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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. 

 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 to ensure you are able to practice 

and consolidate the skills and competencies required 

throughout the session. 

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 

 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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 PATIENT SCENARIO 1 – Patient List 

 

Learning Objectives 

At the end of this Scenario, you will be able to: 

 Create a Location Patient List 

 

SCENARIO 

You arrive on the unit and begin by logging in and setting up the appropriate lists of patients that 

you will use throughout the day.  

 

As a Unit Clerk you will be completing the following activities: 

 Set-up a Location Patient List 
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 Activity 1.1 - Set Up a Location Patient List 
 

1 Once you have logged into the system you will see the Tracking Shell. Many of your 

common tasks can be done through Tracking Shell without entering the patients’ charts. 

Take a moment to review your screen and the many buttons within the top toolbar.  

 

Many patient-related tasks are completed through Multi-Patient Task List (MPTL).  

 
 

Before you can use the MPTL you will need to set-up a patient list.  The Patient List can 

be set-up by a variety of methods. In this activity we will learn to set-up a patient list based 

on a specific unit/floor you select. 
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To set-up the Patient List: 

1. Select the Patient List  from the Toolbar at the top of the screen. 

2. The screen will be blank. To create a location list, click the List Maintenance icon . 

When you hover over the wrench it will say List Maintenance   . 

3. Within the Modify Patient Lists window, select New in the bottom right corner. 

 

4. From the Patient List Type window select Location. 

5. Click Next. 
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6. In the Location Patient List window a location tree will be on the right hand side. Expand 

the list of locations by clicking on the tiny plus [+] sign next to Locations. 

 
7. Scroll down until you find the location assigned to you. (You may need to further expand a 

facility to select your specific unit. To select check the box next to the unit name. 

8. All patient lists need a name to help identify them. Location lists are automatically named for 

the location you select.  

9. Click Finish 
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10. In the Modify Patient Lists window select the Location list you’ve created.  

11. Click the blue arrow icon  to move the Location to the right, under Active Lists.  

12. Click OK to return to Patient Lists. Your Location list should now appear. 

 
 

 Key Learning Points 

 Patient List can be accessed by clicking on the Patient List icon in the Toolbar. 

 You can set up a Patient List based on location. 
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 PATIENT SCENARIO 2 – Multi-Patient Task List 

 

Learning Objectives 

At the end of this Scenario, you will be able to: 

 Set up Multi-Patient Task List (MPTL) 

 Review and complete patient tasks in MPTL 

 

SCENARIO 

In this scenario, you will use the Multi-Patient Task List (MPTL) to identify your patients and 

help organize your day. 

 
 As an Unit Clerk you will complete the following activities: 
 

 Set up your view of the Multi-Patient Task List (MPTL) 

 Review MPTL functionality 

 Review patient tasks 

 Complete patient tasks  
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 Activity 2.1 – Set up your view of the Multi-Patient Task List 

 

1 The Multi-Patient Task List (MPTL) displays your patient list and a list of tasks associated to the 

patients. Tasks are activities that need to be completed for the patients. 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.  

 
To navigate to the MPTL: 

Click on the Multi-Patient Task List   on the tool bar  

The MPTL for Unit Clerks has only one tab for Scheduled Patient Care tasks. The tab (task 

category) is used to group tasks.  

 

 

 

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

1. Right-click on Assigned Tasks in the grey information bar. 

2. Select Customize Patient View
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Within the Task List Properties window: 

3. In the Patient List tab, ensure Choose a Patient List is selected and select the Location 

Patient List that you had previously created. 

Note: Only choose locations for units you are working on. If you choose an entire hospital or too 

many locations, the system might not be able process all the tasks in the MPTL. Alternatively, you 

can set up several separate locations based lists. 

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

5. Click the OK button. 

  

 
After selecting the appropriate Patient List you will set up Defined Time Frame for viewing tasks.  

To select appropriate Time Frame for your MPTL:  

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

7. Select Change Time Frame Criteria. This will open the Task List Properties window. 
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Within the Task List Properties window:  

9. Select Defined Time Frame for your shift.  

10. Select 12 Hour Day Shift 

11. Click the OK button 

       

The Scheduled Patient Care tab within MPTL is now set with the correct patients and their tasks. 

 

 Key Learning Points 

 The Tracking Shell is the first page you will see upon logging in. Set up a custom list to view MPTL. 

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

 You must select the location patient list and define the appropriate time frame in order to see 
assigned tasks for your patients. 

 Click Refresh  to ensure you can see the most current tasks. 
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 Activity 2.2 – Review MPTL functionality 

1 Now that you have set up your view of the Multi-Patient Task List, you will be able to review the 

following: 

1. Task list toolbar - hover over the icons to discover their functions. 

2. Information bar with name of the patient list (far left) and the set time frame (far right). 

3. Task categories (tabs) – to group tasks. 

4. Navigator window displays a list of your patients  

5. List of patient tasks.  Task names are displayed on the Task Description column. 

 

 

 

 Key Learning Points 

 Components of the MPTL include the Task list toolbar, Information bar, Task categories, Navigator, 

and List of patient tasks. 
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 Activity 2.3 – Review Patient Tasks 

 

1 After setting up the Multi-Patient Task List you can see the patients that are on your unit with orders 

or tasks associated to them. Let’s locate a patient and review one of their tasks. 

1. Under the Navigator window with patient names, locate the correct patient, <OB-UC, First 
Name> 

2. Review task(s) associated with your patient. 

3. Right click on the task associated with your patient: IP Consult to Ethicist (IP=inpatient) 

 

Certain orders will have Order Information attached to it and additional information can be 

reviewed by the user.  

4. If that option is available, select Order Info… to learn more about the order. 

For the following steps, please review screenshot below.  

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

information.  

6. Click the Exit icon  to close the window when you finish reviewing the information. 
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 Key Learning Points 

 Certain orders or tasks will appear on your MPTL to action.  

 You can review additional information for certain orders by clicking on Order Information.  
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 Activity 2.4 - Document a Patient Task as Complete 

1 As you review patient tasks and complete orders, it is important to document tasks as complete. 

Documenting that a task has been completed will allow the task to be cleared from your Multi-

Patient Task List and will declutter your MPTL with remaining tasks that you need to complete. 

1. Under the Navigator window with patient names, locate the correct patient and click on   

[patient name]. 

2. Review task(s) associated with your patient. 

3. Right click on the task associated with your patient (IP Consult to Ethicist)  

4. Click Chart Done (Date/Time)…  

 

5. You will be asked to establish a relationship with the patient before you can open the patient’s 

chart or proceed with completing a task. Select Unit Clerk in the Assign a Relationship 

window. 

6. Click OK  
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The Chart Done window opens.  

7. Review the Date/Time cells in the Chart Done window and adjust details as needed.  

8. Click OK 

       

Note: The task can also be documented as Chart Not Done or Reschedule Task. 

9. The task now will now have a Chart Done icon  next to it. 

 

10. Click Refresh  near the top right corner of the screen and the task will fall off the task list. 

 

 

 Key Learning Points 

 Document the task as Chart Done in the MPTL only after you have completed the action 

associated to the task.  

 Click refresh after completing the task so it will fall off the task list. 



RURAL CLERK ADD-ON      

 

19  |  49 
 

 PATIENT SCENARIO 3 – Accessing and Navigating the Patient 
Chart 

Learning Objectives 

 At the end of this Scenario, you will be able to: 

 Access patient chart and review information including Women’s Health Overview, Orders and 

more 

 

SCENARIO 

 After setting up the MPTL you can access your patient’s chart. 

 As a Unit Clerk, you will be completing the following activities: 

 Review patient information  

 Add a Pregnancy 

 Transcribe Antenatal Record 

 Review the Orders Profile 
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 Activity 3.1 – Introduction to Banner Bar, Toolbar, and Menu 

1 After reviewing your patient’s tasks, you will access the patient’s chart directly from Tracking Shell. 

1. Right click on the patient’s name  

2. Select Open Patient Chart 

3. Select Women’s Health Overview 

You can also access the Patient Chart from the Patient List.  

 
 

 

 
2 The patient’s chart is now open to the Women’s Health Overview page. Before we proceed any 

further, let’s go through an overview of the general screen. 

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

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

 Name 

 Allergies  

 Age, date of birth, etc. 

 Encounter type and number  

 Code status 

 Weight 

 Process, disease and isolation alerts 

 Location of patient 

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

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

Note: The chart does not automatically update. When in doubt, click Refresh 

 

 
 
 

 Key Learning Points 

 The Toolbar is used to access various tools within the Clinical Information System. 

 The Banner Bar displays patient demographics and important information. 

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

 The patient chart should be refreshed regularly to view the most up-to-date information. 
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 Activity 3.2 – Add a Pregnancy and Antenatal Record 

1 Upon accessing the patient’s chart you will see the Women’s Health Overview page open and the 

Triage/Ante/Labour tab is selected. No pregnancy data will be shown until the patient has had a 

pregnancy added.  

Usually it is the arrival of the patient’s pre-registration form and antenatal record that prompts the 

unit clerk to begin this process (at ~20 weeks gestation).  

The pre-registration process includes:  

1. Pre-registering a patient and creating a “Pre-Outpatient in a Bed" encounter (completed by 

main registration clerk when he/she receives patient's registration forms at ~20 weeks). 

2. Attaching the BC Antenatal Record Part 1 and 2 forms from Work Queue Manager to 

PowerChart (completed by OB unit clerk) 

3. Adding a pregnancy and modifying the EDD (completed by OB unit clerk) 

4. Transcribing information from the BC Antenatal Record Part 1 and 2 to the Antenatal Record 

PowerForm (completed by OB unit clerk) 

a. Obstetrical History (Section 3) 

b. Prenatal Investigations and Results (Section 13) 

c. Weight History (Pre-pregnant Weight and Height) (Section 14) 

 

Let’s Add a Pregnancy: 

 

 

1. Click Add Pregnancy to open the Add Pregnancy window. The information entered here 

would be taken from the Antenatal Record Part 1 section 4.  
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Notice that Onset: Date field is yellow, meaning mandatory. All appropriate data from the 

Antenatal Record would be copied here.  

2. The Add Pregnancy window opens.  

3. In the Onset: Date field, choose a date about 10 months ago.  

Note: In real life, you would enter the LMP date from the BC Antenatal Record Part 1, 

Section 4. 

4. In the Onset Date field, select “Use as LMP Date” 

5. Ensure the Number of Gestations = Number of Baby Labels is correct  

Note: This field is defaulted to 1 = Baby A for singletons; for multiples gestations, select the 

appropriate number of babies. 

6. Click OK 
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7. After you click OK, you will be returned to the Triage/Ante/Labour tab of the Women’s Health 

Overview. You will see that now more information is viewable on the page.  

8. To modify the EDD, scroll to the EDD Maintenance component and click on Modify EDD 

(highlighted in blue). 
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9. The EDD Maintenance window will open.  

10. In the Method section, select Ultrasound from the dropdown list. The Date of Method and 

EGA by Ultrasound fields will become mandatory fields (highlighted in yellow). 

11. In the Date of Method field, select a date about 6 months ago.  

Note: In real life, you would enter the 1st US date from the BC Antenatal Record (Section 4). 

12. In the EGA by Ultrasound field, document 8 weeks. 

Note: In real life, you would enter the GA by US from the BC Antenatal Record (Section 4). 

13. The EDD and Current EGA will auto-calculate.  Adjust the EDD as needed in the EDD field. 

14. Click OK 

 

The Pregnancy Overview will now show the updated EDD and EGA. 

 

You will only need to add a pregnancy once for a patient. The pregnancy will remain active until it is 

closed.  

 

  
Note that this "Pre-Outpatient in a Bed" encounter is to be used when the patient presents in 

labour. If this "Pre-Outpatient in a Bed" encounter is used and the patient is discharged home 

undelivered (for example, in early labour), then another "Pre-Outpatient in a Bed" encounter will 

need to be created for use when the patient returns for subsequent labour assessments. 
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Now you need to continue transcribing additional data from the BC Antenatal Record. 

To continue transcribing data from the Antenatal Record, click the blue arrow  next to Prenatal 

Visits on the Triage/Ante/Labour tab.  

Text will appear which says Antenatal Record. Click the text. 

 

 

The Antenatal Record window will open. Based on data from the BC Antenatal Record Part 1 and 

2, Sections 3, 13, and 14, you will  transcribe information into the Obstetrical History, Prenatal 

Investigations and Results and Weight History sections of the Antenatal Record PowerForm. 
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For your practice, enter the following (note not every box or field needs to be filled in) 

Note: If the patient does not have any obstetrical history, you do not need to complete this section 

since the system will default her as a Gravida 1, Para 0 (G1P0).  

Let’s add the obstetrical history for a patient who is a Gravida 2, Term 1, Preterm 0, Abortion 0, 

Living 1 

 

1. Click on Obstetrical History from the menu to open the section in the Antenatal Record 

PowerForm. 

2. Click the icon to add details of the obstetrical history. 
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3. A ‘Baby A’ section with mandatory fields highlighted in yellow will open. Notice that the 

Gravida automatically updates to ‘2’.  

Document the following: 

Delivery/Outcome Date/Time =  January 31, 2016 

Gestation at Birth = 40 Weeks, 0 Days 

Pregnancy Outcome/Result = Vaginal 

Neonate Outcome = Live Birth 

 

4. Click OK. 
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5. The Obstetrical History will now be updated. 

 

Next tab: 

On the Prenatal Investigations and Results section: 

Blood Type= A positive 
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On the Weight History section enter: 

 Pre-Pregnancy Weight = 70 kg  

 Height/Length Measured= 170 cm 

*Note the automatic conversations that appear to the side. 

Click the green check mark  to sign your documentation. This will return you to the 

Triage/Ante/Labour tab. 

 

 

Click the Refresh icon  . Notice the time since last refresh is displayed and will reset to 0 

minutes . You will see the Pregnancy Overview information has updated. 

 

Note: At ~36 weeks gestation when the provider sends in an updated copy of the BC 

Antenatal Records Part 1 and 2, the OB unit clerk will need to index/attach the updated 

record to the patient’s chart and also transcribe any new information (primarily from the 

Prenatal Investigations and Results section, for example, the Gestational Diabetes 

Screen Result) into a new Antenatal Record PowerForm. The previously transcribed 

data will pull through into new PowerForms. 

 

 



RURAL CLERK ADD-ON      

 

31  |  49 
 

 Key Learning Points 

 Pregnancy related information will not display until Add a Pregnancy has been performed. 

 Use data from the BC Antenatal Record to Add a Pregnancy and to transcribe information into 
the Antenatal Record PowerForm. 
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 Activity 3.3 – Introduction to Women’s Health Overview 

 

1 Upon accessing the patient’s chart you will see the Women’s Health Overview page open. The 

Women’s Health Overview will provide views of key clinical patient information. Remember that 

much of the data will not be viewable until Add a Pregnancy has been performed. 

1. There are different tabs including Triage/Ante/Labour, Partogram, Postpartum, Neonate 

Workflow, and Discharge 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. 

 

 

 

2 Click the Refresh icon  . Notice the time since last refresh is displayed and will reset to 0 

minutes . 
 

 

 Key Learning Points 

 Women’s Health Overview 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 3.4 – Orders Profile 

1 Throughout your shift, you will review your patient’s orders. The Orders Profile is where you will 

access a full list of the patient’s orders. 

To navigate to the Orders Profile and review the orders: 

1. Select Orders from the Menu 

2. On the left side of the Orders Profile is the navigator (View) which includes several 

categories including:  

 Plans 

 Categories of Orders 

 Medication History 

 Reconciliation History 

3. On the right side is the Orders Profile where you can: 

 Review the list of All Active Orders 

Moving the mouse over order icons allows you to hover to discover additional 

information. 

Some examples of icons and their meanings are: 

 Order requires nurse review 

 Additional reference text available 

 Order is part of a PowerPlan (Order Set)  

 Order requires Pharmacy verification 

 

4. Notice the display filter default setting is set to display All Active Orders. This can be 

modified to display other order statuses by clicking on the blue hyperlink. 
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 Key Learning Points 

 The Orders page consists of the orders view (Navigator) and the order profile. 

 The Orders View displays the lists of PowerPlans (order sets) and clinical categories of orders. 

 The Order Profile displays All Active Orders for a patient and can be filtered. 
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 Activity 3.5 – Review Order Statuses and Details 

1 In the following activity, you will only be reviewing the screenshots that are attached. 

Orders are classified by status including:  

Processing- order has been placed but the page needs to be refreshed to view updated 
status 

Ordered- active order that can be acted upon 

   

 
Note: the start date and that orders are organized by clinical category 

     

When new orders are placed in the chart, a nurse must acknowledge reviewing these new orders.   

1. A Nurse Review icon   appears to the left of the order. This serves to acknowledge 

the order needs to be reviewed by a nurse. 

     

 

 

 Key Learning Points 

 A Nurse Review icon is visible if the nurse has not yet reviewed by the nurse. 
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 PATIENT SCENARIO 4 –Conversation Launcher & PM 
Conversation 

 

Learning Objectives 

At the end of this Scenario, you will be able to: 

 Bed Transfer: Patient Not on Tracking Shell 

 Bed Transfer: Patient on Tracking Shell 

 Update Patient Information  

 

SCENARIO 

Throughout your shift, you will use the CIS to record patient transfers and discharge, amongst other 

activities. You will learn how to do some of these in this scenario.  

 

As a Unit Clerk you will be completing the following activities: 

 Bed Transfer: Patient Not on Tracking Shell 

 Bed Transfer: Patient on Tracking Shell 

 Update Patient Information  
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 Activity 4.1 – Bed Transfer: Patient Not on Tracking Shell 

1 You received notification from the charge nurse that a patient is being transferred from ED to your 
unit.  

Note: The following steps are the procedure when the patient being transferred is not already on 
Tracking Shell.  

Conversation Launcher contains the majority of the conversations you will need to perform your 
work, including Newborn Quick Reg, Print Specimen Labels, and Register Outpatient. Some of 
these conversations (such as Newborn Quick Reg) are also available directly from the Tracking 
Shell.  

Accessing available conversations from the Tracking Shell (when possible, ie patient is already on 
Tracking Shell) autopopulates the selected patient’s information in the conversation, whereas 
accessing conversations from Conversation Launcher requires you to manually search for the 
patient.  

You will use Conversation Launcher  to enter a Bed Transfer.  

You will need to locate the patient in ED using Conversation Launcher. This is located in the 
toolbar above Tracking Shell. 

 

1. Click Conversation Launcher. The window will open. 

 

 

2. Click Bed Transfer 

3. Click OK 
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4. The Encounter Search window will open. Search for <OB-UC-ED, First Name> by typing in 
their name. 

5. Click Search 

6. Click on the name of the correct patient and verify MRN number to ensure correct patient. 

7. If a patient has more than one encounter in their file, the correct encounter may need to be 
selected.  

8. After ensuring the correct encounter is selected, double-click the patient’s name. 

Note: Due to limitations in the training environment, not all new changes in the software can be 
reflected immediately. In the future, rather than double-clicking the patient’s name, you will be 
selecting the correct encounter and clicking the OK button.  
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1. The Bed Transfer window will open. Yellow fields are mandatory. Please enter: 

 Medical Service= Obstetrics 

 Unit/Clinic= LGH LD 

 Attending Provider= Plisvcl, Antonio (begin typing and it will auto-complete) 

 Acommodation Reason= Equipment in Room 

2. Click Bed Availability. The window will open. 

 

 

3. Select a bed that is either Available or Dirty. Click OK. 

Bed Types: 

 M = Mom bed 

 A = Baby A bed 

 B = Baby B bed 

 C = Baby C bed 
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If you selected a bed that is listed as Dirty, you will get a Location Information window asking 
you to confirm the selection. Click Yes.  

 

 

 

You will now be returned to the Bed Transfer window. Note that the Room and Bed mandatory 
fields are now filled in. Now you need to complete the transfer.  

1. Enter the following: 

Transfer Date: type “T” as a shortcut for Today 

Transfer Time: type “N” as a shortcut for Now 

2. Click Complete 
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The patient will now viewable from the Maternity Tracking Shell. 

 

 Key Learning Points 

 Use Conversation Launcher from the Tracking Shell toolbar to transfer patients that are not on 

Tracking Shell yet  
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 Activity 4.2 – Bed Transfer: Patient on Tracking Shell 

 

1 You are informed that your first patient <OB-UC, first name> needs to be moved to another bed on 

your unit due to isolation precautions. As this patient is currently on Tracking Shell, you can do this 

from Conversation Launcher, the rocketship icon   

 

The rocketship can accomplish two tasks: Bed Transfer and Discharge Encounter.  

 
To begin, locate your assigned patient in Tracking Shell and click their name to select. 
  
Click the rocketship and select Bed Transfer. 
 

 
 
 
 
 
 

 

4. The Bed Transfer window will open. Yellow fields are mandatory. As you did before for a 
patient not on Tracking Shell, please enter: 

 Medical Service= Obstetrics 

 Unit/Clinic= LGH LD 

 Attending Provider= Plisvcl, Antonio (begin typing and it will auto-complete) 

 Acommodation Reason= Equipment in Room 

5. Click Bed Availability. The window will open. 
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1. Select a bed that is either Available or Dirty. Click OK. 
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If you selected a bed that is listed as Dirty, you will get a Location Information window asking 
you to confirm the selection. Click Yes.  

 

 

 

You will now be returned to the Bed Transfer window. Note that the Room and Bed mandatory 
fields are now filled in. Now you need to complete the transfer.  

3. Enter the following: 

Transfer Date: type “T” as a shortcut for Today 

Transfer Time: type “N” as a shortcut for Now 

4. Click Complete 

 

Click Refresh . The patient location will be updated on the Maternity Tracking Shell. 
 

 Key Learning Points 

 Use the rocketship from the Tracking Shell toolbar to transfer patients that are on Tracking Shell  
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 Activity 4.3 – Update Patient Information 

 

1 During the patient journey, patient can have a changeover of attending physician, medical service, 

isolation status and such.  

Some of this information will display on the banner bar and you will need to update this information 

so that other clinicians or departments are aware of any changes. In this activity, we will learn how 

to update the isolation precaution for a patient but note that this same Conversation (Update 

Patient Information) can be used to update the Attending Physician and Medical Service.  

From the Patient Chart, do the following:  

1. Click Conversation Launcher  in the Toolbar. 

2. Select Update Patient Information.  

 

The Encounter Search window opens.  

 Type your patient’s first and last name and click the Search button. 

 Click the appropriate encounter and click the OK button. 

 

The Update Patient Information window opens.  

3. Click the Encounter Information tab 

4. From the Isolation Precautions dropdown, select Contact Plus.  

5. Yellow fields are mandatory fields that need to be entered. Review any yellow fields and 

click Complete. 
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Document Selection window opens. 

6. Click OK if no new specimen labels are needed.   

  

 

 Key Learning Points 

 Isolation Precautions are updated via the PM Conversation in the toolbar. 

 Isolation Precautions can be located in the Encounter Information tab of Update Patient 

Information. 
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 Activity 1.1 – Introduction to Patient Summary 

1 Like Women’s Health Overview, the Patient Summary will provide views of key clinical patient 

information. Patient Summary is meant for the majority of patients you will encounter whereas 

Women’s Health Overview is primarily for maternity patients including some newborn 

documentation used in Labour and Delivery.  

1. Patient Summary is located on the Menu. 

2. There are different tabs including Handoff Tool, Summary, Assessment, and Discharge 

that can be used to learn more about the patient. Click on the different tabs to see a quick 

overview of the patient.  

3. The Handoff Tool tab and Discharge tab have navigation menus which can be expanded 

to quickly locate components on the page. To access those menus, click the arrow button.  

 

 

2 Remember to Refresh   to view the most up to date information. 
 

 

 Key Learning Points 

 Patient Summary provides access to key information about the patient. 

 Click the Refresh icon to get the most updated information on the patient. 
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 End of Workbook  

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

 


