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 SELF-GUIDED PRACTICE WORKBOOK 
 

  

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. 

 Each scenario will allow you to 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. 

 Your instructor will review and assess these with you. 

 
Disclaimer: 
Welcome to the Medical Imaging Education. The learning materials contain scenarios meant to mimic 
the functionalities used in your daily practice. The journey is designed to gradually introduce you to the 
functionalities and workflows specific to Cerner. You may fulfill simple tasks that may not be specific to 
your role, but that will introduce you to the functionalities that you might use.  
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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 

 Learning Objectives 

 As an MI Physician you will be completing the following activities: 
 Access PowerChart and use the message center to sign co-signed orders and review 

orders. 
 View Ambulatory Organizer and access a patient chart 
 Select the patient, select the encounter and document in the chart 
 Place an order in PowerChart 
 Manage a PowerPlan 
 Start and complete an exam 

 
 

SCENARIO 

This workbook contains a series of activities that will guide you on how to complete necessary 
tasks during your workday. It starts with a review of how to access the Clinical Information System 
(CIS) from PACS and continues with activities that use PowerChart. You will also learn to start and 
complete an exam within RadNet (the RIS).  
Follow the steps in the CIS with the patients given to you on your training card. If you have any 
questions please ask your instructor. 



PATIENT SCENARIO 1      
 

6  |  43 

 Activity 1.1 – Accessing PowerChart from Radiologist Desktop  
 

In the Train environment you will not be able to login through FFI however in 
real life you will most likely access a patient’s chart this way. We are demonstrating here how 
you would access PowerChart from FFI.  

1 When you start your shift we suggest you login to Citrix and Fluency. 
Login to Citrix Storefront – and locate the Desktop Launcher icon and open: 

 
 

Launch the Philips IntelliSpace Radiology / FFI dual launch icon on the Windows desktop 

 
 

 

2 Cerner Radiology Desktop window opens: 
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3 Once Philips and FFI are open and logged in, open an exam in Philips IS Radiology 
Right-click on the study’s image thumbnail or the image in Philips and select Cerner RDT. 

 
 

 

4 Cerner Radiology Desktop will load the accession number in context. 
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You can view the patient’s chart by going to the Launch menu and selecting PowerChart 

 
 

5 PowerChart opens into the patient’s chart to the Imaging Radiologist Summary.  

 

 

 



PATIENT SCENARIO 1      
 

9  |  43 

 Activity 1.2 – Access PowerChart and Utilize Message Centre 
 
1 Username and Password 

Begin by entering the provided Username and Password into the Login screen. 

 

 

 

2 Message Center 

When you open PowerChart this way your landing page will be Message Centre. This is where 
you will have messages waiting for your attention (pending orders or results to review – (1)). The 
messages in bold have not been previously viewed (2).  
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Message Centre needs to be checked once a day when working and can also be accessed from 
anywhere within the CIS by clicking Message Centre from the toolbar. 
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3 The main function you will use in Message Centre is to Co-Sign orders (verbal, telephone, 
electronic). All medications administered by a technologist or a nurse in the department, must be 
cosigned. These orders will display under the Cosign Orders section in Message Centre. 

 

1. Select Cosign Orders and select one of the orders to review. Click OK & Next to sign the 
order. You also have the option to sign and leave the rest for later by clicking OK & Close. 
If you want to view the orders use the Next button, this will not sign them.  
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4 Another function you may use Message Centre for is to view messages. Double-click to open a 
message. The message opens and you can act on it by clicking the icons in the menu bar. Hover 
over each icon to see its functionality.  

 

 

 
5 All notes that require your co-signature will automatically flow to your Message Centre Sign folder. 

You may receive documents for signature from medical students and residents. Click the Modify 
icon  on the toolbar to make edits and complete the note.  
 

 

 

 

 
NOTE: It will open as a Preliminary Report and when you Sign the document it will be 
saved as a Final Report. 
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6 The system will bring you back to the Message Centre. Periodically push the refresh button at 

the upper right of your screen in order to have real time updates.  
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 Activity 1.3 – Ambulatory Organizer 
Ambulatory Organizer is another common view within the CIS that you may want to use. To 
access it, find the heading in the toolbar and click Ambulatory Organizer. 

 

 
1 The default area you will land on after you click Ambulatory Organizer is set to Day View. This 

view provides a display of scheduled appointments for ambulatory providers or locations including: 

• Appointment times and details 
• Patient information and status 

1. In day view, next to Patients for: (2) select LGH IR Room 1 to view the appointments 
in the IR room today.  
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2 This Calendar view provides a Day and a Week view of the Calendar.  

 

 

 
3 The appointments are sorted into rooms. Use the drop-down menu under Patients for: to view 

the desired area.  
1. Select the LGH CT Rm 1 and click Apply. 

 
 
The colour status on the left side of the Day View and on the Calendar view assists you to 
understand the flow of the appointments. Your site might be using a different color scheme 
assigned to the appointment status. 
 

 

Light blue – a confirmed appointment 

Medium blue – checked appointment 

Green – patient seen by nurse, medical student or other custom status 

Orange – seen by a provider or a resident 

Dark gray – appointment has been checked out 
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4 Opening an Individual chart from Ambulatory Organizer 

Hover over an exam to see more details. If you need more information than is being provided 
click on the timeslot or patients name to open the patient’s chart.  
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 Activity 1.4 – Selecting a Patient, Selecting an Encounter and 
Documenting in the Chart 

 
In this section you will become familiar with an Individual’s chart and how to find the different 
areas that you will access. 
 
1 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 the name of the patient 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. Manually type in the MRN and click the 
magnifying glass icon to search.  
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2 Correct Patient and Encounter 

Select the correct patient and encounter from the results list. 

 

 

1. Click on the correct patient from the top box with the list of names.  A list of encounters will 
appear in the box below. 

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

3. Click OK. 

 

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

In the toolbar (shown below) you will see different buttons that you may need to use to jump to 
different activities. Find the CareConnect, PHSA PACs and VCH and PHC PACS buttons where 
you will be able to view previous or recently completed images, reports and documentation. In the 
train environment you will not be able to connect to these resources.  

 

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

 
 
Below the Banner Bar the patient’s chart opens to the Imaging Radiologist Summary (1) which is 
your current default screen when accessing a patient’s chart. There are several tabs (2) designed to 
support specific workflows. Click each tab to see the differences.  
 
Click the refresh icon  to ensure that your display is up-to-date. A timer shows how long ago the 
information on your screen was last updated. Refresh frequently (3).  

 

 
 
Each window has its title. The current one is called Provider View. Note that you can use typical 
internet navigation buttons for moving one screen forward or back and going back to the Home view 
(your default screen).  
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4 Workflow Tabs 
Each tab is designed to support a specific workflow. Click each tab to open a corresponding 
workflow view. 

1. Navigate to the Admission (1) tab.  

On the left side of the screen there is a list of components (2) representing workflow steps 
specific for your specialty.  

2. Click on the components or use the scroll bar (3) to display the content of the patient’s 
chart. 

Each component has a heading. Place the cursor over the heading. This icon  means it is a 
link.  

3. Click a heading to open a comprehensive window with more details.  
4. Select Documents from the components to bring that section to the top of your page.  
5. Click on a note to review. 
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5 Components -  Histories 

1. Click on the Histories component within the components list to bring Histories to the top of the 
page. 

 

The Histories component 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. 

 

 
NOTE: You have the functionality to add to, remove from, or modify Histories. However, 
as a Radiologist, this will not be a function expected of you, so it has not been shown. 
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6 Creating a Note 

After an exam has been done, you may want to create a preliminary note for the ordering provider. 
To do this, select the Admission tab. At the bottom of the list of components you will see a section 
called Create Note with hyperlinks that when clicked will open that type of note. Select Prelim MI 
Note. 

 
NOTE: These notes will also be available in the Outpatient, Discharge, and Rounding 
Tabs. 

  

A free text note will display. If desired type in ,,mi and then double click ,,mi_prelimreport from 
the drop-down menu.  
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The fields for introducing data are ready to be used, and can be activated by directly clicking on 
the field.  

 
NOTE: You can also add new information by typing. 

 

In order for the note to be shared in the system, you need to click on Sign/Submit when ready.  

Title your document if necessary and click Sign one more time. 
 

Creating a note this way will take you directly back to the provider view after you sign. In order to 
see your new note, click the local refresh button in the right corner of the documents section.  
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7 Adding an Addendum to a CIS created note  

 

NOTE: This will never be done on a report that was dictated in FFI; in these cases 
continue to use FFI for dictating addendums) 

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. Click on the consult note you just created under the Documents component and click 
Open Document. 

2. Once the document opens in a new window, click on the Modify icon  or  
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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8 Allergies 

Your patient just informed you that they have had a previous reaction to contrast media (iron-
oxide based) however you do not see this documented in the chart. There are several ways to 
add an allergy. One way is to click on the Allergies component and then click on the +.  

 

Fill in the required documentation denoted by the asterisk (*).  

1. Select the correct substance by clicking on the Search icon . A Substance Search 
window will open.  

2. Search Contrast media (iron-oxide) and click Seach by Name 

3. Select the correct allergy and click OK.  

4. Complete any other pertinent information such as the severity and category. Click OK.  
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NOTE: If a substance that the patient is allergic to can’t be found in the substance 
search, a free-text allergy must be entered. Only pharmacists can enter free-text 
allergies. To request that a pharmacist document this free-text allergy, please submit a 
consult to pharmacy be ordering “IP Consult to Pharmacy – Determine Allergy History” 
in the details section indicate the substance that must be entered as free-text. 

 

5. Click on Mark All as Reviewed, to review all allergies.  

6. Refresh your page to see the new allergy displayed in the BannerBar. 

 

7. Press the back button to navigate back the Outpatient Chart tab.   
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9 Imaging – How Clinicians Review MI in PowerChart 

Once an imaging exam is completed and reported, the patient’s provider can navigate to the 
Imaging component to view the results.  

1. Select Imaging from the components. Any images that have been reported on will have a 
blue hyperlink.  

2. Click the hyperlink to open the report.  

 

3. The final report opens on the screen. Clicking on the View Image icon will bring you directly 
in accession context to the images in PACS. However this is not the highest quality image 
and should not be used for diagnostic purposes.  
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 Activity 1.5 – Place an order in PowerChart 
 

As an MI Provider/ Radiologist you will mostly place Medication (contrast) and Lab orders in 
PowerChart. The activity below will let you explore how to both place an order and manage 
your orders.  
 
1 Orders 

To access the list of orders placed on the patient:  

1. Select Orders from the Menu. The list contains the statuses and the details of the orders (2).  

2. You can place an order by clicking either of the Add buttons (3). 
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2 You can also place an order from Provider View by selecting the Quick Orders tab (1), and 
clicking on New Order Entry + (2).  

1. Add a medication order of Captopril 25 mg po once. 

 

 

 
3 Type in Captopril to the Search box, you do not see a correct order sentence so click on the first 

option to enter the correct order details.  If you do not have any other orders to place, select 
Done.  
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4 Enter the correct dose, dose unit, route and frequency. Sign when completed to activate the 
order. 

 

 
NOTE: The  icon indicates missing information. Click on the order or find the Missing 
Required Details button to add the required information. You will not be able to Sign the 
order until this information has been added.  
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5 Note that other providers will be ordering imaging studies this way.  

 

The Imaging orderable will be visible on multiple electronic platforms therefore standardization is 
necessary and will follow this table.  

Modality Prefix The Sequence Of The Order 
Naming Convention: 
 

Order Of Abbreviation 
Prioritization 
 

BD: Bone Density 
CT: Computed 
Tomography  
IR: Interventional 
MG: Mammography 
MRI: Magnetic 
Resonance Imaging 
NM: Nuclear Medicine 
PET: Positron 
Emission Tomography 
RF: Fluoroscopy 
US: Ultrasound 
VL: Vascular Lab 
XR: General 
Radiography 
 

1. Modality (e.g., CT, MR) 
2. Sub Specialty (e.g., US 

OB, US OB Fetal) 
3. Procedure (e.g., Biopsy, 

Drainage, Therapy, 
Injection) 

4. Anatomical Site (e.g., 
Chest, Whole Body, 
Brain) 

5. Procedure Descriptor 
(e.g., Percutaneous) 

6. Isotopes/Compounds 
(e.g., Y90, DTPA) 

7. Sedation 
8. Medication (e.g., 

Dobutamine) 
9. Contrast (e.g., w/ 

Contrast)  

1. Sedation to Sed 
2. Contrast to Con 
3. Adjective.  For 

consistency, the adjective 
will be abbreviated 
throughout that particular 
order subset. 

4. Procedure descriptor 
(e.g., Percutanous to 
Perc) 

5. Laterality to (LT, RT, 
BILAT).  When laterality is 
abbreviated it will be 
entirely capitalized and 
will be abbreviated 
throughout that particular 
order subset. 

6. Procedure.  Where a 
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10. Laterality (e.g., Left, 
Right, Bilateral) 

 

procedure abbreviation is 
used, it should be 
abbreviated throughout 
that particular order 
subset for consistency 
(e.g., CT Angio for CT 
Angiogram) 

7. Anatomical Site (e.g., 
Abdo for Abdomen). 
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 Activity 1.6 – Managing a Powerplan 
 

PowerPlans are similar to pre-printed orders (PPOs), allowing you to plan and coordinate care by 
defining sets of orders that are often used together. You can adapt PowerPlans to fit your needs: 

• You can select and deselect individual orders from the PowerPlan list 
• You can add orders that are not listed in the PowerPlan 
• You can add other modules (order sets) that are not listed in a PowerPlan  

An Initiated PowerPlan becomes active immediately and its orders may create respective tasks and 
actions for other care team members. 
 
A PowerPlan that is not initiated remains in a planned stage allowing you to prepare orders for a future 
activation as needed. (Interventional Radiology will use this) 
 
The most common PowerPlans you will be using are for MI Oral Contrast and phases for Interventional 
Radiology. This material will illustrate how to place a PowerPlan, and how to manage its components.  
 
1 PowerPlans 

1. Navigate to the Quick Orders tab. Find the PowerPlans in the bottom right corner.  

2. Click on MI Oral Contrast. It will highlight in green and add a 1 to your inbox. PowerPlans 
are marked by the  icon. 

 

 

NOTE: Under each category, there are folders. For example, under the IR category is 
the Ablation folder which contains individual orders for IR Ablation bone, Liver and 
Miscellaneous. Orders may allow you to add additional details or may have these details 
pre-determined for ease of ordering as an order sentence. Categories and folders can 
be collapsed or expanded by clicking the expansion arrows  and . 
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2 3. Click the Orders for Signature icon  to modify the PowerPlan.  

4. Select Modify and the PowerPlan will open.  

 
 

PowerPlans open in the Plan Navigator. Scroll through to locate visual cues organizing orders:  
• Bright blue highlighted text for critical reminders. 
• Bright yellow highlights for clinical decision support information. 
• Light blue highlights that separate categories of orders. 
• Green highlights a separate oral contrast preparation. 

 

 

5. Select Insert Peripheral IV Catheter and 2 hour Gastrografin Oral Contrast Preparation. 
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3 To add an unlisted order to the PowerPlan:  

1. Click + Add to Phase button, then Add order. 

 

2. Search the order catalogue for:  
• Creatinine and EGFR 

Once you have selected the appropriate orders, click Done at the lower right corner. Check the 
order to see if you need to adjust anything.  

 

3. Click Initiate. 

 

NOTE: 
Initiate: PowerPlan becomes active immediately and its orders create respective tasks 
and actions for other care team members. 
Sign: Remains in a planned stage allowing to prepare orders for future activation as 
needed. 
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4 You will see the orders added under the appropriate order categories, in this case, Laboratory. 

 
4. Then click Orders For Signature. 

 

5. Then click Sign. 

 

NOTE: You must click both Initiate and then Sign. 

The  icon next to the order indicates missing details. This is a standard icon across 
the entire CIS. You must complete all required details in order to sign the order. 
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6. Click Done.  

7. Click on Orders from the Menu to bring you back to the Orders page to review the active 
PowerPlan.  

The orders in the PowerPlan change their status to ordered. Hover over the other icons under 
the flag symbol to see what they indicate.  

 

 
 
 
5 Similar to the order list, you can act upon the components of the PowerPlan by right-clicking on 

the order and choosing the action from the pop-up menu (discontinue, plan Information, Add 
comment and save as favourite).  
To view PowerPlans always look under the Plans section of the orders profile (1). This plan is 
initiated so all the orders will show up because they are active however if the PowerPlan was 
planned the orders would not be visible and it would show as Planned (2).  

If you want to replace an order in the PowerPlan, you can do so by Cancel and Reorder. On the 
current patient cancel and reorder the gastrografin prep order with different details. Right-click on 
the gastrografin order and select Cancel and Reorder.  

 

 
NOTE: If changing the drug or route, a cancel/ discontinue order is needed and you will 
have to enter a new order or PowerPlan.   
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 Activity 1.7 – Start and Complete an Exam 
Sign in and open RadNet Online Work List. Set your desired filters for the Online Worklist.  

This software is a Radiology Information System (RIS) and is used by clerical staff and 
technologists to manage daily tasks in your department. As a Radiologist you will likely not 
need to work in RadNet however for situations when you do not have access to a tech or 
clerk you would need to start and complete an exam.  

Finally you will now learn to start and complete exams. 

1  From the Online Worklist, you will choose the CT Chest Abdo Pelvis w/ Contrast in order to 
complete the exam. Select the exam (1), right-click and choose Exam Management from the 
drop-down menu (2). 
 

 

 

2 Verify the Personnel list (1) to ensure all relevant personnel are included. The exam 
appears listed in the working window (2) with the status of Ordered. Click on Start (3).  

  

 
NOTE: It is important to click on START before the patient comes into the room in order 
to avoid non-MI staff cancelling or modifying the exam while it is in progress. 

 

 

2 1 
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3 The exam status changes to Started (1) in the list. When the exam is done, click Complete (2). 

 

 

 

4 The Technical Comments window pops-up. Complete the yellow highlighted required 
fields: Pregnancy Status (1) and Patient Shielded (2). When done click OK (3) 

 
NOTE: There are different required fields depending on the modality and/or the exam. 
Expand the columns to see the fields.  

  

 

 

  



PATIENT SCENARIO 1      
 

40  |  43 

5 The Bill Only Charging window opens. If needed, select the Bill-Only Categories to be 
attached to the exam and move them into the Charges window specifying the Quantity and 
using the arrows. Click OK. 

 

 

 

6 After completion, the exam will say completed in the working space and the status will change 
to completed. Click Exit to close Exam Management.   
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7 On the Online Work List, the exam status will be changed to Completed (1). Show completed 
exams (2) must be ticked if you want the completed exams to appear on the list. Click Exit (3) 
when done. 

 

 

 

For all modalities except ECHO, the order will not be available to be reported on in Fluency for 
Imaging (FFI) until you click on COMPLETE. It is very important to do this step.  

 

 
NOTE: The status of the exam in PowerChart, RadNet, and PACS may differ. 
Please consult the table of equivalences below. 
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 Key Learning Points 

 A patient’s information can be directly accessed in PowerChart by right click launching  Cerner 
RDT from within the image in PACS 

 Message Center should be checked once a day for cosigning of orders and notes. 

 Ambulatory Organizer is a way to view appointments and open the patient chart. 

 Progress notes and orders can be written, viewed and edited through tabs within the Provider 
View.  

 PowerPlans are replacing  pre-printed orders (PPOs), and define sets of orders that are often 
used together. 

 RadNet replaces your department’s current RIS and will be used by clerical, technologists and 
some Imaging Physicians to start and complete exams. 
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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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