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Quick Reference Guide (QRG)

Print a Document

Information is held in various types of documents within the patient chart ie.powerforms, notes,
letters, certificates etc. This QRG is designed to show you how to print a document contained within

the patient chart and select the correct template to print.

The documentation section of the patient
chart holds various documents.

To access a patient’s chart, the user must first
search for a patient and select the correct
encounter. A search example from
CareCompass is below:
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The Search Field

Use the Search Field located at the top right
corner to find the patient
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NOTE: The user can perform a search using
the Last Name (Surname) and First Name or
the Patient UR number. This example will use
the UR number.

1. Select MRN (Medical Record Number)
option from the drop-down list

NOTE: UR (Unigue Record) number is the
same as MRN (Medical Record Number).
The FIN number is the encounter
number.

Type the UR number and press Enter (on
the keyboard)
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The Encounter Search window displays.

Select the correct encounter from the
bottom panel and click OK to view the
patient chart.

.......

The Patient’s Chart

1. Select Documentation from the Menu list

(on the left-hand side of the screen)
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The Documentation Viewing window

displays a list of documents. The Display field
defaults to “All”, showing all the documents for
the patient’s encounter.

Batty, Drivingme

Batty, Drivingme Dosing Weight: <No Weight Available>
UR:5020654

Sex:Female
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Service Date/Time ©  Subject Type Facility
05/03/2021 0:48:00 AE... ED Assessment Adult ED Forms - Text MH MMC-CI
16/02/2021 11:33:00 AE... Allied Health Session Infor... AH Session Informati.. MH MMC-CI
15/02/2021 10:05:00 AE... Social Work Progress Note  Social Work Forms - T... MH MMC-CI
15/02/2021 10:05:00 AE... Allied Health Session Infor... AH Session Informati.. MH MMC-CI
14/10/2020 13:43:00 AE... Diagnosis ED Forms - Text MH MMC-CI
01/09/2020 13:17:57 AEST ED Progress Note ED Progress Note MH MMC-CI
01/09/2020 13:17:26 AEST ED Progress Note ED Progress Note MH MMC-CI
01/09/2020 13:16:30 AEST ED Initial Assessment ED Doctor Assessment  MH MMC-CI
01/09/2020 13:14:00 AEST ED Triage ED Forms - Text MH MMC-CI

NOTE: To view the patient's documents use
an icon available in the document window.

2. Select the document required. It is now
visible to right of screen

d | ¥ Modty | e | O & | I B

B03/2021 142100, Sikuation
4321 141200 4E... Early Dischn Interpeeter Requred:

O | om0t 11557 AE... Clayton CCU Language:

Backoround

Vil S

367 °C (Tymeanic) WR: 77(Pe

Gosls ef Care: llergies

T 120 AE.. Tet | | Mushrooms (M "l H

301120020 163300 AE.. Bysphagsa Rick Fesding (Goale of Care A, .. MDT Forms - Test Disgnoses
200 AE.. Tedt | | NOF- Fracture of meck of femur, 22

A sk for falls
A1 of deea
soncl

o gualéying dits

Blerts
2Clinica - Past Anaesthesic Problem.

3. Use the Preview icon, at the top of the
window to view all documents and status.

To move between documents select the
Previous and Next Note button
located on the far-right side of the window.
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To launch the Advanced Filters dialog
window, select the Ellipsis button next to the
Display field.

Display |41 “|.

Advanced filters allow options to customise
the display of the documents list.
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Select Template and Print Document

1. Highlight the document to print

2. Click the Print button located on the far-
right hand side of the window (below the
Banner Bar, next to the Refresh icon)

The Medical Record Request window will
now display.
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NOTE: To print a specific document from the
patient’s chart, the appropriate Template
option must be selected in the Medical
Record Request view. If the incorrect
Template is selected an error message will

be returned.

The Template options may not look the same

as the document Type that needs to be
printed. The Type column can be found
between the Subject and Facility columns.

List
O

 —

Service Date/Time ©  Subject
18/03/2021 14:21:00 AE... Early Discharge Planning
04/03/2021 14:12:00 AE... Early Discharge Planning

23/02/2021 11:52:52 AE... Nursing Transfer Summary

Nursing Transfer Summary to Clayton 41

I Type I Facility
Ursing Forms - Text MH Dandenor

Mursing Forms - Text

04/03/2021 11:51:57 AE... Clayton CCU Nursing Transfer Summaryto D3 Mursing Transfer Summary  MH Dandenel

Mursing Transfer Summary

Mursing Transfer Summary  MH Dandeno

S =)

Refer to the table below.

Type the user
wants to print

Template the user
must choose (from

(from the the Medical Record
documentation Request view)
view)

Discharge Discharge Summary
Summary

Carer's Certificate
Certificate of
Attendance
Medical Certificate
Provider Letter

Letter/Certificate

Note
Report

Document Report

Compulsory Mental
Health Order

Document Report

To print the required document

3. Select the correct Template from the
drop-down list (refer to the table above)

e
Select Preview to view the document.

The Medical Record Request message
display

Click Yes

The report for Emradoption, Kathryn - 9303881 - Nursing Transfer Summary to
Clayton 41 is readly. Preview it now?

I| Yes | I No | | Cancel ‘

Adobe will launch a new window to preview
the document.

Note — DO NOT print the document from
the preview.

5. Click the X at the top right to close the
document
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Patient: _ Emradoption, Kathryn VA
UR Number: 9303981 Admission: 17/01/2021 Discharge.
DOBSex 18091349 Female Admitting: Sundaramusthy Senthikumar Rajavel - -
©
Transfer Summary
Document Name: Nursing Transfer Summary 1o Clayton 41
Document Nursing Transfer Summary

Auth (Verifed)
ZZTESTNurse -RN3 (2300272021 14:53)
ZZTEST Nurse -RN3 (230212021 14:53)
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N surgery perormed during this visit
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Weight
Height
Goals of Care/Limaation of Medical Treatment
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The Medical Record Request window
displays.

6. The Associated Destination radio button
is selected by default

Template Purpose
Master Fepot v| |Pelease of Inormation v
[1Request for patient
[ Praper authorization received?
Desination
Requester
Riclated Providers | Sections L
Comment
Name Fislationship Destination B
(] Hamid. Ubai - Phamnacist Pharmacist
] Offenberger, Arona - Admin Database Coordinator
[] Tan, Kerneth - Consuitant. Attending Clinician
7] Tan, Kenreth - Consuitant Adritting Clinician
L] bt G, e Pt o = g
O Device selected | ® Associated D estination ‘ ‘ = @ ]
[ Preview | ] Send |

7. This does not allow available devices to
be displayed. Change to Device Selected
to be able to select printer devices

Purpose
] |Releaseof fomtion Y]
L] Riequest for patient
[ Proper authorization received?
Destination
Rrequester
Related Providers | Sections =
Comment
Name Relalionshin Destinalion )
[ Harmid, Ubsi - Pharmacist Pharmacist c_en_officett
(] Oenberger, Arona - Adrin Database Coardinator o_en_officet]
[ Tan, Kenneth - Consulant Attending Clinician ~ o_em_offiost!
[ Tan, Kenneth - Consutant Admiting Clnician ~ ¢_emr_officet1
Urk Nown GP. General Practlioner o_en_officet]
g d i .Y Device Copies
(® Device selected () associated Destination c_emr_officet! v e
— lj
[ Preview | Send |

8. Select the Device (Printer) from the drop-
down list

9. Click Send to print the Document

[ Prope: authorization received?
Destination

L -]
Requester
=)

Related Providers | Sections
Comment

Name Relationship Device "

[] Btian Tan. Rea Atending Cliician — ¢_emt_officet!

[ Brian Tan, Reg Admitting Clinician c_emi_officef1

[ CDTest, Nurse - RN Piimary Nurse c_emi_officet!

[] COTest, Nurss - RN2 Piimary Nurse, o_emt_officet!

O] OTest Sughiel il Suge Seoretay  c_omuofcell s —
® Dovios solcted O Device crass referenced _emr_officet] M A=

Preview I Send I

B Medical Record Request - MHRULES, ELEVEN - 50002881 - ED Review Note n
Template Purposs
| Document Repoit v| Patient care fitermal use) v

The Medical Request message displays.
10. Click OK

Request submitted (2535491).

The required document will print to the
selected printer.

NOTE: The Transfer Report Pack must be
printed via the Medical Record Request
button.
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