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 SELF-GUIDED PRACTICE WORKBOOK 
 

Duration 2 hours 

Before getting started  Sign the attendance roster (this will ensure you get paid to attend 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 

Key Learning Review  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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 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 

 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 
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 PATIENT SCENARIO 1 - Access and Navigation 
 

 Learning Objectives 

 At the end of this Scenario, you will be able to: 
 Log on to the Clinical Information System (CIS) 
 Access patient charts and identify correct encounters 
 Navigate the default home page 
 Navigate and review chart components 
 Document consultation notes and recommendations 

 
SCENARIO   

In this scenario, a colleague from hematology has called you with a request to investigate findings 
on a patient of theirs. The patient is a 38 year old male who was seen with a history of fever, chills, 
and general fatigue over the past several weeks. Bloodwork has been irregular for the last few 
months and recent hematology has shown a markedly decreased white blood cell count as well as 
neutropenia. A bone marrow aspirate and biopsy was also conducted. Your colleague is concerned 
regarding lymphoma as a new diagnosis. 

You agree to examine the results as well as conduct a review of the patient chart to gain any 
important collateral information that may assist with diagnosis and treatment.  

 
As a lab pathologist you will be completing the following activities: 

 Log on to the Clinical Information System (CIS) 
 Access patient charts and identify correct encounters 
 Familiarize yourself with the CIS layout 
 Familiarize yourself with your default home page 
 Navigate the chart components 
 Navigate the Lab Results Trending view 
 Create, edit, and forward a note using Dynamic Documentation 
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 Activity 1.1 – Log In and Access the Patient Chart 

1 Ensure you are logged in with the provided Username and Password. 

 

 

 

2 Landing Page 
Your landing page will be Message Centre. 

 

 
NOTE: Most providers will interact with Message Centre multiple times a day, receiving 
information like results, order proposals, and patient notifications within this view. As a 
Laboratory Pathologist, it is not expected that you will need to utilize the Message Centre 
functions; therefore it will not be explored in this workbook.  

If you decide to investigate the Message Centre in depth, you can access the Quick 
Reference Guide (QRG) that has been created to help you familiarize yourself with its 
functionality. 
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3 Patient Search 

Your colleague has provided you with both the patient’s name and MRN. You can use either piece 
of information to begin searching for patients. 

1. Navigate up to the patient search box in the upper-right corner of the page. 

 

2. a) Type in [patient]’s name and click the magnifying glass icon to search.  

b) If only an MRN is provided, click the drop down arrow beside the name search box and 
select MRN to change the search criteria to MRN. 

  

 

 

4 Correct Patient and Encounter 
Select the correct patient and encounter from the results list 

 
1. Click on the correct patient from the results list of names. A list of encounters will appear in 

the field below. 

2. Examine the details of the encounter to ensure it is correct. 

3. Click OK. 
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NOTE: Several encounters can be active at the same time. Remember “Right Patient, 
Right Encounter.” 

 

 
5 Assign a Relationship 

 
When opening a patient chart, the Clinical Information System (CIS) requires you to create a 
relationship.  

• Additional step for ensuring patient privacy and correct patient selection. 

• Depending on your role, relationships can last for an encounter (ex. consulting providers), 
a shift (ex. bedside nurse), or even be a lifetime relationship (ex. general practitioner). 

1. Choose Consulting Provider and click OK to open the patient chart. 

 

 

 Key Learning Points 

 Patients can be searched for using name or MRN and the search box can be changed to 
accommodate either option. 

 Patients can have more than one actively open encounter at a time. 
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 Activity 1.2 – Familiarization with the Patient Chart 
 
This activity will give you a brief overview of the broad elements in a patient chart before exploring 
more interactively. 
 

1 Single Patient Chart and Provider View 
The chart will open to the Provider View page. 

 
 
This is your default landing page for all patient charts and contains several different components 
used to both review patient information and actively complete work within the system.  

These may be referred to as Summary views and Workflow views depending on their function. 
Users can use their mouse pointer and “hover to discover” details about different icons, 
headings, or links by holding their pointer over the desired aspect of the element in question. 

 

 

 

2 Banner Bar 

The Banner Bar is located at the top of the screen. It displays demographic data, alerts, 
information about patient’s location, and current encounter. 

 
1. Move your mouse pointer over each piece of information contained in the Banner Bar and 

note when the pointer changes from an arrow icon  to a hand  icon.  

This means the piece of information is interactive and can be clicked on for a snapshot of 
convenient information that does not require you to change pages or views to see. 
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2. Click on Enc Type to open a window containing a summary of all patient encounters. 

 

 
From here, you can review all other encounter types and verify that you have selected the 
correct encounter. You can also quickly choose to open a different encounter from this 
window if desired. 

3. Click on Cancel to close the window, since you are not changing encounters. 

 
NOTE: Along the Banner Bar that there are three Alert categories that can be 
populated with important information. 

 
• Process - Things of special note to clinical and other staff like violence risk, falls, risk, or 

difficult airway. 
• Disease - A coded list of diseases that only ICP can add to or remove. This is a multi-

select list and will follow patient charts across encounters. 
• Isolation – Isolation types that stem from isolation orders. This is single-select list and 

will not follow a patient across encounters 

Below the Banner Bar, note the Refresh icon  and timer showing how long ago the information 
on your screen was last updated. Refresh pages regularly and after completing tasks to ensure 
that your entries are up to date. 
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3 Components 

On the left side of the screen is a list of components. These may differ depending on your 
specialty.  

You can scroll through the list of components or click on the name of a specific component to 
review clinical information documented.   

 
 

 

 Key Learning Points 

 Almost all aspects of your workflow that take place in the Clinical Information System (CIS) can 
be completed within Provider View  

 Use the Refresh function regularly and after completing actions to update your view of the chart 

 Components can either be scrolled through in order or can be clicked on from the components list 
to jump to the desired selection 
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 Activity 1.3 – Review of Collateral Information 
As you have been asked by your colleague to review the patient’s chart, you will now begin by 
accessing several components of the chart to search for information relevant to the consult note you 
intend to write.  
 
You may choose to scroll through all components, but functionality of many different components is 
the same; therefore you will not be tasked with exploring all components listed in the left hand column.  
 

 

1 Review Histories 
1. Click on the Histories band within the components list to bring the Histories component to the 

top of the page. 

 
Histories is divided into four sections: medical, surgical, family, and social history. 

2. Click on each of the tabs to review any previously recorded patient history within that section. 

 
3. Subsections of Histories that are collapsed can be expanded clicking on the subsection title. 
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NOTE: You have the functionality to add to, remove from, or modify Histories. However, 
as a Laboratory Pathologist, this will not be a function expected of you, so it has not 
been shown. 

If you happen to practice as any other type of provider other than Laboratory 
Pathologist and wish to alter patient histories, diagnoses, or place orders, you will have 
to do so under your other provider profile using the provider’s My Experience function. 
This function will be further explained prior to the CIS go-live date. 

 

2 Review Active Issues 

1. Click on the Active Issues band within the components list to bring the Active Issues 
component to the top of the page. 

 
The Active Issues component allows you to view both current diagnoses as well as chronic 
problems. It pulls relevant information from patient histories as well as from problems and 
diagnoses. 

 
The This Visit and Chronic buttons denote if the issue is strictly for the current encounter, a chronic 
problem, or both. Clicking these buttons can add or remove the issue from both active and chronic 
lists. 

2. Click on the Active Issues heading to open the Diagnoses and Problems page.  
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Active diagnoses that are being addressed this visit are listed in the top field, while chronic problems 
are listed in the bottom field. 

If a diagnosis has been treated and resolved, all information associated with it will contain a 

strikethrough.  

3. Click on the Home icon to navigate back to the Provider View.  

4. Arrow icons will take you back and forth between the previous view and current view. 

 
 

3 Review Documents in Provider View 
 1. Click on the Documents component within the list of components to bring the Documents 

component to the top of the page. 

 
2. Click on a Note. A slide-out window will open, displaying the content of the document without 

leaving the page. 
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3. Click the tab to close the split screen. Double-click or select Open Document to open a new 

window.  

 
 
In the workflow view, you can filter documents in many ways.  
For example, you can display documents associated will All Visists,  Last 24 hours, or My notes 
only. 
 

 

4. After adjusting filters, you can click on the Refresh icon  associated with the Documents 

component instead of the Refresh icon  associated with the whole page. This 
will only update the specific component and apply the changes you have made to the filters. It 
will avoid resetting your screen back to the top of the Provider View page. 

 
4 Review All Documents 

One important filter is Display. As a provider, the CIS is configured to filter documents that are 
created by other providers only. This helps limit excessive results within the Documents 
component. 
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As a Laboartory Pathologist, you will potentially want to review additional documentation created 
by other designations as well as scanned lab results. These can be easily viewed by following the 
steps:  

1. Click the component heading Documents to display the Documentation view.  

 
This view provides a comprehensive list of documents with more options. Here you will also be 
able to find any lab results that have been scanned in from other systems. 
 

2.  Filter results in the Documentation page by clicking on the Elipsis button  to bring up the 
Advanced Filters window. 

 
 

3.  Under Select the Document Types you want to see, scroll down to Labs and click on 
the check box for Referred out Test Results. This is the title associated with all scanned 
lab result documents.  

 
4. Click on Apply.  
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5. When prompted to save the filter, choose Yes.  
6. Name your new filter “Referred out Test Results” and click Save. 

 
This Personal Filter will now be available in the Documentation page for quick filtering of scanned 
lab documents.  

 
 

Use the navigation buttons  to return to the Provider View.  

 
 Arrow icons will take you back and forth between the previous view and current view. 

 
 Home icon will take you back to your default home page, Provider View. 

 
 Drop down arrow icon will open a short list of the most recently viewed components or pages to 
select from. 
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 Key Learning Points 

 Component headings can be clicked on to open up pages with more functions   

 Components can be individually refreshed by clicking the Refresh icon localized to the 
component. 

 Scanned lab documents can be viewed by clicking on the Documents heading to open the full 
Documentation page and searching for the Referred Out Test Results filter. 
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 Activity 1.4 – Labs and Diagnostics 
 

Relevant labs, pathology, and microbiology can quickly be viewed directly within the Provider 
View, which may be enough for some providers however, as a Laboratory Pathologist you may 
wish to use a more in-depth page available to review results.  
Results Review provides you with more detailed information regarding: 

• Labs 
• Pathology 
• Microbiology  
• Transfusion 
• Diagnostics 
• Vital Signs and key clinical documentation 

 

1 Results Review Page 
 
1. Navigate to the Labs component within Provider View. 

 
2. Click on the Labs header to open up the Results Review page. 
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NOTE: Clicking on the Pathology, Diagnostics, Microbiology C&S, and 
Microbiology Other headers will also open the Results Review page. 

 
 

. 
3. Navigate through each results tab to familiarize yourself with potential content that could be 

under each category. 
 

2 Adjusting Date Ranges 
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 1. Date ranges for each result tab are set to default time spans. Click on the arrow icons  to 
the left of the date header to adjust the range of results appearing on your screen.  
The arrows will only adjust the start date of the range, while the end date will stay constant. 

 
 

2. To create custom date ranges for viewing, right-click on the date bar and select Change 
Search Criteria. 

 
 

3. In the Search Criteria window, choose Result Count for Results Lookup and set the 
Number of Results to 50. Click OK. 

 
 

 
 

3 Results Details 

Additional results details can be explored including comments associated with the result (ex. 
specimen criteria) and actions (ex. who performed the testing). 

1. Choose the result you wish to see the details of and double-click the cell within the results 
table. 
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2. Within the Results Details window, navigate through the tabs to review the Comments and 
Actions List.  

 
 

3. Click Close to return to Results Review. 

Lab results may have additional characters or colours added to them to denote extra information: 

• Critical values are in bright red and have an exclamation point (!)  

• High values are in orange and have an (H) or up arrow   /  

• Low values are in blue and have an (L) or down arrow   /  

• Positive results are in bright red and have an exclamation point (!)  

• Abnormal results are in dark red and have an (A)  

• Results with a comment in the Details window have an asterisk (*)
 

• Results that have been corrected have a (C)  

• Abnormal textual results are in brown and have a jagged line (~)  

• If a column contains more than one results that occurred within the timeframe 
represented, a number will be visible noting how many results are available to view (2)  

 

 
NOTE: Critical high and critical low results are based on Sunquest flagging values. 
Results will appear in bright red with exclamation points but the critical 
ranges will not actually be stated within the CIS. 
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4 Lab Results Trending View 

Lab Results Trending view is used for displaying lab results in an easy to read, visual graph for the 
purpose of viewing trends. 

1. Navigate back to the Labs Component within Provider View. 

 
To view lab test values in a graph format: 

2.  Click on the desired test name. This will open the Lab Results Trending window, displaying 
a graph of all results data points for that test within the timeframe specified by the filter. 
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3. Use hover to discover with data points on the graph to view the result value and reference 
range associated with it.

 
Lab results may occasionally be produced on different analyzers/test kits, or may have come 
from a different Health Organization. This may result in lab work having different references 
ranges. 

If the results you are viewing have several different reference ranges, the Lab Results 
Trending view will provide multiple graphs on the same page, complete with visible reference 
ranges. 
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To isolate individual series of results, you can click on the desired results in the legend along the 
right-hand side of the graph. 

 
Values will not be graphed if: 

• Only one data point 

• Textual values 

• Contain other non-numeric characters (such as < > ?) 

The results grid below the graph will display a message that a result was not graphed in this 
instance. 
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5 
Transfusion History 
 
The Transfusion History component is used to review any blood-related information. 
 

1. Click on Transfusion History within the components list to take you to the Blood Product 
Availability component. 

 
 

2. Within this section, you will find information broken down to three categories 
• Group and Screen Status displays the most current Group and Screen specimen 

and its expiry date. 
• Blood Product Availability displays past transfusions, blood products that have 

been allocated to the patient for use, and blood products that have actually been 
issued. 
These sections can be expanded or collapsed by clicking on the arrow beside the 
section title.  

• Transfusion Reaction History displays any recorded issues or reactions to blood 
products previously administered. 
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 Key Learning Points 

 Results Review can be accessed by clicking on any of the component headings for:  Labs, 
Pathology, Microbiology C&S, or Microbiology Other. 

 Double-clicking a result will open the Details window with more information about the test and 
result. 

 Lab Results Trending window displays results for the selected test only within the timeframe 
specified by your filtering preferences. 

 Hover to discover result values and reference ranges when viewing labs in Lab Results Trending 
view. 

 
  



PATIENT SCENARIO 1 - Access and Navigation 
Activity 1.5 – Infection Prevention Summary      
 

28  |  38 
      

 Activity 1.5 – Infection Prevention Summary 
 
As a Laboratory Pathologist, in addition to the Provider View page which contains clinically relevant 
patient details to review, you also have access to the Infection Prevention Summary (or ICP 
Summary) page.  
 
This view provides several similar pieces of information already contained in the Provider View, but 
they are arranged and grouped in a more succinct manner. This means they are also more abbreviated 
and less interactive. 
 
1 Accessing ICP Summary Page 

 
Similar to the Lab Results Trending page, the ICP Summary page is not placed within the 
Provider View page. It also must be accessed via the Menu tab: 
 

1. Navigate up to the small Menu tab below the Banner Bar. 

 
2. Select ICP Summary from the Menu when the window slides out. 

 
 

3. The ICP Summary page contains numerous summary components in compact, collapsed 
views. 

4. Each component can be expanded individually by clicking the Expand arrow icon  or all 
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components can be expanded at once by clicking the Expand All button.  
 

 
 
5. Take time to explore each component and consider the content available in the ICP Summary 

page compared to what is available in Provider View.  
6. Use the navigation buttons to return to the Provider View when done viewing the ICP 

Summary. 

 
 

 

 Key Learning Points 

 The ICP Summary page is accessed through the Menu tab just below the Banner Bar. 

 ICP Summary contains similar information found within other components, but is grouped in a 
more condensed fashion for quick reference. 
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 Activity 1.6 – Creating a Document 
After reviewing the patient’s chart, as well as external sources such as CareConnect or 
SunQuest/SunSet, you have decided to write a consult note to convey your recommendations and 
findings to the other members fo the care team. 

The CIS uses a function called Dynamic Documentation to pull all existing and relevant information 
into a comprehensive document, using standard templates of your choosing.  

Dynamic Documentation can save you time by allowing you to populate your documentation with items 
you have reviewed and that have previosuly been entered into the patient chart.  

 
1 Create  Note 

1. Navigate to the Create Note section under the components list. 

  
 
This section displays a short list of note types that are commonly used for Laboratory Pathologist 
consultations. 

2. Click on Laboratory Medicine Consult to open the consult note template. 

The draft note displays in edit mode ready for your review. Review the different sections of this 
note. Many of the sections will automatically populate with the information captured by you and 
other clinicians. This is Dynamic Documentation in action. 
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2 Editing Documents 
 
If any information is missing, you can add it directly in the note. You can also delete any unwanted 
information. 

1. Position your cursor over the heading History of Present Illness to modify. The small 
toolbar activates:  

refreshes the dynamic information in the box 

activates the box for edits or new entries 
 removes all content associated with that line or box 

 

 
 

2. Activate the History of Present Illness box to edit by pressing the arrow icon beside the 
header.  

3. Once you click the content box, it becomes active. Edit the note as necessary. 
4. Add to the content: Bone marrow aspirate and biopsy completed last week. 
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5. Navigate to the Assessment/Plan box and click the content box to activate. 

Add the content: Bone Marrow biopsy is consistent with classical Hodgkin’s Lymphoma. 

 
Navigate to the Imaging (Last 24 Hours) box. Since there is no data, you will choose to 
delete this unnecessary header from your consult note. 
 

6. Click the X icon  to remove the section from your note. 

 
7. This note is now ready for the decision to be Signed or Saved. 

 

3 
Signing or Saving a Document 
 
Once your consult for the patient is finished, you can choose between four options: 

• Sign/Submit will begin the process of posting your document to the patient chart. 
• Save will save your progress and let you continue to edit within the consult note. 
• Save & Close will save the document and return you to the Provider view.  

Until you choose to sign and submit it, the note will only be viewable by you and will 
appear in your Documents component with the status (In Progress) beside the note title. 
 

 
 

• Cancel will delete the document if it was created in error. 
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1. Click Sign/Submit. 

 
This will bring up the Sign/Submit Note window. 
 

2. Click on the Title box and create an appropriate title. Type in: Consult Note Pathology. 
 
 

 
 
If you want to simply complete your consult note and place it in the patient chart, you can now 
click Sign. This will not send any additional alert or notification to individual providers that a new 
document is added to the chart. 
However, since you have been consulted by a specific colleague, you would like to send them 
this note. In the CIS you can electronically forward the note. 

 
 



PATIENT SCENARIO 1 - Access and Navigation 
Activity 1.6 – Creating a Document      
 

34  |  38 
      

4 Forwarding a Note 

1.  Click the arrow to display Forward Options if not already displayed. 

 
 

2. There are several options to use when choosing others to cc on your note: 

• Favorites folder is where you add frequently cc’d providers. You will learn how to manage 
favorites during a more personalized learning session. 

• Recent folder lists all providers who recently accessed patient’s chart 
• Relationships folder contains care team members that are part of the patient’s record and 

include care providers for this visit and those that have lifetime relationships. Remember 
that specific notes such as an admission or discharge are automatically sent to patient’s 
GP and lifetime relationships physicians so there is no need to add them manually.  

• Search box- here you can also search for any provider registered with the College of 
Physicians and Surgeons that also have registered with Excelleris. 
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3. For your example, select [provider] from the Relationships list and double-click to add the 
name under Recipients.  

4. Ensure that the appropriate action is checked off: either Sign or Review to indicate the action 
required.  

5.  Click Sign. The consult note will now be placed in the patient’s chart under the Documents 
component as well as sent to the provider’s Message Centre.  
 

  
 

After signing the note, you are transferred back to the Provider view. Remember to click the 

Refresh button  located within the Document component. The admission note is now listed 
under Documents and is visible to the entire care team. 

 
 

 



PATIENT SCENARIO 1 - Access and Navigation 
Activity 1.6 – Creating a Document      
 

36  |  38 
      

5 
Adding an Addendum 
 
After documents have been finalized, the body of their content cannot be edited. Instead, 
addendums can be created to reflect any changes that were needed after document submission.  
 

1. Double-click on the consult note you just created under the Documents component. 

2. Once the document opens in a new window, click on the Modify icon  located in the 
tool bar. 

 
 

3. The Final Report displays in edit mode with the added section Insert Addendum Here at 
the bottom. Type a comment of your choice. 

 
 

4. Add information and click Sign/Submit to complete the note. The updated note will be 
automatically distributed to all previously selected recipients. The addendum is stamped 
by the electronic signature. 
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 Key Learning Points 

 Dynamic Documentation will “pull forward” content into predefined sections of note templates for 
more accurate and easier note writing. 

 Note template sections can be edited or removed if unwanted when writing a note. 

 Save and Close instead of Sign/Submit will send a note to your Documents component, but will 
not be finalized or visible to other users until signed and submitted. 

 Notes can be forwarded to individual providers in addition to adding the note to the patient chart. 

 If you create an addendum to a note, these are also distributed to any recipient who received the 
original note. 
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 End of Workbook 
You are ready for your Key Learning Review. Please contact your instructor for your Key 
Learning Review. 
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