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1. Completing the EMR eLearning on Latte

Note. If you have trouble accessing Latte for your eLearning, see the Latte Web Browser Troubleshooting
Tips section in this QRG

For additional issues with Latte, email Imsadmin@monashhealth.org
I. Monash Health Employees

1. Use your internet browser to navigate to the Latte login webpage , review the
information and select ASubmito

latto MonashHealth Learning I""L”"Enm '°992‘“"-|

Students, Contractors,

Agency, Locum and
Volunteers

2. Clickont hEMBL OY El&gis ibyou are a Monash Health employee. For all other
agency/locum/contractors, click on the alternative login link, see section ii.

latte »

e new face of Monash Health Learning

Welcome to the Learning and Teaching
Technology Environment

Existing Employees:
* Your latte login details are the same as your Monash Health network login
details i.e. Employee number and password EMPLOYEES
. Contact IT if you have any issues

New Employees:

» Your latte learning account will not be activated until your payroll and IT STUDENTS/CONTRACTORS
accounts have been created. This can take up to 10 business days. Please AGENCY/LOCUM/VOLUNTEERS
wait until payroll and IT have completed this process before attempting to
log into latte

* Youmust (if not done already) before
logging into latte for the first time. Contact IT if you have any issues

Students, Contractors, Agency, Locum, Volunteers:

= Click on the appropriate button to the right to access your login page
« This page has further information and troubleshooting

3. Enter your Monash Health employee number in the username and network password
inthepassword, andn®del ect O6Sign
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4. Sel ec EMR Frogranis0 | o indhe epdmenu bar of the Home Page

Iatto Home Find Learning Reports EMR Webinars EMR eLearn Programs

From the list of available courses, select the course most applicable to you. For example, for
all doctors who are JMS (interns, residents, registrars etc), scroll down to Medical, and select
d®octors: JMSH

+ Doctors: JMS

+ Doctors: SMS Anaesthetics

+ Doctors: SMS Critical Care and Paediatrics

- Doctors: SMS General and Specialty Medicine

+ Doctors: SMS Operating Theatres and Surgical Units'

+ Doctors: SMS Emergency Department

Allied Health

+ Allied Health Practitioners including SECASA social workers

+ Allied Health Assistants

+ Dieticians

5. Once selected, enrolment options will open. Select 6 E n r otb op&heth& course
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W) EMR eLearn - Doctors: Intro Video (Radiologists)
Click the button 'Enrol Me' to continue

« Self enrolment (Learner)

-
6. Ensure you launch the intro video to access your EMR eLearning course. If the video does not
automatically | oad, select 6click to Launch M

Home / My courses / EMR eLeam - Doctars: Intro Video (Radiologists)

Doctors: Intro Video
Your content did not launch.

Dulaks sure popups are snablad this site and try azain
Click to Launch Manually

7. Once the video has completed, click on the EMR Program link

Program completions Doctors: Intro Video

New learning items will now be visible in your 'My Required Learning' dashboard on the home page:
EMR Program - Doctors I . .

1. EMR Program (specific to your specialty)

2. Allergies and ADR (for clinical employees only)
Return to the home page: LATTE Home

8. When the EMR Program opens, the first component listed willbe 6 C1 a s s rao onni(thikgied
the EMR Training Webinar).

From here, you can select the classroom (Webinar) training session you need to attend

(applies to medical, nursing/midwifery, pharmacy, and some clerical and admin positions) by
sel ectuncgh 6QGoaur s e d

You must complete the required eLearning modules before attending your EMR Training
Webinar.
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EMR Program - Doctors
You are required to complete this program under the following criteria:
= Member of audience 'EMR Audience - Doctors SMS and Registrar’.
Date assigned: 04 June 2019 Due date: No due date set. Progress:
Welcome to your EMR Program.
Below you will see a series of leaming courses for you to complete. These include:

« Classroom/Face to Face (select one)
« eLeam Videos (tnese danot have audio). There may be a large numoer.
+ Quizzes

You can complete these over a number of sessions. The status column will show which courses have completed. Once you have completed all of
courses a record will be sent to the EMR access team ta provide you with access to the Electronic Medical Record

Classroom Learning

Any one course in this set must be completed.

Course na me

N EWMR Classroom - Doctors: General Inpatient LAUNCH COURSE

N EMR Classroom - Dostors: Emergency Department LAUNCH COURSE

N\ EMR Classroom - Intems: General Inpatient Day 1 AUNGH COURSE

N EMR Classroom- Intems: General Inpatient Day 2 LAUNCH COURSE

N EMR Classroom- Intems: Emergency Department Day 1 LAUNCH COURSE

EMR Classroom - Interns: Emengency Department Day 2
- ey O e LAUNCH COURSE

£

EMR Cl - Doctors: Anaesthetist Upgrade to 1U
w lassroom - Doctars: Anaesthetist Upgrade to. LAUNCH COURSE

9. You can view the required eLearning modules by scrolling down. Clickoné Launch t€our :
commence each module

Note: you must obtain a status of 100% for every mandatory module to successfully complete the
requirements for EMR elLearning and to attend your EMR Training Webinar

To ensure your course or video is saved in your LATTE profile, wait until you have completed it
all the way to the end, then follow the prompts.

DO NOT exit the course by closing the browser window because this will cause the browser to close
without saving your progress in your LATTE profile.

Intro

All courses in this set must be completed (unless this is an optional set).

Course name Actions

1 EMR eLearn - Doctors: Intro Video (Junior Medical
Staff)

LAUNCH COURSE

AND

Introduction To The EMR

All courses in this set must be completed (unless this is an optional set).

Course name Actions atus

) EMR eLearn - Patient Lists and Handover LAUNCH COURSE

Documentation

W EMR eLearn - Setting up the message centre LAUNCH COURSE

W) EMR eLearn - All Staff: My Experience LAUNCH COURSE

) EMR eLearn - Al Staff: Overview to the Patient Record

LAUNCH COURSE

I} EMR eLearn - Key Workflow: Patient List and Custom LAUNCH COURSE

List Overview

) EMR eLeam - Key Workflow: Doctor Worklist Handover LAUNCH COURSE

Documentation Overview

4 ) EMR eLearn - All Staff: Results Review Overview

[NAE

LAUNCH COURSE
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10. Depending on the eLearning activity you will then be given one of the options illustrated below
to click on, this will complete and save your e-Learning session

Well Done! You have successfully completed the Fire Training Quiz. I

| RE-ATTEMPT QUIZ | BACK TO COURSE I Finish review

Time to test your knowledge. Achieve 1"?2% in the iBelong quiz to successfully complete
course.

Click Exit to return to the iBelong home and begin the quiz.
ong page and begin the qui

You have finished watching this video.

Click below to close this window.
You have reached the end of this eLearning module.

Click below to close this eLearn.

« | have completed this activity

J

11. You can complete your eLearning training in stages. If you close Latte and would like to return
to your eLearning, navigate to your Latte homepage, scroll down to your EMR Training
dashboard, which will list your enrolled EMR program, and select the EMR program to re-
open.

EMR Training

As part of the requirement learning for your career, the programmes and courses below need completing

COMPLETED STARTED

EMR Program - Clerical and Admin
EMR Program - Preadmission Clinic | EMR Program - Clinical Coders Theatre

Completion Status

Program Program Program

No due date set No due date set No due date set

. Creating a Latte Agency/Locum Account
Note: For issues with Latte, email to Imsadmin@monashhealth.org

1. Use your internet browser to navigate to the Latte login webpage and click on the
&/olunteers/Contractors/Students/Associates
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Existing Employees:
« Your latte login details are the same as your Monash Health network login
details i.e. Employee number and password EMPLOYEES
. Contact IT if you have any issues

New Employees:
* Your latte learning account will not be activated until your payroll and IT
accounts have been created. This can take up to 10 business days. Please

wait until payroll and IT have completed this process before attempting to
log into latte

STUDENTS/CONTRACTORS
AGENCY/LOCUM/VOLUNTEERS

2. Click on 6create new accountod

Students, Contractors, Agency, Locum and USERNAME
Volunteers ST
Existing Accounts:

¢ Your username looks like this 'sr12345" and was provided to you via email when you
first registered with latte

If you have forgotten your password or cannot find your username, click the ‘Forgot

password or username’ button USERNAME
 If you have an account and it has been more than 12 months since your last login, it

has been suspended. Click the ‘Help’ button to request reactivation

SIGN IN FORGOT PASSWORD OR

New Accounts:

« Click the ‘Create new account’ button if this is the first time using latte

* Your username i.e. sr12345 will be sent to you via email and cannot be changed. Save
this email for later reference

* Make a note of your password. This isn't included in the email

CREATE NEW ACCOUNT

3. Complete the required fields

4. An email containing your Latte User ID will be sent to your nominated email inbox. Please
allow a few minutes for the email to appear. Be sure to check your email spam folders

5. Follow steps 371 10 in section i. Monash Health Employees above

2. Latte Web Browser Troubleshooting Tips

Note: For issues with Latte, email Insadmin@monashhealth.org

If you are using a Monash Health computer, restart the computer first to make sure the Monash
Health settings are updated and synchronized.

Depending on your web browser, you may need to adjust your settings to ensure full Latte
functionality.

lii.  Google Chrome Instructions

Note: If possible, select Google Chrome to complete your EMR e-Learning modules on LATTE
1. Select Chrome as your browser
2. Logonto LATTE via at https://learning.monashhealth.org/

3. If you are working on a personal computer, click on the padlock symbol on the left-hand side of the
search bar to ensure you enable pop-ups on Google Chrome
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MonashHaalth Learming x  + el@| ¥
& ¢] ps://learming.monashhealth.org| * B 6 :

Foags o @ o & O M eteven I btebe

1 Allow Pop-ups and Redirects

& https://learning.monashheaith.org

x
Connection is secure

Your information (for example, passwords or credit card
numbers) is private when it is sent to this site. Learn more

N Flash A >

Allowed by your

administrator
[Z Pop-ups and redirects D
Allowed by your

‘ administrator

B8 Certificate (valid)

@

Cookies (10 in use)

£ Site settings

iv.  Internet Explorer/Microsoft Edge Instructions

1. Select Internet Explorer of Microsoft Edge as your Browser
2. Log onto LATTE via at https://learning.monashhealth.org/

3. If you are working on a personal computer, right click on the webpage name and select copy

9 Left click on the gear symbol on the right side of the screen

> MonashHealth Learning - Internet Explorer

GE; v nfaz Jearnng manashhealth. org pﬂj_l :'_’ ml-" x l! ‘A

| latt() MonashHealth Learning . ..

1 Left click on Compatibility View settings.
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£ MonashHealth Learning - Internet Explorer

181X}

gg' {8 heps /<70 morashhesith.org 0318 ¢ Mwevetiomg x| ARAL |
Print ’

A Monasht 2 '

tt( (B NonashHealth Learning = |
i

Manage add-ons
Home Reports Programs CourseCatalogue  Dandenong EMR Training Trainer MyTeam  Help

UUII\I\-IIVII” LIV Viunivvui s IO iV

training time

If vou are alreadv booked into face-to-face training

1 Inthe pop-up that appears, paste the copied Latte web addressint o t he
websi t ed section and click on O6Addo

Compatibility View Settings x|

Change Compatibility View Settings
~

Add tis website:
[htws: fearning monssrheaith org/l @

Websites you've added to C View:

bi - Remove
buapps

amssrs

infra

journeyboardreports

mhdanpibsqio1

mhdanpibtesto1

mhdanpibweb0 1

mhnbppjbweb01 =l

I~ | Display intranet sites in Compatibiiiy, View

3. Locating and booking into an EMR Training Webinar in Latte

V. Booking another employee an EMR Training Webinar

All managers are required to have access to book staff into Latte EMR Webinarsi if this is not
available, email Imsadmin@monashhealth.org and request access

Registrations for EMR training webinars close 24 business hours prior to the scheduled time on

Latte.

1. Sel ect WebieakB f theoQourse Catalogue menu

kltto Home Find Learning Reports EMR Webinars EMR eLearn Programs

Quick Reference Guide | Completing EMR Training
MonashHealth
[.D.1440 V4.0 12/11/2021 EMR


mailto:lmsadmin@monashhealth.org

10

2. Select the arrow to expand the EMR End User courses available, and select the most
appropriate classroom session (EMR training webinar) for your discipline and specialty

> ER End User Classroom (91)

& EMR Classroom - Mursing: ED Advanced

¥ EMR Classroom - Doctors: Anaesthetist Upgrade to ICU

4 EMR Classroom - Mursing Surgical Services: Scrub Scout

80 EMR Classroom - Nursing Surgical Services: Anaesthetics and Recovery

% O

G

% o

% @

3. Locate the classroom session (EMR training webinar) you wish to book into and click on
Ellipsis in the column on the list to the right of the webpage and select Attendees

.~ EMR Classroom - Doctors: General Inpatient @)
-,
Event status Booked Sessiontimes Rooms Facilitators  Actions
In progress 2/20 12 November 2021, EMR
Booking closed 7:30 AM-10:00 AM  Training GO TO EVENT =
Take event Timezone: Webinar via
attendance Australia/Melbourne WebEx Event datails
Upcoming 1/20 15 Novernber 2021, EMR A
Booking open 7:30 AM- 1000 AM  Training GO
Take event Timezone: Webinar via | Editevent
attendance Australia/Melbourne WebEx Copy event
Upcoming 1/20 16 November 2021,  EMR Delete event .

4. From the Attendees tab, click on the arrow in the Actions box and select Add users

Event details

Attendees

Actions

Artinna

Add users via list of IDs
Remove users

pload

L1

5, Enter the employeeds

click on SEARCH

n a theboxonext te FEARCHwmd¢hemn u mb e r
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6. Click on the employee® name in the potential users box on the right of the screen and
click on ADD to move the employee to the Users to Add box, then click CONTINUE

1 potential users

» REMOVE

630733 SEARCH SHOW ALL

1 Show only users who declared interest in this activity

¥ Allow scheduling conflicts

| CONTINUE |

7. Complete the Sign-up fields and click on CONFIRM

CANCEL

w Sign-up fields

for each user use the file import

Your Manager's Email

Special
Requirements/Note to
Trainer

Unit/Ward Location*

The values entered below will be populated for all selected users. To enter different values

CANCEL

| CONFIRM

vi.  Booking yourself into an EMR Training Webinar

It is a requirement that you have fully completed your EMR eLearning before attending your

EMR Training Webinar.

Registrations for EMR training webinars close 24 business hours prior to the scheduled time

on Latte.
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1. To book yourself into the training session, after step 2 above select GO TO EVENT next
to the relevant training session

.-z‘. EMR Classroom - Doctors: General Inpatient @)
aa

Event status Booked Session times Rooms Facilitators  Actions

Upcoming 1/20 15 Novemnber 2021, EMR

Booking open 7:30 AM - 10:00 AM Training GO TO EVENT

Take event Timezone: Webinar via

attendance Australia/Melbourne WebEx

Upcoming 1/20 16 Novemnber 2021, EMR

Booking open 7:30 AM-10:00AM  Training GO TO EVENT

Take event Timezone: Webinar via

attendance Australia/Melbourne WebEx

2. Complete all detail fields and click on Sign-Up

There are required fields in this form
marked *

Sign-up

Your Manager's Email

Special Requirements/Note to Trainer

Unit/Ward Location*

What do you hope to learn from this course?

1||muw B [ Aw Fw

Receive confirmation by* @

Email with iCalendar appointment v

SIG

vii.  Confirmation of EMR Webinar booking

1. Managers will receive a confirmation that an employee has been booked for an EMR Webinar, if
send to Manager was selected in the booking

2. Participants will receive an email confirmation of the EMR Webinar booking to the email address
registered in Latte confirming the date and time of the Webinar

noreply@kineo.com.au [
[EXTERMAL] Seminar booking confirmati... Wed 2:23 PM
### Email from an external sender. Be

3. The Teams Webinar link is attached to this invite, along with instructions on accessing the EMR
Training Domain
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Thank you for registering to complete your EMR Webinar Training.
Your link to jeining the webinar session is here
Click here to join the meeting

It is a requirement that you complete these instructions at least 1 day business day prior to your webinar session to ensure that you
are set up for training.

4. You can elect to Accept the invite and it will be saved to your Email calendar
5. You will be sent a reminder email 24hours before the session

Do not reply to this email
[EXTERMAL] Seminar booking reminder: ... Wed 3:21 PM
### Email from an external sender. Be

4. Preparation for an EMR Training Webinar

viii. Accessing the Monash Health Citrix Receiver Desktop and opening
the EMR Train Domain

If you are completing your EMR Training Webinar from a Monash Health site, all Monash
Health computers have the Training and Practise Domains available as links from the
desktop. The following instructions refer to accessing these applications from outside
Monash Health.

We recommend that you download the Citrix Receiver Portal to your computer and open the
EMR Training Domain at least 24 hours prior to your EMR Training Webinar. Contact the IT
Help Desk on 9594 7255 (option 1) on weekdays 7.00am to 5.00pm if you have any difficulties
with this process.

For Monash Health Employees

1. Inyour web browser, navigate to https://portal.monashhealth.org/vpn/index.html and
enter your Monash Health empl oyaedeounMonaBhe r i
Heal th password,nbthen select O6Log

Please log on

User name
Password

2. You will receive a temporary code to the mobile phone number associated with your
Monash Health HR21 account (you can update this in Employee Self-Serve at any time).
Enter the received code into the field and clickon6 s u b mi t 6
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Additional Information Required

Please type your response below.

Please enter the OTP from phone: o 00 0693

Submit

3. If a security warning appears to provide permission/access t o 60 Ci tri x Conne:
Manager 6, select o6all ow

Internet Explorer Security EX

@ A website wants to open web content using this
program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program.

Name: Citrix Connection Manager
Publisher:  Citrix Systems, Inc.

[ ] Do not show me the warning for this program again

Note. This security message may appear differently depending on your selected web browser. To
log into the Citrix Access Gateway, you will need to have Citrix Client installed. If this is not installed,
you will be prompted to download it. You only need to install this once.

4. To open the Monash Health Citrix Receiver PortalRe mot e Deskt op, <c¢lick
in the Citrix Access-C6atneway, Deaskto@lébect 06 MH

MonashHealth E

FAVORITES DESKTOPS

! Details ! Details

MH-Clinical Desktop Monash Health Remote Desktop

5. Open the file at the bottom left of the screen
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MonashHealth

W Applications

Bl File Transfer

© REGVMYXVsdEFZ3ica A

Note. Depending on your web browser, applications may download to your Downloads folder and
not appear at the base of the screen, you will then need to open the application from your
Downloads folder

6. If the following message appears, select Permit Use

Citrix Workspace - Security Warning

@ An online application is attempting to access
information on a device attached to your
computer.

— Block access

Do not permit the application to use these devices.

—) Permit use

Permit the application to use these devices.

O Do not ask me again for this site.

For Agency and Locum Employees and Employees that do not have Monash Health
login details

7. Download and Install the Citrix Workspace App from your internet browser via the
following link: https://www.citrix.com/erau/downloads/workspacepp/

U You do not need to add an account
0 We recommend you complete this step at least one day prior to your webinar

8. Enter https://shcnau.cernerworks.com.au/Citrix/ B0 1Web/into internet search bar to
access the Cerner login page.

9. Enter the username and password provided to you via emalil
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C: cerner‘ User name:

Password:

Domain: internal.southernhealth.org.au A

Leg On

10. Go to step 13 in section viii. Accessing the Monash Health Train Domain

ix.  Accessing the Monash Health Train Domain

11.0Once the Citrix Receiver Portal remote desktop opens, all the Monash Health
applications that would normally be available to you on a Monash Health computer will
be accessible, please click on the EMR Training Domain

(=

12.To login to the EMR Training Domain, use your Monash Health
login details. If you do not have Monash Health login details, a login will be provided to
you during your EMR Training Webinar. Click on Log On.

User name:
Password:
MonashHealth =
EMR Domain: internal southemhealth_org.au E

13.Click on the PowerChart icon (or, if you work in the Emergency Department select the
Firstnet icon)
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B [E
.

Firstnet - TOG11 PowerChart

14.Enter the Username and Password details which will be provided to you during the EMR
Training Webinar

£ Cerner

Usen

11811

.

5. Preparing for your EMR Training Webinar

X.

Downloading the Teams App

We recommend that you download the Teams application to your computer at least 24 hours
prior to your EMR Training Webinar. Contact the IT Help Desk on 9594 7255 (option 1) on
weekdays 7.00am to 5.00pm if you have any difficulties with this process.

a.

b.

Use this guide from Microsoft on accessing a Teams Meeting

If not already installed, download Microsoft Teams either via your webinar email invitation or
via the Microsoft Office website T Complete this step at least one day before your EMR
Training Webinar so you can call the IT Helpdesk for any issues

For Monash Health staff - sign in with your Monash Health email account, and then select
N e x If ydu do not have a Monash Health email account, use your private email account.
Click on Next.

Alternatively, you can open Teams in a browser without needing to download or sign in

On the day of your EMR Training webinar join your EMR Training webinar at the scheduled
start time by clicking on the link in the body of the email to join to the webinar

Ensure your computer microphone and camera are working prior to the webinar
commencing

[.D.1440 V4.0 12/11/2021
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6. Joining your EMR Training Webinar in Teams

a. You are required to book yourself into an EMR Training Webinar via Latte in order to receive
a registration email to participate in the webinar (Locating and Booking a Webinar in Latte).

b. The Teams invite will be contained within the registration confirmation that you receive from
the Latte System along with a link to the instructions on accessing the Citrix training
environment

c. If accessing Teams meeting invite from your Monash Health Email account, Microsoft
Authenticator may be required. Use this video guide on setting up Multi-Factor-
Authentication for your Monash Health email account

d. Email emrtraining@monashhealth.org or call 9594 5764 if you do not receive an emailed
Teams EMR Training webinar invitation with 24 hours of your webinar start time.

Note. For Teams account issues or technical issues for Monash Health employees, contact the IT
Help Desk on 9594 7255

7. Troubleshooting speaker/microphone issues in Teams
9 To troubleshoot camera issues in Teams 1 access this Guide
i To troubleshoot microphone issues in Teams i access this Guide

Teams Participant Tools

Participants can interact with the presenter using the following tools in Teams (subject to the
meeting type)

Chat Slido Q&A

Emoji 6s e.qg., Ha n(

Camera On/Off

Additional Actions (e.g., background

filter effects) Microphone On/Mute

Share Screen

8. Accessing Practise Scripts for Self-Guided Practice

Note. For issues with the EMR website, email to emrtraining@monashhealth.org

1. Navigate to the Monash Health EMR webpage https://emrmonashhealth.org/
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