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% SELF-GUIDED PRACTICE WORKBOOK

Duration

Before getting started

Session Expectations

Key Learning Review

DATASHEET

8 hours

Sign the attendance roster (this will ensure you get paid toattend
the session)

Put your cell phones on silent mode

This is a self-paced learning session

A 15 min break time will be provided. You can take this breakat
any time during the session

The workbook provides a compilation of different scenarios that
are applicable to your work setting

Work through differentlearning activities at your own pace

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.

When you see this icon, please refer to the datasheet for your
patients. It is indicating a change in patient.
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B SCENARIO 1 - ALL CLERICAL POSITIONS

Learning Objectives

At the end of this Scenario, you will be able to:
Create a Referral Encounter
Convert the Referral Encounter into the Surgical Pre Registration Encounter
Use Work Queue Monitor
Navigate Perioperative Tracking

Display and Navigate the Patient’s Chart

Overview

This work package includes Surgery related Registration and Scheduling specific supplementary
material, to be learned in addition to the Scheduling Foundation Course and Registration Foundation
Course.

To complete the activities within this workbook, one must successfully have completed a base
learning prior in:

Work Queue Monitor (from the Scheduling Foundation Course)

Referrals (from the Registration Foundation Course)
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3 Activity 1.1 — Create a Referral Encounter

1 Before a surgeon can place an order for a patient on the day of consultation, an encounter is
required. The encounter is created in PMOffice, through the Referral Management Conversation.

¥ Access Management Office
Task View Groups Help

‘5\ ‘% | ‘hﬁ ‘% |v ‘ a ‘a |&‘9Asm:as ‘ 2 Groups '|R?Help

Conversation

& Add/Modiy Persan =
iy Bed Transfer o ==
X Cancel Discharge
%3] Cancel Encounter
3 ool Pering Tranfer L) X ‘You have nol entered a valid combination to search on the forsign system Close
| 4l Dischargs Encounter
BC PHN 0B Age  Bender

iy ity Transter

¥ Leave of Absence
| 4] Modiy Discharge MAN
& Modity Discharged Surgical Patient

Address[2) City

W/ORKBOOK, REGSCHED | 08-Dec-1997

3 Pending Facilly Transter Last Name:

¥ Pending Transfer CSTSNWORKBOOK
§ PreFegister Dutpatient [t etz
6 PreRegister Patient To & Be 1 FEGSCHED
ment poe
i Fiedister Outpatient z B
£ Register Patient To 4 Bed
8y Surgery Wit Gender
k@ Update Patient Infomation MR m »
4 View Encaunter Postal/Zip Code: Mo enogunters faund.
g View Person

Ay Phone Number
Encounter #
Wit

Historical MAN;

=2
WPl Search
[ oo Q[ Concel | [ Pueview Acld Person

Login to PM Office to open the Access Management Office

Double click Referral Management under the Conversation list
Search for the patient using the CIS and EMPI search criteria

Select the corresponding patient record from Person Search window
Click on Add Encounter

abrwbdE

@ Organization @

Fleaze zelect the facility where you want to view person aliases.

Facility Mame: | Facility &lias
LGH Lions Gate (]

Facility:
LGH Lions Gate Hozpital

[ ok || caea |

6. Enter the corresponding facility = LGH Lions Gate Hospital
7. Click OK
8. Click Close on the EMPI External MPI window.
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f# Referral Management fol-E =]
-l
hedival Fiecord Number Encounter Nurber Last Mame: Fist Name Middle Name: Freferred Name:
700008714 CSTSNWORKBOOK REGSCHED
Previous Lact Name: Date of Birth: Age: Gender BC PHN: Pre-leg Status:
08-Dec-1957 =] 20v Female ~ 9876414662 Incarplete -

Images

ALERTS | Patient Information|  Encounter Information | Insurance | Insurance Summary Addll\onalEonta:tsl Referral Infal

Encounter Type: tedical 5 ervice: Reason for Visit FRietenal Source:

Referal *  General Surgery *  Surgery -
Location

Facility: Building: Unit/Clinic:

LGH Lions Gate LGH Lions Gate «  LGH Surgw/aitLst -

Care Providers
Attending Provider  Pimary Care Provider [PCPE_ PCP Veilfied? Referting Provider: -
4 4 ~ Plisves, Stuatt, WD &
Additional Information

Wisitor Status:

Comment

Comment:

O

Previaus Comments:

I

Camplete Caneel

Ready PRODBC SHCSTTEST.SCH3 08-Dec-2017 856

9. On the Patient Information tab, in the Preferred Phone field, select Home Phone Number.
10. Click the Encounter Information tab

11. Use the following information to complete the patient’s record:

e Encounter Type = Referral

e Medical Service = General Surgery

e Reason for Visit = Surgery

e Building = LGH Lions Gate

e Unit/Clinic = LGH SurgWaitLst

e Referring Provider = Plisvcx, Stuart
12. Click the Referral Info tab

e Referral Received Date = <Date>

o Referral Status = Accepted

13. Click Complete

¢ Encounter Number and Visit Id are displayed
e Click OK

Key Learning Points

Access the Referral Management Conversation

Create and Complete a Referral Encounter
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2 Activity 1.2 — Convert a Referral Encounter to a Surgical Pre
Registration Encounter

1 Before the Scheduling Clerk can place the patient into the Request List, the Clerk must convert
the existing Referral Encounter associated with the patient into one of the types of the Surgical
Pre-Registration Encounters (Refer to the Registration Foundation Course).

Clerk reopens PM Office again to convert the Encounter.

1]
> i

1. Click Access Management Office from the Task Bar above.

& Access Management Office =10
Task View Groups Help
|@ = o | =% ‘\9 | (=) ‘a |@Asm14:14 ‘ 1 Groups -‘ N2 Help
Conversation
€ AddModiy Person N
i Bed Transfer = =

¥ Cance! Discharge

(B [EEr el © X “ouhave rot entered a valid cambinalion ta search on the fareian system. Close ‘
X Cance Panding Transter

’“Em‘ha’?e E”:””"m' BCPHN VIF Decessed flets BCFHN  WRN Name noB bge  Gender Addess bddiess (2) Ciy
SLZZUBD,'::Z:;DE g SE7EI14B62 7ODOCE7T4 CSTSNWORKBODK, REGSCHED (0BDec1337 20Yeas Female 580 AvenueCoré Shiest & Vancouve
Sl Modiy Discharge MR

‘@ Modiy Discharged Sugical Patint

¥8 Pending Facilly Transfer Last Name:

¥} Pending Transfer CSTISH-TRKBO0K

§ FreRegister Dutpatiert First Mame:

£ Preflesister Paient To 4 Bed REGSCHED

§ Refenal Managemert boe

s Flegister Outpatient = E

5 Feiter Patint To 4 Bed e

F Update Patiert Information L m | r

PastaliZip Cod:
L MEDEERE Facilty Ercounter#  Visit# EncType MedService  Unit/Clinic Room Bed EsthnivalDate RegDate DischDate Attending Provi

€ View Person

Any Phane Nurber:
Encounter
Visi #:

Historical MRN

MP| Seaich a I, | 5
[ a [ concel | [ Pievien Acd Person | | Add Encounter

1. Double Click Surgery Waitlist under the Conversation list.
e Person Search window displays
2. Search for the patient using the CIS and EMPI search criteria
3. Select the corresponding patient record from Person Search window
4. Select the Encounter where Enc Type Column displays as Referral

Note: If a referral encounter does not exist, a Surgical Waitlist Encounter will be created by
clicking on Add Encounter.

5. Click OK
6. Click Close to close the External MPI window
7. The Change to Preadmit? window displays

e Click Yes to continue
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8. Use the following information to complete the patient’s fields:

9. Click the Encounter Information Tab

Encounter Type = Pre-Day Surgery
Medical Service = General Surgery
Reason for Visit: Surgery

Building = LGH Lions Gate

Unit/Clinic = LGH SurgWaitLst

Referring Provider = Plisvcx, Stuart
Attending Provider = Plisvcw, Tyler
Estimated Arrival Date = <Christmas Day>
Estimated Arrival Time = 12:00

~

TRANSFORMATIONAL
LEARNING

Note: For definitions of each field, please refer to the Registration Foundation Course

10. Click the Insurance Tab and use the following information below to complete the
necessary fields
11. Click Search for Health Plan in the Primary Insurance section

e Health Plan Search window displays

© Health Plan Search =<
Find

| By Eligible F'Ians] By Sponsar | By PlanMame | By Carier| By Plan Alias

Search by: @ Contains (7 Starts With

Search for health plan:

« —

) BC Biomedical Labarataries - RESEARCH
€ ECResident MSP PHM - MSP

BC Resident M5P PHM Contact Information:
Type Addess Phone Nurnber

EE CARD, . Biitish Columbia
<<Add News>

[ Ok l ’ Cancel ] [ ore Info > ] More

12. Enter in the Search for health plan = BC and click the ellipsis button.

13. Select BC Resident MSP PHN — MSP from the result list

14. Select SEE CARD,, British Columbia from the BC Resident MSP PHN Contact
Information

15. Click OK
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16. From the Status In Canada drop-down, select Canadian Citizen
e Mandatory fields display:
= Residency > 6 Months? = <Yes>
= Document Type = <Birth Certificate>
= Document Number = <XX00001-10>
Note: For definitions of each field, please refer to the Registration Foundation Course

17. Click the Waitlist Info tab and use the following information below to complete the
necessary fields:

o Referral Date = <Date>

e First Consult Date = <Date>

e Ready to Treat Date = <Date>

o Booking Package Rec’d Date = <Date>
e Admit Day Prior =0

e Cancer? = Not Suspected

Fields ' Description

Referral Date Date when the Referral took place

First Consult Date Date when the first consult occurred with the
Surgeon

Ready to Treat Date Date when the decision of surgery took place

Booking Package Rec’d Date Date when the Booking Package is received

Number of days when the patient arrives

Admit Day Prior before the Admit Day

Admit Day Reason Reason why the patient arrives early

Estimated Length of the stay of the patient in
Estimated Length of Stay the hospital.

Put ‘0’ for Day Surgery procedures
Bed Type Bed requirement for the case. E.g., ICU Bed

o Patient condition that requires monitoring

Monitoring E.g., Section Apnea Monitoring

Flag to notify if Patient is Cancer suspected,
Cancer?

Cancer Proven or Not suspected at all
Clinical Stage? Stage of Cancer
Recurrent Cancer Indicate if Cancer is Recurring
Has patient been assessed pre-operatively by | Status of if patient has been assessed by
a multi-disciplinary team? another care team prior to surgery
C-Section Preferred Start Date The earliest date the C-Section can be done
C-Section Preferred End Date The latest date the C-Section can be done
EDC Date by Ultrasound Estimated delivery date of Ultrasound
Unavailable Start Date 1 Patient’s unavailable start date
Unavailable End Date 1 Patient’s unavailable end date

Patient’s reason for being unavailable, either
Medical, Personal, Vacation, Work or Other
Free text field to expand the reason of being
Unavailable

Unavailable Reason 1

Unavailable Reason Comment
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Note: There are rules in defining the Unavailable Dates:

Unavailable Dates cannot be overlapped and should be sequential
Each Unavailable duration must be at least 14 days

Each Unavailable duration must not exceed 1 year

18. Click Complete

o Encounter Number and Visit Id are displayed

e Click OK
o Document Selection Window Displays
e Click OK

Key Learning Points

Click Documentation in the Menu to review associated Patient Documentation

If there is a pre-existing Referral Encounter, the Scheduling Clerk will convert that encounter into

a Surgery Waitlist Encounter before scheduling the appointment

10
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& Activity 1.3 — Work Queue Monitor

1 When the Surgeon’s office faxes the Booking Package to the Booking Office, it will be received
as a work item in the Work Queue Monitor.

NOTE: A fax number is associated to a work queue (tab) in Work Queue Monitor.

The Clerk views and tags work items by specialty.

+ Add/Modify Work Item == Ecl x|

Task View Workltem  Help
o = = B B -
dmEE*"->23fBee k@

o Dec/08/2017 0303047 CST Project Office 8046752513 13 d
Location: Tl Tl
LGH Lions Gate Hospital//LGH Lions ~ « . vaneouver ~ eéo . Brovicis! Husnih REGIONAL OR BQUKING FORM
Gate Hospital//LGH Morgue p E coastatRealth :?_‘:*ff“i’fﬁ_f o, AR
Hospital Use Ondy_ Reguired Fieids - Salded Secfions Site:
Document type: RN ‘ Acct# Bocking Farm Recerved Date | | DRMIS #
A LEGAL SURNAME FIRST NAME WHDOLE NAME OR DATE
Subject FAN Dabe of B (e roorvere Gander L
Ow CF 3
Addrass Ty Province | Posial Gooe Counry
Priority: Telephone Home Wik CelliGthar Tocal Contact Number
Routine -
L4 Famidy Physicisn ReemalDale  pasooivy
Specialties Referting Fhysician [T S———
SN-General [ -] TEFTERNG PHVEICIAN Surgeny Deision Datt oo
SN -ENT - 1 Family Prysecian CANCER [ Nol Suspecied | [] Suspected L] Froven T
[ Surgeon same specially #s booking suigeon If cancer proven:
SN-GYN Surgean different spaciaky as booking aurgeon Has patient beon assessed pry-oparatively by & multidsciplnary
SN - Minor Procedure h Othar specialist team? [JYes CIMo
SN - Newrs BILLING INFORMATION (f et Sgi) Indicate clinicad stage: (11 [On O Iy T Mot Knewn
3N - Oral MaDertal A E] [ worksate BC [ 1GBC [ Soif [] Other Js thi 3 recurent cancer? [l Yes
o Oﬁho e al H Eding # / Informatin SPECIAL POST OP BED REQUIREMENTS.
- 3 10U Bed
SN - Plastics m ADMISSION STATUS E High Acuity Linit (PHE iy
SN - Uralogy 2 - [ Surgicsl Day Care (SOC). Disthame Same Day (DS0) CINCCU LEH Snl)
O Day Surgery Shert Stay (DSS) (RH Only) ] Ovemight Menitaring PAR {PHC & VGH Oy}
Referring physician L1 Admit Priar days prior o OR daie, ELOS wiys | [ 500 Bed fLGH Onip)
[ 5ame Day Admit (SDA), ELOS days 1 50U Bed {UBGH Onigh
| Q, L) Ingabizniiready in hospital 3 Spedial Sara Lk (VGH Orfi)
PROCEDURE
Status: conE PROGEDURE (vickide i) I l ASSISTANT
Available - 1 . I | B j
. e ¢ > 3 Page[ Moz ®EE-OGE» Y DEO-E 8B X[T:
EFS0N:
- [ ok | [ comed |

1. Loginto Cdiworkqueuemonitor to launch CPDI Work Queue Monitor

N

Click the appropriate Work Queue = LGH SURG All Other Services (if not yet displayed)
Double Click the corresponding work item
a. Add/Modify Work Item window displays
In the Specialties field, click on the ellipsis, then double click on = SN — General
Click OK
Click OK once again when the document appears in the main window.
Click Yes when asked to continue the submission without completing the requested fields

w

No o s

11
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2 Filtering allows you to pull out only the information you require for your specialty. To filter the
Work Queue based on SN — General specialty:

W | Clear Filter From "Specialties”
Text Filters L4

|Search Fe

o[ (Select Al

[¥] SN - General

D SN - Minor Procedure
-[C] SN - Neuro

| o || coneel |

1. Click the Filter ( ') icon in the Specialties column heading.
2. Click the checkbox to uncheck the (Select All)

3. Click the checkbox for SN - General

4. Click OK

3 Clerk will need to associate the work item to a Patient’s chart.

When the Booking Package is received as one file, the clerk needs to split the scanned
document and process it individually.

1. Double click the corresponding work item
¢ Add/Modify Work Item window displays
2. Click Page 1 of the Booking Package document in the All Page View Bar.

3. Click the Split icon (#) icon,

+ Add/Modify Work Item [E==EER =)
Tesk View | Workliem | Help
) — T ] s =
dEs"E-> IR @
- Dec/08/2017 G030 47 CST Project Office 6046752613 13 -
Location: A il
GH Lions Gate Hospttal//LGH Lions = van e . Praverci Mysan REGIONAL OR BQCKING FORM
liiate Hospital//LGH Norgue {Ouctaealtn  Wfovidence E;M-.-,;—ié%m
Ficspitai Use Oy Resyianed Fiakds - Bolied Sections s |
B R e ——————————— | Pagel
Document type: WRN Aectd Boaking Form Received Date | | ORMIS £
[ =] _I L LEGAL SURNAME FIRST NAME WHDOLE NAME OR DATE
Subject PN Dale of Bt wirez vt Tender L
Om OF 3
e Ty Frovece  Posial Code ErT
Priority: Telephane Hame Vork Caliimar Tocal Contact Nirmber
Rovtine -
[ Family Physician Referral Dake [T =TRey
Specialties Referring Fhysician First Consulk Date s o) o o
SN - Genersl - [ FETERRIRG PRVSICIAN Surgery Desiion Date o] 2
L] Family Physician CANCER [ ] Mot Suspecied | [ Suspecied L] Froven —
Queue Routing ] Surgeon same saecml‘yasno:m suigeon Womcerpraven: . .
urgecy 1 urgeo) {-oeratve i-disc
LGH SURG Al Other Servicss = Sl s oo 88 b Rmean ok oS e oy & it dacetnany
'BILLING INFORMATION (I 1ot Mt Indicate ikl stage: (11 [0u Ol Do [ Mot Knawn
Last Contact D ) WorkSate BS (] 1082 (] Self [] Other s this & rscurrnt cancer? [fves 1Mo
| Siing 8 ot [SPECALPOST OF DED REQUIRTMENTS
10U Bed
a ADMISSION STATUS E High Acuity Uinit [PHC Qi
= 1 Surgical Day Care {SDE), Dischargs Same Day (DSO) D NGSU (LGH Cniy)
3 Day Surgery Shert Stay (DSS) /R Only) [ Gvemight Monitaring PAR [FHC & VGH Only}
Referring physician L1 admitPrior ____ days prior o OR date, ELOS ___ daws | [ 560 Bed (LK Only)
LJ Same Day Admit (SDA). ELOS ____ days [ 50U Bed {USCH iyt
I a, [ InpatientAdeady n hospital 5 Special Cara Unt (VOH Gy
Status: PRDGG:DDE“E PROGEDURE (kchide Siie) | SURGEON I ASSISTANT
: . T T | -
Avaiatle ]
. e % 9 P Tl RABOGCAEYLYBENERIO®  (BROGH
eason
- [ hea | [ Cancal |

12
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e Person Search window displays
4, Patient Search
| £ X You have not sntered  valid combination to ssaich on the foreian system. Close |
BC PHN: VIP [ Deceased | Aletts [BCPHN  [MRN [ Name [ ooe [ #ge | Gender [ Address [ ccress (2) |
[ [ Process Alert 9876429433 700008243 CSTSNWORKBOOK, REVIEW 00c1963 5d'ears Male  590Ash Sueel cor Bth Ave
I [ 9875420562 700008518 CSTSMWORKBOOK,INTRAOP  0%4ug1953 54Years Male  530West BthAve
I o S87EA20143 700008545 CSTSNWORKBODK, ENDOSCOPY 30Nov-1987 30Years Female 12345 Stest
L4 S87E416312 700008576 CSTSNWORKEODK, FOSTOR 04-Dec-1930 27 ears Female 530 West Brook St
Lertlitne 4] Process Alett 3876418305 700008577 CSTSNWORKBOOK, PREDP 04-Dec-2000 17 Years Male  530'West Broadway
|ESTSNwORKBOOK o 9E7B414662  FODD0S7T4 CSTSNWORKBODK, REGSCHED  08Dec1957 20Years Female 530 Avenue Cord Strsst
First Hame:
DOB
Gender
| | : ;
FostalZjp Code
Facllty Encounter | Visit# Enc Type | MedServics | Unit/Clinic F\nnmIEed EslAlrlva\Dala HegDala D\schDate Attending Provi
ILGH Lions Gate | 7000000016284 | 7000000016284 | Referal General Surgery | LGH Surgw/ IlL?
Any Phone Number.
Encounter #:
Visit #:
Histarical MRM.

Search Beset

MPI Search

| ]

.

] b

5. Enter the Patient’s information:

e First Name = <first name>
e Last Name = <last name>

6. Click Search
7. Select the patient from the result list and select their Surgery Waitlist encounter.

0K Cancel

4dd Person Add Encounter All Encouners

Note: You can also associate documents to a Referral Encounter.

+ Add/Modify Work tem

Tesk View Workltem Help

AE="-> 3

Edae @
Patient Name: CSTSNWORKBOOK. REGSCHED
MRN: 700008714

CSTSNWORKBOOK, REGSCHED

8. Click OK
The selected Patient is now displayed in the Banner Bar of the Add/Modify Work

9. Click Close to close the External MPI window.

Item window

13
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- Add/Modify Work em =]

Task  View Workltem Help

dm=*->3ckRe @ |

MRN: 700008714

CSTSNWORKBOOK, REGSCHED

P = Dec/08/2017 09:30Q°47 CST Project Office 604-675-2513 13 =
LGH Lions Gate Hospital//LGH Lions
Gate Hospital//LGH Morgue i e \jj L
Yancouvey ~ ——— . Y | Brovincial Heallh REGIONAL OR BQOKING FORM
Servic Autharity
- Castilhenttn, rovidence 3, | ZEEATY
|Surgery Booking Form Heospitai Use Only  Required Fields - Bolded Sectfons Site:
_— MRN ‘ Acct# Booking Form Received Date | | ORMIS # |
IR&gmna\ OR Booking Form L .
1 LEGAL SURNANME FIRST NAME MIDDLE NAME OR DATE
Priority:
Routine - PHN Dafe of Birth w004 vrrn) Gerder
Specialties dw OF
SN-General - Address City Province  Postal Code Country }
CrreRiay: Telephane Home Work Cell/Other Local Contact Number 3
LGH SURG All Other Services - 4 G
Last Contact = Family Physician Referral Date s po vy
i Refering Physician First Consult Date w0/ vy
Referring physician: RDEEZT';{::SWZPYSICIAN Surgery Decision Date wwocrmn
l— &I [] Family Physician CANCER [] Not Suspected Suspected [] Proven
[ Surgeon same specialty as booking surgeon If cancer proven:
Status: L[] Surgeon different specialty as booking surgeon Has patient been i i by a multi-disciplinary
- [ Qther specialist team? [OJYes O Ne .
BILLING INFORMATION (if niot MSP) Indicate clinical stage: [J1 [Ju O m v [ NotKnown
Reason [ WorkSafe BC []1GBC [ Self [ Other Is this a recurrent cancer? [liYes [ No
v Billing # / Information SPECIAL POST OP BED TS
Comment [JIcU Bed
ADMISSION STATUS [ High Acuity Unit (PHC Orl 2
P 1 Prtant Pmee Ao IOAY Aleabias Bae P RAR =
LR P Mot RAQE-OGBEY Y REFO TR BHOGE
e fserics o e

10. At the Document Type field, click the Ellipsis (;I) icon
e Document Type Search window displays

7| Document Type Search E

Document type:

ISurgew Booking Foim

Subject;

Document alias:

Besults:

I Subject | Document Alias |

BLCCA OR Booking Farm
nal OR Booking Form 121

[~ Shew all document ypes QK I Cancel |

11. Enter the Document Type = Consent Procedure
e Subject = Consent — Surgical Operation, Special Procedure or Treatment and
Special Considerations
e Document Alias =1
12. Click OK
e Document Type Search window closes
¢ Document Type and Subject are now filled with the selected values
13. Select Status = Complete

14
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14. Click Next
e Maintain Information window displays
15. Click Maintain Patient Context checkbox
16. Click OK
e The Work Item displays with the remaining scanned documents

Note: The Second Consent Form, Medical Questionnaire and Surgery Booking Form can be
associated in the same way by repeating these steps.

Associate the remaining document types, using the steps above:

For Second Consent Form:
e Document Type = Consent Blood Products
e Subject = Consent Blood Products
e Document Alias = NA

This Alert will appear between each split:

Alert £X

i - \ The system cannot allow provider actions when a status of Complete, a
' person or encounter, and a clinical document type are not selected.
Provider actions will be removed. Continue?

Yes l | Mo

Click Yes.

Associate the remaining document types, using the steps above:

For the third document, Medical Questionnaire:
e Document Type = Medical Questionnaire
e Subject = Medical Questionnaire (Surgery)
e Document Alias = 1289

For the fourth document, Surgery Booking Form

e Document Type = Surgery Booking Form
e Subject = Regional OK Booking Form
e Document Alias =121

15
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Please refer to the Scheduling Foundation Course for further information on Work Queue Monitor.

Key Learning Points
A fax number is associated to a work queue (tab) in Work Queue Monitor

Work Queue Items can be filtered based on specialties
Work Items can only be associated to a patient with an existing encounter

Booking Packages received as one file will need to be split and processed individually
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2 Activity 1.4 — Navigate Perioperative Tracking

1 Perioperative Tracking will display various views (or tabs) depending on your area/login.
Utilization of Perioperative Tracking views (e.g., LGH Preop) is recommended to access patient
charts within the PAC and Surgical units. Perioperative views act as a slate, a communication tool,
and eliminates the need to search for patients individually.

T T

of Cand Pickist (] Case Selection 5§ Time-Critical Procedures. 4 Day of Surgery View E Historical View B LeamingLIVE |_| } @} CareConnect @) PHSA PACS @VCH and PHC PACS @) MUSE @ FormFast W |_

quest 4 Add + 8 Scheduling Appointment Bock | Documents BStaff Assign % Preference Card Maintenance B Repert Buider (s Discer Reporting Portal ) Report Manager [EiAware _

=
—
SGH Intracp SGHPhasel |  SGMPhasel | LGHASCPhasel |  LGHASCPreOp | _LGHMTRIntaOp |  LGH Case Communication LGH 08 View SGH OB View LGH ECT | LGHEndolncomplete |
LGH Endo Pre0p LGHEndoPostOp |  LGHPAC |  LGHPrefCard | LGH Famity [teHPreop ||  LGHEmergency List LGH Intsacp LGH Phasel LGH Phase ] SGHPrefCard | SGH EmergencyList SGHEreOp |
@& B Total Cases: 2
Stan Siop  Add Pt Type  CK|lso Alents Allergy Patient Age Procedurs Surgeor PraOp Nurss Scheduling Comment:

07-Dec2017 0800 0927 Day Surgery Q CSTPRODBCSN, ANESTHESIA 47 years “Right Hemia Inguinal” Hunter, J
05:00.00

» TOec-2017 1400 1500 Pre-Day Sun (% CSTSNWORKBOOK, REVIEW 54 years “Repair Right Hernia Inguinal”™ Plisvew, T
14:00.00 Lo

1. Loginto PowerChart to access Perioperative Tracking.
2. Any time you need to navigate back to Perioperative Tracking you can click

: Penoperative Tra

#% from the Toolbar.

3. Patients will display in their specified tracking view.

4. Each row within this table represents a patient. They are typically arranged by room (e.g.
OR).

Key Learning Points

You can use the Perioperative Tracking within the toolbar to return to Tracking Views from any
other area of PowerChart
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2 Activity 1.5 — Display and Navigate the Patient Chart

1 ~ | fijg§g Recent -

O Full screen [E)Print & 0 minutes ago

do Incomplete ] LGH Endo PreCp ] LGH Ende PostOp

PP - 1 ] P

1. Open the patient’s chart in Perioperative Tracking by clicking the magnifying glass
located on the top right hand corner of the application

a. Encounter Search window displays
2. Enter the Patient’s information:
a. First Name = <first name>
b. Last Name = <last name>
3. Click Search
4. Select the patient from the result list and select their existing encounter
5. Click OK

Assign a Relationship @
For Patient:  CSTSNWORKBOOK, REGSCHED

Relationships:

Clinical Support
Scheduling Clerk

6. If this is the first-time logging in a patient’s chart, the Assign a Relationship window will
display, verify this is the correct patient. Select Scheduling Clerk to assign relationship.

Note: If this is the wrong patient, Click Cancel to return to Tracking View

7. Click OK
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T=To s

Chat Links Navigation
Patient Lit (2] Case Selection. [ Time-Criica! Procedures [ LesmingUVE |_| | @ CareConnect @ PHSAPACS @ VCH snd PHC PACS @MUSE @ FomFest WH|_

§ S Tewr Ot bt FhAdHoc @ PM Comensstion + + Add + = Portsl B . st Assign |
@) Patient Health Education Materisls @ Policier and Guidelines @ UpToDate

CSTSNWORKBOOK, REGSCHED -

CSTSNWORKBOOK, REGSCHED 0808 o

Help

Allergies: Allergies Not Recorded
[
AR AR & 0%

Preop Summary 51| Intraop Summary 53| Postop Summary 52| Quick Orders 2| Handoff Tool

- Scectnd wat
R [FERIETRT. 7 3|
Open Reducton Internal Fixation Ho "o %
Selocted vit v 2

Dynamic Hip Screw Consents %
Surgical Free Text: Open Reduction Intemal Fixation H ECG A
Anesthesia Type(s) Defr to Anesthesia R | 2 %
s P ] © ' |
Surgery Start 23 ez Ste Verficaton %
Surgery Stop -
Anesth Start

Anesth Stop:

Selected visit

4 Scheduled (0)
4 Continuous (0)
4 PRN/Unscheduled Available (0)
» Administered (0) Last 24 howrs
Classfication: Al 4 Suspended (0)

» Discontinued (0) Last 24 hours

12112117 12:00

60
LGHOR CAT2

8. Perioperative Summary displays when you access a patient’s chart. Verify this is the
correct patient’s chart that has opened.

2 Navigate the Patient chart

Upon accessing the patient’s chart you will see the Perioperative Summary page open. The
Summary will provide views of key clinical patient information.

L

LT L L - e e

e, et B R e e L R e i AL T - LR »

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

2. Patient tab — displays patient’s name and clicking on ﬂ will close the chart.

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

o Allergies

o Age, date of birth, etc.

e Encounter type and number

e Code status

o Weight

e Process, disease and isolation alerts
e Location of patient

o Attending Physician

4. 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.

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

6. There are different tabs (e.g. Preop Summary, Intraop Summary, Postop Summary,
Quick Orders, Handoff Tool, 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.

7. Each tab has different components. You can navigate to different sections of the chart

by clicking on the component link(s) e.g. clicking on the Allergies link mor Add
% is the same as clicking on the Allergies band in the Menu.

3 Now that the Booking Package has been associated into the Patient’s Chart, the documents can
be viewed from PowerChart.

CSTSNWORKBOOK, REGSCHED - List i Recent ~
CSTSNWORKBOOK. REGSCHED DOB08-Dec-1997 MRN:700008714 Code Status Process: Location:LGH PAC

Age20 years Enc7000000016443 Disease: €nc TypePre-Outpatient
Allergies: Allergies Not Recorded GenderFemale PHN9876414662 Dosing Wt Isolation: Attending

bl > Documentation ] Full screen

*Add W IR G Forward | Provides Letter | [ Moddy | B | & & | & I |IPrevew
List ar

Dbty A ) i) & Previos Note | B Next Note

i

Amanged By: Date Newest At Top & Dec/08/2017 093047 CST Project Office 604.575-2513 13
ing Form 08-Dec-2017 08:54:36 PST

Reaional OR Booking Form “m‘mm‘ &j?aw& i ’_ REGIONAL OR BOOKING FORM

,

Consent Procedure 08-Dec-2017 08:54:36 PST
Consent: Medical or Surgical, Administra...

Hotpta U Oy e P B S el
[wan [wu Booklng Form Recenod Duia| | ORMIS #

LEGAL SURNAME FIRST NAME MIDDLE NAME OR DATE

PN Gate of GBI pasrcorrvin Gender
Ow OF
Adcross Cay Provece | [Potial Cooe Country

Telopncne Home Work Coliother Lol Contact Number B

Famdy Physiosn Referral Dt ewrcorvev)
Referring Physician First Consult Oate w100/ vey
REFERRING PHYSICIAN

e Surgery Decision Dy e ]
Femly Physicion CANCER [ ot Suspeocied | L] Suspecied L Proven
Surgeon same speciaty 33 bocking SUGEON :
Surgoon dfferunt spec e s booking srgeon Ham petiont boon asc0s3c orl-oparately by § b dacpinary
Othar spacialst

BILLING INFORMATION (1 not 157
Dm«s.r.ac 0icsc D..dr D other
! Information

ADMISSION STATUS
T Shemied o Cam (S0C) Niarhare S v (NS

2ot 2 ¢ Poge[ o1 & & [ OOQB/fW@E’E%f—'O L B
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1. Click Documentation from the Menu

2. Click each Documentation (E.g., Surgery Booking Form and Consent Procedure)

Key Learning Points

The blue arrow indicates that you have selected a patient in the tracking view

Users accessing a patient’s information for the first time are prompted to assign the relationship
with the patient e.g. Scheduling Clerk.

Verify the correct patient’s chart has opened.

The Perioperative Summary page provides an overview of the patient information and allows for
navigation elsewhere in the chart.
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B SCENARIO 2 — OR SCHEDULING CLERK

Learning Objectives

At the end of this Scenario, you will be able to:
Book an Elective Appointment
Use Request Lists / Request List Inquiry
Cancel a Confirmed Appointment
Cancel a Request
Interfacililty Transfer

Staff Assign

Overview
This work package includes Surgery related Registration and Scheduling specific supplementary

material, to be learned in addition to the Scheduling Foundation Course and Registration Foundation
Course.

To Complete the activities within this workbook one must successfully have completed a base
learning prior in:

Request Lists (Scheduling Foundation Course)
Appointment Scheduling (Scheduling Foundation Course)

Referrals (Registration Foundation Course)

Note: For Minor Procedure Clerks please also complete Activity 5.2 in addition to this Scenario
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& Activity 2.1 — Navigating the SAF for an Elective Appointment

1 Login to Schapptbook to launch the Scheduling Appointment Book

Books | Appointment

OpEra E E E [:Ipeﬂ

LGHMTR
LGH Labor and Deli...

=
o
=]
(%]
m
=]
=)
C
w
I

(]

Lr
LGH Ouw of OR
LGH Prefnesthesia.

To begin, ensure that your scheduling grid displays the LGH Main OR.

If not, Open the Bookshelf — LGH Department of Perioperative Services and Select the LGH
Main OR Book (Please refer to the Scheduling Foundation Course, to review steps on how to
access the Bookshelf and Books)

2 When booking an appointment, it is important to note that there are several Appointment types in
Surgery:

e Surgery

e Surgery Rapid

e Surgery Minor Procedure

e Surgery Endoscopy

e Surgery PAC

e Surgery PAC Anesthesia Only

e Surgery PAC JRAC

e Surgery PAC Nurse and Anesthesia
e Surgery PAC Nurse Visit

e Surgery PAC Other

e Surgery PAC Phone Call

e Surgery PAC RASC

e Surgery PAC W/ Screening

e Surgery Anes Out of the OR/Non- Surgical
e OB Anesthesia
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Appointment type ' Definition

Surgery

Used for booking an Elective appointment

Surgery Rapid

Used for booking an Emergency appointment

Surgery Minor Procedure

Used for booking a Minor Treatment
appointment

Surgery Endoscopy Used for booking an Endoscopy appointment
Used for booking stand-alone PAC
Surgery PAC Appointment without confirmed Surgical

appointments

Surgery PAC Anesthesia Only

Used for booking stand-alone PAC
appointments to see Anesthesiologists only

Surgery PAC JRAC

Used for booking PAC appointment for JRAC
patients

Surgery PAC Nurse and Anesthesia

Used for booking PAC appointment to see
Nurse and Anesthesiologist

Surgery PAC Nurse Visit

Used for booking PAC appointment to see
Nurse only

Surgery Other

Used for booking PAC appointment to see
other specialty provider

Surgery Phone

Used for booking PAC appointment via phone
call

Surgery PAC RASC

Used for booking PAC appointment for RASC
patients

Surgery PAC w/ Screening

Used for booking PAC screening appointment

Surgery Anes Out of the OR/Non-Surgical

Used for booking Anesthesiologist time out of
the OR

OB Anesthesia

Used for booking epidural for expectant
mother

To book an elective appointment:

1. Click on the Appointment Tab

2. Fields Within the Appointment Tab are called Scheduling Accept Format fields (or simply
SAF fields). Selecting an Appointment Type will modify the SAF fields.

Note: For definitions of each field, please refer to the Scheduling Foundation Course

Books Iﬁppointment Io

*Person name:

2

|
*Appointment type:
Surgery

*Appoirtment location:

et

E Clear

Allergies

it
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7| Appointment Type Help @
Appointment Type el
gl Surgery

2 Surgery Anes Out of OR/Mon-Surgical
4 Surgery Endoscopy
= Surgery Minor Procedure
2 Surgery PAC
4 Surgery PAC Anesthesia Onby
= Surgery PAC JRAC
4 Surgery PAC Nurse and Anesthesia
= Surgery PAC Nurse Visit
2 Surgery PAC Cther
4 Surgery PAC Phone Call
= Surgery PAC RASC
IS nn o

m

o [ conen |

Continue by selecting an Appointment type:

3.

© N A

Click the Appointment Tab in Schapptbook

Enter Surgery in the Appointment Type field

Click the Ellipsis (=]) icon next to the Appointment Type Field
Appointment Type Help window displays

Select Surgery

Click OK

~

TRANSFORMATIONAL
LEARNING

Note: By selecting “Surgery” as an Appointment type, it displays the following SAF fields that
may be needed to book this appointment.

e *Person name

e *Appointment location

e *Primary Surgeon

¢ Anesthesiologist

e Patient Type

e Priority

e AddOn

e PAC Required?

¢ BC Diagnosis/PCATs Code
e Revision Reason

e Preop Diagnosis Comment
e Reason for Procedure

e Surgeon — Secondary

e First Assistant

e Out of Town

e Sched Event ID

¢ |OL Payment Received?

e Private Surgical Comments
e Public Surgical Comments
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Note:
* - these fields are always present in the Appointment tab.
Mandatory fields will also change depending on the Appointment tab

Surgery Rapid and Surgery PAC will be discussed in later activities.

3 Continue following these steps to complete the booking of an Elective Appointment into the Work
in progress (Refer to the Scheduling Foundation Course as an additional resource if needed):

1. Click the Ellipsis (J) icon beside the Person Name Field
e Person Search window displays

2. Enter the Patient’s information:
e First Name = <first name>
e Last Name = <last name>

3. Click Search

4. Select the patient from the result list and select the appropriate Encounter = Pre-Day
Surgery

5. Click OK

6. Click Close to close the External MPI window

7. The Appointment Tab Displays.

8. Select Appointment location from the drop down = LGH Main OR

9. Enter Primary Surgeon = Goldberg, Aron

10. Select Patient Type = DSS — Day Surgery Short Stay
11. Verify that Priority = Elective (if not, Select Elective from the drop down)
12. Verify that Add On? = No (if not, Select No from the drop down)

13. Verify that PAC Required? = Defer to PAC Screening (if not, select Defer to PAC Screening
from the drop down)

14. Enter BC Diagnosis/PCATs Code = AGENL30SYAA on the first box and press Enter from
the keyboard

¢ Nomenclature Search window displays

15. Select the correct Diagnosis from the Nomenclature Item section
e Source String = 12W Inguinal or femoral hernia
e Code = AGENL30SYAA

16. Click OK

17. Click Move
e Appointment Attributes window displays (Orders tab is displaying by default)
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Appointment Attributes @

- CSTSNWORKBOOK, REGSCHED ‘ Details ‘ Orders ‘ Resource List I Guidelines | Pref Cards | Appointment | Eligibi\ity|

(-5 Surgery

CSTSNWORKBOOK, REGSCHED | *Primary Surgeon -

Plisvew, Tyler, MD

Requested Start:

*Primary Procedure?:

Repair Hernia Inguinal

mn

Yes -

Modifier 1{Laterality/Body Part/Approach):

Modfier 2:

Search | Exsting Orders | Privileges [ AOS | Required | Nomen| * [*

Modfier 3:

|Repa|r Hemia Inguinal

Repair Hemia Inguinal I -
Repair Hemia Inguinal Bilateral I}
Repair Hemia Inguinal Bilateral Laparoscopic Repair Hemia Inguinal - RIGHT]|
Repair Hemia Inguinal Laparoscopic
Repair Hemia Umbilical Surgical Procedure Code

Repair Hemia Ventral [:]3
Repair Hemia Ventral Laparoscopic
Repair Hypospadias

=Additional Procedurs Detail:

18. Search the Procedure by entering in the Search text field = Repair Hernia Inguinal and press
Enter.

19. Double Click on the corresponding Procedure Repair Hernia Inguinal from the list
20. Enter the Additional Procedure Detail = Repair Hernia Inguinal — RIGHT
21. Click OK
At this point, the appointment is now in the Work in progress (WIP) section of Schapptbook.

If the Surgery Date is KNOWN, you would drag and drop the appointment into the Calendar
(Please refer to the Scheduling Foundation Course). If the Surgery Date is UNKNOWN, (which it
is for this course), then proceed to the next Activity.

Key Learning Points

There are several Appointment Types in Surgery

Fields within the SAF will change depending on the Appointment Type selected
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1 An appointment without a confirmed Surgical or PAC date is called a Request. The Surgical

Request List Inquiry holds a list of patients without a confirmed date.

There are two ways for a Scheduling Clerk to place a request into the Request List. The first is
through the Work in progress Window and the second is by postponing a confirmed appointment

(To be discussed in Activity 2.5).

2 A. Placing a Patient into the Request List via Work in progress

Work in progress:
-4 CSTSNWORKBOOK, REGSCHED Schedde.
EMS; Surgery ~ |
E| Current Schedule e
B | LGH Main OR ‘e‘:“‘
® LGH Main OR Rooms
L. Primary Surgeon ;
Request
Insert

To begin this activity, ensure that your patient is located in the Work In progress Window (Refer

to Activity 2.2).
1. Click Request

o Request for Book window displays

Request for Book

MRN: 700008714

Name: CSTSNWORKBOOK, REGSCHED e 20
ge: ‘ears

| = EEENEREEEE, | Scheduling Criteria | Summary | General | Details | Orders | Guidelines | Netification | Conversation Summaries | Eligibility | Booking Notes |

-5t

DOB: 08-Dec-1997

Sex: Female

< Surgery
Appointment Date

@) Requested date range: 12-Dec-2017

= El 114an-2018

(@) Request in. 1 Days From

12-Dec-2017

T T . T

Sat

Appointment Time:
@ Time range: 0800 = 1800
@ Time restrictions AM Only

Request List

All request lists: Selected request lists:

Appoirtment Reviews - SN - LGH Surgery Watlst
Cancelation List
Future Requests
Reschedule Requests
Tiiage List

Waitlist

MI BD el Gueue
MICT niial Gueue
MICT P1

MICT P2

m

C

a

Set Default

MICTP3

MICT P4

M1 EC Initial Gueue

MIECP1

MIEC P2

MIECP3

MIEC P4

MIIR Inttial Queue

MI MG Initial Gueue

MI MR Initial Gueue a

Show all

2. Verify the SN-LGH Surgery Waitlist displays in the Selected Request Lists Window.

Note: If the request list is incorrect, select the appropriate request queue by Referring to the

Scheduling Foundation Course
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3. Click OK
e Request for Book Window Closes
The Request has now been put to the Request List Inquiry.
3 Access the Request List Inquiry
MRN. DOB:
Name:
Age: Sex:
Request List Action  Primary Procedure Surgeon Speciakty  Primary Surgeon Patiert Name Surgery Encounter  Location MRN BCPHN  BithDate R
Book Vial Signs Plisvca, Rocco, MD CST-TTT. TOBIAS 7000000013472 LGHMainOR 700007371 9876541221 13JAN-1944
Inuiry Book Tonsilectomy and Adencidectomy CERNER, CERNER CSTPRODARCH, SUNQUESTE LGHManOR 700001399 9878356004 11JUL-1976
Surgery Case Request by Queve v || | Book Bronchoscopy Flexble General Aslani, Nava CSTPRODECDA. STAB LGHManOR 700005273 9876759701 O1JAN-1960
Book Appendectomy Laparoscopy General Dave, Mala CSTPRODECSN, JESSICA 7000000008676  LGHMainOR 700003977 9876875006 08JUN-1380 O
Request List Queues: Book Tonsilectomy and Adenoidectomy Orthopedic Baggoo, Alan Kieth CSTPRODBCSN, MARY 7000000004681  LGH Main OR 700003117 9878043792 (01-APR-1972
SN - LGH Surgery Watlist v Reschedule Fusion Foot Orthopedic Preto, Antorio F. CSTSNCOLA, STCOCA 7000000005303  LGHMainOR 700003764 9876957913 25-MAY-2016 0
Book Tonsillectomy General Queh, Peter CSTSNDEMO, STTESTREPORT 7000000007647  LGH Main OR 700005095 9876783387 01JUL-2017 2|
Location type: Reschedule Tonsillectomy and Adenoidectomy Orthopedic Baggoo, Alan Kieth CSTSNGIRL, STFLOWER TULIPS 7000000001839 LGHMain OR 700001285 9878386583 18JAN-2014 1
Surgery - Book Tonsillectomy Orthopedic Baggoo, Alan Kieth CSTSNHORTONS, STTIM 7000000007014 LGH Main OR 700000758 9878396237 14-0CT-1998 1!
Book Tonsilectomy General Lewis, Richard Huw CSTSNID, STSCHEDEVENT 7000000007848 LGHMainOR 700005251 9876779635 01JUL-19%3 2|
focition Book Transanial Assisted Low Anterior Resection Laparascopic  General Aslani, Nava CSTSNJIMPY, STWAZZA LGHMainOR 700001678 9878255201 D6-JAN-1380
LGHMan OB v ||| Book Tonsilectomy General Chang, George: CSTSNLILY, STTESTTWO 7000000010275  LGHMain OR 700006517 9876706504 10AUG-1944 1
Book Appendectomy Laparoscopy Pediatric General Queh, Peter CSTSNMOON, STMISTER 7000000008559  LGH MainOR 700003864 9876306623 03JUN-2016 2!
Reschedule Open Reduction Irtemal Fiation Foot General Queh, Peter CSTSNMOON, STMR 7000000008509  LGHMainOR 700003876 9876300812 O1JUN-2017 2!
Reschedule Tonsilectomy General Plisvow, Tyler, MD CSTSNMUG, STCOFFEE 7000000010322 LGHManOR 700001003 9878393801 O1-NOV-1993 2
Book Repair Achilles Tendon General Plisvew, Tyler, MD CSTSNPARKER, STPETER SPIDEY LGHMainOR 700000817 9878395661 21-0CT-1990 E
Reschedule Colonoscopy Biopsy General Chang, George CSTSNPEPPER, STRED 7000000004508 LGH Main OR 700000977 9878393983 30-NOV-1999 0
Reschedule Adenoidectomy General Queh, Peter CSTSNPRACTICE, STTHREE 7000000005368 LGH Main OR 700003825 9876910616 07-MAY-1980 0
Reschedule Tonsillectomy General Chang, George CSTSNREPORT, STPANDB 7000000007913 LGH MainOR 700005288 9876758448 01JUL-1993
Book Repair Hemia Inguinal Orthopedic McConkey, Mark Owen CSTSNROSE, STTESTTWO 7000000009654 LGHMainOR 700006310 9876715051 07JUL-1993 2
Book Manipuation Knee Otthopedic: McCorkey. Mark Owen CSTSNROSE, STTESTTWO 7000000009654 LGHMainOR 700006310 9876715051 07JUL-1993 24
Book Tonsilectomy General Chang, George CSTSNSPR, SCENARIOSIX 7000000008286  LGHMainOR 700005498 9876752271 01JUL2017 24
Tonsilectomy General Chang. George CSTSNSPR. SCENARIOTHREE 7000000008251  LGH Man OR 700005435 9876752304 01UL-2017 2|
[Book | Tonsllectomy __________________| Onhovedic___| Zarkadas Peter Constaniine______|CSTSNSPR.STIWO________| 7000000009467 | LGH Main OR [ 700006212 | 9876721023 | 01-AUG 2017 | 2}
Reschedule Tonsilectomy General Chang, George CSTSNSPRTEST, SCENARIOTWO 7000000008165  LGH ManOR 700005297 9876756201 01UL2017 2|
Book Open Reduction Intemal Fixation Ankle General Queh, Peter CSTSNSTRANGE, STSTEVEN K 7000000012514 LGHMainOR 700006557 9876704865 18-APR-1979 2|
Reschedule Tonsillectomy Respirology Mainra, Rajesh Rai CSTSNSUN, STMISTER 7000000005813 LGH Main OR 700004027 9876868777 01JUN-2017 0
Book Appendectomy General Chang, George CSTSNTEST, STWARDA 7000000010578 LGHMainOR 700006697 9876595248 11-SEP-1970 2{
Book Fusion Spine Anterior Cervical TestDEMO, Neurosurgeon-Physician1, MD  CSTSNWALLACE, TEST LGH Main OR 700007462 9876527016 08-AUG-1988
Book Repair Biceps General Plisvcw, Tyler, MD CSTSNWINDU, STMACE 7000000012102 LGHMainOR 700007525 9876514722 08-AUG-1972 1
Book Appendectomy General Plisvow, Tyler, MD CSTSNYODA, STMASTER 7000000012200  LGHMainOR 700007532 9876514636 19-MAY-143 1y
Reschedule Repair Hemia Inguinal General Hurter, James McPhalen DEMO, INTRAFOUR 7000000007342  LGHManOR 700004960 9876790121 D1JUL-1967
Reschedule Tonsilectomy General Smith, Jenni DEMO. VERIFICATIONONE 7000000007371 LGHMainOR 700004978 9876783671 01JUL13%6 11
Book y Otthopedic: Baggoo, Alan Kieth STSPR, REPORTTEST 7000000007547  LGHMain OR 700005054 9876785327 O1JUL-2000 21 _
Ornnbnctin Comns At Teer vEoitvene SAMAAAMNTI07 AU n (D AAANACOR  007CTOGROR A1 i Annn
fd  |[ e J[ o bl W i v

1. Click Request List Inquiry

within the toolbar

e Schedule Inquiry- Request List by Location window displays

Within the Request List Inquiry, the Scheduling Clerk can do a variety of different activities to a

Request. This can include monitoring the request list, cancelling a request, moving a request from
one list to another, or completing the request into a confirmed date and time (Refer to the
Scheduling Foundation Course) on how to complete the different variations.

There are different Search Filters within the Request List Inquiry defined below:

Fields
Inquiry

Description

A way to search by certain criteria (e.g,
cancellations, requests) Note: Always Select
Inquiries prefixed with Surgery

Request List Queues

Hold lists of appointment requests based on
the type of appointment Note: Always Select
Request List Queues prefixed with SN

Location Type

Type of Location. Note: Always Select
Surgery

Location

Surgical Area
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Use the following information to complete the search window:

Inquiry = Surgery Case Request By Queue
Request List Queues = SN - LGH Surgery Waitlist
Location Type = Surgery

Location = LGH Main OR

2. Click Find

Search Window Populates

3. Click the Patient

Patient’s row is highlighted

Note. When you locate your patient, their status within the Action Column should display as

“Book”. This indicates that your patient has been put to the request list for the first time. If the
patient’s status within the Action Column displays as “Reschedule”, this indicates that your patient
is a postponed patient (To be discussed further in Activity 1.9).

To complete a patient’s request into the Scheduling Grid:

4. With the Patient’s Row still highlighted, right-click.

B inal Motifications...

Tonsillectomy
Tonsilectomy ICDmpIete Request... I
Tonsillectomy Moedify Request...
Tonsillectomy Move Request...
Open Reduction Intemal Focati

, Cancel Request...
Tonsillectomy
Appendectomy Restore Request...
Fusion Spine Anteror Cervical

. Schedule
Repair Biceps
Repair Hemia Inguinal Inquiry b
Appendectomy

5. Click Complete Request from the drop-down list

Appointment Attributes Window Displays

6. Click OK
7. Continue to complete the patient’s request via drag and drop from the Work In progress
window into the Scheduling Grid (Refer to the Scheduling Foundation Course).

8. Note: If necessary, Select Override to place the patient into the OR as per your data sheet.

9. Close the Request List Inquiry Window.
10. Click Confirm.
11. Click OK.
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Key Learning Points

A patient’s request within the Work In progress can be put into the Request list by selecting the
Request button

Access the Request List by selecting the Request List Inquiry Icon from the toolbar

The Action Column within the request list indicates whether a patient has a new request “Book”
or a postponed request “Reschedule”

31



: ‘ CLINICAL=SYSTEMS m
. TRANSFORMATION TRANSFORMATIONAL

Surgery: Registration and Scheduling oot oo e ot LEARNING

DATASHEET

- Activity 2.3 — Cancel A Confirmed Appointment

1 Cancel a Patient’s Confirmed Surgical Appointment.

The functionality taught in this activity only relates to confirmed appointments. Confirmed
appointments are colored blue within the scheduling grid (Refer to the Scheduling Foundation

Course).
o e ] —

< December 3 *Appointment type: 2 i Y ‘ | Schedule
Su Mo Tu We Th Fr Sa Sugeny E]\j | Cconfim
% 27 28 23 W 1 2

S A E 3oA b *Appointment location: | Rear
ol 3 14 15 6 T | suggest
17018 19 20 21 2 28 || *esonname Alergies

% % % 7 B A B ] B | Feaest
A 1 2 3 4 5 8 o 5z [ e

11-Dec-2017 - LGH Main OR

I

A

< n

TTUTSNN  (GHORGAR | LGHORKC | LGWORWHS | IGWORSEY | LGHORAMON01 | LGHORAMIOn02

1. Right Click the Patient’s Confirmed appointment within the scheduling grid
2. Hover over Actions from the drop-down

3. Click Cancel
4

Since the Patient has a Linked Appointments Icon, the Linked appointments will Display
(Refer to the Scheduling Foundation Course to learn more about Linked Appointments)

5. Click OK
e Cancel window displays

MRN: 700008714 DOB: 08-Dec-1997
Name: CSTSNWORKBOOK, REGSCHED
Age: 20 Years Sex: Femalo
[0 FEEICEEAGE: | General | summary | Details | Orders | Guidelines | Notification | Conversation Summaries | lineraries | Locks | Booking Notes
% Surgery *Cancel mason
SN - (P} Weather

Comments:

Person Name Enc Type
CSTSNWORKBOOK. REGSCHED Emergency
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Enter the true cancellation reason for the case as this removal reason will be sent down to the

Surgical Patient Registry.

Only choose Surgery applicable Cancellation reasons will be prefixed with “SN- (R)” as shown

below.

Surgery Removal Codes
SN - (R) Administrative Error

SN - (R) Patient Scheduled Elsewhere

SN - (R) Done as Emergency

SN - (R) Removed from WL by Hospital

SN - (R) Multiple Appt Date Refused

SN - (R) Removed from WL by Patient

SN - (R) Patient Deceased

SN - (R) Removed from WL by Surgeon

6. Select SN- (R) Done as Emergency from the Cancel Reason field

7. Click OK

e Patient’'s Appointment will display as red on the scheduling grid

Key Learning Points

The Cancel functionality within the scheduling grid only applies to Confirmed Appointments

Surgery Applicable Cancellation reasons will be prefixed with “SN- (R)”
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& Activity 2.4 — Postpone a Confirmed Appointment

DATASHEET

If a patient cannot undergo/attend their confirmed appointment, the appointment will need to be
waitlisted. To do this the Scheduling Clerk will first need to cancel the appointment off of the
scheduling grid, and then reschedule the appointment into the Request List. This process is known
as postponing a patient’s surgical appointment.

Work in progress:

10 Rl 12 13
17 18 19 20 21 22 23
24 25 2% 27 28 29 A

1

IEEEE

1. Right click the Patient’s confirmed appointment within the scheduling grid
2. Hover over Actions in the drop-down
3. Click Cancel...
e Since the Patient has a Linked Appointments Icon, the Linked appointments will

Display (Refer to the Scheduling Foundation Course to learn more about Linked
Appointments)

4. Click OK
e Cancel Window Displays

34



‘ CLINICAL+SYSTEMS m
TRANSFORMATION TRANSFORMATIONAL

Surgery: Registration and Scheduling oot oo e ot LEARNING
Cancel (-]
MRN: 700008714 DOB: 08-Dec-1997 \
Name: CSTSNWORKBOOK, REGSCHED
Age: 20 Years Sex: Female
= CSTSNWORKBOOK, REQ | General | Summary | Details | Orders | Guidelines | Notification | C ion S ies | Itineraries | Locks | Booking Notes |
- Surgery

*Cancel reason

SN - (P) Clinical Findings or Reasons v

Comments

Person Name Enc Type
CSTSNWORKBOOK, REGSCHED Refemal

view | [ Mgty || CancelEnc

Enter the true Postponement reason for the case as this will be sent down to the Surgical Patient
Registry.

Only choose Surgery applicable Postponement reasons prefixed with “SN- (P)” as seen below:

Surgery Postponement Codes

SN - (P) Anesthesia Unavailable SN - (P) Surgeon Unavailable
SN - (P) Bumped by Emerg SN - (P) Transportation/No Ride
SN - (P) Case Overrun SN - (P) Unit Bed Unavailable
SN - (P) Clinical Findings or Reasons SN - (P) Weather

SN - (P) Code Triage SN - (P) Surgeon Unavailable
SN - (P) Disaster Code SN - (P) Transportation/No Ride
SN - (P) Equipment Unavailable SN - (P) Unit Bed Unavailable
SN - (P) ICU Bed Unavailable SN - (P) Weather

SN - (P) Job Action

SN - (P) Move From Prev Day Add-On List
SN - (P) No Show

SN - (P) Nurse Unavailable

SN - (P) Patient Ate or Drank

SN - (P) Patient Cancelled

SN - (P) Patient No Consent

SN - (P) Patient Refused

SN - (P) Patient Too Sick to Come In
SN - (P) Patient Unavailable

SN - (P) Postponed by Surgeon

SN - (P) Preparation Not Complete
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5. Select SN- ( P) Clinical Findings or Reasons from the Cancel Reason field

6. Click OK

e Patient’'s Appointment will display as - and fall to the bottom of the scheduling

grid

7. Right click the Patient’s Cancelled appointment (colored [RiflB) within the scheduling grid

8. Hover over Actions from the drop down
9. Hover over Request from the drop down

10. Click Reschedule
o Request for Reschedule window displays

Request for Reschedule

MRN: 700008714

Name: CSTSNWORKBOOK, REGSCHED

Age: Sex: Female

CSTSNWORKBOOK, REGSCHE | Scheduling Criteria | Summary | Action Detsils | General | Guidelines | Notification | Conversation summaries | Eligibility | Booking Notes |

DOB: 08-Dec-1997

® Surgery

Appoiriment Date
© Requested date range: 13Dec-2017 = E 124202018 = E
O Request =] | pays From 12Dec 2017 :

Selected request lsts

-
\\ Set Defauit

ues
SN - PAC Nurse/Anesthesia Screering
SN - PAC Other Request

Show al

11. Click the Show All Checkbox on the bottom left hand corner if not already selected.

12. Click SN — LGH Surgery Waitlist from the All Request lists window
13. Click the Blue Arrow

Request for Reschedule

MRN: 700008714

Name: CSTSNWORKBOOK, REGSCHED

B CSTSNWORKBOOK, REGSCHE | Scheduling Criteria | Summary | Action Details | General | Guidelines [ Notification | Conversation Summaries | Eligibility | Booking Notes |

DOB: 08-Dec-1997

Age Sex: Female

@ Surgery

Pppointment Date
@ Requested date range: 13Dec2017 = E 12Jan2018

From 12-Dec-2017

Reguest List
Al request lists

Selected request ists

Appoirtment Reviews

Cancelation List

Future Requests

Reschedule Requests =
Triage List

Walist

M1 BD It Gueue b
MICT Intial Queue ™
MICTP1

o
MICTP3

MICT P4

MIEC Intial Queue
MIECP]

MIECP2
MIECF2

SN - LGH Surgery Watist

Show all

14. Click OK

The Appointment is now postponed. For more information (Refer to the Scheduling Foundation

Course)
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Key Learning Points

The Postpone functionality within the scheduling grid only applies to Confirmed Appointments
To Postpone an appointment: First Cancel the Confirmed Appointment. Then Reschedule it to
the Request List

Surgery applicable Postponement reasons are prefixed with “SN- (P)”
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& Activity 2.5 — Cancel Request

1 Cancel a patient’s request from the Request List Inquiry

1. Click Request List Inquiry === within the toolbar

E Schedule Inquiry - Surgery Case Request by Queue (===
i Task Edit View Help
IMBERCHAD KT L e 88 @00 0cdauaBs o N
Request List Action  Primary Procedure Surgeon Speciaky Primary Sugeon Patiert Name Surgery Encourter  Location MRN BCPHN  BithDaste R *
Book Appendectomy Laparoscopy General Dave. Mala CSTPRODBCSN, JESSICA 7000000005676 LGH Main OR 700003577 9876675006 0BJUN-1980 O
Inquiry: Book Tonsilectomy and Adenoidectomy Orthopedic Boggoo, Alan ieth CSTPRODBCSN, MARY 7000000004681  LGHMainOR 700003117 S878043752 01-APR-1972
‘Surgery Case Request by Queue ~ Reschedule. Fusion Foot Grthopedic Preto, Artonio F. CSTSNCOLA, STCOCA 7000000005303 LGHMainOR 700003764 S876957913 25MAY-2016 0/
Book Tonsilectomy General Queh, Peter CSTSNDEMO, STTESTREPORT 7000000007647  LGH MainOR 700005095 9876783387 D1WUL2017 2|
Request List Queues Reschedule Tonsilectomy and Adenoidectomy Orthopedic Baggoo, Alan Kieth CSTSNGIRL. STFLOWER TULIPS 7000000001839  LGHMainOR 700001285 9878386383 18JAN-2014 1
SN - LGH Surgery Wattist - Book Tonsilectomy Orthopedic: Baggoo, Alan Keth CSTSNHORTONS, STTIM 7000000007014  LGH Main OR 700000758 9878396237 140CT-1398 1
Book Tonsilectomy General Lews, Richard Huw CSTSNID, STSCHEDEVENT 7000000007848 LGHMain OR 700005251 9876779635 01JUL-1983 2|
Location type Book Transanal Assisted Low Anterior Resection Laparascopic ~ General Adani, Nava CSTSNJIMPY, STWAZZA LGH Msin OR 700001678 9878253201 D6JAN-1380
Surgery - Book Tonsilectomy Generdl Chang, George CSTSNLILY, STTESTTWO 7000000010275 LGHMainOR 700006517 9876706504 10-AUG-1944 1)
Book Appendectomy Laparoscopy Pediatic General Queh, Peter CSTSNMOON, STMISTER 7000000005559 LGHMainOR 700003864 9876906623 03JUN2D16 2|
Locstion Reschedule Open Reduction Intemal Fuxation Foot General Queh, Peter CSTSNMOON, STMR 7000000005509  LGHMainOR 700003876 9876900812 01JUN2D17 2|
LGH Main OR - Reschedule Tonsilectomy Genersl Plisvew, Tyler, MD CSTSNMUG, STCOFFEE 7000000010223 LGHMain OR 700001003 9878393801 D1-NOV-1993 2/
Book Repair Achlles Tendon General Plisvcw, Tyler, MD CSTSNPARKER, STPETER SPIDEY LGHMain OR 700000817 9878395651 21-0CT-1390
Reschedule Colonoscopy Biopsy Generdl Chang, George CSTSNPEFPER, STRED 7000000004508 LGH Main OR 700000577 9878333983 30-NOV-1339 0
Reschedule Adenoideciomy Generdl Gueh, Peter CSTSNPRACTICE. STTHREE 7000000005368 LGHMain OR 700003825 S876910616 O7-MAY-1980 0
Reschedule Tonsilectomy General Chang, George CSTSNREPORT, STPANDB 7000000007913 LGHMainOR 700005288 9876758448 01JUL-1993
Book Repair Hemia Inguinal Orthopedic MeConkey, Mark Owen CSTSNROSE, STTESTTWO 7000000009654 LGHMainOR 700006310 9876715051 07JUL-1983 2
Book Manipuiation Knee Orthopedic MeConkey, Mark Owen CSTSNROSE, STTESTTWO 7000000009654 LGHMainOR 700006310 9876715051 07UL1993 2|
Book Tonsilectomy General Chang, George CSTSNSPR, SCENARIOSIX 7000000008286 LGHMainOR 700005438 9876752271 D1UL2017 2|~
Book Tonsilectomy General Chang, George CSTSNSPR, SCENARIOTHREE 7000000008251  LGH MainOR 700005435 9876752304 D1JUL2017 2
Book Tonsilectomy Orthopedic Zarkadas, Peter Constanfine CSTSNSPR, STTWO 7000000009467  LGHMainOR 700006212 9876721023 01-AUG2017 2|
Reschedule Tonsileciomy General Chang, George CSTSNSPRTEST, SCENARIOTWO 7000000008165  LGH Main OR 700005287 9876758201 D1WUL2017 2|
Book Open Reduetion Intemal Focation Ankle General Queh, Peter CSTSNSTRANGE, STSTEVENK 7000000012514  LGHManOR 700006557 9876704865 1BAPR-1979 2|
Reschedule Tonsilectomy Respiralogy Mainra, Rajesh Rai CSTSNSUN, STMISTER 7000000005613 LGHMainOR 700004027 8876868777 014UN2DT7 0
Book Appendectomy General Chang, George CSTSNTEST, STWARDA 7000000010578  LGHMain OR 70000657 8876595248 11-SEP-1870 2|
Book Fusion Sp\neMEnurCEmmal TestDEMO. Neurosurgeon-Physiciant, MD - CSTSNWALLACE, TEST LGHMain OR 700007452 9876527016 0B-AUG-1988
Bonk Repair Bicep: Generdl Plisvcw, Tyler, MD CSTSNWINDU. STMACE 7000000012102 LGH Main OR 700007525 9876514722 0BAUG-1972 1
[ Feschodue] Open Raducion el Fixaion Ho Dymaic Hi Seraw || Pisvex Swarl, WD | CSTSNWORKBOOK. REGSCHED _| 7000000016539 [ LGH Wain OR | 700008714 | 9876414662 | 08-DEC-1957 | |
Bcok Appendectomy. General Plisvow, Tyler, MD CSTSNYODA, STMASTER 7000000012200 LGHMainOR 700007532 9876514636 13:MAY-1943 1
Reschedule Repair Hemia Inguinal General Hurter, James McPhalen DEMO, INTRAFOUR 7000000007342  LGHManOR 700004960 876790121 01JUL-1967
Reschedule Tonsilectomy General Smith, Jerni DEMO, VERIFICATIONONE 7000000007371 LGHMainOR 700004578 8876783671 01JUL19%6 1)
Book Tonsilectomy Orthopedic Baggoo, Alan Kieth STSPR, REPORTTEST 7000000007547  LGHMain OR 700005054 9876785327 01JUL2000 2|
Reschedule Tonsileciomy Generdl Gueh, Peter TEST, VERIFYONE 7000000007357  LGHMain OR 700004985 9876789585 01JUL2000 2|
Book Hemiathmoplasty Shoulder Generdl Hunter, Jemes McPhalen ZHANG-LEARN, HAO 7000000013309 LGHMainOR 700005472 9876753241 25MAY-2000
[ mma ) cer [ @ | |] m J '

Use the following information to complete the search window:
. Inquiry = Surgery Case Request By Queue

. Request List Queues = SN - LGH Surgery Waitlist
Location Type = Surgery

Location = LGH Main OR

. Click Find
. Review that the Action Column in the Patient’'s Row displays as either “Book” or

“Reschedule”

N O A W N

When you locate your patient, their status within the Action Column should display as “Book” or
“Reschedule”. “Book” indicates that your patient has been put to the request list for the first time. If
the patient’s status within the Action Column displays as “Reschedule”, this indicates that your
patient is a postponed patient.

Note: It is important to differentiate the two as both actions, especially when cancelling them off

the request list. If the proper method is not used, the cancellation reason will be sent down to the
Surgical Patient Registry incorrectly.

38



’ p
. H H H ‘ FRANSFORMATION TRANSFORMATIONAL
Surgery: Registration and Scheduling o ANSFORMATION TRANSFOR

2 Action Column Displays as “Book”
Repair Herta ngund AU O 3 o T ‘

Book Appendectomy General Plisvew, Tyler, MD CSTSNYODA, STMASTER

1. Right Click the Patient's Row
2. Click Cancel Request
e Cancel Window Displays

Cancel =
MRN: 700008714 DOB: 08-Dec-1957
Name: CSTSNWORKBOOK, REGSCHED
Age: 20 Years Sex: Female
€ CSTSNWORKBOOK, REQ | General | Summary | Details | Orders | Guidelines | [ < t | Kineraries | Locks | Booking Notes |

< Surgery *Cancel reason

SN - (R) Removed from WL by Surgeon

Commerts:

Person Name Enc Type
CSTSNWORKBOOK, REGSCHED

= H Modfy H s
3. Click SN - (R) Removed From WL By Surgeon
4. Click OK
3 Action Column Displays as “Reschedule”
Book Reparr Biosps General Plisvew, Tyler, MD CSTSNWINDU, STMACE 7000000012102
Open Reduction Intemal Focation Hip Dynamic Hip Screw | | Plisvex Stuat, MD | CSTSNWORKBOOK, REGSCHED | 7000000016533

Book Appendectomy General Plisvew, Tyler, MD CSTSNYODA. STMASTER 7000000012200

1. Right Click the Patient’'s Row
2. Click Modify
e Linked Appointment Window Displays

e Click OK
e Existing Request Window Displays
e Click OK

e Modify Window Displays
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Name: CSTSNWORKBOOK, REGSCHED

=] ﬁ CSTSNWORKBOOK, REG
<% Surgery

MRN: 700008714 DOB: 08-Dec-1997
Age: 20 Years Sex: Female
General \Summaryl Details | Orders IGuideIines Notificationl G ion S i Iti i | Locks | Booking Notes
Modify reason:

SN - (P) Anesthesia Unavailable -
SN - (P) Bumped by Emerg

SN - (P) Case Overmun

SN - (P) Clinical Findings or Reasons
SN - (P) Code Triage

SN - (P) Disaster Code

SN - (P) Equipment Unavailable

SN - {P) ICU Bed Unavailable

SN - (P) Job Action

SN - (P) No Show

SN - (P) Nurse Unavailable

SN - (P) Patient Ate or Drank

SN - (P) Patient Cancelled

SN - (P) Patient No Consent

SN - (P) Patient Too Sick to Come In
SN - (P) Patient Unavailable

SN - (P) Postponed by Surgeon

SN - (P) Preparation Not Complete

SN - (P) Surgeon Unavailable

SN - (P) Transportation/No Ride

SN - {P) Unit Bed Unavailable

SN - (P) Weather

SN - (R) Administrative Ermor

SN - (R) Mutiple Appt Date Refused
SN - (R) Patient Deceased

SN - (R) Patient Scheduled Elsewhere
SN - (R) Removed from WL by Hospital

SN - (R) Removed from WL by Patient
~ SN - (R) Removed from WL by Surgeon >

Click OK

o g kMW

Click the SN - (R) Done as Emergency

Right click the Patient’'s Row
Click Cancel Request
Cancel Window Displays

Cancel Request

MRN: 700008714 DOB: 08-Dec-1997

Name: CSTSNWORKBOOK, REGSCHED

Age: 20 Years Sex: Female

-8 CSTSMWORKBOOK, REGS | General

[ERENY Srgery (Reschedule)

Comments:

7. Click OK

8. Close the Request List Inquiry
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Key Learning Points

Review the Action Column to verify if the request displays “Book” for a new appointment or
“‘Reschedule” for a postponed appointment

If the request displays as “Book”: Cancel the Request and enter the cancellation reason

If the request displays as “Reschedule”: Modify the Request to enter the cancellation reason, and

then Cancel the Request
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3 Activity 2.6 — Discern Reporting Portal

DATASHEET

=

1 The Scheduling Clerk will need to run, view, and print reports.
Reports are accessed through Discern Reporting Portal in Powerchart.

Login to PowerChart to begin the activity.

[P PowerC izer for TestSX, Schedul =] ]
Tesk Edt View Patient Chart Llinks CaseActions Provider Lit Help

! Perioperative Tracking 4 Patient List ([1] Case Selection &5 Time-Critical Procedures &5 LeaminglIVE | _| } @} CareConnect @ PHSAPACS @ VCH and PHC PACS @ MUSE @ FormFast WFI |_|

: M) it fFAdHoc G PM Conversation + = Add ~ [F] Documentd i Discern Reporting Portsl | & Report Builder # Scheduling Appointment Book I Report Manager 8 staff Assign | _
: @) Patient Health Education Materials (€} Policies and Guidelines @) UpToDate |_

Perioperative Tracking

B Print X 0m

SGH Pref Card | SGH Emergency List | SGH PreOp | SGH Intracp SGH OB View SGH Case Communication ) LGH Endo Incomplete. | LGH Endo PreOp I LGH Endo PostOp
LGH Case Communication | LGH Pref Card LGH Emergency List LGH PAC LGH PreOp | LGH Intracp | LGH MTR IntraOp | LGH OB View | LGH ASC PreOp
Filter. LGH PACTomorow  ~ | (% '@ | g& = [ | Total Cases:1 Patient: CSTSNWORKBOOK, REG ~
Status PAC Time PAC Location | Patient AgefSex  |Alerts Allergy | Anesthesiologist Old Chart Status | Proc. Date Procedure Surgeon PAC Visit Type

CSTSNWORKBOOK, 20 years /
09:00:00 REGSCHED Female

Plisvcw, Tyler, MD  PreAnesthesia C

Anesthesia Visit

. e D Reporting Portal _. .
1. Click =~ TEREEIITEEE piscern Reporting Portal

e Discern Reporting Portal will display
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) Reporting Portal

Reporting Portal

% Cerner

eporting Portal

All Reports (4) My Favorites (0)

Filters
Report Name Categories
b Source 10L - Scheduled Cases with Specialty Lens Perioperative Clerk
b Categories Patient Route Slip Perioperative Clerk

vent ID Report

Recent Reports o

scheduling Event ID Report Descripsion: Suggested Report User:

Patient Route Slip

Suggested Report Frequency:

Suppart Reference Number:
cBBbfe3a-Deda-43a0-b54-956b33360033

Waitlist Report for Scheduled Cases Perioperative Clerk

Welcome: TestSX, Scheduler-Perioperativel | Settings | Help

Public

Public

Public

Reparting Application:
L

Run Report

T — Run Report in Background

BC_ALL_SURG_SCH_EVENTID_LYT:DBA

Public

Favourite a report by clicking the star icon

Search for reports in this window
Recently accessed reports display here

arwbdE

Click the My Favourites Tab to view favourited reports

Run reports by selecting the Run Report button

TRANSFORMATIONAL

LEARNING

Note: The Reporting Portal will only display reports that your position has access to view.

2 Access the Schedule Event ID Report

1. Click the Schedule Event ID Report to highlight the row

2. Click Run Report

e A New Tab will display with further entries related to the selected report

= Discem Prompt: BC_ALL_SURG_SCH_EVENTID_LYT:DBA
Qutput to Fle/Printer/MINE MINE - @
*Excel Friendly?
Exportable(CSV) @ Printable(PDF)
*Select Site [Lons GotoHosptal ————— ~]
*Facility Claye)
EGH Evergreen House
LGH HOpe Centre
V] LGH Lions Gate Hospital
LGH Narth Shere Hospice
“OR Location A

LGH Ou of OR
LGH Piivate Clinic:

‘Sesich for Pabient (Blank for A1 Palients)

1
g

T= e |
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3. Click the Maximize B2 rom 55 button in the toolbar
Use the following information to complete fields:
o *Excel Friendly? = Printable (PDF)
e *Select Site = LGH Lions Gate Hospital
e *Facility = LGH Lions Gate Hospital
e *OR Location= LGH Main OR
4. Click Search inthe Search for Patient Field
47 Person Search
BC PHN: VIP Deceased Alerts BC PHN MRN Name DoB Age Gender Address Addres:
-1 Process Aleit 9876429433 700008243 CSTSNWORKBOOK, REVIEW 30-0ct-1963 54 Years Male 530 Ash Street cor Sth
MRN: -1 9876420562 700008518 CSTSNWORKBOOK, INTRAOP 09-5ug-1963 54 Years Male 530 West 8th Ave
41 9876420143 700008545 CSTSNWORKBOOK, ENDOSCOPY 30-Nov-1987 30Years Female 12345 Street
LiastName: o 9876418312 700008576 CSTSNWORKBOOK, POSTOP 04-Dec-1990 27 Years Female 590 'West Brook St
CiherweikBodk [ 43 Process Alet 9876418305 700008577 CSTSNWORKBOOK, PREOP 04-Dec-2000 17 Years Male 530 West Broadway
E PET [ Sediacez | 700006714 | COTSNWORKBOOK, REGOCHED | 09DecA897 | 20 Yeais | Femle | 5308 Avene CorsSucet ||
DOB: E|
Gender:
=
Postal/Zip Code:
Any Phone Number:
Encounter #:
Visit #:
Hlslqncgl MRN:
< m »

e Person Search window displays
5. Search for the patient
6. Select the corresponding patient record from Person Search window
7. Click OK

Output to Fie/Printer/MINE
*Excel Friendly?

MINE - s

® Exportable(CSV) Printable(POF)

*Select Site

*Facility

*OR Location

Seaich for Patient (Blank for Al Patients]

(Lions Gt Hospal

) Ay (1)
| EGH Evergreen House
] LGH HOpe Centie
| LGH Lions Gate Hospital
] LGH Nosth Shore Hospice:

| Any ()
) LGH Endoscopy
| LGHMTR
] LGH Main OR
| LGH Out of OR
LGH Private Clnic
CSTSNWORKE

0K, REGSCHED

-

|

i

8. Click Execute
Report will display
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SCHEDULING EVENT ID REPORT
Site: LGH Lions Gate; OR Location: LGH Main OR

Submitted By: TestSX, Scheduler-Perioperative
Submitted On: 06-MAR-2018 09:43

Patient Name Birth Date MRN BC PHN
Surgery Scheduling - Checkedin  16-JAN-1985 760000596 10760000596
Drew
Scheduling | Original Appt Date |Cancellation Date |Primary Procedure Primary Surgeon Surgery Location Priority Appointment Type
Event1D and Time Time Encounter
4409821 06-03-2018 14:10 Arthroplasty Knee Plisvew, Tyler, MD 7600000000596 |LGH Main OR  |Elective Surgery
**End of Report * *

9. Click E=to close the report

3 Accessing Waitlist Report for Scheduled Cases

Reporting Portal

& Cerner Welcome: TestsX, Scheduler-PerioperativeZ | Settings | Help.
Reporting Portal

All Reports (4) My Favorites (0)

Filters
Report Name Categories ¢ Source +  Favorite +
» Source 10L - Scheduled Cases with Specialty Lens Perioperative Clerk Public
»  Categories Patient Route Slip Perioperative Clerk Public
Scheduling Event ID Report Perioperative Clerk Public

Public

Deseription: Suggested Repore User: Reporting Application: T
cc _
Suggested Report Frequency: Alternate Name: Run Report in Background
BC_ALL_SUR_WAITLIST_LYT:DBA

Support Reference Number:
682153¢3-8033-4c3e-Oced-c63bbf37e57a

10. Click Waitlist Report for Scheduled Cases Report to highlight the row
11. Click Run Report

e A New Tab will display with further entries related to the selected report
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Dutput o File/Pinter/MINE

*Excel Friendly?

*Include Patient Identification

*Select Site

*Area

*Surgeon Spedialty

Wit Time Calculation

“Wait Time in'Weeks FROM

Wit Time in'Weeks TO [Blank for &)
SoitBy

Exportable(CSY)

7| Discern Prompt: BC_ALL_SUR_WAITLIST_LYT:DBA

- &

@ Printabls(PDF)

@Yes No
[ Ay () 2
("] LGH Endoscopy E|

HMTR m
nOR

Use the following information to complete fields:

*Excel Friendly? = Printable (PDF)

*Select Site = LGH Lions Gate Hospital

*Area = LGH Main OR
*Surgeon Specialty = Any(*)
*Surgeon = Any(*)

*Cancer = Any(*)

*Wait Time Calculation = Adjusted

*Sort by= Wait Time in Weeks (descending)

12. Click Execute

46



Surgery: Registration and Scheduling

g

CLINICAL+SYSTEMS
TRANSFORMATION

Our path to smarter, seamless care

~

TRANSFORMATIONAL

LEARNING

i Reporting Portal

435 ® £ <

[SCLELEYEIR aitiist Report for Scheduled Cases X

], &, | 150% -

==

** COMFIDENTIAL =

Location: LGH Main OR

Submitted By: TestSX, Scheduler-Perioperative2
Submitted On: 12-DEC-2017 17:58

Facility : LGH Lions Gate Hospital

Specialty : Admitting - HTH Hilltop
Surgeon : Plisvew, Tyler, MD

Excluded Procedure(s) : NONE; Cancer Flag: All; Wait Time Calculation: Adjusted; Wait Time In Weeks: ALL

REGIONAL SURGICAL WAITLIST REPORT

Site: ; OR Location: None

Surgeon Specialty: All Specialties; Surgeon: All Surgeons

I{GHOR—ZD'N 7-123

Patient MRN Precedure Code BFR Target Scheduled Diagnosis  Target Weeks Target % of Patient Patient Patient Unavail Reasons
ame PHN Surgical Description Date Surg DT Surgery Weeks Waiting Status Target Unavail Start  Unavail End
Case# Date Date Date
CSTPRODBCSN, 700000521  OTL01900 19-DEC-2016  19-DEC-2016 28-SEP-2017 12.00 51.14 X 42619 Reason 1
0032487975 Tonsillectomy Reason 2:
LGHOR-2017-128 Reason 3
2
CSTSNSURGERY, 700004731 GEN01420 01-JUN-2017 01-JUN-2017  30-JUN-2017  30SYAA 12.00 27171 X 23095 Reason 1
STHERNIADONOT 9876821337 Repair Hernia Inguinal Reason 2-
Reason 3:
LGHOR-2017-805
CSTSNMUG, 700001003  OTLO1900 13-SEP-2017  13-SEP-2017 14-SEP-2017 26.00 1286 X 4945% Reason 1
STCOFFEE 9878393801 Tonsillectomy Reason 2:
LGHOR-2017-119 Reason 3
4
CSTZEROSEVEN, 700004665 GEN01420 14-8EP-2017  14-SEP-2017 18-SEP-2017 52.00 1271 X 24.45% Reason 1
SITONETESS 9876823957 Repair Hernia Inguinal Reason 2-
I{GHOR—ZDW 7121 Reason 3
CSTSNROGERS, 700006498  GEN01420 20-SEP-2017  20-SEP-2017 21-SEP-2017  40SYFC 12.00 1186 X 9881% Reason 1
9876708095 Repair Hernia Inguinal Reason 2:
LGHOR-2017-123 Reason 3
0
CSTSNPARKER, 700000817  GENO1420 21-SEP-2017  21-SEP-2017 21-SEP-2017 12.00 1.7 X 97.62% Reason 1
STPETER SPIDEY 9878395661 Repair Hernia Inguinal %asun %:
ason 3:

13. Click = to close the report

Key Learning Points

A quick way to access Discern Report Portal is through the icon in Powerchart

Discern Reporting Portal is a hub for Reports

Access to reports are restricted by your position
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3 Activity 2.7 — Interfacility Transfer

For a transfer of one facility to the next (e.g, LGH to SGH) the Scheduling Clerk must create a
new Surgery Waitlist encounter for the new facility

Clerk reopens PM Office again to convert the Encounter. Click Access Management Office
from the Task Bar.

Conversston

O AddModh) Pecsor

M Bed Trantle

i [ e

X Carcel Pendeg Tianss

*Z harge Ercourter

o,rvr 1 Abcerce

#.,.4. haye

@ Modty Duecharged Suged Patrt

('l' acdy Togule

0| orcing Tianche

§ Foe g Ousare

0 Pefapute st ToAled

’ o M anageeert

e Mgt Ot

O Vo Erconrtes

a Ve Fe '

1. Double Click Surgery Waitlist under the conversation
a. Person Search window displays

2. Search for the patient using the CIS and EMPI search criteria

3. Select the corresponding patient record from Person Search window

4. Click Add Encounter

ﬁ Crganization @

Pleaze zelect the facility where pou want to view perzon aliazes.

Facility Mame | Facility slias
LEH Liors G ate E]

LGH Liohz Gate Hospital

Facility:
LGH Liohz Gate Hozpital

Ok l ’ Cancel

5. Enter the corresponding facility = SGH Squamish General Hospital
6. Click OK
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11.

12.

14.

Click Close to close the External MPI window
Surgery Waitlist window displays
On the Patient Information tab, in the Preferred Phone field, select Home Phone Number.

. On the Encounter Information tab, use the following information to complete the patient’s

encounter:

e Encounter Type = Pre-Day Surgery

e Medical Service = General Surgery

e Reason for Visit: Surgery

e Building = SGH Squamish General Hospital
e Unit/Clinic = SGH SurgWaitLst

e Referring Provider = Plisvcx, Stuart

e Attending Provider = Plisvcw, Tyler

o Estimated Arrival Date = <Christmas Day>
e Estimated Arrival Time = 12:00

Click the Insurance Tab and use the following information below to complete the
necessary fields (if Insurance is not previously populated)

a. Click Search for Health Plan

b. Enter in the Search for health plan = BC

c. Select BC Resident MSP PHN — MSP from the result list

d. Select SEE CARD,, British Columbia from the BC Resident MSP PHN Contact
Information
Click OK
If the Status In Canada drop-down is Mandatory, Select Canadian Citizen

i. Residency > 6 Months? = <Yes>

ii. Document Type = <Birth Certificate>

iii. Document Number = <XX00001-10>

— o

Click the Waitlist Info tab and use the following information below to complete the
necessary fields

o Referral Date = <Date>

e First Consult Date = <Date>

e Ready to Treat Date = <Date>

e Booking Package Rec’d Date = <Date>

e Admit Day Prior =0

e Cancer? = Not Suspected

Click Complete

e Encounter Number and Visit Id are displayed
e Click OK

2 To transfer a Confirmed Appointment to another facility
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Launch Schapptbook

1. Drag and Drop the Confirmed Appointment into the Work In progress Window (Refer to the
Scheduling Foundation Course)

¢ If the Linked Appointment window displays, click OK
2. The Existing Encounter window displays.
3. Click No. If you see another Existing Encounter window, click OK.

Note: Do not retain the Existing Encounter as it is now associated with the old site. We will
attach the new encounter created when confirming the appointment

4. Appointment Attributes Window Displays

5. Click OK
6. Select <SGH Main OR> in the Appointment Location field within the Scheduling Accept
Format
7. Click Move
e Appointment Attributes Window Displays
8. Click OK

9. Drag and Drop Appointment from the Work In progress window to the Scheduling
Appointment Grid (Refer to the Scheduling Foundation Course)

10. Click Confirm.

11. Click OK.

12. Select the previously made SGH Encounter and click OK
o Reschedule Window Displays

Enter the true Reschedule reason for the case as this will be sent down to the Surgical Patient
Registry. The Postponement reasons will be prefixed with “SN- (P)”

13. Select <SN- ( P) Clinical Findings or Reasons>
14. Click OK

g Discharge the Encounter of the Previous Facility

Clerk reopens PM Office again to discharge the Encounter. Click Access Management Office from
the Task Bar.
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Converzation

£ Add/Modify Perzon

gy Bed Transter

» Cancel Discharge

“Z| Canzel Encounter

M Cancel Pending Transfer
= |" Discharge Encounter
g Facility Transfer

Y Leave of Absence
;ﬂ M odify Dizcharge
@ b odify Dizcharged Surgical P

1. Double Click Discharge Encounter under the conversation
e Person Search window displays
Search for the patient using the CIS and EMPI search criteria
Select the corresponding patient record from Person Search window

Click OK
Discharge Encounter window displays

o0k wN

~

TRANSFORMATIONAL
LEARNING

Select the previous Encounter where Unit/Clinic Column displays as LGH SurgeryWaitL.ist

Dizcharge Information
Dizcharge Uzernamne:

Test5X, Scheduler-Periope

Dizcharge Time:

z 15:28

Dizcharge Date:
11-Dec-2017

Dizcharge Disposition:
Mo Further Service -

Use the following information to complete:

o Discharge Disposition = No Further Service
e Discharge Date = <Enter Today’s Date>
e Discharge Time = <Enter Current Time>

7. Click Complete

Key Learning Points

Create one encounter per facility when completing a Facility Transfer

Discharge the Previous Encounter’s Facility
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Activity 2.8 — Staff Assign

1 This application can be found in PowerChart, and is used to assign an Anesthetist to an OR
Location which will also appear on the Surgical Slate.

[ Surgibit: Staff Assign o e
Tosk Assignment

A& & Pregew, Prnt, B i

4] 11-Dec-2017
Case
Assigmers [T T ] 12 020 30 40 506070 80 30 10 11 12 10 20 0 40 50 60 70 8030 10 1%

= T fomes = O

g cams

oR Incividual

BRI AR A

NPT Conficte Mone  [1Deci? ]

December

Su Mo Tu We Th Fr S5a
an | 1 2

I 4 5 & 7 &8 1

n 11|12 14 15 16

17 18 13 20 21 22 23
24 25 26 27 028 029 30

Conflicts; Mone 13-Dec-2017 :‘ IZI

1. Click the Staff Assign button.

2. Click the Arrow |L| Next to the Date on the Bottom Right Hand Corner
3. Click the date one week from today.

i

4. Click Change Surgery Area Icon from the top Toolbar
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e Location Selection Window Displays
Location Selection [&]

Area Selection

Eisting l Hecent]

H-g® LGH Diabetes ~

=-4® LGH EEG

ﬁp LGH HOpe Centre

=-g® LGH IROP

-G LGH JRAC

#-g® LGH Lab NML

#-® LGH Laboraton 8

—hg* LGH Lionz Gate |
=8 H Department of Penoperatree Services 9

[ T [GH Endoscop

m

1 LGH Outof OR
-1 LGH Private Clinic

-1 LGHOR Sedation Rooms

EEI---‘I LGH Med Imaging

EEI---‘I LGH Pharmacy Department

H-§® LGH Med Imaging v

a 1] Cancel

Click the | B 1o expand LGH Lions Gate

Click the | B to expand LGH Department of Perioperative Services
Select LGH Main OR
Click OK

¢ Window on the left displays Schedulable Anesthetist Resources

© N O

9. Click the Anesthetist
e Anesthetist Name will populate on the right hand window

12:11:0 20 30 40 50 &0 70 80 30 10:11: 12 1:0 20 &0 40 &0 60 70 80 30 10 11:

Pligwer, Carltan, MD

10. Move the cursor to the start time, then click and drag within the White Lines fields from <1:0 to
10:0> to schedule the Anesthetist for an allotted Time
e Locations and Roles Selection Window Display
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B9 Locations and Roles Selection E'@
LGHOR CATT - Anesthesia Agzistant »
LGHOR CATZ Anesthesia Fellow
LGHOR GaR Anesthezia Besi =
LGHOR GRS 4 e sinlog
LGHOR GRY Eisrmadinal=laaivrmaia
LGHOR EC Circulating Murze
LGHOR LOM E Circulating Murze -Penoperative Stuc
LGHOR MEW Dental Asziztant
W Endozcopy Murse
LGHOR WHS - (3 aztroenteralogist -
Azzignment
Location | Role
0 | LGHOR SEY Anesthesiologizt
(N4 i " arneal

11. Click the Location <LGHOR SEY> in the window to the left
12. Click <Anesthesiologist> in the window to the right

14.

13. Click the down arrow ﬂ
Click OK
Conflicts: Mone 12-0ec-2017 :“EI

15.

16. Verify Conflicts Display as None

17.

Click Save

in the Toolbar

Plizwecr, Carlton, kD

12 1:0 20 20 40 50 &0 70 &0 90 10 11: 12 1:0 20 20(4:0 50 &0 70 8:0 20010 11:

1. Click and drag Within the White Lines fields from <4.0 to 9.0> to schedule the Anesthetist for a
second time allotment
2. The Locations and Roles Selection window display

54



‘ CLINICAL+SYSTEMS

Surgery: Registration and Scheduling ot s e LEARNING.

[ Locations and Roles Selection EI@
LGHOR CAT1 - Anesthesia Azsistant -
LGHOR CATZ Anesthesia Fellow
LGHOR GAR Anesthesia Rezident =
LGHOR GRS M| &nezthesiologist
LGHOR GRW Biomedical Technician
LGHOR EC Circulating Murse
LGHOR LOM L Circulating Murse -Perioperative Stuc
LGHOR MEWw Dental Asziztant

MILGHOR SEY Endoscopy Murse
LGHOR *WWHS - Gaztroenterologist -

B 7l

Azgignment
Location | Hole
0 | LGHOR SEY Anestheziologist

nk | anrel

Click the Location <LGHOR SEY> in the window to the left
Click <Anesthesiologist> in the window to the right

Click the down arrow ﬂ
Click OK

oo b~ w

12 1.0 20 30 40 50 &0 70 80 2010 11: 12 1.0 20 2:0)40 50 &0 7:0 &0 2:0010; 11

7. Click the white bar between <4:00 to 9:00> to have it highlight in [KEB

8. Click Delete Assignment A in the toolbar
o Allotted time is removed

121:0 20 30 40 %0 6:0 7:0 &0 %0 10:(17: 12 1:0 20 30 40 50 &0 7:0 &0 %0 10 11:

Plizver, Carltan, MD

Key Learning Points

Use Staff Assign to assign an Anesthetist as a resource to an OR Location

Delete a Resource by selecting the Delete Assignment icon within the toolbar
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B SCENARIO 3 - OR UNIT CLERK

Learning Objectives

At the end of this Scenario, you will be able to:
Booking an Emergency Appointment
Bumping Elective Appointments
Booking Time Critical Procedure Appointment

Reschedule Elective to Rapid

Overview

This work package includes Surgery related Registration and Scheduling specific supplementary
material, to be learned in addition to the Scheduling Foundation Course and Registration Foundation

Course.

To complete the activities within this workbook, one must successfully have completed a base
learning prior in:

Request Lists (Scheduling Foundation Course)

Appointment Scheduling (Scheduling Foundation Course)

Referrals (Registration Foundation Course)
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DATASHEET

[

1 Login to Schapptbook to launch the Scheduling Appointment Book

To select an Appointment type:

1.
2.

3.

4.
5.

Click the Appointment Tab in Schapptbook
Enter Surgery in the Appointment Type field

Click the Ellipsis (j) icon next to the Appointment Type field
e Appointment Type Help window displays

Select Surgery Rapid

Click OK

NOTE. By selecting Surgery Rapid as an Appointment type, the following SAF fields display and
may be needed to book this appointment.

e *Person name

¢ *Appointment location

e *Primary Surgeon

¢ Anesthesiologist

o Patient Type

e Priority

e AddOn

o PAC Required?

e Preop Diagnosis

e Hip Fracture Diagnosis Code
e Time Critical Procedure Time (hrs)
e Sched Event ID

e Private Surgical Comments
e Public Surgical Comments

2 Below are the steps to book an Emergency Appointment into the Work in progress:

1.

Click the Ellipsis (ﬂ) icon next to the Person Name field

Enter the Patient’s information:

e First Name = <first name>

e Last Name = <last name>

Click Search

Select the patient from the result list and select the existing emergency encounter
¢ Note: The Med Service column will display as = Emergency

Click OK

Click Close to close the External MPI window

Select Appointment location from the drop down = LGH Main OR
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7. Enter Primary Surgeon = <provider name>
8. Select Patient Type = SDA — Same Day Admit
9. Select Priority = E4: < 48 hours
10. Verify that Add On? = Yes (if not, Select Yes from the drop down)
11. Click Move
e Appointment Attributes window displays (Orders tab is displaying by default)
Appointment Attributes ==

-0 CSTSNWORKBOOK, REGSCHED| | Details ‘ Orders | Resource List I Guidelines I Pref Cards I Appointment | Elwgibility|
-5 Surgery Rapid

CSTSNWORKBOOK, REGSCHED | *Primary Surgeon ~

Pliswer, Shuart, MD

Requested Start:

*Primary Procedure?:

Open Reduction Internal Fixation Hip Dynamic Hip Screw

n

fes -

Modifier 1({Laterality/Body Part/Approach)

Modfier 2:

| Optional | Search |Exist\ng Orders I Privileges I ADS | Hequired‘

Modfier 3:
|Dpen reduction |

12.

13.

14.

15.

16.

Open Reduction Intemal Feeation Finger -
Open Reduction Intemal Feeation Foot *Aditional Frocedure Detail:
Open Reduction Intemal Fication Foream with Elastic M Nail
Open Reduction Intemal Fication Hip Cannulated Screws
IOpen Reduction Intemal Feation Hip Dynamic Hip Screw I Surgical Procedure Code
Upen Reduction Intemal Feation Humerus [:]3
Open Reduction Intemial Feation Mandible S0 PERB
4 T + *I il
4 m +
[ ok [ caes |

Search the Procedure:
e Enter in the Search text field = Open Reduction Internal Fixation Hip Dynamic Hip
Screw
Double Click on the corresponding Procedure = Open Reduction Internal Fixation Hip
Dynamic Hip Screw from the list
Enter the Additional Procedure Detail = Open Reduction Internal Fixation Hip Dynamic Hip
Screw
Click OK
e At this point, the appointment is now in the Work in progress (WIP) section of
Schapptbook.
Click the selected resource (LGH Main OR Rooms) and drag and drop it to the available
room (LGH AddOn) and to the appropriate time slot

Note: AddOn rooms are not physical rooms in LGH. They are used to waitlist Emergency cases
until they are scheduled to a specific operating room.

17.
18.
19.
20.

Click OK.

The appointment will show in the slot in the Pending state and is colored YELLOW
Click Confirm

Confirm window displays

21. Verify the information in the window

22.

Click OK
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Login to PowerChart and Access Perioperative Tracking

In the Emergency List tracking view, the case Order column can be used to set the priorities of the
Emergency cases.

To set the Case Order:

Perioperative Tracking
LGH Case Communication 1 LGH Pref Card  LGH Emergency List ‘ LGH PAC | LGH PreOp | LGH Intraop | LGH MTR IntraOp | LGH OB View | LGH ASC PreOp | SGH Pref Card | SGH Emergency List | SGH PreOp | SGH Intraop | SGH OB View | SGH Case Co|

Filter: LGH Emergency List - [ 3| = EJ| TotalCases:4

Status (Case Order |Ant Start  Priority

LGHOR AddOn 01 (1 case)

oa:oo E0: STAT 85 Pre-Inpatient o J! CSTSNCOOPER, STBETTY
12:00 E4: <48 hours 60 Emergency J! CSTSNWORKBOOK, REGSCHED

Booking Date/Time NPO Status Ant Duration Pt Type  |lso |Alerts Allergy |Patient

LGHOR CAT2 (1 case)

LGHOR KC (2 cases)

3 11:00 E4: <48 hours 60 Emergency ;;4 CSTSHNBRANDYBUCK, STMERIADOC

4 12:00 E4: < 48 hours 60 Inpatient »"%  CSTSNTOOK, STPEREGRIN
> " 9,

1. Click LGH Emergency List tracking view
2. Double click the Case Order column for your patient.
3. Enter a sequential number (E.g., 2 or 10) and press Enter.

Key Learning Points

The Appointment Type for Emergency Cases is Surgery Rapid
Selecting Surgery Rapid will change the fields within the Surgery Accept Format (SAF)

Emergency Cases booked within Schapptbook will display in the LGH Emergency List Tracking
View

Sort the Case Order of Emergency Cases by double clicking the Case Order Column
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DATASHEET

[

Reopen Schapptbook for this Activity

An Emergency appointment needs to be rescheduled to a specific operating room. If the
selected operating room has a prior scheduled confirmed Elective appointment, then the
Emergency appointment will bump that Elective appointment.

An Emergency appointment can be rescheduled into a specific operating room using
Schapptbook. This will only be applicable if the Elective appointment(s) that will be bumped are
all non-checked in (The appointment(s) is/are colored Blue).

NOTE: The following steps are similar steps discussed in the Scheduling Foundation Course —
Reschedule via Drag and Drop.

1. Drag and Drop the confirmed appointment you just completed from the Scheduling Grid into
the Work in progress

e Existing Encounter window displays

2. Click Yes. (If you get another Existing Encounter window, click OK.)
e Appointment Attributes window displays

3. Click OK

e Appointment is now in the Work in progress section

To bump an Elective appointment :

4. Click the appointment within the Work in progress and drag and drop it to the available
room (E.g., LGHOR LON) and to the same timeslot of an existing Elective Appointment

NOTE: If the Slot Not Valid window displays:

e Click Override
e Select Override Reason = SN — Scheduling Need

e Click OK
¢ Insert — Surgery Rapid window displays
5. Click OK

6. Appointment Book window displays. Click Yes button
e Confirm Insert\Bump window displays
Click OK
e Confirm window displays
7. Click OK
e Reschedule window displays
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Reschedule

*Reason:

_Unavailable Staff
_Unavailable Technologist
_Weather

_Wrong Order

_Wrong Patient

SN - (P} Anesthesia Unavailable
SN - (F) Bumped by Emeng

SN - (P} Case Ovemun

SN - (P} Code Triage

SN - (P) Disaster Code

SN - (P} Equipment Unavailable
SN - (F) ICU Bed Unavailable

SN - (P} Job Action

SN - (P} No Show

SN - (P} Murse Unavailable

L_ SN - (P) Patient Ate or Drank

K€ SN - (P} Patiert Cancelled

rc SN - (F) Patient No Consent

e SN - (P) Patiert Too Sick to Come In
SN - (F) Patiert Unavailable

SN - (P} Postponed by Surgeon
SN - (P} Preparation Mot Complete
e SN - (P} Surgeon Unavailable

SN - (P} Transportation/No Ride
SN - (P} Unit Bed Unavailable

SN - (P} Weather

SN - Move From Prev Day Add-On List
SN - Reschedule from Request List
i SN - Shuffling

m

1

8. Select Reason = SN — (P) Clinical Findings or Reasons

9. Click OK

e The Emergency appointment and the bumped Elective Appointment(s) are all

confirmed and are colored CYAN

2 Reopen PowerChart for this Activity

If one of the Elective appointments that will be bumped is checked in (colored GREEN), the

reschedule should be done in PowerChart.

Note: The Clerk can use the Schapptbook to see if there are Elective appointments in the

designated operating room that are checked in.

1. Click the LGH Emergency List tracking view

2. Search for the corresponding Emergency appointment that needs to be rescheduled to a

specific operating room
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CSTSNWORKBOOK, REGSCHED...

Scheduling Appointment Book...
Periop Document Manager...
Surgical Case Check-In...

Staff Assign...

Mass Checkout...
SurgiMet Rules...

Update Anticipated OR...

Open Patient Chart »

Set Events...

3. Right click anywhere on the patient’s row and select Update Anticipated OR... from the
drop down list

e Select Operating Room window displays
4. Select the operating room the patient will be moved to <e.g, LGHOR GRV>
5. Click OK
6. Click LGH Intraop tracking view

= e E———

Stop Add Pt. Type CK |lso |Alerts
Modify Time =

Patient Hame: L1 SMWORKEOOE,

s

[ ate:; Time:
il | 5][=] 0745

[ Ok ][ Cancel ]

7. Search the corresponding Emergency appointment and Double click the Start column of the
patient’s row

¢ Modify Time window displays

8. Enter the Estimated Start Time (the nurse has advised you it needs to be 30 minutes later
than the current time.)

9. Click OK

If the Surgery of the Bumped patient is not happening within the same day, the Bumped Patient
is moved to the AddOn room.

10. Right Click anywhere on the Bumped patient’s row and Select Update Anticipated OR...
from the drop down
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Select Operating Room

LGH Phaze - 02 -
= LGH Intra0p - OR

LGHOR CaP —
LGHOR NEW
LGHOR GRY
LGHOR GRS
LGHOR GaR
LGHOR KC
LGHOR wHS
LGHOR SEY
LGHOR CAT1
LGHOR CATZ2
LGHOR LOM
LGHOR AddOn 01 N

m

LGHOR AddOn 02

LGH LD 01 S

[ (] 4 ] [ Caricel ]

11. Select the available AddOn room (e.g, LGHOR AddOn 01)
12. Click OK

3 A Bumped patient can be flagged by an Event called Bumped Patient for faster identification.
To set the Event:

1. Click the corresponding Tracking view where the Bumped patient is displayed. For this
activity, click LGH Intraop Tracking View

2. Right click anywhere on the patient’s row and Select Set Events from the drop down list

i3 Case Tracking Set Events [E=RE=R
Surg Start Time:  12:00 Anesthesiologist:
LGHOR KC Plisvcw, Tyler, MD Anes. Type: Defer to Anesthesia

:  Arthroplasty Cemented Hip LGHOR-2017-1720

No Show ‘

Date Time Locked | |con | Name
[e \ Bumped Patien

|Phase IiPhase i IRE&0p! |PFEORI| PAC Location | PAC

NPOSER Case Cart |- - SElten] |POSHOBPHGREEN |

3. Click the Bumped Patient/No Show tab
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4. Click Bumped Patient
5. Click OK

6. Verify that the patient status has been updated on Perioperative Tracking

Perioperative Tracking

LGH Case Communicat tion | LGH Pref Card | LGH Emergency List | LGH PAC | LGHPreOp LGH Intraop \LGH MTRIntraOp | LGH OB View | LGHASC PreOp | SGH Pref Card | S6H Emergency List | 56H Pre0p | SGH Intraop | 56H OB View | S6H Case Commanication | L6H Endo Incomplete | LGH Endo PreOp. | LGH Endo PostOp |

Filter: LGH Intraop Today @3 @ = B Totsl Casesd

Sched. Start  Start Stop Add Ck Iso Alerts Allerg) Patient Case Number  MRN Age | Sex DOB Surgeon Procedure Schedulir

12-Dec-2017 1200 i 7§ CSTSNTOOK, LGHOR-1720 700007122 60 years/ 19-Nov-1957 Plisvow, T "Authroplasty Cemented Hip"
12:00:00 "=~ STPEREGRN Male

LGHOR SEY (1 case)

4 Setting filter to see all Bumped Patients Today

Filter: LGH Burnped Patients To -

o «Mone=

%‘ LGH Bumped Patients Tod4

LGH Ermergency List
LGH Emergency List Yester

1. Click the LGH Emergency List Tracking View
2. Click Filter drop down and Select LGH Bumped Patients today

a. The Tracking View will only display all appointments that has Status = Bumped

Patient
Perioperative Tracking Dfulsoeen  @Pint 2 minutes ago
LGH Case: LGH Pref Card ist | LGHPAC | LGHPreOp | LGH Intreop | LGH MIRIntr2Op | LGH OB View | LGH ASCPre0p | SGH Pref Card | SGH Emergency Lt | SGHPreOp | SGH Intraop | SGH 0B Niew | SGH Case C | L p.| LGH Endo PosiOp
Fiter: L6H Bumped Patients To~ | () '@y i@ = BJ | Total Cases:1
Case Order Ant. Start _ Priorty Booking Date/Time PO Status At Duration  PLType  lso Aleris Allergy Patient Age Procedure Surgeon

1200 E4: < 48 hours 60 Inpatient 7% CSTSNTOOK, STPEREGRIN 60 years “Arthroplasty Cemented Hip" Plisvcw, T
Tt

Key Learning Points

Bump Confirmed appointments via Schapptbook by rescheduling the appointment into the same
date and time slot of the existing appointment

Bump Checked-In appointments via Powerchart. By updating the Anticipated OR and Start Time.

The Bumped Patient filter can be set to all appointments that have been bumped whether
Checked-in or Confirmed

Filters can be utilized within the LGH Emergency List Tracking View to display only Bumped
patient appointments
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2 Activity 3.3 - Book a Time-Critical Procedure
Appointment =

1 Reopen Schapptbook for this Activity

The Time Critical Procedure Appointment is booked the same way as booking an Emergency
Appointment. There are 2 important fields that need to be populated:

Fields Description

Hip Fracture Diagnosis Code This flags whether the Emergency patient is
in-hospital (admitted originally to the site) or
out-hospital (transfer from other site)

Time Critical Procedure Time (hrs) This number is used to calculate the
remaining time for the procedure

To book a Time Critical Procedure Appointment:

¢ Follow the same steps from the Booking of Emergency Appointment (Activity 3.1) but enter
the following:

e Search for Arthroplasty Cemented Hip in Appointment Attributes, add it and the following
two fields of info in the SAF:

Hip Fracture Diagnosis Code:
Acute Hip Fracture - In Hospital -

Time Critical Procedure Time (hrs):

44

e Enter Hip Fracture Diagnosis Code = Acute Hip Fracture — In Hospital
e Enter Time Critical Procedure Time (hrs) = 48

2. Confirm the Appointment the same way as the Booking of Emergency Appointment (Activity
3.1)

NOTE:

e |f the Hip Fracture Diagnosis Code is set to In Hospital, the calculation of Time Critical is
based on the Provider’s order to Admit Date/Time.

e |If the Hip Fracture Diagnosis Code is set to Out of Hospital, the calculation of Time Critical
is based on the Transfer

2 The Time-Critical Procedures mPage is used to show all the Time Critical Procedure
appointments and their timers.

To access the Time-Critical Procedure mPage, reopen Powerchart:
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Facility: LGH Lions Gate [w| Area: Select an Area |v] Room: |Select an Area first|w] Procedure: |Selact a Procedure [v]

Time | Critical

Period Surgeon ‘ Patient Name DoB MRN Procedure Code / Procedure

24nh Plisvew, Tyler, MD CSTSNBRANDYBUCK, STMERIADOC 30-0CT-1959 700007116 Arthroplasty Cemented Hip
» 26h 54m 48h Plisvew, Tyler, MD CSTSNTOOK, STPEREGRIN 19-NOV-1857 700007122 Arthroplasty Cemented Hip

» 43h 54m 48h Plisvex, Stuart, MD CSTSNWORKBOOK, REGSCHED 08-DEC-1997 700008714 Open Reduction Internal Fixation Hip Dynamic Hip Screw

3. Click the Time-Critical Procedures from the Toolbar

4. Select Facility = LGH Lions Gate

Fields Description

Time Remaining This column shows the timer of the Time
Critical Procedure.

It turns Yellow if the remaining time is less
than12 hours

It turns [RBM if the remaining time is overdue.
This will also turn red if the time remaining
has an ERROR

Critical Period This is the same as the Time Critical
Procedure (hrs) in the SAF

Surgeon Name of the attending surgeon
Patient Name Name of the patient

DOB Date of Birth

MRN Medical Record Number
Procedure Code / Procedure Name of the Surgical Procedure

NOTE: The MPage can be filtered using pre-defined filters:

e By Facility

e By Area

¢ By Room

e By Procedure
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| ?

Key Learning Points

Time Critical procedures use the Surgery Rapid Appointment Type

Populate two new fields Hip Fracture Diagnosis Code and Time Critical Procedure Time (Hrs) for
Time Critical Procedures within the Scheduling Accept Format (SAF)

The Time-Critical Procedures MPage is used to show all Time Critical Procedure appointments
and their Time Remaining
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Our path to smarter, seamless care

2 Activity 3.4 — Reschedule Elective to Rapid

1 Reopen Schapptbook for this Activity
Existing Elective appointment can be converted to an Emergency appointment.

To convert an existing Elective appointment to an Emergency appointment:

Select an Appointment type:

1. Click the Appointment Tab in Schapptbook
2. Enter Surgery inthe Appointment Type field

3. Click the Ellipsis (ﬂ) icon next to the Appointment Type Field
1. Appointment Type Help window displays

Select Surgery Rapid

Click OK

Click the Ellipsis (ﬂ) icon next to the person name field
Enter the Patient’s information:
1. First Name = <first name>
2. Last Name = <last name>
3. Click Search
8. Select the patient from the result list and their Pre-Day encounter.
9. Click OK
10. Click Close to close the External MPI window.
11. Future Requests/Appointments window displays

No os

Future Requests/Appointments for CSTSNWORKBOOK, REGSCHED =<
Future patient request(s)
Request Action  Appoirtment Type  Earliest Request Date  Latest Request Date Crested By Date Created
2 Book Sugery PAC 12Dec2017-800  11an2018-18:00 TestSX. SchedulerPeroperative? 12Dec-2017-11:27
Future patient appointment(s)
Currert State  Appointment Type Location Begn Date/Time  End Date/Time Created By Date Created
o Corfimed  Surgery LGH Main OR 13Dec2017-10:05 13Dec2017-10:40 TestCST. SchedulerPerioperative5 SX  12Dec-2017-18:3
o Cofimed  Suraery PACw/ Soreening LGH Profinesthesia Cinic 21-Dec-2017-745  21Dec-2017-8:45  TestSX. Scheduler Perioperative2 12Dec-2017- 15:3
« i '
dsm e & o [ o

12. Click the Elective appointment from the Future patient appointment(s) section

13. Click Select
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e The Elective appointment will have a Red checkmark

14. Click OK

o Existing Encounter window displays

15. Click No. (If a second Existing Encounter displays, click OK.)

e Appointment Attributes window displays

Appointment Attributes 7|3
6 CSTSNWORKBOOK, REGSCHED Details | Orders | Resource List | Guidelines | Pref Cards | Appointment | Eligibihty|
-2 Surgery
*Primary Surgeon: ol
Plisvcs, Stuart, MD
Anesthesiologist:
*Patient Type: i
IP - Inpatient -
*Priority:
E4: < 48 hours - |
Add On7:
-
*PAL Required ¢
No -
*BC Diagnosis/PCATs Code
BEBEFE 7F-30E0-4D5F-8BEB-07410FFOBDC3  Carbuncle, hip E]
BEHEED
* Carbuncle, hip
Revision Reason:
] m | v =
0K l i Cancel ]
16. Click the Details Tab

17.
18.
19.
20.

21.

22.

Check to see if the Provider has changed.
Modify Priority = E: < 48 hours
Modify Add On? = Yes
Click OK
¢ The appointment is now in the Work in progress section of the Schapptbook

Click the selected appointment from the Work in progress window and drag and drop it to
the available room (LGH AddOn) and to the appropriate time slot

e Note: If you see a Schedule — Surgery window displaying, click OK.

e The appointment will show in the slot in the Pending state and is colored YELLOW
Click Confirm

e Confirm window displays
o Verify the information in the window
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23. Click OK
e Encounter Selection window displays
24. Select the existing Encounter = Pre-Day
25. Click OK
e Reschedule window displays
26. Select Reason = SN — (P) Clinical Findings or Reasons
27. Click OK

e The appointment is now confirmed and is colored CYAN

Note: Although this appointment will display as Appointment type = Surgery within the

scheduling grid, please remember that this appointment will be treated as an Emergency due to

changing the values of Priority and the Add On? Fields

Key Learning Points
The Future Requests/Appointments window allows you to convert an existing elective
appointment into a rapid appointment

Elective Appointments will be regarded as an emergency if the Priority and Add On? Fields are
populated
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B SCENARIO 4 — OR LOGGER POSITION

Learning Objectives

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

Populate the Implant Log Segment

Overview

This work package includes Surgery related Registration and Scheduling specific supplementary
material, to be learned in addition to the Scheduling Foundation Course and Registration Foundation

Course.
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Surgery: Registration and Scheduling

& Activity 4.1 — Implant Log Segment

1 The OR Logger will add non-scanned Implants within the Perioperative Documentation - Implant
Log Segment.

OR Logger logins to PowerChart to begin to access the patient chart:

1. Click Case Selection

2. Verify the Location is LGH Main OR.
e |If the location is not LGH Main OR, click Location
e Location Selection window displays

3. Click OK

4. Click Case Number under the Select By heading and enter the patient’s case number:
<LGHOR-2018-###) — see your data sheet

5. Click Retrieve

EEEEEEEET

iSO Pecerd 08 Bl

Procedure Implant/Explant Description Catalog # Serial Number Lot Number Manufacturer size )
Knee IMP ORT KNEE ZIMMER .. 12345678 £

I
& Descript

bR TR -[<] ]

jant gertiication
tor:

Catalg
12345678

Serial Number

ol <Adhroplasty Knee>
@ Left Knee <Athroplasty Knee>
Lot Number

6. Select the patient’s case to highlight it blue
7. Click Open
e Assign a Relationship window displays
8. Select Clinical Support and click OK.
o Patient’s Chart displays
9. Click Perioperative Doc within the menu on the left
10. Click Implant/Explant Log segment
11. Click the Implant listed below the Procedure heading:

o Verify Description displays correct implant name = IMP ORT KNEE ZIMMER
TRAY PATELLA
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12. Enter the following:
¢ Implant Site = <Knee Left>
13. Click Modify (because you modified the implant)
14. Click Next
¢ Confirm Save window displays
15. Click Yes
16. Click Ok

e Tourniquet segment displays

O [v]e e s mwo

17. Click Green Flag ¥ from the icons bar
e Document Verified window displays
18. Click Yes

The Perioperative Doc Segments have been finalized and saved.

Key Learning Points

TRANSFORMATIONAL
LEARNING

Implant Documentation is found within the Implant/Explant Log Segment within Perioperative Doc

If the Encounter is discharged, retrieve the patient’s record by locating the encounter in the Case

Selection Window]
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B SCENARIO 5 - PAC SCHEDULING CLERK

Learning Objectives

At the end of this Scenario, you will be able to:
Use Request Lists/ Request List Inquiry
Complete a Surgical Case Check In
Display and Navigate the Patient’s Chart
Orders

Access a Patient Route Slip

Overview

This work package includes Surgery related Registration and Scheduling specific supplementary
material, to be learned in addition to the Scheduling Foundation Course and Registration Foundation

Course.

To Complete the activities within this workbook one must successfully have completed a base
learning prior in:

Request Lists (Scheduling Foundation Course)
Appointment Scheduling (Scheduling Foundation Course)

Pre-Registrations (Registration Foundation Course)
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3 Activity 5.1 — Request Lists / Request List Inquiry (PAC)

DATASHEET

[

Login to Schapptbook to launch the Scheduling Appointment Book

Books | Appointment o
Bookshelf - LGH Department of Perioperative Services [ Open ]

LGHMTR
o ap

| LGH Labor and Deli...
LGH Out of OR

©
i)
o
=
w
o
=z
(=
"
I
L)
]

To begin, ensure that your scheduling grid displays the LGH Main OR.

If not, open the Bookshelf — LGH Department of Perioperative Services and select the
PreAnesthesia Clinic Book (Please refer to the Scheduling Foundation Course, to review steps
on how to access the Bookshelf and Books)

An appointment without a confirmed Surgical or PAC date is called a Request. The Surgical
Request List Inquiry holds a list of patients without a confirmed date.

There are two ways for a PAC Request to display in the Request List. The first is for the request
to be put on the request list by a scheduling clerk. The second occurs when the PAC Clerk put the
PAC Reguest to the Request List manually.

Manually Creating A PAC Request
To select an Appointment type:

1. Click the Appointment Tab in Schapptbook
2. Enter Surgery in the Appointment Type field

3. Click the Ellipsis (ﬂ) icon next to the Appointment Type field
e Appointment Type Help window displays

4. Select Surgery PAC

5. Click OK

6. Click the Ellipsis (ﬂ) icon beside the Person Name field
e Person Search window displays

7. Enter the Patient’s information:
e First Name = <first name>
e Last Name = <last name>

8. Click Search

9. Select the patient from the result list
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10. Click OK

11. The Organization window displays.

12. Enter LGH and click the ellipsis.

13. Select LGH Preanesthesia Clinic.

14. Click OK.

15. Click Close to close the External MPI window.
e Appointment Tab displays

Use the following information to complete the Scheduling Accept Format (SAF):

16. Appointment Type = Surgery PAC
17. Appointment Location = LGH PreAnesthesia Clinic
18. Primary Surgeon = <Provider Name>
19. Click Move
e Appointment Attributes window displays

Appointment Attributes 2|
€ CSTSNWORKBOOK, REGSCHED ‘ Details ‘ Orders ‘ Resource List | Guidelines | Appointment | Eligibility
(-5 Surgery PAC
CSTSNWORKBOOK, REGSCHED *Primary Surgeon:
Plisvew, Tyler, MD
Prefnesthesia Clinic Screening
*Primary Procedure?
Yes -
Duration:
® Historical Average 1
) Recent Average o
() Default 30
) Ovenide 1}
() Scheduled based on Historical Average 1]
Optional | Search | Exsting Orders | Privileges | ADS | Required |
PreAnesthesia Clinic Anesthesia and Nurse Visit
FreAnesthesia Clinic Anesthesia Visit
PreAnesthesia Clinic JRAC
PreAnesthesia Clinic Nurse Visit
PreAnesthesia Clinic Other
PraAnesthesia Clinic Phone Call
Prefnesthesia Clinic Screening
PreAnesthesia Clinic Translator
£l m ] »

20. Double click PreAnesthesia Clinic Screening

¢ PreAnesthesia Clinic Screening Displays in the top hand window
21. Click OK

e Patient Displays in the Work in progress window

Work in progress:

Schedule

=-#% CSTSNWORKBOOK, REGSCHED
E]'(% Surgery PAC
5 Current Schedule
-l LGH Prenesthesia Clinic
<$ LGH PrefAnesthesia Clinic Rooms
L. Patient Suggest

Confim

fo

Request

Insert
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22. Click Request
o Request for Book Window Displays

Request for Book
MRN: 700008714 DOB: 08Dec-1997

Name: CSTSNWORKBOOK, REGSCHED

Age: 20 Years emale

£ #3 CSTSNWORKBOOK, REG | Scheduling Criteria | Summary | General | Details | Orders | Guidelines | Notification | Conversation Summaries | Eligibility | Booking Notes |
< Surgery PAC

Appoirtment Date
Requested date range: 12-Dec2017 % E| 1-Jan-2018

A ER

CE

© Requestin [ = [pays - From [12Dec2017

Appointment Time
@ Time rangs 0800

1800

EE

@) Time restrictions: AM Only .

Request List
Allvequest ists: Selected request ists:
WI RF Initial Queue B
M1 US il Queue

MIUS P1

MIus P2

MIUS P3

WMIUS P8

MIXR lritial Guee

SN - LGH Surgery Waitist

SN - PAC Anesthesia Only Request

SN - PAC Cancer Screering

SN - PAC No Surgery Date Screening

SN - PAC Nurse and Anesthesia Request

H

+

m

SN - PAC Phone Request

SN - PAC/IRAC Surgery Booked

SN - RASC Surgery PAC Sereening

SN - SGH Surgery Waitlst

Unknown Request Queue -

Show all

cos

23. Click the Patient’s correct request list <SN- PAC Nurse/Anesthesia Screening>
24. Click the Blue Arrow

¢ The SN-PAC Nurse/Anesthesia Screening Request list displays under the Selected
Request List Window

Request for Book -2 (=]

MRN: 700008714 DOB: 08-Dec-1997

Name: CSTSNWORKBOOK, REGS

Age: 20 Years Sew Female

= #9 CSTSNWORKBOOK, RE] | Scheduling Criteria | Summary | General | Detsils | Orders | Guidelines | Notification | Cenversation Summaries | Eligibility | Booking Notes |
% Surgery PAC

Appoirtment Date
(© Requested date range: 12-Dec-2017 % E 11Jan-2018

Y @R

El

© Request in: I 5] [pays ~| From [12Dec2017

Appointmert Time
© Time rangs 0800 B

B
g
oig

(©) Time restrictions: AM Only .

Request List
Al request lists: Selected request lists:

Appointment Reviews - SN - PAT Nurse/Anesthesia Screering
Cancelation List
Future Requests
Reschedule Requests
Triage List

Walist

M1 BD niial Queue
MICT Intial Queue ‘

n

MICTP1 hd |
MICTF2

MICTP3 ‘7"“ |
weres
M1 EC Intial Queue

MIECP1

MIECP2

MIECP3

MIEC P4

MI IR Intial Queve
MI MG Initial Queue
MI MR Initial Queue -

Show all

e
25. Click OK
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¢ Request for Book Window Closes
The Request has now been put to the Request List Inquiry.

Access Request List Inquiry

E iy~ Surgay PAC NS e ==y
[} Task Edit View Help
M DEHTD KNG R EE EHE0 cEABEEF oW
MRN: DOB:
Name:
Age: Sex
Request List Eatliest Date Tme  Primary Procedure ‘Surgean Specialty Primary Sugeon  Patient Name Lecation Appintment Type MRN BC PHN Bith Date
250UL-2016 18:00 TEST.CSTPRODECRN LGH PreAnesthesia Cinic  Surgery PACw/ Screening 700000082 13AUG2016
Inquiry: 10-AUG2016 07:18 TEST, CSTPRODBCA LGH Prefnesthesia Ciiic  Surgery PACw/ Screening 700000215 9678034323 0G-SEP-2016
‘Surgery PAC No Date Request Queue - 22-AUG2016 18:04 TEST. CSTPRODEC LGH PreAnesthesia Clinic  Surgery PAC w/ Saresning 700000080 16-AUG-2016 SN -
01-SEP-2016 00:00 CSTPRODBCSN, SURGERYPACTIWO LGH Prefnesthesia Giic. Surgery PACw/ Screening 700000447 4598045809 0T0CT-1980 SN~
Request List Queues: 05-SEP-2016 07:45 CSTPRODBCSN, MEDSREC LGH PreAnesthesia Clinic  Surgery PAC Anesthesia Only 700000530 9876855423 01-0CT-1980 -
SN - PAC Nurse/Anesthesia Sereening - 05-SEP-2016 08:03 CSTPRODBCSN, WAITLIST LGH Prefnesthesia Clinic  Surgery PACw/ Screening 700000521 0032487575 010CT-1970 -
05-SEP-2016 0816 CSTPRODBCSN, WAITLISTTWO LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700000522 3430384234 01OCT-1950 SN~
Location type 05-SEP-201603:40 CSTPRODBCSH. DYNAMICDOCTHREE LGH Prefnesthesia Clinic  Surgery PACw/ Screening 700000551 2334328042 O1JAN-1850 -
Surgery A 10-SEP-2016 13:14 ZZTEST. ANNIE LGH Prefnesthesia Ginic Surgery PACw/ Screening 700000860 9878104843 D4OCT-2016 SN~
12:SEP-2016 07:45 CSTPRODBCSN, ANESTHESIA LGH Prefnesthesia Cinic. Surgery PACw/ Screening 700000702 34534532435 OTOCT-1970 SN~
Location 18.5EP-2016 09:00 CSTSNREZNOR, STTRENT LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700000768 9878396125 170CT-1980 SN~
LGH PreAnesthesia Ciric - 20-SEF-2016 1017 CSTPRODBCSN, MEDSREC LGH Prefinesthesia Clinic  Surgery PACw/ Sereening 700000530 9876855423 010CT-1880 SN~
25-SEP-2016 16:12 CSTSNKAT, STRIT LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700000842 9878395385 260CT-1993 SN~
26-SEP-2016 0959 CSTSNPANTSONFIRE, STUARLIAR LGH Prefnesthesia Cinic. Surgery PACw/ Screening 700000870 9878395131 260CT-1980 SN-
080CT2016 08:50 CSTPRODBCSN. MEREDITH LGH Prefnesthesia Ginic. Surgery PACw/ Screening 700000165 9878395392 2%:AUGH1380 SN~
100CT-2016 0730 CSTPRODBCSN, MEREDITH LGH Prefnesthesia Cinic. Surgery PACw/ Screening 700000165 9878395392 29AUG-1980 SN-
160CT2016 1130 CSTSNARROW, STGREEN LGH Prefnesthesia Ciiic Surgery PACW/ Screening 700001202 9878391775 15NOV-1970 SN~
22.0CT2016 0900 CSTFRODSN, STELECTIVE LGH Prefnesthesia Ciiic_ Surgery PACw/ Screening 700001298 9878386333 21NOV-2000 SN -
2460CT2016 1000 CSTSN, STELECTIVE LGH Prefnesthesia Ciiic_ Surgery PACw/ Screening 700001331 9878375108 10WAN-1S90 SN~
2460CT-2016 1000 TEST, TEST LGH PreAnesthesia Ciiic_ Surgery PACw/ Screening 700000639 9876369548 110CT-1985_ SN-
[2cctavei2o0l | | CSTSN.STSURGERY ______________|LGHPre/ncshesia Clinic | Sugery PACw/ Screening | 700001304 | 5878385678 | DT-NOV-2000 | SN
250CT2016 08:55 CSTSN, STSURGERYTWO LGH PreAnesthesia Clinic Surgery PACw/ Screening 700001351 8878369071 10MAR2000 SN -F
250CT2016 0900 CSTSN, STSURGERYTWO LGH Prefnesthesia Ciiiic Surgery PACw/ Screening 700001351 9878369071 10MAR2000 SN -
29.0CT2016 0700 CSTPRODSNKELLY, STGRACE ANNE LGH Prefnesthesia Cinic. Surgery PACw/ Screening 700000434 02APR19%0 SN -F
230CT2016 1000 CSTFRODBCSN, MEREDITH LGH Prefnesthesia Ciiic Surgery FACw/ Screening 700000165 9878395332 29AUG-1S80 SN -f
230CT-2016 1200 CSTSNONE, STTWO LGH PreAnesthesia Cliic Surgery PACw/ Screening 700001385 9878366875 25NOV-1380 SN
300CT2016 09:10 CSTPRODARCH, SUNQUESTE LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700001399 5878356004 11JUL1976 SN
03:HOV-2016 01:05 CSTPRODSNROAD, STROCKY LGH PreAnesthesia Cliic.  Surgery PACw/ Screening 700000335 9878386741 21-SEP-1966 SN
06-NOV-2016 07:20 CSTSN, STCANCELEIGHT LGH Prefnesthesia Ciic Surgery PACw/ Screening 700007470 9878326477 14JAN-IS78 SN-f
06:HOV-2016 11:15 CSTPRODBCSN, DYNAMICDOCTWO LGH Prefinesthesia Cliic Surgery PACw/ Screening 700000453 9878310246 O010CT-1976 SN -
06:HOV-2016 1230 CSTSNIVANKA, STIVANKA LGH Prefnesthesia Ciiic Surgery FACw/ Screening 700001516 9878308042 0GDEC1S7D SN -
06-OV-2016 1330 CSTSNDAVISINR, STSAMMY LGH PreAnesthesia Ciiic  Surgery PACw/ Screening 700001517 9878308035 OGDEC-1980 SN-f
07-HOV-2016 0330 CSTSN, STCANCELFOUR LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700001460 9878327311 D3SEP-1970 SN
08-NOV-2016 03:00 CSTSN, STBUMPINGONE LGH PreAnesthesia Cliic.  Surgery PACw/ Screening 700001522 9878305508 150CT-1945 SN-f
Q3NOV-2016 02:00 CSTSN, STPOSTPONEONE LGH Prefnesthesia Ciic Surgery PACw/ Screening 700007476 9878326209 12MAR-1920 SN-f
09.HOV-2016 02:00 CSTPRODBCSN, DYNAMICDOCTHREE LGH Prefnesthesia Cliic Surgery PACw/ Screening 700000591 2394208042 OTJAN-I950 SN -
12:NOV-2016 03:00 CSTSN, STROSTRONETHREE LGH Prefnesthesia Ciiic Surgery FACw/ Screening 700001497 9878322573 30MAR-1380 SN-f
12:NOV-2016 14:00 CSTSN, STPACFOUR LGH PreAnesthesia Cliic  Surgery PACw/ Screening 700001613 3878280791 12AUG-1990 SN -F
13HOV-2016 0745 CSTPRODBCSN, WAITLISTTHREE LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700000523 4957834957 DFOCT-IS7D SN
13HOV-2016 08:35 CSTPRODBCSN, DYNAMICDOC LGH PreAnesthesia Cliic.  Surgery PACw/ Screening 700000420 3940358045 DT-NOV-1330 SN -
13NOV-2016 0300 CSTSNBRITE, STRAINBOW LGH Prefnesthesia Ciic Surgery PACw/ Screening 700007507 9878321783 19DEC1990 SN-f
15NOV-2016 09:30 CSTPRODBCSN, SURGERYREQUEST LGH Prefnesthesia Cliic Surgery PACw/ Screening 700000418 1249054950 010CT-1980 SN
16-NOV-2016 11:00 CSTSNTREE, STCHERRY LGH Prefnesthesia Ciiic Surgery FACw/ Screening 700000840 9878391836 110CT-1950 SN -
1$NOV-2016 0745 CSTPRODBCSN, WAITLISTTHREE LGH PreAnesthesia Ciiic Surgery PACw/ Screening 700000523 4957834357 OTOCT-1S70 SN
1S$HOV-2016 1200 CSTPRODBCSH, WAITLIST LGH Prefnesthesia Ciiic Surgery PACw/ Screening 700000521 0032487575 DROCT-IS7D SN -
2LHOVINTG 1514 CSTOP STIADY | GH PraAnesthesia Clnic._Simeny PAC w/ Scrmaninn 70000363 N3SFP1998 SN-FT
o [ e |[ e i i ] v

26. Click Request List Inquiry within the toolbar
e Schedule Inquiry- Request List by Location window displays

Within the Request List Inquiry, the PAC Clerk can do a variety of different activities to a Request.
This can include monitoring the request list, cancelling a request, moving a request from one list to
another, or completing the request into a confirmed date and time (Refer to the Scheduling
Foundation Course) on how to complete the different variations.

There are two Inquiries that a PAC Clerk will need to schedule off of. This includes the Surgery
PAC Request Queue and the Surgery PAC No Date Request Queue.

Within the Inquiries are Request List Queues. When given direction from the Screening Nurse, the
Clerk can find requests within the Request List Queues to complete.
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Fields Description

Inquiry

A way to search by certain criteria (e.g,
cancellations, requests) Note: Always
Select Inquiries prefixed with Surgery
PAC

Request List Queues

Hold lists of appointment requests
based on the type of appointment.
Note: Always Select Request List
Queues prefixed with SN - PAC

Location Type

Type of Location. Note: Always Select
Surgery

Location

Surgical Area

Activity 5.1b — Completing PAC Request off Request List

Use the following information to complete the search window:

27. Inquiry = Surgery PAC No Date Request Queue
28. Request List Queues = SN — PAC Nurse/Anesthesia Screening

29. Location Type = Surgery

30. Location = LGH PreAnesthesia Clinic

31. Click Find

e Search Window Populates

32. Click the Patient
Patient’s row is highlighted

3 Phone Call Attempt
1. Right Click the PAC Request
2. Click Contact

i. Contact Window Displays

=
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MRN; 700008714 DOB: 08-Dec-1997
Age: 20 Years Set: Female
09 CS] | General | Summary | Guidelines [ Notification | Conversation Summaries | Hineraries | Locks | Booking Notes
® | Dxe Time:
13Dec2017 = D 1018
Commerts:
Phone Cal Atert ]
<E

3. Enter Contact Comments <Phone Call Attempt 1>
4. Click OK

To Complete a patient’s request into the Scheduling Grid

5. Right- click the Patient and click Complete Request from the drop-down list
e Linked Appointments Window will display if the patient has a linked appointment.
Click OK to close the window (Refer to the Scheduling Foundation Course)
e Appointment Attributes window displays

Appointment Attributes
-3 CSTSNWORKBOOK, REGSCHED| | Details | Orders I Resource List | Guidelines | Appointment | Eligibwlity|
[2B*Y Surgery PAC w/ Screening
*Primary Surgeon:
Additional Information:
Anesthesiologist:
Addttional Provider:
Urgent Request:
Private Surgical Comments
“ )
Public Surgical Comments
“ )
< 1 »

6. Enter Primary Surgeon, Plisvcr, Carlton
7. Click the Orders Tab
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Appointment Attributes \EI

€ CSTSNWORKBOOK, REGSCHED Details | Orders | Resource List I Guidelines | Appointment | E|Ig|b\|lty‘
% Surgery PAC w/ Screening

CSTSNWORKBOOK, REGSCHED | *Primary Surgeon:
Plisvow, Tyler, MD

*Primary Procedurs?:

PreAnesthesia Clinic Phone Call

Yes -

Durstion:

@ Historical Average 0
) Recent Average 0
7 Default 30
) Ovenide 0
() Scheduled based on Historical Average 0

Optional | Search | Existing Orders | Privieges [ 405 | Required |

PreAnesthesia Clinic Anesthesia and Murse Vist
PreAnesthesia Clinic Anesthesia Visit
PreAnesthesia Clinic Nurse Visit

PreAnesthesia Clinic Other

PreAnesthesia Clinic Phone Call

PreAnesthesia Clinic Screening

PreAnesthesia Clinic Translator

ok ][ cance

8. Double - click <PreAnesthesia Clinic Phone Call>

9. Click OK

10. Note: If you see a Duplicate Primary Order window here, select the PreAnesthesia Clinic
Screening, then click the Select button.

MRN: 700008714 DOB: 08-Dec-1997

Name: CSTSNWORKBOOK, REGSCHED

[ 2 ]

‘ December »
Su Mo Tu We Th Fr Sa

12
3 4 5 6 7 8 9
10 M 13 14 15 16
17 18 18 20 (21 ]2 2
24 25 2% 27 28 23 30
El

Age: 20 Years Sex: Female

Work in progress

-4 CSTSNWORKBOOK, REGSCHED ‘Schedule

Appointment

Person name: <% Surgery PAC w/ Screening (Saturday, 11-Nov-2017)

=-F Current Schedule
= [l LGH PreAnesthesia Clinic
< LGH PreAnesthesia Clinic Rooms

Appointment type:

Appointmert location
[LGH Pro/nesthesiz Ciric]

LGH OCC Rm 9 (Exam) [0] | LGH OCC Rm 10 (Exam) [0] LGH LGH OCC Phone 2 [0] LGH OCC Phone 3 [0] c

ISN PAC Anesthesia Assessment | [N PAC Nurse/Anesthesia’

1SN PAC Nurse/Anesthesia

[l

L[ 8:45 SN-BREAK SN -BREAK SN K SN - BREAK

11. Drag and drop the patient’s request from the Work In progress window two weeks from
today into the Scheduling Grid for <SN PAC Nurse Phone Interview> (Refer to the
Scheduling Foundation Course)

e Schedule Window Displays
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Schedule - Surgery PAC w/ Screening
Resource:

LGH OCC Phone 1

Default slot:

SM PAC Murse Phone Interview (7:45 - 8:45)

Time:

0745 =

Duration:

[|_ + | Hour(s) =1 Minutes ~ 1| Day

[ Distinguish setup and cleanup durations

Apply Duration Change to Order

[ 2wl

12. Click OK

~
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Name: CSTSNWORKBOOK, REGSCHED

DOB: 08Dec-1937

‘ Decemb > 503 CSTSNWORKBQOK, REGSCHED Schedue
coemiet o Move b ,
Surgery PAC w/ Screening (Saturday, 11-Nov-2017

Su Mo Tu We Th Fr Sa E 9ery 9 ¢ Y, ) ==
12 Next

3 4 5 65 7 8 9 ooy
ear

10 11 [12]13 14 15 18 =
17 18 19 20 2 23 ANR

24 25 2 27 8 29 30 Reques

¥ =)

LGH OCC Rm 7 (Exam) [0] | LGH OCC Rm 8 (Exam) [0] | LGH OCC Rm 9 (Exam) [0] | LGH OCC Rm 10 (Exam) [0] |LGH OCC Rm 11 (Consuit) [0]
Close: Closed Closed Closed SN - Anes

G |5 PAC Anesthesia Assessmert [ISN PAS Nurse/Anesthesia

LGH OCC Phone 2 [0]

13. Patient displays in the Scheduling Grid In a Pending State

14. Click Confirm

15. Confirm Window Displays

16. Click OK

17. Encounter Selection Window Displays
18. Click Add Enc

19. Available Conversation Window Displays

LGH OCC Phone 3 [0]
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PAC Appointments do not use the same Encounter type as a Surgical Appointment. For PAC

visits we use Outpatient Encounters.....

&4 Available Conversations @

Pleaze zelect the converzation you would like to use:

Pre-H eqister Outpatient -

Click Pre-Register Outpatient

Click OK

Click Close to close the External MPI window
If you see the message below, click OK.
Pre-Register Outpatient window displays

arMwde

4§ Pre-Register Outpatient

edical Record Number ourter Nurrbe Last Name Fast Name Date of Bitiy
700008714 CSTSNWORKBODK REGSCHED 08Dec1957
Gender BCPHN Pio-Rleg Stalu
Female - 9876414662 Incomplete Images

ALERTS | Palient Infomatian|  Encourter Information  insuance | Insu: ummary | Additional Cantacts

Unt/Cinic
PAC

LGH PAC - LGH

PreReg Dale PreFleg Tine Pre Reg Uses Name E stimated Arive Date s
12.Dec-2017 08:40 TestSX. SchedulerPeriop  13Dec2017 [s] oo

6. In the Patient Information tab, select Home Phone in the Preferred Phone field.
7. Click Encounter Information Tab

Use the following information to complete the Pre-Register Outpatient Encounter:

e Encounter Type = Pre-Outpatient
¢ Medical Service = Anesthesiology
e Reason for Visit = PAC Visit

e Building = LGH PAC
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e Unit/Clinic = LGH PAC
o Estimated Arrive Date = <Today’s Date>
e Estimated Arrive Time = <Current Time>
8. Click Complete
a. Pre-Register Outpatient window displays
9. Click OK
10. Appointment is now confirmed within the scheduling grid

5 Patients Outside the Requested Range

~

TRANSFORMATIONAL
LEARNING

If a patient’s request is scheduled outside of a two week radius, the system will prompt you with

this error:

Outside Requested Range @

You have selected a date ortime outside of the requested scheduling range of
l ke Saturday, Movember 11, 2017 - Wednesday, January 10, 2018 at 15:15- 23:55
on Monday, Tuesday, Wednesday, Thursday, Friday.

Show comments dialog only when required.

Cancel ] I COvemide ] [ Guidelines ..

Click Override to Disable the Prompt.

7| Qutside Regquested Range

Owemide

*vemide Reason:

;SN - Scheduling PAC

Comment e :

ok ||

Cancel

Select your override Reason <SN-Scheduling PAC> and Click OK. After that, carry on with your

normal scheduling process.
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= Linked Appointments

Appointment link functionality allows you to manually tie two unrelated appointments together for

a particular patient situation (e.g., a Patient’s Elective appointment can be linked to their PAC
Appointment)

You have two options for linking appointments:
Option 1: Link to an existing (previously confirmed) appointment

Option 2: Link to a new appointment
]

{ CSTSNWORKBOOK, RE... )
Surgery PAC w/ Screening
PreAnesthesia Clinic Phon...
Plisvcw, Tyler, MD
1 Hounls)

Confimmed
LGHPA-2017-331

\ »

Note: If the Patient's PAC Appointment does not have a Linked Appointment Icon % and has an

associated Surgical Appointment (Refer to the Scheduling Foundation Course) on how to set a
link.

CSTSMWORKEOOK, RE...
Surgery PAC w/ Screening

PreAnesthesia Clinic Phon...
Pliswcw, Tyler, MD

1 Houn{z)

Confirmed

LGHPA-2017-331

Note: If the Patient has a Linked Appointment icon @ this signifies that two or more
appointments have been tied together to the confirmed PAC Appointment.
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Key Learning Points

PAC Appointments require a Pre-Registration Outpatient Encounter

A patient’s request within the Work In progress can be put into the Request list by selecting
the Request button

Access the Request List by selecting the Request List Inquiry Icon from the toolbar

If a Patient is scheduled outside the requested range, you will be prompted with the Outside
Requested Range window

The Linked Appointment Icon displayed on a confirmed appointment signifies that the patient
has a visit tied to their surgical appointment
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DATASHEET

1 Login to PowerChart and access Perioperative Tracking. —

Check In Patient In Perioperative Tracking is only done for Minor Procedures and PAC
Appointments.

PowerChart Organizer for TestSX, Scheduler-Perioperative =
Tesk Edit View Patient Chart Links CaseActions Provider List Help

i ative Tracking 4 Patient List (] Case Selection §§ Time-Critical Procedures g LeamingLIVE |_| { @ CareConnect + @ PHSA PACS @ VCH and PHC PACS @ MUSE @ FormFast WFI |_

B AdHoc & PM Conversation + 4 Add ~ [85]Documents (s Discern Reporting Portal (' Report Builder 8 Scheduling Appointment Book €l Report Manager @ Staff Assign |_

Patient Health Education Materials @ Policies and Guidelines @ UpToDate _

Perioperative Tracking

SGH Pref Card ] SGH Emergency List | SGH PreOp | SGH Intraop | SGH OB View | SGH Case Communication | LGH Endo Incomplete. | LGH Endo PreOp | LGH Endo PostOp.
LGH Case Communication | LGH Pref Card | LGH Emergency List LGH PAC LGH PreOp. | LGH Intraop | LGH MTR IntraOp | LGH OB View | LGH ASC PreOp.
Filter: LGH PAC Today <[ Q| @ = EJ| Total Cases:3 Patient: CSTSNWORKBOOK, REG -
Status PAC Time PAC Location _ Patient AgelSex  Alerts Allergy | Anesthesiologist Old Chart Status  Proc. Date Procedure Surgeon PAC Visit Type
LGH OCC Rm 8 (Exam) (1 case)
N [12-Dec-2017 CSTSNWORKBOOK, 20 years / Plisvew, Tyler, MD  PreAnesthesia C
09:00:00 REGSCHED Female Anesthesia Visit

1. Select the LGH PAC view.
Note: For Minor Appointments, select LGH MTR IntraOp View
2. Select the patient.

3. Click Surgical Check In 3
¢ If the Location Selection window displays, follow these instructions:

Location Selection =
Area Selection

Existing Recent
=-[#] LGH Endoscopy
%1 LGH Main OR
E-[E LGH MTR
G-I LGH Out of OR
285 Al GH PreAnesthesia Clinic o
@ H Frvate Llinic
#-[%1 LGHOR Sedation Fooms
%] SGH Main OR
-1 SGH Out of OR

Start Location:

[ Area | ok | [ cancs

4. Click LGH PreAnesthesia Clinic
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5. Click OK

e SurgiNet: Surgical Case Check-In window displays

+ SurgiNet: Surgical Case Check-In
|| Task Help

+ ChecklIn... AssociateEncounter Change Add-On Status Sign Document... | Print + Preview ~ | [l Location (LGH Prefnesthesia Clinic)...
Criteria:

* From Date: [13Dec207 % +| *ToDate: [130ec2017 = -| [[Reove

Add-On | Status | Checked In | Surgery Time & \ Person Name | FIN \ LCage Mumber Primary Surgent \ Primary Procedure \ Procedure Free Text \ 0R
0745 CSTSNWORKBOOK, REGSCHED 7000000016443~ LGHPA-2017-333  Plisvew, Tyler, MD  PreAnesthesia Clinic Anesthesia and Nurse Visit LGH OCC Rm B (Exam)

6. Click inside the Q Check Box to create a check mark and select it

e Check In window displays

CheckIn -7 ]
Name: CSTSNWORKBOOK, REGSCHED

MRBN: 700008714 DOB: 08-Dec-1997

Age: 20 Years Sex: Female

-0 | CSTSNWORKBOOK, REGSCHED neral ISummaryl Detailsl Ordersl Guidelinesl Nmificalinnl Conversation Summaries Itinerariesl Locks | Eligibility * | *
- Surgery PAC Date Time:

12-Dec-2017 = EI [fe06 =
Tracking location:

I <None> j

Comments:

Person Name [EncType |
CSTSNWORKBOOK, REGSCHED  Fre-Outpatient

Guar Pmt Enc Pmt View Modify SetEnc Charges

- Request Information
Medical record requested No

Status of medical record request:

oK Cancel

7. Click OK

+/ SurgiNet: Surgical Case Check-In

| Task elp \i/\?

« Checkln... Associote Encounter Change Add-On Status Sign Document... | Print ~ Preview = | Il Location (LGH PreAnesthesia Clinic)..
Select By: Cteria

Date
Person

Cass Nomber  ~ From Date: [13.0ec2017 5 ~| “ToDate: [130ec2017 % -] [ Retieve |
Provider

Frimary Procedure
. Tyler, MD_PreAnesthesia Clinic Anesthesia Visi

Procedure Fres Text Suigery Date

LGH OCC Rm 8 (Bxam) 13-Dec-2017

“. Key Learning Points

Surgical Case Check-In applies to PAC appointments and Minor Procedure Appointments
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# Activity 5.3 — Navigate Perioperative Tracking and Setting an Event

1 Login to PowerChart and access Perioperative Tracking.

onnect @ PHSA PACS @ VCH and PHC PACS @MUSE @ Formbast |
@ Report Manager B saff Assign .

Perioperative Tracking

SGHPefCad | SGMEmegeylit | SGMPeOp | SGMimmop | SGHOBView | SGMCaeC 1 L I |

LGH Case Communication | LGH Pref Card. | LGH Emergency List LGH PAC | LGH PreOp. | LGH Intracp. | LGH MTR IntraOp. | LGH 0B View | LGH ASC PreOp
Fater, LGHPAC Today MA@ B T STSNWORKBOOK, REG =
PACTImS  PAC AgeiSex[Aets Alwgy Anesthesiohogst Proced
T 12-Dec-2017 CSTSNWORKBOOK, 20 years / Phsvcw, Tyler, MD  PreAnesthesia C
00.00 REGSCHED Female Anesthesia Vist

1. Click the corresponding Tracking view where the Bumped patient is displayed. For this
activity, click LGH PAC Tracking View

2. Right click anywhere on the patient’s row and select Set Events from the drop down list

e Case Tracking Set Events window displays

2 Case Trackng Set Events |

Surg Start Time: 09:00

LGH OCC Rm 8 (Exam) Surgeon: Plisvew, Tyler, MD
dre:  PreAnesthesia Clinic Anesthesia Visit Case #: LGHPA-2017-328

Date Time Locked | lcon | Name
Chart 12-Dec-2017 | 858 | Pt in Waiting Room
Received
Chart
Requested
EKG

Lab Results
Available

PAC Phone
Attempt 1

PAC Phone
Attempt 2.

PAC Phone
Attempt 3

PAC Left
Message

j w.c;: ::;au:
e | PAC
Complete

Seen by
Anesthesia

Seen by Nurse

Seen by Other

|Case Cart | /1o |iESIatioRI SSIOMBRBHSIEAN | Phase Phase I |Iitra0p [PRE0pI | PAC Location | PAC

3. Click the PAC tab on the left
4. Click on Pt. in Waiting Room
5. Click OK

| SGH Emergency List | SGH PreOp | SGH Intraop | SGH OB View | SGH Case G | | | |
LGH Case Communication | LGH Pref Card | LGH Emergency List 1GH PAC | LGH PreOp | LGH Intraop LGH MTR IntraOp LGH 0B View | LGH ASC PreOp |

Filter; LGH PAC Today < (MG @ ) TowalCases3 Patient: CSTSNWORKBOOK, REG +
PAC Timo PAC Location Sationt Ago/Sex_ Alerts Allergy _ Anesthosiologis Oid Chart Status _Proc. Date Procoduro Surgeon

Plisvcw, Tyler, MD ||
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Key Learning Points

Communicate the patient’s current location by setting the Patient in Waiting Room Event
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& Activity 5.4 — Activate Orders

1 Opening the patient’s chart in Perioperative Tracking

1. Select the appropriate patient by clicking on the row. A Blue arrow will appear.

2. Double click the Blue arrow next to the patient’s chart to open their chart.
3. If this is the first-time logging in a patient’s chart, the Assign a Relationship window will
display, verify this is the correct patient. Select Scheduling Clerk to assign relationship.

Note: If this is the wrong patient, click the cancel button to return to Tracking View.
4. Click OK

5. Perioperative Summary displays when you access a patient’s chart. Verify this is the
correct patient’s chart that has opened.

2 To navigate the Order Page and review the orders:

Orders Overview

CSTSNWORKBOOK, REGSCHED Lot g Re
CSTSNWORKBOOK, REGSCHED DOB:08-Dec-1997 MRN:700008714 Code Status: Process: Location:LGH PAC

Age:20 years Enc7000000016533 Disease: Enc Type:Outpatient
jies: Allergies Not Recorded Gender:Female PHN:9876414662 Dosing Wt: Isolation attending:
2 ¢ . T Full

by Hx | SeC

Orders |DocumentIn Plan

Displayed: All Active Orders | All Inactive Ordsrs |41 Orders 5 Diays Back Show hore Oides

[&] [ [order Name Status [Dose .. [Details
4 Laboratory
=]

Glucese Random Future (On Hold) Blood, Routine, *Est, Collection: 21-Dec-2017 +/- 2 davy, once, Order for future visit

1. Select Orders from the Menu
Note: if you do not have orders displaying, follow these steps:
1. Click the Blue Hyperlinked Displayed Title Above the Orders Window

Dizplayed: Al Orderz 5 Days Back

|@":‘\-"| |°‘?’ |Clr|:|er Mame Stat
Mo orders

2. Select All Active Orders from the drop-down and Click Apply. All Active Orders Will
display
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Advanced Filters @
Dizplay: -

Order ztatuzes to view Load the following types of arders
Active statuses: Inactive statuses: Inpatient orders
Crdered 7] Discontinued Armbulatary [In Office] orders
InProcess [7] Canceled
P ipti
Future [7] Completed IESENptons
Incomplete Pending Complete ("] Documented medications
Suspended []oided Miscellaneous
On Hald. Med Student D “oided ‘with Results Shuw ir?di'-,-'idual Inztances for
[ Transfer/Canceled continuing orders

Inactive Reagimen Filter
@ Include all daps @ Include all days Inactive Plan Filter
(0 Include number of dags: 0 Inchude rurnber of days:

Save Save Az Apply &S [ e Remowve

Digplayed: All Active Orders | All Inactive Orders | Al Active Orders

) % |Order Name Status Dose ... |Details

4 Laboratory
= Glucose Random Future (0. Blood, Routing, *Est. Collection: 12-Feb-2018 +/- 2 day, once, Order for future visit

Note: if you do see Orders, continue here:

On the left side of the Orders Page is the Navigator (View) which includes several
categories including:

e Plans

o Categories of Orders
e Medication History

e Reconciliation History

On the right side is the Order Profile where you can:
e Review the list of orders

Moving the mouse over order icons allows you to hover to discover additional information.
Orders are classified by status including:
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» B il Order Name  + | Status Dose ... |Details -
g .73 Insert Peripheral IV..J Processing 20-Nov-2017 11:46 PST
L @ Insert Urinary Cath..| Proposal 20-Nov-2017 11:31 PST, Indwelling
& A f‘i Morse Fall Risk Ordered 17-Nov-2017 14:05 PST, Stop: 17-Nov-2017 14:05 PST
Assessment Order entered secondary to inpatient admission. =
& ) Vital Signs Proposal 20-Nov-2017 11:25 PST, gdh while awake
» 6 w1 8 @ Vital Signs Ordered 17-Nov-2017 16:24 PST
4 Medications
& M s (3 furosemide Ordered 20 mqg, IV, as directed, order duration: 5 day, drug form: inj, start: 17-Nowv-
Administer pre red blood cell transfusion -
« " »

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

Ordered - active order that can be acted upon

Proposal - are proposed by non-providers. These are suggestions sent for provider review and
should not be acted upon until signed by a provider. Once signed, these will become active and

status will change to Ordered as above

Future — An order that can be activated within a specified time range

While on the Orders page:

1. Locate the Laboratory category to the left side of the screen under View.

Orders | Document In Plan

Displayect All ctive Orders | 4l Inactive Orders | A Orders 5 Daps Back.

Orders for Signature

Shous More Diders.

Plans [68] % [order Name [status

[Dose ... [Details

Document In Plan ) uboatow

Suggested Plans 0] Glucose Random Future (On Hold)
Orders

[| Admit/Transfer/Discharge
[DlStatus

[ |patient Care

{7 Activity

[T JDiet/Nutrition
{"]Continucus Infusions

I IMedications

["|Blood Products
[HLaboratory

Blood, Routine, “Est. Collection: 21-Dec-2017 +/- 2 day, once, Order for future visit

2. Review orders with a Status of Future (On Hold)
Note: Only Activate Orders with a Status of Future (On Hold)

Show More Orders.

[Dose .. [Details

Orders | DocumentIn Plan
Al
= Displayed: All Active Oiders | All Inactive Oiders | Al Dicers 5 Days Back
Orders for Signature
e ? [ Té*[ T% [order Name Status
Document In Plan 4 (e
Suggested Plans (0) .
Orders )
[T] Admit/Transfer/Discharge i)
[[Status Copy
[IPatient Care Cancel and Reorder
ElActivity Suspend
[ Diet/Mutrition
[7] Continuous Infusions FERER
[T Medications Complete
I |Blood Products Cancel/Discontinue
Hlaboratoy |
I Diagnostic Tests
[[IProcedures Reschedule Task Times...
[]Respiratory Add/Modify Compliance
[C]Allied Health
[] Consults/Referrals Order Informaticn...
I |Communication Orders Comments.
[T supplies Results...
Non Categorized
MDd “:' 5:9:"“ Reference Information...
I Medication History
- Medication History Snapshot Print 4
o Reconciliation History dvanced Filters..
Customize View...
V| Disable Order Information Hyperlink

Blood, Routine, *Est. Collection: 21-Dec-2017 +/- 2 day, onc

c, Order for future visit

3. Right Click Glucose Random Order
4. Click Activate
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Displayed: All Active Orders | All Inactive Orders | All Orders 5§ Days Back

Orders for Signature
Plans

Document In Plan
Suggested Plans (0)
Orders
] Admit/ Transfer/Discharge
[status
["IPatient Care
(D Activity
[ ] Diet/Nutrition
("I Continuous Infusions
[ Medications
[CJBlood Products
Laboratory
["IDiagnostic Tests
[CJProcedures
["|Respiratory
[ Allied Health
("] Consults/Referrals
[_|Communicati
[ Isupplies
["INon Categorized
£ Medication History
Medication History Snapshot
= Recon:

ion History

(& T

Show More Orders, .

[# [order Name: [Dose ... [Details

4 Laboratory

= Details far Glucose Random

Dmils]@;w Order Comments |

+an [
Unit eollect: m Collectedt: [T ves (@ No F
Related Results “Collection Date/Ti [] st Frequency: [once - X
Formulary Details
Variance Viewer | Orders For Cosignature | [ Orders For Murse Review |

Diders For Gignature

5. Click Orders

For Signature

Orders | Document In Plan

[ Orders for Signature

. Orders for Signature
Plans

Documentln Plan

- Suggested Plans (0)

Orders

[T Admit/Transfer/Discharge
I |Status

[[]Patient Care

] Activity

[T Diet/Nutrition

[T Continuous Infusions
[ IMedications

[IBlood Products
Laboratory

| | Diagnostic Tests
[[]Procedures

[ |Respiratory

[T Allied Health

[7] Consults/Referrals

[ |Communication Orders
[[]Supplies

[TJNon Categarized

[ Medication History
Medication History Snapshot
 Reconciliation History

[]@[ [ % [Order Name Status Start Details

4 LGHPAC Enc:7000000016533 Admit: 12-Dec-2017 17:04 PST
4 Laboratory
Glucose Random

Activate  12-Dec-2017 17:08... Blood, Routine, Collection: 12-Dec-2017 17:08 PST, once

Related Results

X Details

Formulary Details

Variance Viewer

[0 Missing Required Details | [ Orders For Cosinature | | Diders For Nurse Fieview |

6. Click Sign
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@IPrint ¥ 8 minutes ago

+ Add | " Document Medication by Hx | &% Check Interactions i

Reconciliation Status
© Meds History @ Admission @ Outpatient
Orders |Documentn Plan

i Displayed: 41l dctive Diclers | All Inactive Orders | Al Drders 5 Days Back

- Ordersfor Signature
Plans & ¥ |Order Name Status
Document In Plan L abueatony

Suggested Plans (1) =] Glucose Random Processing
QOrders
[C]Admit/Transfer/Discharge
[CIstatus

["IPatient Care

Dose... |Details

Blood, Reutine, Collection: 12-Dec-2017 17:08 PST, once

[C]Activity
["|Diet/Nutrition
["IContinuous Infusions
[ IMedications

[CIBlood Products

(gl Laboratory
["Diagnostic Tests
[CIProcedures
["IRespiratory

[Tl Allied Health
[CIConsults/Referrals
[]Communication Orders
[ISupplies

[TINon Categorized

| Medication History
Medication History Snapshot
f#Reconciliation History

Related Results =
Formulary Details
Variance Viewer Ohdlers For Cosignature | [ Dnders For Nurse Freview

Diders For Signature

7. Click Refresh

Note: Activating Order’s allows them to pull into the Patient Route Slip (Refer to Activity 5.6). If the
Order is not activated before printing the report, data will be missed.

Key Learning Points

Orders with a status of Future (On Hold), are orders that will need to be Activated

Activate Patient’s Orders before printing the Patient Route Slip Report
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The PAC Clerk will need to run, view, and print reports. Reports live in Discern Reporting Portal.

The PAC Clerk can access the reporting portal through PowerChart.
Login to PowerChart to begin the activity.

PowerChart Organizer for Tests, Scheduler-Perioperative

Task Edit View Patient Chart Links CaseActions Provider List Help

rioperative Tracking 4 Patient List [] Case Selection ¥ Time-Cri
Exit B AdHoc G PM Conversation ~ = Add + [F) Documents

| Procedure

ningLIVE |_| | @ CareConnect @ PHSA PACS @ VCH and PHCPACS @ MUSE @) FormFast WFI |
& Report Builder & Scheduling Appointment Book I Report Manager g Staff Assign |_

Patient Health Education Materials @ Policies and Guidelines ), Up

Perioperative Tracking

SGH Pref Card | SGH Emergency List | SGHPreOp | SGHIntracp | SGH OB View SGH Case Communication |

LGH Endo Incomplete | LGH Endo PreOp.
LGH Case Communication LGH Pref Card | LGH Emergeney List LGH PAC | LGH Pre0p LGH Intraop | LGH MTR IntraOp | LGH OB View
Filter. LGHPAC Tomorrow v | [ '@ | (& = EJ | Total Cases:1 Patient: CSTSNWORKBOOK, REG +
Status PAC Time PAC Location  Patient Age/Sex  Alerts Allergy  Anesthesiologist Old Chart Status  Proc. Date Procedure

2017 CSTSNWORKBOOK, 20 years /
j09:00-00 REGSCHED Female

BPrint >

) LGH Endo PostOp.
| LGH ASC PreOp
Surgeon PAC Visit Type

Plisvcw, Tyler, MD  PreAnesthesia C

Anesthesia Visit

1. Click = Pseemfepetingferal pyiscern Reporting Portal
e Discern Reporting Portal will display
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Reporting Portal

eporting Porta

. All Reports (4) My Favorites (0
Filters ports L 2 &

Report Name

Categories %

»  Source 10L - Scheduled Cases with Spedialty Lens Perioperative Clerk Public

» Categories Patient Route Slip Perioperative Clerk Public

Public

Recent Reports o
Reporting Application:
ca

Description:

Suggested Report User:

Scheduling Event ID Report

Patient Route Slip

Suggested Report Frequency: Alternate Name:
BC_ALL_SURG_SCH_EVENTID_LYT:DBA

View Previous Run
Support Reference Number:
c88bfe3a-0ea-43a0-bf64-956b3336b033

Waitlist Report for Scheduled Cases Perioperative Clerk Public

: s Reporting Portal (=8 [EcR =

£ cerner Welcome: TestsX, Scheduler-Perioperativel | Settings | Help

Favorite a report by clicking the star icon
Click the My Favorites Tab to view favorited reports
Search for reports in this window
Recently accessed reports display here
Run reports by selecting the Run Report button
e New Tab will display with further entries related to the selected report

arMwdE

Note: The Reporting Portal will only display reports that your position has access to view.

2 Accessing Patient Route Slip Report

Reporting Portal

£ Cerner

Reporting Portal

N All Reports (4] My Favorites (0}
Filters ) g )

Report Name ~  Categories +  Source

» Source 10L - scheduled Cases with Specialty Lens. Perioperative Clerk Public

Perioperative Clerk Public

i s A
Description: Suggested Report User: Reporting Application: Run Report
ceL
Suggestad Report Frequency: Alternate Name: T RETTH ERE T
BC_ALL_SURG_PAT_RTE SLIP_LYT:DBA

» Categories

Support Reference Number:
296d6c6c-8ef2-4500-0db1-27bd27 122277

Scheduling Event ID Report Perioperative Clerk Public

Wwaitlist Report for Scheduled Cases Perioperative Clerk Public

Welcome: TestSX, Scheduler-Perioperative? | Settings | Help

6. Click Patient Route Slip Report to highlight the row
7. Click Run Report
e A New Tab will display with further entries related to the selected report
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7| Discern Prompt: BC_ALL_SURG_PAT_RTE_SLIP_LYT:DBA (=] =] =5
Qutput to File/Printer/MINE kM E -
Search for Patient [Blank for Al Patients) | Search
Remove
[] Retun ta prompts on close of output
Ready
[] Return ta prampts an close of output
Fiefreshing form...
8. Click Search
e Person Search window displays
£ Encounter Search @
BC PHM: YIP Deceased Alerts BC PHM RN Mame DOB Age Gender Address
44 Process slert 9876429433 700008243 CSTSHNWORKBOOK, REVIEW 30-0ct1963 B4 Years Male 5590 Azh Stree
MRM: 51 987E420562 700008518 CSTSMWWORKBOOK. INTRAOP 09-4ug-1963 B4 Years Male 590 West Bth
z 9876420143 700008545 CSTSMWORKEBOOK,EMDOSCOPY  30-Mov-1987  30%ears Female 12345 Street
(st [¥erer 4 9876418312 700008576 CSTSMwWORKBOOK,POSTOP 04-Dec-1930 27 Years Female 590 'est Bro
catermorkbaok 4] Frocess slert 9876418305 700008577 CSTSMNWORKBOOE, PREOP 04-Dec-2000 17 Years Male 590 West Bro.
. = I ] :
First Mame:
DOE:
Gender:
Fostal/Zip Code: O m | b
Ay Phone Number: F_acility Encounter # Vigit # Enc Type ted Service Unit/Clinic Room  Bed EstArival Date
:ﬂlLGH PaC 7000000016533 7000000016533 Outpatient Anesthesiology LGH PAC 21-Dec-2017 745
Encounter #:
Wizt #:
Histarical MR M:
4 mn 2
’ ok ] ’ Cancel

9. Search for the patient

10. Select the corresponding patient record from Person Search window

11. Select the appropriate Encounter
12. Click OK
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| Discern Prompt: BC_ALL_SURG_PAT_RTE_SLIP_LVT:DBA = E=h =

Dutput to File/PrinterMIME MIMNE =

Search far Patient [Blank far All Patients] CSTSMWORKEDDK, REGSCHED

Execute Cancel

[] Return to prompts on close of output
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Ready
13. Click Execute
= 0
s, H ) 150% - QD
\:\
Vancouver -~ _—
it Health PATIENT ROUTE SLIP
— L —— Date: 12-DEC-2017

Encounter Number: 7000000016533

Medical Record Number: 700008714
Gender: Female
DOB: 08-DEC-1997

CSTSNWORKBOOK, REGSCHED
590 B Avenue Cor A Street

‘Vancouver
Appointment Details
Location Date Time Appointment Type Resource
Order Details
Department Order
Laboratory Glucose Random

14. Click E=ito close the report

Key Learning Points
A quick way to access Discern Report Portal is through the icon in PowerChart
Discern Reporting Portal is a hub for Reports

Access to reports are restricted by your position
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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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