbox Summary consists of 3
separate tabs:

1. Inbox
2. Proxies
3. Pools

What do these tabs mean?

Inbox: Your own Inbox

Proxies: Inboxes for which you
have proxy rights

Pools: Pool Inboxes
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The screenshot below shows the basic layout of your own Inbox

Inbox Summary

Inbox [|Proxies

Display: Last 90 Days

~ [

Results
Documents

General Messages (1/1)

= Work Items (0)

Saved Documents
Reminders

Deficient Documents

=l MNotifications
Sent lterns
Trash
Motify Receipts

TRANSFORMATIONAL
LEARNING

The Inbox tab contains items that the
clinician can complete within Message
Centre.

Some examples of items within the inbox
tab include (these vary based on
profession):

¢ Results (outpatient only)
e Documents for review
e Messages pertaining to patients

The Work Items section includes (these
vary based on profession):

e Saved documents- documents that
have not been signed during the
documentation process, you can
access them here and sign them

¢ Reminders-If you send a message
with a reminder, it will be saved
here for access later.

¢ Deficient Documents-Health Records
will send you a deficient documents
notification if a required document has
not been created on your patient's
chart.

2 The Inbox tab allows you to access any message in the Inbox. Inbox notifications are divided into
categories, folders and sub-folders; the number displayed next to the category name, indicates

the number unread.
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Complete the following steps to access results, documents, messages and other notifications:
1. Click to select the corresponding tab you would like to work (i.e Inbox tab as shown below)
2. Click display drop down to change the date range
3. Click plus sign (+) next to the category to expand it
4. Click minus sign (-) next to the category to collapse it.
5. Double-click any item or select it and click 0PN 15 view.

Message Centre §

Messages %

yCommunicate | [ Open | % Reply “¥Reply All -3 Forward #qDelete 3 Message Journal | [y Select Patient | ¥ Select All (4 Patient Match

T Priority Patient Name From Subject Due Date Create Da.. © To Status Assigned Update Date
Display: |Last 90 Days - 2
‘General-Allied... TestUser, Occ.. FW: General M... 2018-Jan-300.. TestUser, Orth.. Pending 2018-Jan-30 0...

= Inbox Items (1)

Results
Documents
Messages (1/1)

lork Items (0}
Saved Documents
Reminders

Deficient Documents

- MNotificati
Sent ltems
Trash
Notify Receipts
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Creating a Message

1 Complete the following steps to create a new message:
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! TRANSFORMATIONAL
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1. From the toolbar, click the Communicate =I drop down menu and select Message

Message Centre

Inbox Summary

Display: Last 60 Days

=/ Inbox Items (2)
= Results (0/1)

=/ Documents (2/4)
Sign (1/2)
Review (1/2)

Abnormal X

_jCommunicate = 05 Ppen 38 Message Journal D:FCI".

@ Message Abnormal
- = .

= Reminder SINCER Critical: 0 H

(& Consult

ER
2. From the Patient box, enter the patient's name and click search. For this activity use

Your Patient.

Patient: | |

@

click OK.

From the Patient Search window, select the patient and select today’s encounter and

Note: If the message is not related to an existing encounter, you will need to create a new
phone message encounter. To create a new phone message encounter refer to the Quick
Reference Guide: PM Conversation-Phone Message Encounter

{4 Patient Search
BCPHIL
RN
Last Mo
secitonn
st Hame
008
Gerder
Pestal/Zip Code:

Ary Phone Huanbe:

Encourte: %

VIP Decsassd Aiets BCPHN  MAN Hame: OB Ags  Gende Addies Addes (2 Ciy PostaliZip Code Home Phone

Ll L | L s6irsseos | rO0004576 | SCOTTLEARN, MART | 1915 Mar 07 | 72 Years | Penale | 123 HEATHER ST L [VANCOVUER [visns | (604631165

Facily Encounisi B Vi EncTyps  MedSenvice Uri/Ciric. floom Bed EdtéuvalDss  FegDate Disch Dske Ansnding Provides

Historical MAH

SLGHOCTMOC 7I000I00NTS  TOOOO0CNEN2 P Outpirt et L6H DCC HOE 7431 800
S LGH OCCMDC 7000000008178 7OOCO0CODEZ1A  Fre Ouipaient  Infection LGH DCC MOC 207-Aug 02 330
S LGHOCTMOC 700000000N 7S TOCOO0CO0ENT P Outpaiert | LGH DCC MO 7281000
LGHOCCMOC 7000000008175 TODOOO0DIER1S e Outliert | LGH DCE MO W7 a003 110
LGH OCCMDC 7000000008177 700000000E213  Pre-Oumpatient | LGH OCC MDC 2017 &9 01 300
LGH OCCMODC 7000000006173 7000000006203 Duipatiert Irfection: Diseates LGH OCC MDC AT B0 201727 1104 2017Juk2T 2350
LGH Licnis Giate 7000000007373 7000000007413 Inpatient Gerveal Intenal Medicire  LGH 2w » e 2NTII0 1539 20170ubk24 14.08  Cove Provider, Adwit [reemal Test, MD

o JI

Caesl |

| | AddEncounter

4. The patient's

name is automatically entered in the Caller box.
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© NewMersge ==
Task Edit
1 High t Notify i Message Journal §+ Portal Options ﬂ\_aunch Orders
Patient: | |2 ICanan\ | callers: | \l

A

To: ‘ ‘ [T Include me
O ‘ | Provider: | To consumer Disable further replies
Subject: M Saveto Chart  As: |Phone Message/Call

5. From the ‘To’ and ‘CC’ boxes, enter the first few letters of the recipient's last name

BE
click search or press ENTER. For this activity ask your class instructor who to send the
message to.

Task Edit
¥ High t Notify 38 Message Journal S+ Portal Options \jLaunch Ord
Patient: | |8 caller | Caller # |
Tor | [test | |[#8] Cnclude me
TestAMB, ClerkAd d-Scheduling2
e I:T:;LAMB' (\Z:Md:::z:d-szh:d:\::gi [i] Provider: | To consumer Disable further replies
| Test&MB, Nurse-Ambulatory3
Subject - Saveto Chart As: |Phone Message/Call
Attachm
Browse Documents | | Other Attachments
6. Inthe provider box, Search for the Attending Provider
Provider: [P

- Saveto Chart As: | Phene Message/Call

7. Click save to chart and select General Message from the drop down menu

|[¥] Save to Chart|

Pharmacy Communication
Phone Message/Call

8. From the message box compose the message.

lessage

il -0 - @ RE Ja@e BUZS E=EE &Y

General Message:

Actions

[ Patien Needs Appointment Remindon: [ |[L <] [ =
[ Needs Lab Before Refil

[]Please Call Patient with Results Dueon: D S e %E M
[T Message Left for Patient to Return Call

[ Agree with Message

= SceoteInChor

9. Select any additional Actions (as appropriate)
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Actions

[]Patient Needs Appointment
[[|Meeds Lab Before Refill

[T]Please Call Patient with Results
[T]Message Left for Patient to Return Call
[] Agree with Message

[]5See Mote In Chart

10. To set a reminder to follow up on a message, enter the appropriate time parameters
in the remind on field. Reminders help ensure that patient care activities for a
specified patient are carried out at a later time.

=]

]

Remind on: |_” v] i

Due on: I_” v] =
11. Click to complete the message

Note: you can also create a message by clicking the communicate button in the toolbar and
following the steps above.

||

4

1|k
L

4

: 83 Multi-Patient Task List (=] Message Centre % CareCompass % Clinical Leader Organizer E5 Ambulatory Organizer 4 Patient List ] 5

=%

ﬂﬂ,Exit iﬁAdHoc I Medication Administration & PM Conversation t _'.E'C'orhmu'nicat'e v |4 Add v B Scheduling Appointment Book

& Activity 5.3 — Replying to a Message

1 Complete the following steps to reply to a message:

1. Open and read any message in the inbox.
2. Click either Reply (one recipient) or Reply All (all recipients)

General Messages | General Messages: X|

CiuReply HReply All |3 Forward #5Delete (5 Print 4 & (ByMark Unread Inbox View Summary Vie

From:  Test, Amb Ambulatory - Mursel
Sentt  2017-Jun-21 15:36:38 PDT
Subject: Pharmacy Communication

To Test Amb Ambulatory - Mursel; LGH Breath Prgm Provider Pool
Co

3. Compose your message. Choose a typical message you may write to a colleague.
4. Click Send
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& Activity 5.4 — Forwarding a Message

Complete the following steps to forward a message:

Open a message in the inbox

Click Forward

Click the search button next to the ‘To’ box.

Select a recipient, for this activity, ask your class instructor who to forward the message to
and click OK.

PwW DR

General Messages X| General Messages: X

CiyReply EReply All |23 Forward [$qDelete <5 Print 4 & (@yMark Unread  Inbox View Summary Vie

From:  Test, Amb Ambulatory - Nursel

Sent:  2017-Jun-2115:36:38 PDT

Subject: Pharmacy Coemmunication

To: Test, Amb Ambulatory - Mursel: LGH Breath Prgm Provider Pool
Ce

5. Compose the message. Choose a typical message that you would send to a colleague.
6. Save a copy of the message to the patient's chart. Click Save to Chart
7. Click Send.

Note: You can also forward a message directly from the list of messages displayed in the Inbox
workspace without opening it by selecting the message in the notification list and clicking forward.
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& Activity 5.5 — Deleting a Message

L Messages can be deleted in one of two ways:
1. Select a message you want to delete from the message list in the Message Centre and click

Delete £

Message Centre

Inbox Summary General Messages x| General Messages: X‘

Inbox | Provies | Pools | CiuReply & Reply All 3 Forward| %qDelete [ Print B (iyMark Unread  Inbos View Summary Vie Launch Orders

2. With the message open, click Delete £,

General Messages: X
ie Launch Orders

CiuReply 3 Reply All 5 Forward| #4Delete| 5 Print 4 & %Mark Unread Inbox View Summary View

Key Learning Points
You can create, reply to, forward and delete messages in Message Centre

Messages sent in Message Centre are part of the legal medical record and communication
should pertain to the patient chart
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# Activity 5.6 — Creating and Removing a Proxy Inbox
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need to grant proxy rights for a colleague to view your inbox.

Creating a Proxy Inbox:

1. Click the Proxies tab and click the Manage button

Praoey:

Display:

: Inbox Summary

2. When the window opens click the ’

Add ] button

! TRANSFORMATIONAL

LEARNING

Proxy inboxes can be used to view messages in a colleague’s inbox when they are away. You

3. Search for the user you want to assign as a proxy ( ask your class instructor)

4. Select the items you want to grant proxy rights to view or select the | GrantAll->>
button
5. Select a begin date and end date
. Accept & Mext
6. Click E ]
= iu _
i;?;r\l:jnu =[] oo
29-Dec-2017 :E 0938 I
—
. Accept 8 Next
7. Click OK

Removing a Proxy Inbox:

1. Click the Proxies tab and click the Manage button

2. When the window opens select the user you want to remove and click the

button
3. Click OK

Remove
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Key Learning Points
Proxy inboxes can be created so colleagues can view your messages while you are away

% End Book

You are ready for your Key Learning Review. Please contact your instructor for your Key
Learning Review.
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