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% SELF-GUIDED PRACTICE WORKBOOK
Duration 60 minutes
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 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.
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— . . .
m 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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®m 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 Items View in Ambulatory Organizer

SCENARIO OVERVIEW

The Ambulatory Organizer provides a comprehensive display of scheduled appointments. It provides a
shapshot 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 would like to see a list of the day’s patients. To start, log into the
Clinical Information System (CIS) with the username and password provided.

As an Allied Health Professional 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
“= Ambulstory Organizer ) o1 in the toolbar.

[E=3ER
avigation  Help
£ Home _1Message C jent List &3 Mult-Patient Task List Pesioperative Tracking F§ Dynamic Worklist § LesrningLVE _ | @) CareCannect €)PHSAPACS @ VCH and PHC PACS @MUSE @) FermFast Wl |
¢ off Esit FfjAcHoc WMIMedication Administrstion g PM Conversation = i Communicate + 5 Medical Record Request = Add « ] Documents # Scheduling Appaintment Book ek Discer Reporting Portal @ Patient Information Request
) Patient Health Education Materias. ) Policies and Guidelines (@) UpToDate |

Ambulatory Organizer

HRARIAS - O0d
[Ambulatory Organizer |
| ———

Day View

Open Ttems

Ll December 18,2017 Z1 ¥ patients for: Mo Resource Selected ~

& Activity 1.2 — Setting Resource Lists

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:

Ll

ML L X
: Ambulatory Organizer =-

Display: Last90 Days = o
- Inbox Items (5] Day View Calendar Open Items (0]

Results

‘ ember 13, 20

JS— December 13, 2017
= Messages (578)

Genenal Messages 578)

3 ¥ patients for: Mo Resource Selected =

= Work ltems (0)
Saved Documents
Reminders

- Motifications
Sent lems
Trash
Motify Receipts [1/1)

Mo Patients Found

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

. b Patients for: Mo Resource Selected ~
1. Select the drop down beside

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

Scroll through the list and select the name from the “Add Other” section (for the purpose of this
activity set your resource to: LGH Rehab Resource Group)

4. Select to display the schedule.
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P Patients for:|No Resource Selected ~ 1

2 LGH

Add O |';'|
] LGH Anesthesiologists Resource Group

LGH BD Em 1
LGH Breath Prog Provider 1
LGH Breath Prog Provider 2
LGH Breath Prog Provider 3
LGH Breath Prog Resource Group
g LGH Card Resource Group
LGH Card Tech 1
LGH Card Tech 2
LGH Card Tech 3 i

4 | Apply || Cancel

oo

Key Learning Points
When you first login you must set resources to be able to view the calendar
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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 Open Items |
4 December 12, 2017 E » | Patie
4 December 2017 | 4

Tisun Mon Tue Wed Thu Fri  Sat
gi 26 27 28 20 30 01 02

L

02 04 05 06 07 08 09
€ 10 11 13 14 15 16
E

17 18 19 20 21 22 23
gi 24 25 26 27 28 29 30
E

31 4 06
:
E

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

09:20 AM

Confortin, Mary PT

Duration

1 min

2 hrs 40 mins

| Patient

| Details

CSTSNDEMOMINOR, ONE
43 Years, Female

CSTSCHEMPI, PAUL-JOSEPH
67 Years, Male

Biopsy Skin Torso

Inpatient

Skabus (as of 1:10) Hotes ‘

Checked In
LGH Lions Gate
LGH MTR | LGHOR MTRA

Confirmed

LGH RAN {4 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.

| Orange indicates a seen by physician, mid-level provider, resident, or custom status

o 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

£:30 AM CSTSCHTEST, ROSEMARY Seen by Provider

Douglas, Josh MD; LG... > ™" 21 Years, Female i Name: CSTSCHTEST, ROSEMARY | 'c‘)i'é ztl::innc L e @ s
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

8:00 AM 3 hrs 15 mins . Confirmed

LGH JRAC/RASC RN 1;... Appointment History View D LGH JRAC
Ambulatory Nurse Summary

8:30 AM CSTSCHTEST, ROSEM

Douglas, Josh MD; LG 1> ™NS 21 Years, Female Orders GHOCE HD S o Bl
Single Patient Task List 0 D

MAR

MAR Summary
Interactive View and I&Q
Results Review
Documentation

n

Medication Request
Histories

Diagnoses and Problems
Allergies

9|24
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4 Once the patient has been checked in, exam room locations can be selected in the Status

Checked In
B CSTSCHTEST, DANIEL
T Jogh s LG, 15 mins v Infusion - Antibiotics LGH OCC MDC [ Reason for Visit : Celulitis / Abscess
0CCMDC

c

LGH OCC MDC

0OCC MDC

a -

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

Resnurre Groun . W | GH MDC Resource Grougn =

Comments
t=il| Add Mew Comment Il wotes <
A @

(0 / 255)
fu | Save || Cancel | i 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.

| .
ARNIARIRE[00% Q04
Ambulatory Organizer y, =
Day View (3) Calendar Open Items (8)
4 December 6, 2017 &1 ¥ | Patients for: Wil LGH Cast Resource Group ; i} LGH JRAC Resource Group ; fil? LGH MDC Resource Group ~
Time 3 Duration 4 Patient 5 Details 6 Status (as of 7:25) 7 Notss 8 <
9:15 AM CSTPRODBCSN, MEREDITH ,
Baggoo, Alan MD 45 mins 37 Years, Female Tonsillectomy LGH Lions Gate 4
! ‘ LGH Main OR | LGHOR WHS
Post-Op
11:00 AM CSTPRODBCSN, ANESTHESIA i
| Baggos, Alan MD 25 mins 47 Years, Female Arthrodesis Knee LGH Lions Gate
' . LGH Main OR | LGHOR GRV
12:45 PM : Confirmed =
LGH JRAC/RASC RN 1;. 2 hrs 15 mins JRAC Rehab Class Group LGH JRAC i
3:00 PM CSTSCHTEST, CHARLIE Checked In
. 15 mins ‘ Cast FfUp LGH Cast Clinic {4 Reason for Visit : assessment
LGH Cast Tech 1; LGH_. A
e e Location Not Defined
r ) Seen By Nurse
Note Not Started SPIEGEL, SPIKE 3
T |as 2 Transfusion - Red Blood Cells LGH OCC MDC {4 Reason for Visit : infusion
+ Task List C te 19 Years, Male
| 0CC MDC
Checked In
R CSTSCHTEST, DANIEL T e
e Josh Dy LG, 15 mins T Infusion - Antibiotics LGH OCC MDC 4 Reason for Visit : Celluliis / Abscess
. 0CC MDC
LGH 0CC MDC
ocCc MpC
8:30 AM CSTSCHTEST, ROSEMARY ST
! Douglas, Josh pp; L. 15 M 21 Years, Female Name: CSTSCHTEST, ROSEMARY ] ;Gc'::?dlcfc”uc e B QR s

MRN: 700007916 5
FIN: 7000000015940
DOB: 04/11/1996
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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

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 adjusted.

Day View (7) Calendar Open Items |
4 December 12, 2017 2 » | Ppatie
4 December 2017 »
T:Sun Mon Tue Wed Thu Fri Sat
gi 26 27 28 20 30 01 02

i

03 06 a7 08 09

04 05

8: 10 1113 14 15 16
E

17 18 19 20 21 22 23

24 23 26 27 28 29 30

m w0

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

1. Set you resource to: LGH Rehab Resource Group

You can hover over the coloured appointment blocks to view additional information

HABIARIRA00% -O0&

Ambulatory Organizer

Day View Calendar Open Ttems (0)

1 January 15, 2018 B8 »  patientsfor: LGHPFLab 1 ~

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

gl [Amb-RTPFLAB, Tom = Lok PF
PF: Puimonary Fun

ction Test [}x

1pm LoH BF LaH FF
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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 Rehab Resource Group

Similar to the Day View, Open ltems 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)

Cast FUp Reason for Visit : assessment

e L December, 2017 CSTSCHTEST, CHARLIE Note Mot Started
3:00 PM 27 Years, Male v

4 Yesterday (3)

4 12 December, 2017 CSTDEMOALEXANDER, DONOTUSE Cast New Reason for Visit : Cast Note Not Started
g 9:00 AM 47 Years, Male Chief Complaint: CAST APPLICATION FOR RIGHT ARM v

1| 12 December, 2017 CSTDEMOCHRIS, DONOTUSE Cast New Resson for Visit : Cast Note Not Started
11:00 AM 57 Years, Male ! v

. Note Not Started

112 December, 2017 CSTDEMOELAINE, DONOTDISCHARGE Cast New Reason for Vist : Cast

1:00 PM 57 Years, Female v

Selecting the 8% 7 More Davs o 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.
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B PATIENT SCENARIO 2 — Message Centre

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 Allied Health Professional 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

14 | 24
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& Activity 2.1 — Message Centre Overview

1 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 via the proxy function.

Message Centre can be accessed from any screen within PowerChart by selecting the =1 Message Centre

button in the toolbar.

The screenshot below shows the basic layout of Inbox Summary.

PowerChart Organizer for TestAME, GeneralMec | |nphox Summary

Task Edit View Patient Chart Links N | The Inbox Summary provides you with a
; R = quick view of all of the items in your

i |=1 Message Centre Ef Patient Overview | ES ‘| Inbox.

: %, Propo:l Abnor:1 Critiz1 _ il Exit g _
The Inbox Summary consists of 3
separate tabs:

Message Centre

1. Inbox
Inbex Summary 2. Proxies
3. Pools

e e oo

Display: Last 90 Days v [

What do these tabs mean?

Inbox: Your own Inbox
+ Priority [tems (2)
Proxies: Inboxes for which you have

+ Inbox Items (56) proxy rights

+ Work Items (3)
ork Items Pools: Pool Inboxes

+ Notifications
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The screenshot below shows the basic layout of your own Inbox

Inbox Summary

Inbox [ Proxies

Display: Last90 Days

=

Rezults
Documents

General Messages (1/1)

= Work Items (0}

Saved Documents
Reminders

Deficient Documents

=l Notifications
Sent Itermns
Trazh
Motify Receipts

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.

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

TRANSFORMATIONAL
LEARNING

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 (Z0pen 46 view.

Messages X
4Communicate | (5 Open | “aReply S§Reply All % Forward ¥Delete if MessageJournal | [y Select Patient | ¥ Select All b, Patient Match

] Priority PatientName  From Subject Due Date CreateDa.. © To Status Assigned Update Date
Display: |Last 90 Days -~
General-Allied... TestUser, Occ.. FW:General M... 2018-Jan-30 0... TestUser, Orth.. Pending 2018-Jan-30 0...

= Inbox Items (1)

Results

Documents
Messages (1/1}

lork Items (0)

Saved Documents
Reminders

Deficient Documents

= Notificati
Sent Items
Trash
Notify Receipts

17 | 24
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& Activity 2.2 — Creating a Message

1 Complete the following steps to create a new message:

1. From the toolbar, click the Communicate = drop down menu and select Message

Message Centre

Inbox Summary Abnormal X

—qCommunicate ~| [

pen 3l Message Journal [ Foru

Displ Last 60 D ® Message Abnormal
o ek N @ Reminder SINCJER Critical 0 H
=/ Inbox Items (2) €8 Consult

= Results (0/1)

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

‘ CLINICAL+SYSTEMS
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-
2. From the Patient box, enter the patient's name and click search. For this activity use Your

Patient.

Patient: | |

[

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

click OK.

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

BCPHN VIP Decemsd Akn: BCPHN  MAN Hama
MR
Last Mame
mmmmm
Fist Name:
00g:
[
PostalZip Code
ary Phore Nurmbes
Faciiy Encounle § Wisit 8 Ene Typs
Ercaurber ) LGH OCCMDC 7000000008176 F00DONO0E2 PusDupsiens
) LGH OCCMDC 7000000008178 7000000008214 Pre-Dudpatisnt
Vit i S LGH OCCMDE 7000000008175 7000000006211 Pre-Ouipaient
LGH OCCMDC 7000000008173 700000006215 Pre Dufpatiert
TR LGH OCCMDC 7000000003177 7000000006213 Pre-Outpatiert
Ll LGHOCCMDC 7000000003173 TO0O00OE03  Outpsiert
LGH Lions Gate 7000000007373 70000DEOOT413  Inpatient
Seach Beset

Message Encounter.

DOB Ags  Gends Addes

Med Service UriCre  Foom Bed EsténnalDae
Indaciious Diseases LGH DOC MDE 207Juk¥1 8O0
Irfectious Dizeas LGH DCC MDE M7 4ug02830
|m tious Diseszes LGH DCC MDE 2017.ut2810:00

LGH DCC MO 200740303110
mc jous Diseanes LGH DCC MDE 200740901 300
Irfectious Disezses LGH DCC MDEC 27uk27 8O0
Geravalinemal Mediing  LGH 3w E= 1

Address (21 Ciy
Rd L || s6767s6s | F00004576 | SOOI LLEARH, MAR™ | 1946 Mar O7 | 72 Voars | Femalo | 1234 HEATHER ST L [wahcovuer [vkstis T 6i

oo [ coneal Ereview,

Po‘dm’cm Hame Phone  Histarical MAN

Feg Date. Disch Dt Altendng Provides

017V 1104 201700k27 2359
01TNUH01539 2077:00k24 1408 Core Providen, At Irnemnal Test, MD.

| | AddEncountr

4. The patient's name is automatically entered in the Caller box.
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Task  Edit

1 High t Notify 1 Message Journal 5 Portal Options aLaunch Orders

Patient: | | [Ca\len | ‘ Caller # | ||
|

To: | | [TlInclude me

CC: | ‘ Provider: ‘ To consumer Disable further replies

Subject: - 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 {_ Notify 38 Message Journal £ Portal Options ﬂLaunch Orders

Patient: ‘ ‘ Caller: | Caller ‘
To: ‘te;ﬂ I ‘ [ Include me
TestAMB, ClerkAdvanced-Scheduling2 —
CC: [Ta;tAMB Clermdvanced—ﬁchedulingg @ Provider: ‘ To consumer Disable further replies
—|TestAMB, Murse-Ambulatory3
Subject - Saveto Chart As: | Phone Message/Call
Attachmi
Browse Documents | | Other Attachments

6. Inthe provider box, Search for the Attending Provider

Provider: | |

- Saveto Chart  As: |Phone Message/Call

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

| [V] Save to Chart|

Pharmacy Communication
Phone Message/Call

8. From the message box compose the message.

Message

vl T - @A) JuB% BU/S BEZ= &6 e

General Message:

i

Actions

[[]Patient Needs Appointment Remindon [ | S === B B8
[ Needs Lab Before Refill

[T]Please Call Patient with Results Due on: |:| S = % =
[ |Message Left for Patient to Retum Call

[ JAgree with Messoge

[T]5ee NoteIn Chart Send Cancel
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9. Select any additional Actions (as appropriate)

Actions

[T]Patient Meeds Appointment

[T Meeds Lab Before Refill

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

[]5ee 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: DS i = EI
oo ] ) 7~ 2

Send
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.

: 83 Multi-Patient Task List = Message Centre g CareCompass &5 Clinical Leader Organizer 5 Ambulatory Organizer r;g Patient List ;@S(

'_’fﬂ_Exit %AdHoc I Medication Administration & PM Conversation l —3 Communicate ~ l+ Add ~ B Scheduling Appointment Book

»

4

*

4

& Activity 2.3 — 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|

CiReply =3 Reply All |5 Forward %5 Delete ¢S Print 44 & (yMark Unread Inbox View Summary Vie
From:  Test, Amb Ambulatery - Nursel
Sentt  2017-Jun-21 15:35:38 PDT

Subject: Pharmacy Communication

To Test, Amb Ambulatoery - Mursel; LGH Breath Prgm Provider Poal
Cc

3. Compose your message. Choose a typical message you may write to a colleague.

4. Click Send
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& Activity 2.4 — Forwarding a Message

1 Complete the following steps to forward a message:

Open a message in the inbox
Click Forward

EE
Click the search button next to the “To’ box.

Pw dME

click OK.

[ ]

TRANSFORMATIONAL
LEARNING

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

General Messages )(| General Messages: X

CiReply ZReply All |- Forward [£qDelete ¢ Print 4+ % %Mark Unread Inbox Vie

From:  Test, Amb Ambulatory - Nursel

Sent: 2017-Jun-21 15:36:38 PDT

Subject: Pharmacy Communication

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

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 natification list and clicking forward.
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& Activity 2.5 — Deleting a Message

1 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 s

Message Centre

Lol General Messages | General Messages: X|

be
Inbox m iuReply ~iReply All £ Forward| %4 Delete [ Print 4 % %MarkUnraad Inbox View Summary Vie Launch Orders

2. With the message open, click Delete 51 .

Messages | General Messages: X

CiaReply “#Reply All =3 Forward| £ Delete| 5 Print 4 & %MarkUnread Inbox View Summary View Launch Orders

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 2.6 — Creating and Removing a Proxy Inbox

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

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

¢ Inbox Summary

Add

2. When the window opens click the ’ ] button
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

# New Given Proxy

User Available Items

ﬂﬂm“

Granted Items

Begin Date

| 29-Nov-2017 2|[7] ooz =
end Date

29-Dec-2017 2] o +

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 Remove
button
3. Click OK
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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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