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Course Goals/Objectives TC "Course Goals/Objectives" \l 1 
At the completion of this course, you will be able to:

1. Discuss SCM features and functions

2. Access SCM and navigate its screens.

3. Locate a single patient or group of patients using various identifiers.

4. Locate patient information data.

5. Review and retrieve results and orders.

6. Select, view and document on Structured Notes and Flowsheets  (Clinical Documentation).

Part 1: Logging On and Off TC "Part 1: Logging On and Off" \l 1  

1.1 Logging On the Gateway TC "1.1 Logging On" \l 2 
When you log on to Enlight/SCM Gateway, the patients and functions you can access are controlled by the security and configuration related to your organizational role. This system controls what a user may do within the system and whose charts the user may select for viewing. Each time you log on to the system, the patient charts that you access and any changes that you make to the patient data are logged to an audit file.  REMEMBER: DO NOT share your username and password with others.

Action: Access the logon screen and demonstrate the process for logging on.

	1. Double-click the Enlight/SCM icon on the desktop  [image: image2.png]



	NOTES:

· passwords are case sensitive



	2. Enter <User name and password  
	

	3. Click LOGIN
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1.2 Logging Off the Gateway TC "1.2 Logging Off" \l 2 
	1. To shut down the Allscripts Gateway -click the Logoff icon on the toolbar.  

[image: image4.png]



Allscripts Gateway closes immediately, regardless of which function you are in, unless there is unsaved data, which may be indicated by a prompt.


	NOTES:

· Do not use the X in the upper right corner as this may not give you a “clean” logoff  
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1.3 Screen Layout and Navigation TC "1.4 Screen Layout and Navigation" \l 2 
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	Menu Bar
	The menu bar displays a menu of options for functions that may be performed within the application.  Some options are grayed out, meaning that this is not an active function on the screen displayed or that you do not have security rights to perform this function.
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	Toolbar
	These icons (pictures) provide shortcuts to functions frequently performed.  These same functions can be found on the Menu bar options.  Slide your mouse over the icons to see a description.  

One icon button you will use consistently is the Refresh button (circle of arrows).  [image: image8.png]



It will be a good idea to refresh your screen periodically to manually bring over any information that has been entered since you last performed an action on the system (sitting idle).  

	Patient Header Area


	Provides patient demographic information such as Patient Name, MRN, Account Number, Age (Birth date), Sex, Room/Bed Location, and Attending Physician.

The Enter Order icon in the Patient Header lets you access the Order  [image: image9.png]



Entry Worksheet to place orders for a patient. Header lines consist of data elements pulled from the patient’s chart.



	Chart Tabs


	Provide access to various sections of the patient’s chart (similar to paper chart)
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	Patient List


	The patient list displays patients according to the list selected in the Current List field. The columns display either text or flags pointing to pertinent data about the patient. The columns that appear depend on the list selected.

Example: Flags indicate if new results have been received for a patient. Results can be viewed by clicking the flag.  

[image: image11.png]CurrentList [t B ([ selectapatients

=R
OEL D it Number S e e Do sign | vty |

\ \ LoV E] [

Huter TetKBC [ L000ST/A0000I26 |11-25-19,, | 127-1Enst [A0M [03-1820.,2058  |Kuppuswomy, Baivs | ¥ | ||






	Gateway Solution Panel


	Identifies the areas you are able to access within the system. Acute= Inpatient, Emergency Care =ED, Radiology, Pharmacy etc…. 
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	Status Bar
	The status bar appears at the bottom of the window and contains any informational messages, user name (with occupation), and the environment name.
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You may see the following columns based on user type. 

	Patient Name 
	name of patient

	Assigned Location
	unit and bed location of the patient

	Admit Date
	date patient admitted

	Provider
	primary provider

	Flag New
	toggle to turn flag notification on or off

	New Results
	notification that new results exist 

	New Documents  
	notification that new documents exist

	New Orders
	notification that new orders exist

	To Verify
	notification that orders need to be verified

	To sign
	notification that orders need to be signed

	Unacknowledged alerts
	notification that order alerts exist and need to be acknowledged


	Special Columns
	Double-click in the column field to add data

	Nurse Assignment
	Nurse assigned to the patient

Note: demonstrate to Nursing how to complete this field


1.4 Using On-line Help TC "1.6 Using On-line Help" \l 2 
On-line Help is available from any screen within the SCM application.  

	1. From the toolbar  select the Green Question Mark. 
	Use Online Help

Acute Care comes with context-sensitive help to provide quick, search-by-topic capabilities.

You can access the online help using the following methods:

• Select the Help icon [image: image14.png]



• Select the Help button on screens in Enlight application.   [image: image15.png]



• Press F1



	2. Search for help topic using Contents, Index, or Search tabs.
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Part 2: The Patient List TC "Part 2: The Patient List" \l 1 
The Patient List is the entry point for access to the online patient charts.  Each instance of a name on the patient list represents a patient visit and originates from admissions/registration.  

	User Type
	Production Default Lists

	Nursing, Unit Secretary, PCT, Clinical Pharmacist
	

	PT, OT, RT, Dietitian, Speech, Social Worker, Case Manager, Spiritual Care
	

	Physician
	

	Non-clinical/other (Lab, Radiology, Medical Records)
	

	NOTE: You may also create your own additional patient lists, which are then saved and automatically retrieved each time you log in.  Below are the icons that are utilized with patient lists.

Additional patient lists will be discussed later in detail.
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2.1 Viewing Header Information TC "2.1 Viewing Header Information" \l 2 
The Patient Header contains key data for the patient whose name is highlighted on the patient list such as patient name; patient’s assigned location, patient ID/visit number, patient provider, age (birth date) and sex.
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2.2 Viewing More Header Information TC "2.2 Viewing More Header Information" \l 2 
Additional data about the patient can be accessed easily from the Patient List.

	1. Click the More Header Info icon on the toolbar.  
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	2. Display fields on this screen.  
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	3. Click Close.
	This will close the box and take you back to the patient list.
 


2.3 Viewing Chart Data for Multiple Patients

You can view chart data for multiple patients (e.g. stacking charts).

	1. Highlight several consecutive patients (by clicking and dragging over the patient visit rows OR hold the CTRL key and click non-consecutive patients) 
	Note: You can also click the Select All Patients button to select all patients on a list.

[image: image22.png]Select Al Patients





	2. Click the Patient Info tab.  


	[image: image23.png]LA




Notice the green arrows on the toolbar are now highlighted.  

Click the Forward and Backward arrows to move through the list of patients’ data.  


2.4 Resizing the Columns TC "2.6 Resizing the Columns" \l 2 
	1. Hoover your cursor over the grid lines between any two columns.

2. When the double arrow displays, click and move the mouse to the left or right to resize the columns.
	[image: image24.png]
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Note: If a column is not wide enough for all the text in a cell to appear, an ellipsis appears to indicate the additional information.
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2.5 Sorting the Patient List TC "2.7 Sorting the Patient List" \l 2 
	To sort the patient list, click on any column header description.  The list can be sorted by that column description either in ascending or descending order (up or down arrow).


2.6 Moving Columns Using “Drag and Drop” TC "2.8 Moving Columns Using \“Drag and Drop\" \l 1 
	1. Click and hold your mouse down on any column
	

	2. Drag the column to another location within the list
	

	3. When you have it in place, release your mouse
	


2.7 Using Criteria-Based Lists TC "2.9 Using Criteria-Based Lists" \l 2 
These lists consist of patient visits that match one or more criteria that you specify.  They are saved when you log off and available the next time you log on.  Criteria based lists will automatically update with changes sent from the admitting system.  There are five types of criteria that may be used.
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	Tab
	Description

	Your Role
	Check this box if you want to create a list that includes patients where you are a Provider (this tab mainly for physicians)

	Location
	Create a list of patients for selected locations.

	Provider
	Create a list of patients that meet criteria of selected providers.

	Service
	Create a list of patients assigned to a particular service area.

	Orders
	Create a list of patients that have specified orders.


	Criteria-based list (Provider):

	1. From the menu, select Actions > New Visit List. 

2. Or you can use the icon above the patient list. [image: image28.png]



3. Click the Providers tab
	[image: image29.png]New Visit List..
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	4. Enter last or partial last name of provider
	Type: Aba

	5. Select the Role type (optional)


	Leave Role = ANY
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	6. Click Add
	

	Note: Repeat steps 3 - 5 to add multiple providers (group)

	7. Click OK
	

	8. Name the list
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2.8 Using Flags to Track New Patient Information TC "2.10 Using Flags to Track New Patient Information" \l 2 
Flags display on the Patient List to indicate that new information is available for a patient’s chart.  Flags can signal:
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	Column
	Description

	New Orders 
	A new order has been placed for the patient

· A triangular green flag – indicates new routine orders have been received  [image: image34.png]



· A rectangular red flag – indicates at least one of the new orders is STAT [image: image35.png]




	New Result 
	A new result has been completed for an order

· A triangular green flag – indicates new normal results have been  received [image: image36.png]



· A rectangular red flag – indicates at least one of the (numeric) results falls outside the normal range (abnormal). [image: image37.png]




	NOTE: Only abnormal numeric results will show a red flag.  If text results (i.e. Chest X-ray) are abnormal, the flag will still display green.

	New Documents 
	A new document has been entered for the patient

· A triangular green flag – indicates new documents have been created [image: image38.png]




	To Sign 
	A signature is needed for an order

· A green flag indicates than an electronic signature is required. [image: image39.png]



· A red flag indicates that at least one of these orders must be signed by the logged on user. [image: image40.png]




	To Verify
	Verification is needed before an order can be processed

· A green flag indicates that orders for this patient require verification before processing. [image: image41.png]



· A red flag indicates that at least one of the orders must be verified by the logged on user before processing.  [image: image42.png]




	Unack Alerts
	A new alert has been generated that has not been acknowledged by person(s) with appropriate security rights  [image: image43.png]



· Alert messages may appear to notify you of possible problems for a patient.  For example, during order entry, an alert may trigger for possible drug/allergy or duplicate order interaction.



	NOTES: 

· Demonstrate the process for viewing new flag information by double-clicking on red and green flags and explain purpose of each.  Note: For training purposes, DO NOT clear the flags.

· When you “Clear Flag” for new results, orders, or documents it only clears the flag for that user.  It does not affect another user who has not viewed the new flag information for his/her logon.

· When a physician or affiliate signs or verifies an order OR acknowledges an alert, the flag will be cleared for ALL users.




2.9 Turning Flag Notification On and Off TC "2.11Turning Flag Notification On and Off" \l 2 
· In order to receive flag notification of New Results, New Orders, or New Documents, the flag notification must be turned on.  

· The only time you need to turn flag notification off is if you DO NOT want to be notified of new results, orders or documents for a patient- i.e. when you are off shift.

· The Flag New column displays an “X” when the flag notification is turned on.  You can turn flags on or off for a single patient or multiple patients at one time.

	To turn flags on/off for a single patient:


	· Select a patient from the list.

· Double-click in the Flag New column.                  [image: image44.png]Flag
New






	To turn flags on/off for all or multiple patients on your list:


	· Select the patients for whom you want to turn the Flag New column on or off.  

· From the menu, select Actions > Flag New On [image: image45.png]IS





· or Flag New Off    [image: image46.png]



· The Actions menu also has the Flag New On / Off choices.  
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Creating a Temporary Patient List TC "2.4 Creating a Temporary Patient List" \l 2 
If you need to look up a patient that is not on your unit list (for example, a patient is transferring to your unit and you want to be proactive in reviewing chart information for that patient prior to arrival), or if you are a user who does not receive a unit list upon logon, you can use the Find Patient function to select one or more of the patient’s visits and place them on a Temporary List.  

	1. Click the Find Patient icon on the toolbar.  
	[image: image48.png]




	2. Type <last name> in the Last field.  
	Note: You can also type in partial last name
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	Note: There are other search criteria that can be used to locate patients.  (See other tabs: Identification, Provider, Other)



	3. Click the Search button.  
	The patient will display.  
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	4. Select the patient in the Search Results area.
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	5. Click Show Visits button.
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	6. Select the admission visit (ADM) listed.

7. Click OK.

8. You will now see the patient on the Temporary List.
	You also have options to save the visit to a list.
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	Note: Temporary lists are not saved after you log off.




2.10 Creating/Maintaining a Special (Personal) List TC "2.5 Creating/Maintaining a Special (Personal) List" \l 2 
You can create special lists that contain only patients that you want on the list.  These lists will not be updated automatically as patient criteria changes.  They are working lists that you will maintain. They are saved when you log off and are available the next time you log in.

	Create a Special List
	

	1. Select 4 or 5 patients from the patient list.
	
	

	2. Click the Save Selected Patients button.
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	3. Click the New List Name radio button
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	4. Type in My Today List and click OK.  
	NOTE: Your new list displays as one of the choices in the Current List preceded by an asterisk (*).
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	Remove a Patient from a Personal List

	5. Highlight one of the patients on your Personal List.
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	6. Click the Remove Patient button on the toolbar.
	[image: image60.png]




	Add a Patient to a Personal List

	7. Select a different patient from the Logon Location list
	

	8. Click the Save Selected Patients button.
	[image: image61.png]Save Selected Patients





	9. Click the Add Patient to Selected List radio button.  Make sure your previously created list is highlighted.

Note: The list can also be replaced with a newly selected group of patients by clicking the Replace Patients on Selected List radio button.
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	10. Click OK. 
	The selected patient is added to your list.

	Delete a List

	11. Display the Personal List you just created

12. Click Edit > Delete Current List

13. Click OK in the confirmation window
	[image: image64.png]
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Part 3: Patient Information Tab TC "Part 3: Patient Information Tab" \l 1 
The Patient Information tab is divided into two sections: Summary Views and Data Entry.
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	Summary Views

	· You can view information such as: alerts, allergies and comments, care providers, health issues, significant events, addresses and telephone, visit data and visit history

· Select any one of the options to view the information


	Data Entry

	· You can add patient information based on security rights

· Some information is entered directly by the user in the Patient Info tab and some information will come directly from the admitting system interface


Part 4: Summary Tab TC "Part 4: Summary Tab" \l 1 
The Summary tab displays active information only.  This tab is useful when you are seeing a patient for the first time and need a quick overview of active data.  You will see the panels you have available to you: 
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4.1 Data Entry Tab

The Data Entry tab allows the user to enter information into the patients chart. This is controlled by security rights within the system. 
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Part 5: Results Tab TC "Part 5: Results Tab" \l 1 
The Results tab allows you to view all results for a selected patient for any time period.  

5.1 Viewing Results TC "5.1 Viewing Results" \l 2 
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The Results tab is divided into two sections:

· The results to view will list on the right hand side (view to the right)

· The specific results you wish to view and how you want to view the results is on the left called Filters (Filter to the left)

· This icon shows that you have applied a filter to your results - [image: image70.png]



	Filters: Section 1

	Chart Selection
	· [image: image71.png]Chart Selection
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	All Available
	·  This option allows you to see results for tests from all visits

	This Chart
	· This option allows you to see results for tests ordered for a specific visit

	Section 2

	Date Range
	· This option allows you to see results based on when they were received or a specific time period.
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· This section allows you to filter the results view by time period for a relevant date (Start of this Chart, Three days ago, etc) or a specific calendar date.



	Retain for next patient
	· Select the checkbox to retain the selected filters for the next patient you select from the patient list.  [image: image75.png](] Retain selections for next patient






	Section 3 Filters/ Results Selection
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	Result Selection
	· This option allows you to filter the results by type (All, Laboratory Results, Radiology Results). Adding to this filter will be covered in more detail below.
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	Abnormal
	· Select the checkbox to display only abnormal results.



	Annotated Only
	· Select this checkbox to show annotated only results.

	Include Pending
	· Select this checkbox to display pending results only (this option is only available from the Report by Order view)

· 

	Section 4 Display Styles

	Display View
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	Summary View
	· This view provides you with a “view at a glance”.  A red or green flag displays in the date column of the resulted test

· Double-click one of the flags for a test result to view the details of that result

	Report by Order
	· Displays results by order of test, date and time with detailed information. 
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	Trend 
	· Displays a trend of results over a specified time period.
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	Trend & Graph
	· To trend and graph results, select the test description name and click the checkbox next to the Graph option
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5.2 Viewing Abnormal Results TC "5.2 Viewing Abnormal Results" \l 2  

	· Abnormal results are noted by a single red arrow up (high) or down (low)

· Double red arrows mean critically abnormal.
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5.3 Viewing Text Reports TC "5.3 Viewing Text Reports" \l 2 
	· Some results may come across in a textual format rather than numeric.  If this occurs, you will see a plus sign (+) next to the result.  

· Click on the plus sign to read the results


5.4 Viewing Corrected Results TC "5.4 Viewing Corrected Results" \l 2  

	· A result that has been corrected will show an “H” symbol next to it

· Click on the “H” to view the history




Part 6: Orders Tab TC "Part 6: Orders Tab" \l 1 
The Orders tab allows you to view all orders for a selected patient for any time period.    

Various filters and display formats (similar to the ones available in the Results tab) are available so you can quickly retrieve the order(s) you need to see.   
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6.1 Viewing Orders TC "6.1 Viewing Orders" \l 2 
	Section 1 Chart Selection

	This Chart
	· This option allows you to see orders for a specific visit



	All Available Charts
	· This option allows you to see orders for all visits for a patient



	Date Range

	Ordered
	· This section allows you to filter the orders view by time period for a relevant date (Start of this Chart, Three days ago, etc) 

· or a specific calendar date (drop-down arrow on the calendar date field



	Entered
	· You can also filter an end date using the To field.



	From / To
	


	Section 2 Filters

	Status/Priority
	· This section allows you to filter the orders by status (Active, All, Discontinued, Pending Collection, etc)

	Order Selection
	· This sections allows you to filter the orders by type (Medication, Lab, Nursing, etc)

	Department 


	By Department - In this view, the orders will be listed in beneath the department headers that they are associated with (Chronological or Reverse Chronological based on facility default).

· Point out status of the orders

· Point out the various symbols next to the orders

· STAT

· Conditional (question mark?)

· Hold (red circle with slash)

· Repeat (blue arrow in yellow box)

· Suspend/Hold (hand)

· Discharge (thumb up)

By Department/Extended – similar to the By Department view, but this view includes these additional elements:

· Rx Verified (related to pharmacy)

· Perfected (related to pharmacy)

· Requested By

· Department

· Order Set Name

By Department/Status - The orders are sorted by department in pre-determined order status groups.  (Active, Hold, Pending, etc)

Linked Orders – displays orders that have been entered using the Dosing Option or Multiple Frequency feature.  Orders are sorted based on the earliest start date of any of the orders in the group.

Order Sets – displays orders from Clinical Paths, Linked Order Sets, and Sunrise Pharmacy (if installed).

Requested By – 

· The header information includes the date and time the order was entered and who requested the order.

· The Entered By person is also listed if the person requesting the order is different from the person who entered the order.

Requested By Details – 

· This view simulates handwritten orders in a chart in the date sequence they were written.  

· Additionally, any maintenance activity for an order and repeat order occurrences and order set groups are included here.

Therapeutic Categories – (available only if Sunrise Pharmacy installed)

	Dispense Type
	Dispense Sub-type – (only available if Sunrise Pharmacy installed)

	Perfected
	Perfected – (only available if Sunrise Pharmacy installed)

	Rx Verified
	Rx Verified – user can filter medication orders that require pharmacy verification

· All – displays all order types

· Yes – displays only orders that have been verified

· No – displays only orders that have not been verified




	Section 3 Display Styles

	Group/Sort Orders by
	Priority – from the drop-down, the view can be filtered to show orders related to a specific order priority by clicking the appropriate checkboxes. 

Status - from the drop down, the view can be filtered to show orders related to a specific order status by clicking the appropriate checkboxes.

Department - from the drop down, the view can be filtered to shows orders for specific department(s) by clicking the appropriate checkboxes.



	Order Selection
	Works same as the Standard tab.

	Display Format
	Works same as the Standard tab.

	Sort Sequence
	Date/Time - orders are sorted within each department by significant date/time in either chronological or reverse chronological order based on the user’s preference.

Order Name, Date/Time - orders are sorted within each department, first in alphabetical order by order name, then by significant date/time in chronological or reverse chronological order based on the user’s preference.

Date, Order Name - orders are sorted within each department first by Date, based on the Significant Date (time is ignored) in chronological or reverse chronological order based on the user’s preference, then by order name in alphabetical order.

Stop Date/Time, Order Name - orders are sorted within each department first by the order stop (or DC) date/time in chronological or reverse chronological order based on the user’s preference, then by order name in alphabetical order.

Order Type/Dispense Sub-type, Order Name - (available only for the By Department-Extended View when Sunrise Pharmacy is installed)


6.2 Viewing Order Details TC "6.2 Viewing Order Details" \l 2 
	1. Double-click on any order.

2. Or highlight the order and right click to get the options to the right. Order Details will also bring up the order entry form.


	The order form displays allowing you to view the details of the order entered during order entry.
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6.3 Viewing Order Status History TC "6.3 Viewing Order Status History" \l 2 
	1. Right-click on an order.
	Highlight View, History and then Status.  Current order information and statuses will display.
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Part 7: Clinical Documentation

Overview

Documentation is the act of recording and communicating information.

Clinical Documentation is the process by which clinicians record and

communicate information specific to patient diagnosis, treatment, and progress. Sunrise Acute Care Documentation supports the care providers’ ability to quickly and accurately document essential facts about all aspects of patient care. It Acute Care supports the clinician with streamlined access to comprehensive knowledge so they can focus on providing safe, effective care. Providers can access very detailed, yet differing, views of data depending on area of expertise. Care providers can enter clinical documentation directly or receive it from an external application using an interface.

Knowledge Based Charting (KBC) - assists healthcare organizations in integrating interdisciplinary practice at the point of care. This helps decrease duplication and repetition of services; coordinate care, reflecting professionalism in services rendered; and saves time and money on the care design, content development and implementation processes.

The structured notes and flowsheets work together within KBC to support the professional practice framework.

Structured Notes:

The structured note style of documentation uses a template format with predefined observation items that use lists or allow the user to enter free text numbers, images, or dates/times. The entries for the observations may be linked to create sentences, short text, and/or paragraphs to construct a document in a highly readable format.

The template format promotes quick data entry, as well as consistent

terminology and content. In addition, users can pull patient data from other parts of the chart into a structured note, as well as push data from the note to other chart areas.

Structured notes are most commonly used for any patient event or treatment that is considered a one-time occurrence or has an unpredictable frequency.
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Multi Select with Free Text Entry Option:


Check boxes and blank area at bottom.
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In this type of screen, you may check multiple boxes and right in your own response if needed in the text boxes at the bottom of each list.

Single Select Option- radio buttons:
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Radio buttons mean you may only select one option.  This box also does not contain a free text box at the bottom of the list.  This means you may only choose from the provided list.  The Filter To box at the top allows you to enter the first initial of the response you want if the list is long.

Free Text Entry:
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One type of free text entry box accepts numbers like this one above.  Any time a number is required you will see the number sign (#) in the prompt.   Other times you will see a date and time prompt together like the screen below.

[image: image92.png]@ Allscripts

My Applications B Acute Care B Flowshests | 8OO

File Registration Pharmacy View GoTo Actions Preferences Tools

© f WBRACIT 4w B 2 B B I @ ¥ U ke B

(patienttist [ Orders | Resuts | Patientinto | Documents | Fowsheets | Clncal Summary | R chartview |

Options Panel
Filter

] Default to summary

] Show sbnormal only

(] Suppress blank rows and cols

5 =T (=T =T =TT
) Show cancelled columns

N o
@B W @
fdiTme Ao Erpnd
Actans Clomn Opto Enter [Colpae R

PACU flowsheet, From 08-31-2011 to 08-31-2011

(0 Retin selctons for net ptient

« 400 5:00 £:00 T:00
i :

Intske end Ouput 24 20 Pain
At Rehat Record 30 BN = surgical Times

CPAP PR Record 30 Surgical Times

Disyss Flowshest Date & Time Antibiotic given [

Surgicsl end tine

cpiratory Flovs satety

‘Hducaion Recod ca
=) Knovledge Sased Charting

Aldrete
Respiratory

B i
(€] )

®

]

© Save Options

Hunter, Karen(Analyst)

/312011 0730 FutureBuid 2

-] p o g TE0AM
B =, o 2 & Sl P B oo,





Structured Note Terminology:
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Discrimination:
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7.1 Documents Tab TC "Part 7: Documents Tab" \l 1 
Clinical Documentation for a patient can be viewed from within the Documents tab.  Various filters and display formats (similar to the ones available in the Orders and Results tab) are available so you can quickly retrieve the document(s) you need to see.

Document Entry Icon from Toolbar  [image: image95.png]



Document Entry Worksheet:
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	1. To enter a document
	Click on the document entry Icon from the tool bar or use the Go To menu and follow the documents choice to the document entry worksheet.
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	2. Type in the name or partial of the name of the document you wish to use. You may also use the Start of Browse option or Personal Documents.
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	3. Highlight the correct document and hit ok or double click on the document and it will open so you can begin documentation
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	4. When you have finished documenting save you document as complete or incomplete
	You will need to enter your password to authenticate.

	5. If you attempt to exit without saving your data you will receive this message to ensure you act accordingly.
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7.2 Viewing Documents TC "7.1 Viewing Documents" \l 2 
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	Chart
	· This option allows you to see documents for a specific visit (This Chart) or all the visits for a patient (All Available).

	Since
	· This section allows you to filter the documents view by time period for a relevant date (Start of this Chart, Three days ago, etc) or a specific calendar date.  

	Document Selection
	· This option allows you to filter the document view by type (Nursing, Physician, etc)

	Retain for next patient
	· Select the checkbox to retain the selected filters for the next patient you select from the patient list.

	Suppress Empty Columns
	· Select the checkbox to remove empty columns from the view (this applies when you are in the Summary view)

	Document Type
	· This option allows you to filter the document view by specific document type.

	Sort Sequence


	· This options allows you to determine how the documents will be sorted (by author, date, discipline)



	Display Format

	Summary
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· This view allows you to see what document types exist across a timeline.  

· NOTE: Demonstrate how to view a document from this view by double-clicking the check mark next to a document.  

	Report
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· This view displays documents in a hierarchical structure based on the selected sort sequence and then by documents.   

· Note: Demonstrate how to view a document from this view by highlighting the document and then click the View Document button.


7.3 Acute Care Document Styles

Flowsheets:

Consist of collections of clinical observations repeated on a regular basis across a span of time and displayed in a grid format. Data can come from: Bedside monitoring devices via interface, selections from pre-configured lists, manual  entry of numeric data, calculations, data from a previous time column (copied forward) and data from another flowsheet (fanned in).

· Consists of rows and columns (date/time grid format)

· Time columns across the top

· Observations (parameters) down the side

· Allows for summarization and graphing (comparing data across time)

· Sections separated with colored header for visual clarity and ease of navigation

· Customizable per patient – observations added or removed depending on patient condition and need.
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Special characters on a flowsheet
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Italics mean the data has not been saved yet.  

The blue arrow means more information is available but cannot fit into the cell.

The checkbox next to the observation means this value can be graphed.

Up and down arrows mean the value is out of normal range.  A double arrow means that it is a critical value. 

The red “C” means a value has been edited/changed.

The asterisk/star means a comment has been added to the value.

If the cell is in red lettering, it has been “highlighted.”

The unlock icon means this user can add or edit to the cell.  

A locked icon means another user is currently documenting.

Flowsheet Terminology:
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Part 8: Clinical Summary Tab
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 TC "Part 8: Clinical Summary Tab" \l 1 
· The Clinical Summary view is a collection of data from different sources of information that has been charted or documented elsewhere in the patient’s chart.  

· Each summary view represents different combinations of data tiles configured to support quick access to patient information.  This view may be helpful to you at the start of your shift or transfer of a patient from one location to another to quickly view what is going on with your patient (Professional Exchange Report). 

· Different views will be configured for the various specialties (disciplines) based on what information is necessary for their patient assessment.  

· If there are additional views available for a location, these views will display in the View drop-down list.

	1. Use of right/left scroll arrows to see additional categories.
	Arrows located in top right corner

	2. Show how to move columns.
	In the Allergies section, move the Allergen column to another location.

	3. Show how to expand columns in a category
	In the Allergies box expand the Allergen column

	4. Right-click in the Allergies or Orders section and demonstrate how to add new allergies/new orders from here.
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	5. Right-click in the Lab Results section and demonstrate how to enlarge the range from Start of Chart to 1 week.
	[image: image111.png]Lab Results -ReportByOrder

[ EnbigeRange ¥  2hours

lwec 4hours
8hours
12hours
24 hours
48 hours
72 haurs
Luesk
2weeks
Jweeks
4weeks
3morths
& morths
tyear
2years
v start of chart






	6. Demonstrate how to sort column information by clicking the column header.
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Part 9: Printing Reports TC "Part 9: Printing Reports" \l 1 
There will be several types of reports that you can print for Patient List, Orders, Results, Clinical Documents, and others.  To print reports simply click the Report icon on the toolbar.  The Report Category to select will default to the patient chart tab that is currently selected.  However, you can select another category from the drop-down list.

Action: Demonstrate the process for printing reports. 

	1. Click the chart tab for the report you wish to print
	Example: Orders tab for order reports.

	2. Click the Print Reports button on the toolbar.
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	3. Select one of the reports available.
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	4. Select the parameters for the report
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	5. Click Preview.
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