ACIS Inbox Training

Franciscan Health System



Course ODbjectives

This PowerPoint course will teach you the
basic functions of the Inbox, which

Include:

Managing Medical Records
Editing electronic documents
Signing electronic documents

Using the New Results FY| feature to view
your patient’s recent lab or radiology results

Viewing a patient’s chart
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\ Logging In to PowerChart
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Logging In to PowerChart
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PowerChart Organizer
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Signh & Review
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Signing a Document

1. Double Click to open a document.

3‘.' Document to Sign  Patient's Name: FHSTRAINDOC, ADAM D
Task Edit View Documents
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Result type: Caonsults
Result date: MNovember 26, 2008 06:00 PST
Result status: Unauth
Result title: CONSULTATION
Parformed or Dictated: FHSTRAIM, DOCOT on Movember 26, 2008 19:37 PST
Encounter info: £23900016, FSC SCH, Inpatient, 11/25/2008 - 11/23/2008
* Preliminary Report *
CONSULTATION

DATE OF ADMISZICM: OS/25/200¢6
REQUESTING PHYIICIAN: Franciscan Inpatient Team
DATE OF CONSULTATION: 03/25/Z006

CHIEF COMPLAINT: 3Shortness of breath.
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Signing a Document

2. Make sure Sign is selected in Action area.

3‘.' Document to Sign  Patient's N me: FHSTRAINDOC, ADAM D = |EI|5|

Task Edit View Documents
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Result type: nsults

Result date: ovember 26, 2008 06:00 PST
Result status: nauth

Result title: CONSULTATION

Performed or Dictated;
Encounter info:

FHETRAIM, DOCOT on Movember 26, 2008 19:37 PST
623500016, FSC SCH, Inpatient, 11/25/2008 - 11,/29/2008

* Preliminary Report *
CONSULTATIO
DATE OF ADMIFPIICH: O5/25/2006

REQUESTING FHYIICIAN: Franciscan Inpatient Team
SULTATION: O08/25/2006

LAINT: 3Shortness of breath.
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3. Click the OK button to sign and keep the document open, or OK
& Next to sign the document you are on and open up the next
document in your list.




Modifying a Document

Before you sign a document, you can make any edits that you would like.
Only transcribed documents can be modified. To add to a scanned
document, an addendum would need to be dictated.

3‘.' Document to Sign  Patient's Name: FHSTRAINDOC, ADAM D = |EI|5|

Task Edit View Documents
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Result type: Consults
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Result status: Unauth
Result title: CONSULTATION
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DATE OF ADMIZZICOM: O0O8/25/200
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Single click the Modify button to make changes
BEFORE you sign.




Modifying a Document

A separate window will open and you can make any
changes, just like a word document.

Il FHSTRAINDOC, ADAM D - 262736
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“Type: |Consults [ “Author: [FHSTRAIN. DOCOT
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* Preliminary Report *
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DATE OF ADMISSICHM: O05/25/2006

Sign button to save
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sign the document. |If
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Modifying a Document — Adding an

Addendum

Il FHSTRAINDOC, ADAM D - 262736

“Type: |Consults [ “Author: [FHSTRAIN. DOCOT

Date: [11/26/2008 =] Joson = PsT Status:  [Auth [Verified)

Subject: JCOMSULTATION

Fatient Leve! Document: [
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5. Fluconazole for thrush.
B. A CDE gnd CDE count.

Tezt dictation for 3vlvia Zelwer, Franciscan Health 3ystem, Regil
and Management .
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H T

i Frd lud _en 1o d AR aLlle R
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*Insert Addendum Here:

Once a document
IS signed, you
cannot make any
changes to the
body of the text,
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addendums. To do
so, click the Modify
button on the
toolbar of an open
document. You will
be prompted to
insert an
addendum.
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Refusing a Document

1. Double Click to open a document.

3‘.' Document to Sign  Patient's Name: FHSTRAINDOC, ADAM D
Task Edit View Documents

> | GAEF | ++ET | B&e X BRI S WS

Result type: Caonsults
Result date: MNovember 26, 2008 06:00 PST
Result status: Unauth
Result title: CONSULTATION
Parformed or Dictated: FHSTRAIM, DOCOT on Movember 26, 2008 19:37 PST
Encounter info: £23900016, FSC SCH, Inpatient, 11/25/2008 - 11/23/2008
* Preliminary Report *
CONSULTATION

DATE OF ADMISZICM: OS/25/200¢6
REQUESTING PHYIICIAN: Franciscan Inpatient Team
DATE OF CONSULTATION: 03/25/Z006

CHIEF COMPLAINT: 3Shortness of breath.
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Refusing a Document

2. Select Refuse in the Action Area

Patient's Mame: FHSTRAINDOC, ADAM D

Documents

& Document tc Sign
Task Edit vie
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Result type: Consults
Fesult date; Movernber 25 2008 O&:00 PST
Result statg: Unauth
Fesult title: COMSULTATION
Ferformed pr Dictated: FHSTRAIN, PAD1 on Movernber 26, 2008 11:16 PST
Encounter fnfo: BZ239000ME , FSC SCH, Inpatient, 11/25/2003 - 11,/29/2005
* Preliminary Report *
CONSULPATION
DATE QF JADMIZZIICON: 08/25/2006
REQUESTENG PHYZICIAN:
DATE OQFf CONSULTATION: na/2e/2006
BREAZCH JFOER, CONZSULTATICN: Cough grounds per nasogastric tube.
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Refusing a Document

3. Select for Signature in the Forward area and
type FHSHIM, Inbox in the To box.

& Document to Sign

Task Edit Wwiew Documergs

P itient’s Mame: FHSTRAINDOC, ADAM D =10l x|

Result type:
Result date:
Result status:
Result title:

Encounter info:

CONSULTATION
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Ferformed or Dictated: FRSTRAIM, PAD1 on Movernber 26, 2008 11:16 PST

DATE ©OF ADMISSICN: O3
REQUESTING PHYIICIAN:
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Refusing a Document

4. Type the reason the document is being refused in the Comment box and
click OK or OK & Next to refuse and open the next document.

Patient"

& Document to Sign
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View Documents
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‘ Sign & Review - Refreshing
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‘New Results FYI

To view new results for your patients, click on New
Results FYI on the left hand pane of the Inbox tab.

Task REdit Wiew Inbox Help

PESACNEBEe 28| soeorT | S&x | =2%@ | A F | xmei | BRI A

In-B

Fatient List | Scheduling |

FHSRRAINDOCOT) o oo Results FYl

Since: 682005

% _ Fatient M ame Shatuz Bookmarked
iNew Rezultz FYl FHSTRAIMPC. ADAM J /872005 00:
2|New Results Pyl FHSTRAINDOC, ADAM D Pending Review 6/8/2005 00:_.. Critical: 3 High: 19 Low: 20 Abnormal: 0/
Hew Results FYl FHSTRAINDOC, UMA D Pending Review 67872005 00:... Cntical: 3 High: 19 Low: 15 Abnormal: 0}
MHew Results FYl FHSTRAINDOC, ¥ICTOR D Pending Review 67872005 00:... Cntical: 3 High: 20 Low: 20 Abnormal: 0
/
- b I \‘_-..__ _“L__‘___\'\\ “1___‘-“_"\_"-\ "“—‘x._*-_—_"‘\_\ < i T




‘New Results FYI

& - PowerChart Drganizer for FHSTRAIN, DOCO1
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New Results FYI

Task Edit Wew Inbox Help

SLLENDPISITIY to the date above your results. <
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The default is to show you 1 week worth of results, you
can change this by clicking on the drop down menu next
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‘New Results FYI

To view the new results, double click.

& - PowerChart Drganizer for FHSTRAIN, DOCO1

Task Edit Wew Inbox Help
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Bookmarking Results

To let the system know that the results are no longer “new” to you, so

that they drop out of your Inbox, you must bookmark the results. To do
so, click on the Bookmark button on the toolbar.

L’
The blue results will change to black, critical will remain red. %
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Opening a patient’s chart from Inbox

% PoweerC hart Organizer for FHSTRATN, DOODT
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To open a patient’s
chart, right click on
the patient’s
document in your
Inbox, select Open
Patient Chart, then
select the tab in the
chart you would like
to go to.




\Searching for a patient’s chart
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\

From the PowerChart
Organizer, click on the
Find Patient toolbar
button to open the Patient
Search window.




Searching for a patient’s chart

Lazt Mamne:

Ifhstrain
First Mame:

|carrie|
FIM HER:

Search

Mo encounters found.

]

Cahcel

Enter your search
criteria in the left hand
pane and click on
Search. Your results
will display on the right.

Brewigw..




Searching for a patient’s chart

ﬁ Patient Search

2%

Lazt Mame:
|fh$train

Firzt Mame:

|u:arrie
FIM MER:

MHBEMN:

SSM:

Birth D' ate:

e

Gender:
| -
Location:

| [

Search | Reset |

Name | 55M | MEN

| el | Gender| Bith Date | 2ge

L AFHETRAINPC, CARRIE C 563-72-1802

940726520 1083504  Female

5/6/1964 45 Years

Faility | FIM MER | Enc T_l,lpel Enc Statusl tded Servicel Reg Date

| Disch Date | MPW

| I

:ﬂlFSJ SJMC 624000170 Inpatieni‘ Bclive

Medical 11/26/2003 15:30

aan?m\F

1

Select the patient and
encounter (if there is more
than one) you would like
and click on OK to open
the patient’s chatrt.

Cancel

| Breview...

i




Assigning a Relationship

Sometimes when you open a patient’s chart, you will be prompted to
assign a relationship to that patient. Typically you will select Physician
Consulting, unless you are the primary care provider, in which case you
could select one of the lifetime relationships.

% - Assign a Relationship |

For Patient:  FHSTRAINPC, CARRIE C

R elationzships:

Conzulting Lifetime

Other Lifetime R elationship
‘Phuzician Consulling
Phyzician Other

Phyzician Primary Care-Lifetime

k. [: I Cancel




\Viewing a Patient’s Chart

¥ FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRAIN, DOCOL
Task Edt Wiew TimeScale Oplions Help

=

o

Age:45 years . MRMN: 940726520 Fin Nbr:624000170 A
DOB:5/6/1964 Loc:FSJ ACC: 208S; 01 = Allergies == ]
Sex:Female Inpatient [6/30/2006 13:31 - 7/2/2006 16:43] f

Demographic Bar —
includes 3 linked
fields: patient name
location (Loc) &
Allergies. Click on
co2 2 the field for more
Anion Gap 8 . .
information.

June 29, 2006 1331 POT - June 01, 2009 13:32 PDT {?l Hours Preadmat to Currend

22072008
0733 PDT

71272006
16:43 PDT

/272006
1253 PDT

/272006
D250 PDT

77172006
1655 PDT

5/30/20M0
13:31 PDI

HCE U Dual HEGATIVE
Hematology

L e e




‘Allergy Profile

¥ FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRAIN, DOCOL

Teck Edt View Time3Scale Options Help

b+ s TE@OEATQARTC &8, aonzr || @B

MRAM: 940726520
Loc:FSJ ACC: 2085; 01

Fin Nbr:624000170

FHSTRAINPC, CARRIE C Ageh years
DOB:5/6/1964
SexFemale
mvﬂ| Lab Results | Riadiclogy | A1 Resus | Documents/Reports | Dischasge Documents | Foam B
Flowshest: [Qusck View =] ] Levet [Guck View =]

June 29, 2006 13:31 POT - June 01, 200

22072008
0733 PDT

71272006
16:43 PDT

12120
1253 P

Glucoze Lvl
Sodium Lyl
Potazsium Lvl
Chboride
co2
Anion Gap

SN YRy ==

The Demographic Bar has
a link to the Allergy Profile.
This link can say one of 3
things:

Allergies — the patient has
allergies documented

No Known Allergies — the
patient has “no known
allergies” documented.

Allergies Not Recorded —
no allergy information has
been documented for the
patient.

Click on the link to view the
most current allergies for the
patient.

‘ = Allergies **

| !

RiLU
POT

6/ 307 2006
07:57 PDT

6/30/2006
07:30 PDT




Allergy Profile

% FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRATN, DOCDL
Tesk Edt Miew Time Scale Options Help

b+ +» TGO HYTQARE e &8 | sonzmr || s E{P 4
FHSTRAINPC. CARRIE C Age:ds years ) MRAM: 940726520 Fin Nbr:624000170 A
? DOB:5/6/1964 Loc:FSJ ACC; 2085; 01 = Allergies ** d
xf ’
O Task  Allergy e | !
o
j /
i bark All &z Reviewed | .
e The Allergy Profile
[| [ Alergies .
dk Add _|/ b odify ,.i Mo Enown dllergies 43 Reverse dllergy Check | Qisplay:lw vI Contalns the mOSt
current allergy
D..I Substance | Categony | Fieactions | Severit_l,ll Type | I:l E st Onzet | Fieaction 5... | Updated By . f t
———esdeine———Pig——— Shethess—— Seven— Allergy— —— Helssswn—— Canesled—— S0 Information
Milk Product Faood Skin razh kild All Ik, At 12/9/2008... i
v pflmit:illl?n Hes D?Sg Sh::r:rtr:;ss... Snlavere ﬂll::i U:k:zx: .ﬁ.zt::: 124942003... (Canceled al_lergles
have a red line
th_ough them). Right | !’
click on an allergy for =
options to modify,
cancel or view i
allergies. Toaddan | &~
dl | 2l | allergy, click on the | x4
oM C e
Add button and fill in sy
[k ] caecd] gl fields.
Lymph Auto L m 553 j
Lymph Abs Autn
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\Viewing a Patient’s Chart

¥ FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRAIN, DOCOL

Teck Edt View Time3Scale Options Help

R+ +»ZTEGONYOQRY e &8 | monzwr || @B ,
FHSTRAINPC, CARRIE C Age:45 years MRMN: 940726520 Fin Nbr:624000170 A
DOB:5/6/1964 Loc:FSJ ACC; 208S; 01 = Allergies ** ]
SexFemale Inpatient [6/30/2006 13:31 - 7/2/2006 16:43] f
m\rﬂl Lab Flesults | Radilogy | A1 Resuls | Documents/Fleports | Dischasge Documents | Fom Browser | Paiient Infomation | Faceshest [ Powediders | Medcation Profie |
A
Flowsheet: [Gusck View = | Levet [k View =] & Table © Gowp O Lt )

s 29, 2006 1331 POT - June 00, 2009 13:32 PDT {?l Hours Preadmat to Currend Dg!u]

Results Tabs:

N 2F20/2008 77202006 /272006 /272006 /2006 &/30/2006  B/I0S2006  G/30FZ006  GF30S2006  6/3072006
=] 0 0 g 073 PDT 1643 FPDT 1253 PDT  DZ50PDT  T&ES5PDT 1331 PDT 0900 PDT 0855 PDT 0757 PDT | OF:30PDT | 0704
= Quick View: Quick look at e =
= patient’s clinical data, some . 15
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= documents. g )
= 13 1
2 Lab Results: All labs = =
273 2N
Y reports. I 3_327
. 131 133 15
d All Results: Everything ¥ ® 2/
except allergies, meds and 22 nd L
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\Viewing a Patient’s Chart

Y FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRATN, DOCO1
Task Ede Wiew TimeScale Opbions Help

b+ *» TGO HRAOQARYHO &8 A01326P0T |! _._;:3!

—-.-\‘ ety

FHSTRAINPC, CARRIE C Age:ds years MRAM: 940726520 Fin Nbr:624000170
DOB:5/6/1964 Loc:FSJ ACC; 2085; 01 = Allergies ==
asEaale atient [B30/2006 13:31 - 7f2/2006 16:43]
m.'mk'\rﬂl Lab Repualts I Radiokogy | Al Results I| Documentsz/Heports | Dechage Documents | Foum Browser | Patend Infomation | Faceshont I Powerliders Madkcahon Profle J
A
Flowsheet | Guick View =l _J Levet |nu.|-j Wi -] 5 Tahle  Gooan © i) I ;

Documentation tabs:

Documents/Reports: Used to view
scanned (old records) and transcribed
documents.

Glucoze Lvl
Sodium Lyl
Potazsium Lvl
Chboride

co2

Anion Gap

Discharge Documents: Filtered to
just display documents used for
dictating Discharge Summary.

Form Browser: Used to view
completed electronic forms.
Information from these forms is
dispersed throughout the chart once
signed.
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03:00 PDT 0855 PDT
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‘.
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g
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- —‘L--..__"\\ B S

e e TH

e A =

B2k,
73,
15 4
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Y FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRAIN, DOCO1
Task Edt Wiew TimeScale Oplions Help
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FHSTRAINPC, CARRIE C Age:45 years MRMN: 940726520 Fin Nbr:624000170 A
DOB:5/6/1964 Loc:FSJ ACC: 208S: 01 = Allergies = '
SexFemale i L2 /2006 16:43] f
m\rﬂ| Lab Results | Radiology | A1 Resus | Documents/Reports | Dischasge Documents | Fom Browser | Patient Information lFmd'ﬂl PowerQiders | Medicaiion Profie ]

Flowshest [Guack View =] ] Levet [Guck View =]  Table © Giowp  List

Jdune 29, 2006 13:31 PDT - June 01, 2009 1332 PDT Patlent |nf0rmat|on &

Quick View et B ER BES) Facesheet tabs - use for T or30PoT
General Chemislip . . .

Glucose Lv = | viewing demographics and
Sodium Lvl 13 oo .
Potassium Lyl 2| visit history.
Chboride o3
coz2 27
Anbon Gap 8
Cabeium Lvl ar
BUN 13
Crealinine 08 1.0
BUN/Creat ralio & 1

Dsmelality Cale 279 2
Endocnnalogy
HCG U Qual MEGATIVE
Hematobogy
203H 181 H a0
418 4% ef
131 133 15
i) -] 42
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.2 04 g
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121 122 18
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\Viewing a Patient’s Chart

]
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Task Ect Miew lmricdt Dptions  Help
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Sex:Femala Inpatient [6/30/2006 13:31 - ZE2L2008 {
m\rﬂ| Lab Results | Radiology | A1 Resus | Documents/Reports | Dischasge Documents | me&umurl Patient Information | ramm Medicaiion Profie |
Flowsheat |Gk View =] ] Levet [Guck View = & Table © Giowp C List
June 29, 2006 13:31 PDT -J o1, 2009 13:32 PDT
= PowerOrders — Currently only
Navigat ; 2 2 242 2 i i i i
| Mrvigar = Quick View et A BN EREIIES Used to view active medication e
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: Ghucose Lyl = | orders, future functionality will
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Polassive L & allow for Physician Order
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Changing Search Criteria

The first seven tabs have a search criteria bar. You only see results display for the
dates that are contained in this criteria. This criteria can be changed to show whatever
date range you are looking for. To do this, right click anywhere on the green search
criteria bar and select Change Search Criteria. The search criteria is “tab specific”, the
changes do not carry forward to the entire chart. Changing the search criteria in this
manner will only temporarily change the criteria, but not change your defaults.

%t FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRAIN, DOCD1

Task Edt Wew TimeScale Options Help

b+ » T @O @R Ee &8, sounrt | EHR ‘
FHSTRAINPC, CARRIE C Age:45 years MRN:940726520 Fin Nbr:624000170 A

DOB:5/6/1964 Loc:FSJ ACC: 2085: 01 -

Sex:Female Inpatient [11/26/2008 15:30 - «<No - Discharge date>] f

m-‘-;w-'u] LabResuls | Radology | ANResuls | Documenis/Repads | Dischage Documents | FomBrowser | Patientiniomaion | Facesheet | PoweiDiders | Medication Profie | )

Flovesheet: Iﬂl,rick"-"iem :J _ILu'mt [ j (¥ Table, ) Group, ) List

May 29, 2009 14:03 PDT - June 02, 2009 14:03 PDT [Clinical Range)

\I\HW\ PO E[‘L-—--n, - - _“L-..,__'\'\.\“'L_,_\_“_"-\ s S _""1_\_\ . ""‘LR__ ~"w = B e

Search Criteria Bar




Changing Search Criteria

Each of the first seven tabs has a “default” search criteria set. This can be changed if
need be. Below is a table of what the default search criteria is set to for each tab.

Tab name Default Search Criteria

Quick View Back 3 days, forward 1

Lab Results Back 3 days, forward 1

Radiology Back 3 days, forward 1

All Results 24 hour prior to admission date (for
whichever encounter is showing in
Demographic bar) to the current date.

Documents/Reports All documents for the encounter you have

selected (in Demographic bar)

Discharge Documents

All documents for the encounter you have
selected (in Demographic bar)

Form Browser

Back 72 days, forward 1
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% FHSTRAINPC, CARRIE C - 940726520 Opened by FHSTRAIN, DOCO1
Task Edé Wiew Time Scale Oplions Help

L+ +» TGO OQARBHo S8, | sonmrr || L@F |

FHSTRAINPC, CARRIE C Age:45 years MRMN: 940726520 Fin Nbr:624000170
DOB:5/61964 Loc:FSJ ACC; 2085; 01
SexFemale Inpatient [6/30/2006 13:31 - 7f2f2006 16:43]

m\rﬂ| Lab Results | Radiology | A1 Resus | Documents/Reports | Dischasge Documents | Fom Browser | Patient infomation | Faceshest [ Powediders | Medcation Profie

Flowshest: [Quck View =] ] Levet [Guck View =l * Table © Giowp  List

= Allergies **

TN

ol |
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Quick View
General Chemislip
Glucose Lvl 157 H

5 odium Lvl 128
N Potazsium Lyl 43
Nhboride 3

Click on any result category in the
Navigator to quickly scroll to that

Em;,;,.,;g,' section of the spreadsheet. Or, use
e the scroll bars at the right or bottom

WHLC
RBLC

of the spreadsheet.
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Het 7 T

MLV ] 89
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MCHC 361 3
RDW 121 122
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Mewt Abs Auto
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FHSTRAINPC, CARRIE C Age:45 years MRMN: 940726520 Fin Nbr:624000170 A
DOB:5/6/1964 Loc:FSJ ACC: 208S; 01 = Allergies == ]
Sex:Female Inpatient [6/30/2006 13:31 - 7/2/2006 16:43] f

m\rﬂ| Lab Results | Radiology | A1 Resus | Documents/Reports | Dischasge Documents | Fom Browser | Patient Information lFmd'ﬂl [ Powediders | Medcation Profie ]

Flowshest [Guack View =] ] Levet [Guck View =]  Table © Giowp  List
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Ouick View  Lab Hu“ﬂrl Ha:inhgj.rl Al Results ] Documents/Repaits i Foem Browser [ Patiert Infommation ] Facu:sl'ml PowerOiders |  Medication Profile
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Viewing Electronic Forms

Currently, the only electronic forms we are using are the Triage assessment
in the ED, the Admission Med Rec form, and a couple “update” forms. More
forms will be added in future phases of the project. To view this form, click
on the Form Browser tab. Double click to open the form you wish to view.
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Patient Information Tab & Subtabs

The Patient Information tab has 5 subtabs, which include information on
Demographics, Visit history, and Patient-Provider relationships and
Allergy information.
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Patient Information Tab & Subtabs

The Visit List subtab shows current and previous encounters for a patient. To switch
the chart to a different encounter than what is listed in the yellow Demographic Bar,
double click on the encounter you would like and click Yes to the message that pops
up. The encounter you selected will then display in the Demographic Bar.
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\Facesheet Tab

The Facesheet tab is a quick look at patient information, including
demographic data, admitting and attending physician, next of kin, and
reason for visit.
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Medication Profile Tab

The Medication Profile tab is a current list of a patient’s active

hospital med orders and up to date home medications. Each section
has a Current and a Past folder which contains the medications. To

expand the Past folder in either section, click on the plus (+) to the left

of the folder.
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‘Closing the chart and returning to the

Organizer

To close the chart, single click on the Close button at the X 1
end of the blue Title Bar.
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‘Closing the chart and returning to the

Organizer
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Logging out of PowerChart

To exit the application, single click on the close button at
the end of the blue title bar in the PowerChart Organizer.
OR....
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\Logging out of PowerChart

OR... You can click on the Task menu and select Exit.
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