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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 break at
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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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 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 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 Orthopedic 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
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The Ambulatory Organizer is the landing page (split screen with Message Centre) for the
Orthopedic Technician

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

EZ Ambulatory Organizer

button in the toolbar.

Q) Patient Health Education M

on  Help

s @ Policies and Guidelines @ UpToDate |

&2 Multi-Patient Tesk List Perioperstive Tracking [ Dynamic Werkiit g LearningLVE | _ | @) CareCannect €}PHSAPACS @QVCH and PHC PACS @) MUSE @) FormFast Wil |_
~ fCommunicate + 1) Medical Record Request # Add + 8| Documents & Scheduling A Book e Discern Reporti & Patis R

[E=SF=E ==}

Ambulatory Organizer

Day View

4 December 18, 2017

I »  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:

‘ Display: Last 90 Days

=/ Inbax Items (5)
| Results
Decuments
[ |7 Messges 5m1
General Messages (5/8)
= Wark Items (0)
| Saved Documents
Reminders

= Notifications
Sent lems

Tezsh
Notify Receipts (1/1)

¥
Inbox | Prosies | Poos L) A & | 100%

Ambulatory Organizer

-

I b patients for: No Resource Selected ~

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

1. Select the drop down beside

Patients for: Mo Resource Selected ~

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 Cast Tech 1)

4. Select to display the schedule.

6|35



‘ CLINICAL+SYSTEMS ’

TRANSFORMATION TRANSFORMATIONAL

Ambulatory: Orthopedic Technician o et o s o LEARNING

P Patients for:| No Resource Selected - 1

2 LGH|

Add Othgr... =
L] LGH Anesthesiologists Resource Group

LGH BD Rm 1
LGH Breath Prog Provider 1
LGH Breath Prog Provider 2
LGH Breath Prog Provider 3
LGH Breath Prog Resource Group
2 LGH Card Resource Group
LGH Card Tech 1
LGH Card Tech 2
LGH Card Tech 3 &

4 | Apply || Cancel

Ooooodoon

Key Learning Points

When you first login you must set resources to be able to view the calendar
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3 Activity 1.3 — Overview of Day View
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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 2 » | Pate
4 December 2017 »

TiSun Mon Tue Wed Thu Fri Sat
8 25 27 28 29 30 01 02

L

03 04 05 06 07 08 09
8! 1w 11 13 14 15 16
E

17 18 19 20 21 22 23
9 24 25 26 27 28 29 30

31

:
E

Close

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-JOSEPH

67 Years, Male

Biopsy Skin Torso

Inpatient

Status (as of 1:10) Hotes <

Checked In
LGH Lions Gate
LGH MTR | LGHOR MTRA

Confirmed

LEmET |4 Reason for Visit : Inpatient coming for 2n appoitnemnt

Appointments are colour coded based on the following (for the purpose of training all patients are

colour coded the same):

Color
Status

Definition

Light blue indicates a confirmed appointment.
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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

8:30 AM CSTSCHTEST, ROSEMARY Seen by Provider
v 15 mins S —— LGH OCC MDC {4 Reason for Visit : Cellulitis / Abscess
Douglas, Josh MD; LG 21 Years, Female Name: CSTSCHTEST, ROSEMARY 00C MDE /

MRN : 700007916 5
FIN: 7000000015840
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 Appointme & | = Confirmed
LGH JRAC/RASC RN 1; Appointment History View P LGH JRAC

Ambulatory Nurse Summary
8:30 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 [&0
Results Review
Documentation

m

Medication Request
Histories
Diagnoses and Problems

Allergies

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

Checked In
e Jogh D LG, 15 mins oy Infusion - Antibiotics LGH OCC MDC 4 Reason for visit : Cellulitis / Abscess
0CC MDC
LGH 0CC MDC
0CC MDC
-
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Comments can be added by any user in Ambulatory Organizer by selecting the icon in the Notes

Resource Groun @ W | GH MDC Resource Groun =

column.
Comments
4zil| Add New Comment
Al
(0 / 255)
fur

5]

%5
(=7}

‘| Cancel |

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.

lamiapas e -o0d

Ambulatory Organizer

Baggoo, Alan MD

12:45 PM

LGH JRAC/RASC RN 1;. 2 s 13 mins

3:00 PM

LGH Cast Tech 1; LGH.. 12 Mins

Note Not Started

47 Years, Female

JRAC Rehab Class Group

CSTSCHTEST, CHARLIE

27 Years, Male iy

SPIEGEL, SPTKE

19 Years, Male Transfusion - Red Blood Cells

CSTSCHTEST, DANIEL

38 Years, Male Infusion - Antibiotics

Day View (3) Calendar Open Ttems (8)
4 December 6, 2017 3] ¥ | Ppatients for: §ilt LGH Cast Resource Group ; il LGH JRAC Resource Group ; ii? LGH MDC Resource Group
Time 3 Duration 4 Patient 5 Details 6 Status (as of 7:25) 7 Notes 8 <
9:15 AM CSTPRODBCSN, MEREDITH - .
Baggoo, Alan MD 45 mins 37 Years, Female Tonsillectomy LGH Lions Gate
! g LGH Main OR | LGHOR WHS
. Post-Op
11:00 AM 25 mins CSTPRODBCSN, ANESTHESIA Arthrodesis Knee LGH Lions Gate

LGH Main OR | LGHOR GRYV

Confirmed
LGH JRAC

Checked In
LGH Cast Clinic
Location Not Defined

{4 Reason for Visit : assessment

Seen By Nurse
LGH 0CC MDC
‘0CC MDC

i} Reason for Visit : infusion

Checked In
LGH 0CC MDC
0CC MDC

{4 Reason for Visit : Cellulitis / Abscess

LGH OCC MDC

0CC MDC

N | Task List Complete
9:00 AM 15 mi
Douglas, Josh MD; LG. ik
8:30 AM

15 mins

Douglas, Josh MD; LG..

CSTSCHTEST, ROSEMARY PP e ]
21 Years, Female Name: CSTSCHTEST, ROSEMARY

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

Seen by Provider
LGH 0CC MDC
0CC MDC

{_4 Reason for Visit : Cellulitis / Abscess

10
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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 Z3 » | Ppatie
4 December 2017 b
Tisun Mon Tue Wed Thu Fri Sat
8 26 27 28 29 30 01 02
1

03 04 05 06 a7 08 09

8: 10 1113 14 15 16
E

17 18 19 20 21 22 23

g9 24 23 26 27 28 20 30

31 01 02 03 04 05 06

¢ [ o |
E

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

1. Setyou resource to: LGH Cast Tech 1

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

AR AR R 0% -8

Ambulatory Organizer

Day View Calendar Open Ttems (0)

4 January 15, 2018 2 > patients for: LGHPFLab 1~

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

glm [FmbTerLAS, Tom T 3 Lo or
PF puimariary Funckion Tast
firmed

1pm Lot pF LaH BF
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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 Cast Tech 1

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 Cast FIU Reason for Visit : assessment Note Not Started
3:00 P 27 Years, Male P : v
4 Yesterday (3)

12 December, 2017 CSTDEMOALEXANDER, DONOTUSE Cact Now Reason for Visit : Cast Note Not 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

Note Not Started
12 December, 2017 CSTDEMOELAINE, DONOTDISCHARGE Cast New Reason for Visit : Cast

1:00 PM 57 Years, Female v

Selecting the V1% 7 More Davs  prton 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 | 35
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Learning Objectives

At the end of this Scenario, you will be able to:
Review the patient chart from Orthopedic Technician Summary page
Recall the functions of Single Patient Task List (SPTL)
Document in an electronic form (PowerForm)

SCENARIO

In this scenario, Your Patient is a 49 year old man who was on his way to the gym and missed the last
step on a set of stairs. He fell and sustained a fractured left talus and a left Colles’ fracture. Your
Patient has been registered and checked in by the clerk and by clicking on the comments section in the
Ambulatory Organizer you can see that he is here for a 6 week follow-up.

As an Orthopedic Technician working in an ambulatory setting you will complete the following activities:
Review the patient’s chart
Review the Single Patient Task List
Document in an electronic form (PowerForm)

13 | 35
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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.

l November 21, 2017

Time

9:00 AM
Baggoo, Alan MD

9:00 AM
Baggoo, Alan MD

10:00 AM

Baggoo, Alan MD

11:00 AM

Baggoo, Alan MD

12:05 PM Baggoo, Alan MD

1:00 PM
Baggoo, Alan MD

23 > patients for: il LGH Cast Providers Resource Group ; il LGH Cast Resource Group ; LGH Cast Tech 1; LGH Cast Tech 2

Duration

35 mins

3 hrs 5 mins

35 mins

35 mins

55 mins

3 hrs 5 mins

Patient

CSTSNDUNN, STC|
80 Years, Male

CSTPRODBCSN, A
4 Years, Female

CSTSNGREYHEIM|
70 Years, Male
CSTSNJAMESON,
57 Years, Male

No appointments

CSTPRODBCSN, Bl
47 Years, Female

Assign a Relationship

For Patient:  CSTSNDUNN, STCHRIS

=

Ip Femur

Ip Femur

s q & | 100% @ &4
Ambulatory Organizer =
Day View (5 Calenda Open Items (0)

Status (as of 1:47)

Intra-0p
LGH Lions Gate
LGH Main OR | LGHOR KC

Confirmed
LGH Lions Gate
LGH Main OR | LGHOR GRS

LGH Lions Gate
LGH Main OR | LGHOR KC

LGH Lions Gate
LGH Main OR | LGHOR KC

Confirmed
LGH Lions Gate
LGH Main OR | LGHOR GRS

1. Select Orthopedic Technician
2. Click OK

Patient’s chart will open to Orthopedic Technician 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 o

f birth, etc.

Encounter type and number
Code status

Weight

Process, disease and isolation alerts

Location of
Attending P

patient
hysician

3. The Menu on the left allows access to different sections of the patient chart. This is
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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.
[= & uiad

5 LeamingLUVE || ; (@] CareConnect @ PHEAPACS @ VCH and PHC PACS @) MUSE @) FormFast WH _ | %, Mg 0 F "
5 Tear Off ] Exic 5 AdHoc MMMedication Administration g PM Conversation - § Communicate ~ [ Medical Record Request o dd ~ ] Documents 8 Scheduling Appointment Book e Discem Reporting Portal |
%% Pabient Fiealin Ed Q Q 12

MARRRS A 00%

Workflow

Home Medications (3) Al vists |

iput madznzn - Resporsiie promder Campianc Estmated Supply Remaning
€ New Order Entry & givBURIDE 10 mg, PO, BID with meals, for 30 da

Reil(s] - - 0 days remaining

Outstanding Orders (22) ¥ mEFORMIN 500 mg, PO, BID with m & - - 0 days remaning
Orders (20) & non-formulary medication {Ginseng) 1 tab, PO, 0 Refll
Allergies (4)

lergees (4) Document History: Incomplete | Complete History.
O Pathology
Imaging
vits Clinical Notes (1) 2
Histaries

om Group by encounter | Display: Facility defined view =
Active Tssues
T T of Sarvicn bt [ " Last Upduind By
Miarobioiogy — 29/11/17 10:40 nurse note MNursing Shift Summary TestORD, Nurse TestORD, Murse
Vital Signs and Measurements 4 selected vist [P seleced vist | Lest12 hours | | @] |

wow 23, 207 MoV 27, 2017

PRODBC TEST.AMBORTHTECH Friday, 01-December-2017 10:55 PST

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

The Orthopedic Technician Summary will provide views of key clinical patient information.

1. There are different tabs including Workflow, Clinical Staff Orders, Demographics, Future
Orders, and Summary 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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) CSTOEMO, TRAIMING - 700004600 Opened by TestUser, OrthopedicT echmician-Ambulatory =T e
Tk Edt View Patient Chet Links Notications Navigation Help
(d Home i Message Centre. { Patient List & Multi- ke List Perioperative Tracking [ Dynamic Worklist Jf; LeamingLIVE |_| { @) CareConnect @) PHSA PACS @ VCH and PHC PACS @Y MUSE @) FormFast WFL|_| F 4, Mags

£ B Tear Off )l Exit g AdHoc BMMedication Administratios PM Conversation ~ § Communicate = 1) Medical Record Request # Add ~ 8 Documents 8 Scheduling Appointment Book (sl Discern Reporting Portal _
£ (@) Patient Health Education Materials €} Policies and Guidelines. (€} UpToDate |

CSTDEMO, TRAINING  «

CSTDEMO, TRAINING D 6 Code Status:

List g Recent -
s Risk violence Risk Location:LGH 4E: 426; 01
En

Allergies: Nuts, Peanuts, penicilling, Tape

EY IR IR

Workfiow

| Demographcs T fumre Grders + 0= rWas

Reason for Visit sebected vt |
Home Medications (3)
Clinical Notes (1)
Home Medications (3) Al vists | Q¥
Medication N FResponsioie Provder Complanae Estimated Supply Remaning
lems & QWBURIDE 10 mg, PO, BID with meals, for 30 day, 60 tab, D Refills - - 0 days remaining
5 metFORMIN 500 mg, PO, I 30 day, 60 tab, 0 Refill) e - = 0 days remaining
¥ non-formulary medication (Ginseng) 1 tab, PO, 0 R

Allergies (4)
lergies: (4) Dacument History: Incomplete | Compiste History...

@ Pathology
imagna .
e Clinical Notes (1) selected v J PRI sected v | Lot 1z howrs | | &
] My notes only [ Group by encounter Display: Facility defined view ~
Time of Service Subect Nt Tyme. Author Lot Updatedt Last Updated By
29/11/17 10:40 nurse note Nursing Shift Summary TestORD, Nurse 29/11/17 10241 TeStORD, Nurse

Vital Signs and Measurements + ..

o 23, 2017

PRODBC TESTAMBORTHTECH  Friday, 01-December-2017 1105 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 Orthopedic Technician 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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& Activity 2.2 — Single Patient Task List (SPTL)

1 The Single Patient Task List (SPTL) is accessible via the Menu. It displays all tasks
available for the specific patient whose chart you are viewing. 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.

The tools and functionalities of the SPTL are similar to the Multi-Patient Task List (MPTL). For
more information on MPTL refer to the e-learning module for MPTL.

Click on the Single Patient Task List in the Menu. You will see:
1. Task List toolbar
2. Time Frame for the tasks to be displayed
3. List of Tasks

CSTSCHTEST, CHARLIE - 700008678 Opened by TestUser, OrthopedicTechnician-Ambulatory

Task Edit View Patient Chart Links Notifications Tasklist Options Help
i 3} Home =1 Message Centre 4 Patient List &3 Multi-Patient Task List Perioperative Tracking E Dynamic Worklist E5 LeamingLIVE | _| @) CareConnect ) PHSAPACS ) VCH and PHC PACS @) MUSE @) FormFast WL | _ | %, Remin;:0 Saved:0
i B Tear Off A Exit B AdHoc I Medication Administration & PM Conversation ~ L Communicate = ] Medical Record Request = Add ~ (8| Documents B Scheduling Appointment Book (i Discern Reporting Portal |
§ () Patient Health Education Materials ) Policies and Guidelines ) UpToDate |
CSTSCHTEST, CHARLIE  x
CSTSCHTEST. CHARLIE - Code Status: Process:

5 Disease:
Allergies: Allergies Not Recorded HN-0876415592 Dosing Wt Isolation:

Menu

pedic Technician Summary

. E:

Office/Clinic Task

Task retrieval completed

I ooy ek Deccioh I e s [ncie Doy Ioer g |
g : T ; T T 1
6" Testiser Orthopedics-Physician, MD_Orthopedic Device Care Anply Adult Cast Long Leq. Pending  06-Dec-2017 14:5 PST. ilateral, once, stop: 06-Dec-2017 14:58 FST  Ordered |
60" TestUser, Orthopedics-Physician, MD_ Orthopedic Device Care Apply Adult Cast Short Arm Pending 06-Dec-2017 1458 ST, Bilateral, once, Stop: 06-Dec-2017 14:53 PST omerﬁ

2 The Time Frame can be changed to the appropriate date.

1. On the grey information bar, right click then select Change Time Frame Criteria.

CSTSCHTEST, CHARLEE - 700008678 Opened by TestUser, OrthopedicTechnician-Ambulatory

Task Edit View Patient Chart Links Notifications Tasklist Options Help
i (3 Home |iMessage Centre s Patient List 5@ Multi-Patient Task List Perioperative Tracking % Dynamic Worklist B LeamingLIVE |_| | @) CareConnect @ PHSA PACS @ VCH and PHC PACS @ MUSE @ FormFast WFL |_| § ® Remin:0 Saved
i T Tear Off A Exit 5 AdHoc & PM C - g ~ &) Medical Record Request 4+ Add - [ Documents & Scheduling Appointment Book i Discern Reporting Portal |_

0 Msg:0 ||

{ € Pstient Heslth Education Materials ) Policies and Guidelines 3 UpToDate |

CSTSCHTEST, CHARLIE  x 4= List

CSTSCHTEST, CHARLIE DOB06-Dec-1990 MRN:700008678 Code Status: Process: Location:LGH Cast]
Disease: Enc Type:Cutpatien

Allergies: Allergies Not Recorded v HN 9876415592 Dosing Wt: Isolation: Attending:

VB ERI@ i

Patient Task List ‘ { T e e e rT~

 Task Description Mnemonic | Task Status | Order Details ‘Order Status
rthopedice-Physician, MD | Orthopedic Device Care Apphy Adult Cast Long Leq  Pending . 06-Dec-2017 14:58 PaT. Bilateral, ance, Stop: 06-Dec-2017 14:58 P51 Ordered
6 TestUser, Orthopedics-Physician, MD | Orthopedic Device Care | Apply Adult Cast Short Arm Pending  06-Dec-2017 14:58 PsT, Bilateral, once, Stop: 06-Dec-2017 14159 P51 Ordered

2. The Task List Properties window will open. Under the Time Frames tab, select
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Defined Time Frame for your shift.
3. Under Range, ensure Current is selected. Click 12 Hour Day Shift.

4. Click the OK button. The Task Categories (Tabs) within the SPTL are now
correctly set for your day shift.

Task List Properties \EI
Time Frames | Patient List

@ Defined Time Frame | HourInterval () Generic Time Frame

Range

12 Hour Day Shift

() Previous Hour MNig|
= & Hour Day Shift
@
8 Hour Evening Shift

Mext & Hour Night Shift

08:00

|[ ok || cancel

Key Learning Points
The SPTL displays all tasks available for the specific patient whose chart you are viewing
If tasks are not displayed check that the time frame is correct
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& Activity 2.3 =Completing Tasks in SPTL and Documenting in an
Electronic Form (PowerForm)

1 After assessing your patient and completing the order, you want to complete the task in the SPTL.

1. Double click on the task Remove Cast (left ankle)

Officef/Clinic Task

Task retrieval completed

| |PrnviderName Task Description Mnemonic | Task Status

Order Details Order Status
6" TestAMB, Surgecn-Physician, MDI Orthopedic Device Care Remove Cast | Pending

06-Dec-2017 07:29 PST Qrdered

An electronic form (PowerForm) will open for Orthopedic Device Care. As you can see, the form is
made up of a number of elements. Let’s explore.

P Orthopedic Device Care - CSTSCHTEST, CHARLIE
VEO RE e 3 @mE

TH 0852
Orthopedic Device Care ||

Orthopedic Devices

*Performed on:  12/07/2017 [=TpsT iKY

] Or at alltimes [ Distractors [ Prosthesis, lower extremity [ Walker boat

O with activity O Elastic wiap O] Prosthesis, upper extremity [ Humeral brace
SR [ Abdominal Binder O Extemal fivators [ Shoes [ Collar and cuff
Traction [ Abduction pilow [ Foat dhop baot ] Sling [l wedge

[ Brace [l Halobrace [ Splint [ Custom Cast
B e O Cast O Helmet O Swing O Custam Spint
Orthopedic Ami O Cervical Collar O Immbizers [ Thoracolumbosacral Orthosis [TL50) ] Other:
— [ Corset O itloading boots [ Traction

[ Continuous Passive Motion [CPM) ] Preumatic ankle wiap ] Reesidual limb rigid diessing

Laterality and View orthopedic Device Location

O A
O wist
O Torso
O Leg

O Arkle
O Other

Treatment Response Patient's Indicated Response

O Espected |
O Other.

Splint Application/Care
Orthopedic Glass Splinting
] Sugar Tong ] Ulnar Gutter [ Applied to left extremity [ Physician inspected
] Wolar Splint [ Thumb spica [ Pt tolerated wel [ PtParent instucted
] Boxer splint [ Long leg posteriar [ Pulse noted distal to application [ Other:
[ Stiup spint [ Short leg posterior [ Capillary vefil <3 seconds distal to injury
[ Valar Dorsal [ Long am posterior [ Sling applied
[ Dorsal [ Short am pasterior [ Ice applied
] Radial Gutter ] Applied to right extremity [ Ace wrap applied
<« m r
Comments/Other

1.

2. The toolbar contains the following icons:

In the information bar you can see title of the form and patient’s name
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Action

Sign Form. Charting entries are recorded and are displayed on the patient's chart. Results
are accessible immediately to others.

Save Form. This button saves your entries and returns you to the previous window. When
you save a form, an In Progress status is displayed in the status bar at the bottom right of
the form. Documentation up to this point is not displayed until the form is signed.

Cancel. This button cancels your entries and returns you to the previous window.

Clear. This button clears your entries and allows you to begin again.

Result Info. This button allows you to enter the name of the person for whom you are
entering ad hoc charting. The system records the charting in the name of that person but
tracks that you were the individual who actually entered the results into the system. The
person's hame you selected, along with the date and time, are shown on the coloured
banner near the top of the window.

Previous. This button opens the previous section.

Next. This button opens the next section.

Clinical Calculator. This button opens the Online Clinical Calculator window that allows you
to calculate the answer to the selected formula.

Charge Details. This button opens the Charge Details dialog box where you can attach
diagnosis codes and other related details to any charges generated as a result of
documenting the form.

The performed on section allows you to change the date and time that the form was
completed

The form has multiple sections - you can see the section titles here.
Square buttons allow you to select multiple answers

Radio (round) buttons allow you to select only 1 answer

Blank boxes allow you to type freetext

2 Now let’s practice filling out the form. Complete the Orthopedic Device Care Form based on
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Your Patient’s history and using assessment data that you would normally expect for a patient
with a fractured talus.

1. When you have finished filling out the form complete and sign the form by clicking the
green checkmark "‘/.

2. Once you have signed the PowerForm, the Chart Done ¥ icon will appear next to the
task in the SPTL

3. Click the Refresh button and the task will fall off the SPTL

Note: if you save = a form without signing it, only you can view the form through the Form
Browser in the Menu of the patient’s chart. The form will only be viewable by others when it is

signed ~ .

Key Learning Points

PowerForms are electronic forms used to chart patient information.

PowerForms may be broken up into several sections. Section headings are displayed to the left
side of the PowerForm

If you save a document without signing it, only you can view the document (you can access the
document through Form Browser to complete it)
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& Activity 2.4 — Modifying Existing PowerForms

1 may be necessary to modify an existing PowerForm if information was entered incorrectly. Note: If
new or updated information needs to be documented, it is recommended to start a new
PowerForm and not to modify an already existing PowerForm.

To modify an existing PowerForm:

1. setect MR i, the Menu

2. Right click on the PowerForm you just signed and select modify

) All Forms
=-E2 Thursday, 07-December-2017 PST

E 15:12 PST Ort e "'“' i, DrthopedicTechnician-Ambulatory

L [IE e aedicDe View oedicTechnician-Ambulatory
Modify |
Unchart
History
Change Date/Time

3. Modify any section of the PowerForm
4. Click green checkmark ¥ to sign the documentation.

5. When you return to this document in the form browser, it will show the document has been
modified.

E_'A.II Forms
Elb Thursday, 07-December-2017 PST

“. Key Learning Points
A document can be modified if needed
A madified document will show up as (Modified) in the Form Browser
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& Activity 2.5 — Uncharting Existing PowerForms

1 It may be necessary to unchart an existing PowerForm if, for example, the PowerForm was
completed on the wrong patient or it was the wrong PowerForm.

To unchart an existing PowerForm:

1. Select in the Menu

2. Right click on the PowerForm you just signed and select unchart

= All Forms
=-F2 Thursday, 07-December-2017 PST

- _ mgian-Ambulatory
- [IB D352 RET Orthepedic Device Care n Er fienl n-Ambulatory
Modify

Unchart

History
Change Date/Time

3. Enter areason for uncharting in the comment box of the new window = Wrong Patient

4. Click green checkmark ¥ to sign the documentation.

Orthopedic Device Care (Unchart) - CSTSCHTEST, CHARLIE ]
AR
*Performed on: 12/07/2017 1512 PST By: TestUser, OrthopedicTechnician-Ambulatory

Uncharting this form will change the status of all the results associated with this form to "In Error*
N

Comment:
Wrong patient|

5. Uncharting the form will change the status of all the results associated with the form to In
Error. A red-strike through will also show up across the title of the PowerForm.

EID Thursday, 07-December-2017 PST

----- [B 15:12 PST Orthopedic Device Care (Madified) - TestUser, OrthopedicTechnician-Ambulatory
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Key Learning Points
A document can be uncharted if needed
An uncharted document will show up as (In Error) in the Form Browser
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B PATIENT SCENARIO 3 - 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 Orthopedic 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 3.1 — Message Centre Overview

TRANSFORMATIONAL

1 As mentioned before when you log in as an Orthopedic Technician you will see your Message
Centre inbox (to the left of the screen) and the Ambulatory Organizer (to the right of the

screen).

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

=1Message Centre b 1von in the toolbar.

The screenshot below shows the basic layout of Inbox Summary.

PowerChart Organizer for TestAME, GeneralMec
Task Edit View Patient Chart Links N
! =1 Message Centre ¥ Patient Overview |55 i

: %, Propo:1 Abmor:1 Critiz1 _ : Al Exit g

Message Centre

Inbox Summary

inbox o Poot
‘. 2 3
Display: Last 90 Days
+ Priority [tems (2)
+/ Inbox Items (56)

+ Waork Items (3)

+ Notifications

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 - [
= ﬁ items iﬁ

Results

Documents

General Messages (1/1)

= Work Items (0)

Saved Documents
Reminders

Deficient Documents

=l MNotifications
Sent lterns
Trash
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):

e 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

e 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.

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 16 view.

Message Centre 8

Messages

~yCommunicate | (5 Open | ZiReply 4 Reply All %} Forward #yDelete 38 Message Journal | [y Select Patient | 3, Select All b, Patient Match

Priority PatientName  From Subject Due Date CresteDa. T | To Status Assigned Update Date
Display: |Last 90 Days -
General-Allied... TestUser, Occ.. FW: General M... 2018-Jan-300.. TestUser, Orth.. Pending -Jan-

= Inbox Items (1)

Results

Documents

lork Items (0)

Saved Documents
Reminders

Deficient Documents

5 Notificatk
Sent Items
Trash
Notify Receipts
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# Activity 3.2 — Creating a Message

1 Complete the following steps to create a new message:

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

Message Centre

Inbox Summary i Abnormal X

_yCommunicate ~ 05 Dpen 3 Message Journal D:Ft:r.‘.

Disol Lact 60D E @ Message Abnormal
isplay: La ays - = ]

’ 9] Reminder  GINCJER Critical: 0 H
I~ Inbox Items (2) {s Consult

= Results (0/1)

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

1!
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 Message Encounter

A Patient Search ==l
BC PHN: VIP Deceasad Aletz BC PHN MRN MHame DO Age Gender  Addiess Addess (2] City Postal/Zip Code  Home Phone  Historical MRN.
Ll ||| 76769695 | 700004576 | SCOTT LEARM MARY | 1345 Mar-07 | 72 Vears | Female | 1234 HEATHER ST L | UANCOVUER [VZHENS iEues 1155 |
Ve
Lostame:
scottiean
Fost Nome:
Do
[
PostalZip Code:
Ay Phone Numbes
Facily Encounte: 8§ Wisit 8 Ene Type Med Servce Unit/Clirie. Room Bed Estdmnal Dae Reg Dale Disch Date Atending Prowder
Encourte: # *LHDEL‘MDE F000000008176  7OOOODO00EX12  Pre-Ouipatient  Infectious Diseste: LEH DCC MDC. 2007uk31 800
S LGH OCCMDC 7000000003178 TOOOODOO0EETA  Pre-Oupatient  Irfectious Disesies LGH OCC MDC. 2N Taugd2 a3
et LG4 OCCMDC Z00000000A1TS  700000COETT  PreCulplent LGH DCE MOC 74281000
LGH OCCMDC 7000000008173 70000IC0ORZTS e Cudpatirt | LGH DCE MaC W7Aga 1D
—— LGH OCCMDC 700000008177 7000000006213 Fre Dutpatirt | 16K 0CC DT 7T 30
o LGH OCCMDC 7000000008173 7000000006208 Ouipatiend | ases LGH OCE DT MTATBO0 2017271104 2017ul27 2353
LGH Liome Gate 7000000007373 7000000007413 Inpatient Gereeal Intemal Mediine  LGH 3w 3 [ul:3 2017Ju 101539 2017Juk24 1408 Coee Provider, Admil Intermal Test, MD
Sewch || Best |
i

4. The patient's name is automatically entered in the Caller box.
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Task Edit
9 High (_ Notify 18 Message Journal §5 Portal Options ﬂLaunch Or
Patient: | ||CE||EH| | caller #: |
To | | [ [Include
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

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

Task  Edit

9 High {, Notify 3§ Message Journal £ Portal Options & Laur

Patient: | | Caller; | Caller |

To: |te§ﬂ I ‘ [Fincl
TestAMB, ClerkAdvanced-Scheduling2 i

Lo [TestAMB Clermdvanced—ﬁchedulin:Z Provider: ‘ To consumer Disable further rep
| TestAME, Nurse-Ambulatory?

Subject - Saveto Chat As | Phone Message/Call

Attachmi

™ A
Browse Documents Other Attachments

6. Inthe provider box, Search for the Attending Provider
|Prmrider". | |

- Save to Chart  As: ’Phﬂ'“E Message/Call

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

Save to Chart As:l‘Phﬂ"E iﬁ&“ vI

Pharmacy Communicaticn
Phone Message/Call

8. From the message box compose the message.

Message

Al S0 - Qa8 [ n@% BU/S EEZ= &6 d

General Message:

Actions

[EJPatient Needs Appointment Remindons [ [[ o e

[CINeeds Lab Before Refill

[F]Please Call Patient with Results bweon: [ ][ )

[IMessage Left for Patient to Return Call

[lAgree with Message

e Noten

9. Select any additional Actions (as appropriate)
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Actions

[T Patient Meeds Appointment
[[|Meeds Lab Before Refill

[]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: I_I v| = : |E| =
Due on: I_I v| = = IEI =

. 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 (=3 Message Centre ¥% CareCompass ¥5 Clinical Leader Organizer ¥5 Ambulatory Organizer ’;i‘ Patient List ‘ﬁ&

ﬂﬂ,Exit %AdHoc I Medication Administration & PM Conversation t —3 Communicate ~ I'l' Add v B Scheduling Appointment Book

& Activity 3.3 — 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|

CiyReply EReply Al |3 Forward #5Delete 5§ Print 4+ & @yMark Unread  Inbox View Summary 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
Ce

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

4. Click Send
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& Activity 3.4 — Forwarding a Message

1 Complete the following steps to forward a message:

1. Open a message in the inbox

2. Click Forward

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

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

and click OK.

General Messages )(| General Messages: X

CiaReply =8 Reply All |3 Forward

yDelete ShPrint G & (@yMark Unread Inbox View Summary Vie

Ce:

From:  Test, Amb Ambulatery - Nursel
Sent: 2017-Jun-21 15:36:38 PDT
Subject: Pharmacy Communication

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

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 3.5 — 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 5

Message Centre

General Messages | General Messages: x‘

Inbox | Provies | Pools | ClReply Reply All 23 Forward| %y Delete |5 Print 4 & (yMarkUnread  Inbox View Summary Vie Launch Orders

Tnbox Summary

2. With the message open, click Delete & .

General Messages: X
CiaReply #Reply All 5 Forward| #Delete|: 5 Print 4+ & %MarkUnread Inbox View Summary View Launch Orders
1

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 3.6 — Creating and Removing a Proxy Inbox

1

TRANSFORMATIONAL
LEARNING

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 o

™ ™
Proxy: vl Manage
R

Display:

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 ’

Grant All -» =

button

5. Select a begin date and end date

6. Click Accept & Mext ]

* New Given Proxy

Teer Available Ttems. Granted Items

|

Grant All -» >

Grant ->

<- Revoke

<<- Revoke All
Begin Date

20-Nov-2017 2] v =
End Date

23-Dec-2017 =[] oo =
7. Click OK
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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

I Remove

3. Click OK

‘ button,

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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