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Chapter 1

Getting Started with Wolf EMR

Wolf EMR is a comprehensive practice management system that integrates patient medical
records (which includes medical history, visit notes, investigations, medical reports and other
documents, referrals, rules (reminders), and more), appointment scheduling, clinical task
management, intra-office communications, and billing functions. Wolf EMR does more than
replace your filing cabinets; it allows you to perform patient searches, create reports, produce
financial statements, view patient statistics, and perform complex billing analysis.

The seamless software integration allows you to navigate between patient records, tasks,
biling, and appointments without losing your place.

About this guide

This guide documents Wolf EMR features and workflows from the perspective of a front end
staff member. Content is specific to activities that most front end staff members perform on a
regular basis. More advanced functionality (for example, around reporting) is documented in
feature-specific guides and in Wolf EMR Online Help.

Getting help

-‘ View recorded webinar: Finding answers to your Wolf EMR questions

There is an abundant amount of information that you will be trained on and there are further
advanced functions that are not covered during your implementation training. For this reason,
be sure to take advantage of the numerous learning resources available to Wolf EMR users.
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Getting Started with Wolf EMR

Accessing Wolf EMR user guides and online help

To view the Wolf EMR Online Help, on the Wolf EMR Launch page, click Help ( 0 ).
Alternatively, if you need help while performing a particular task, on your keyboard, press F1.
For some windows, the EMR opens the help topic specific to the window you are currently in.

You can also refer to the various role-based and feature-based Wolf EMR user guides, which
you can access from the Wolf EMR Launch page, in the Documents drop-down list, or from
the Guides Available topic of the online Help.

° 4
S &N % @
Documents  Prackice | Configuration Help Import |
Search
A wialf Likilities "
ee Codes Documents EN
User Guides
Billing
g: "Wasted Ge]
For front-end staff
gUidBS are g For practitioners
. Patient Portal
IR Mobile s Col
5 anywher orms
WCB eForms and Billing
de is now Managing Wolf EMR users EM
Newsletter (fall 2015) Acc
Third-party contact information an

Accessing the Wolf EMR Community Portal

Through the Wolf EMR Community Portal you can access an extensive amount of free learning
resources including articles, PDF user guides, handouts (work instructions), training videos,
collaborative forums, and Q and A. To access the Community Portal, on the Wolf EMR Launch
page, click Community Portal.
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@ 0 - Location Wolf Clinic -
figuration Help  Import |
| |
wolf Ltilities My Location . I
Documents EMR Online Help
s released on Get help/submit request
jan16 :
l ) Community Portal
re access to your

You can also access the Community Portal from any device by going to:

https://telushealthcommunity.force.com/wolfcommunity

Note: The first time you log into the Community Portal, you will be required to set up a
Community Portal account.

Contacting Wolf EMR Support
If you cannot find the answer to your question, contact the Wolf EMR support team:

m Forissues requiring immediate assistance, call 1-866-879-9653 (Option 1)

m For less immediate issues, you can contact support via email to
WolfEMR.support@telus.com or via the Cases page of the Wolf EMR Community Portal

m For general how-to questions, you can post a question on the Q&A page of the Wolf EMR
Community Portal

Reqguesting additional instructor led training

Even for the most computer-savvy person, there is a lot of information to absortb during EMR
implementation training. You may find it helpful to have a Leamning Specialist return to your office
several months after go-live to:

m Re-assess your workflow and provide tips and tricks for using the system more efficiently
= Train you on how to perform more advanced tasks

m  Work with each staff member to ensure everyone has a thorough grasp of the Wolf EMR
functionality necessary to do their job with ease
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TELUS Health also offers many 1-4 hour training courses that cover intermediate and advanced
functionality. Once you are comfortable with the basics, take advantage of these courses to
raise your EMR use 1o the next level. These courses are offered onsite or via webinar.

m To arrange further training, contact the Client Care Team at 1-866-879-9653 (Option 4), via

e-mall at Accounts.WolfEMR@telus.com, or Create a Case on the Cases page of the
Wolf EMR Community Portal.

TELUS Health EMR User Conference

Each year TELUS Health hosts a user conference, where you learn how to make the most of

your EMR and gain insight into the advances being made to Wolf EMR. The conference offers a
series of presentations, workshops, and peer networking opportunities.

Keep an eye on the Wolf EMR Launch page for information about the User Conference.
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Wolf EMR basics
-‘ View video tutorial:

® Signing into and out of Wolf EMR

To access Wolf EMR, your workstation links to a remote system on the Wolf EMR data center.

The data center hosts the Wolf EMR program and your patient database. Your clinic computers
do not contain any patient information. Your workstation simply acts as a window into a system
that contains your EMR data.

~
Data Center
Hosts Wolf EMR and
your patient database
/
Wolf EMR

Workstation
Does not contain Wolf

EMR software nor any
patient information

A Wolf EMR data center link is installed on all computers in your clinic. If your computer does
not have the Wolf EMR data center link, please talk to a user at your site who has Wolf EMR

administrative authority. Your system administrator can make arrangements to have the link
added.

If you are accessing Wolf EMR for the first time, your temporary password is pre-set in the
system and is provided to you, along with your usermame, by your system administrator or your
TELUS Health learmning specialist. You secure your password by changing it. Going forward you
should never disclose your password to anyone.
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Logging into Wolf EMR

How you log into Wolf EMR depends on if you are logging in from a PC or from a Sunray
computer. When you log in, Wolf EMR opens in a remote desktop. Keep in mind that in this
view, the Windows Start menu and toolbar is for the remote desktop (not your workstation).

PC
To log into Wolf EMR from a PC:

3

1. On your desktop, double-click the Wolf EMR data center link (IEELiita) A Microsoft
Windows login window displays.

2. In the User name field, enter your username.

Note: I another user's name is already populated, click Use another account. You can now
enter your own username.

3. In the Password field enter your temporary password, and then press Enter. You are now
logged into the data center with Wolf EMR open.

Sunray
To log into Wolf EMR from a Sunray:

1. Slide your card into the Sunray card reader with the chip end inserted first. Your computer
activates automatically.

2. Enter your userame and password. The remote desktop opens with Wolf EMR open.

Changing your Password

If this is your first time accessing Wolf EMR, using a temporary password, you should change
your password immediately. Wolf EMR prompts you to change your password regularly. How
often you are required to change your password depends on current provincial guidelines, and
on custom settings programmed by your system administrator.

If your password is compromised, you can manually change your Wolf EMR password at any
time.

To change your password:
1. On the data center, click Start (@) and then, in the Start menu, click Windows

Security.

2. Inthe list of Windows Security options, click Change a Password.
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3. Inthe Old password field, enter your current (or temporary) password.

4. Inthe New password field, enter your new password, and then in the Confirm password
field, enter your new password again,

‘ Note: Your password must:
» m Be at least 8 characters in length

m Contain at least one number
m Contain at least one upper case letter

You can use special characters such as #, *, or _

5. Press Enter.

Setting up TELUS Wolf EMR self-service password reset

Are you notorious for forgetting passwords”? If so, now is the time to enrol for TELUS Wolf EMR
self service password reset (free). If you forget your password, you will be able to reset your
password by answering 3 personalized questions.

To enrol for TELUS Wolf EMR self service password reset:

1. On the data center desktop, click Start ('5'-,. ‘4) and then, in the Start menu, click All

L5k
Programs > Tools4ever > SSRPM > Enroliment Wizard > Enrollment Wizard ( *
The TELUS WoIfEMR Password Reset Enrollment Wizard opens.

2. Click Next.

).
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3. In the Question 1 area, select a question and provide an answer.

7 Please select a question and provide an answer.
.,,.%/
Question 1
Question: [ ']
In what aty did you meet your spouse fsignificant other?
Answer” In what dty or town did your mother and father meet?
In what town was your first job?
Confirm: What is the first name of the boy or girl that you first kissed?

What is the middle name of your youngest child?
What is the name of your favorite childhood friend?
[ianne ot St What is your fathers middle name?
What is your maternal grandmother’s maiden name?
What is your mother's maiden name?
What is your oldest sibling’s birthday month and year? (e.g., January 1900)
What is your oldest sbling’s middle name?
Please click onfh 4.+t school did you attend for sixth grade?
What street did you kve on in third grade?
What was the last name of your third grade teacher?
What was the make of your first car?
What was the name of your first pet?
What was the name of your first stuffed arsmal?
What was your childhood nidmname?
What was your childhood phone number ing area code? (e.g., 000-000

=

4. Click Next.
5. In the Question 2 area, select a question and provide an answer.

6. In the Question 3 area, create a custom question and answer, and then confirm your
answer,

7. Click Next. A dialog box displays with the following message: "Congratulations! You have
enrolled successfully into the Self Service Reset Password Management program!”

Help! | forgot my password

If you have forgotten your password, or have been locked out of the EMR due to too many
failed login attempts, you can reset your password, without contacting the TELUS Health Wolf
EMR support team, only if you have enrolled in TELUS Wolf EMR self service password reset.
See “Setting up TELUS Wolf EMR self-service password reset” on page 7.

reset and you have forgotten your password, you must contact the TELUS Health
Wolf EMR support team to have your password reset. See “Contacting Wolf EMR
Support” on page 3.

‘ Note: If you have not set yourself up for TELUS Wolf EMR self service password
Vd
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The steps to reset your password depend on the type of workstation you are on. Click an
option below to view the applicable steps:

® I'm a Sunray user (| insert a card to log into Wolf EMR)

® |I'maPC user

Locking Wolf EMR

If you leave your computer for more than a few moments, you should lock Wolf EMR. This way,
no unauthorized users can access patient data, and other staff members cannot mistakenly
enter data under your name. How you lock Wolf EMR depends on if you are using a PC or a
Sunray computer.

PC
To lock Wolf EMR from a PC workstation:

1. On the data center, click Start (% _Jf:) and then, in the Start menu, click Windows

Security.

2. Click Lock this computer.

f Caution: Locking the Wolf EMR remote computer does not lock your entire
workstation. If you have other files or applications running on your workstation,
those may still be accessible. To lock your PC workstation:

1. Minimize the Wolf EMR remote desktop window.

2. On your keyboard, press Ctrl + Alt + Delete, and then select Lock
Computer.

Note: You can also use the keyboard shortcut: Press the Microsoft key + L.

Sunray

To lock Wolf EMR from a Sunray workstation, simply slide your card out of the card reader. The
computer logs out automatically.

Shutting down your computer

When you shut down your computer, you should manually close Wolf EMR before you log out
of the remote desktop.

To shut down your computer:

1. Close Wolf EMR using one of the following procedures:
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(ER)
m If you have the Wolf EMR Launch page open, click , and then select Close all
Wolf EMR Applications.

m If you have another Wolf EMR window open, on the task bar at the bottom of the

desktop, right-click @ , and then select Close Window.

2. Close the remote computer: On the remote computer’s task bar, click Start (%
then click Log off.

3. Shut down your workstation.

10
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Patient maintenance

This chapter introduces you to the Patient Maintenance area of Wolf EMR where you view and
enter patient demographic information. You use the Patient Maintenance area to enter, store,
and view all non-medical data about a patient. Examples of non-medical patient data include
patient address, phone numbers, Personal Health Number (PHN), chart number, and next of
kin. You can also register individuals for the Patient Portal from the Patient Maintenance area.

Adding a new patient

Best Practice: Before you add a new patient, search for the patient to ensure that
the patient is not already in the system.

To add a new patient:

K
1. Open the Scheduler; On the Wolf EMR Launch page, click Scheduling (‘E‘ﬁ ).

2. In the Patient Search area, in the Family Name / Portion field, enter the patient's last

name, and then on your keyboard press Enter. Your cursor moves to the Given (first name)
field.
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Help
jshed | | #| [Fiter: [ELUS Medical ]
21-Sep-2015 (Mon) ﬂ Patient Search
=] [Provider, 08 =] [Provider, 02 ~| | oniyMyLocation [~
|~ ] Appointments A Appointments = Use Soundex =
08:00 08:00 Family Name / Portion
08:10 08:10 |Teg
08:20 08:20
08:30 08:30 Given |
0840 08:40 EHN
08:50 08:50 Chart
09:00 09:00 Phone Ii
0910 09:10
08:20 09:20
08:30 09:30 Saranesd
09:40 09:40
09:50 09:50
10:00 10:00
10:10 10:10
10:20 10:20
10:30 10:30

3. Inthe Given field, enter the patient's first name or initial, if known, and then on your keyboard

press Enter.

4. Perform one of the following actions:

m [fyou find the patient in the search results, the patient is already in the system. If needed,
you can modify the patient's demographic information. See “Adding additional patient

information” on page 16.

m If the EMR displays a search results message stating “No patient found”, complete the

following steps to add the new patient to the system.

12
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5. On your keyboard, press F9. The EMR displays the Patient Maintenance window with the
Name/Addr/Phone tab open. The patient’s last name and first name is populated in the

Name area.

B Patient Maintenance
File View Options Labels Reports

@O v

Test, Father

PHRE 9930 259529 | |01 fani 997

Line 1; 7547 Test Court

Family Practice Referral

Search By (Mame or MSP#) Label

Family Practice Phys Usze in Biling ss Default

Line 2
City: Melson " Birthclate: 07rapri 955
Prow: | British Columbia - age: =
Sourtry. Canadla . Chart: 458239 Get Next
Other ID:
Postal: ©17T BNE Iype: =
Infant / Dependart ] *Gender
Erom: 114ulf2006  Up To @® Female
A another address @) Male
Communicatian Main Pharmacy:
Home: b
Work 444 4444444 Default Location:
E wialf Clinic
Cell
Eanc
Intl Phane:
eMail

Reminder Preference:

“oice (Home)

[<Unknown> -

Referral Expiry Date: Referral Notification Date:

Alberta Wellnet
AB EHR: LLL

f Lah Results T Documents T PHCO
[ Appaintments T Billing T <Mot Lsad=
** Patient Search ** T Hame/Addr/Phone T Cther Demodtaphics
Mame Primary Service Provider Referred By Relationship
*Eamily.  Test Coles Vets - Conzuttant On File -Addﬁ'Edi‘t Go To
i ] Search By (Mame or MSP#) Label - - -
Given.  Father Alternate Service Provider Related To Patient | Relationship
hiciclle: =Nat Applicable= -
B Consuitant Physician Use in Biling a5 Defaut
Chosen Care Team: -
. it -
Title: v Cansultant Mot on File
Billing Proev:
= Mame: Custody Agreement
Address Erish Calumisia gl
Primary Adcress Motes:
Phone:

Clinic-Defined Forms

Prirt
Login Mame

Password
Patient Data “erification

[ Patiert Data erified
Last recarding: |03:0ec/2010

<

(surname) and Gender.

Note: \When you add a patient, the only required fields for Wolf EMR are Family

6. In the Name area, enter the patient name information in Middle, and Chosen fields.

Y 4
name is displayed.

Note: The patient's chosen name is the name the patient prefers to use as a first
name. Wolf EMR displays the chosen name in brackets whenever the patient

7. Enter the patient's primary address:

a) Inthe Address area, enter the patient's address detalils.

b) Inthe Type drop-down list, click what this address is for. Your choices are: Home,

Business, Mailing, Other, or Unknown.

8. If you want to add an additional address (for example, if the patient has a summer home in

another province):
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a) Click Add another address. The EMR clears the address area, enabling you to enter

the new address. The EMR also displays a green squares to the right of the address

area, indicating how many addresses are entered for the patient and what address you
are currently editing.

Address
[] Primary Address 30f3
Line 1; 123 Test Street | l
Line 2 X
City:  Wancouwver - o
Prav: | British Columbia - *

Zourtry: Canada

Poztal: Type: | Busines:

I |

Fram: g Tox I

[ Add another address | [ Delete address |

b) Enter the address details, and then in the Type drop-down list, click what this address is
for.

c) If this address is the patient's primary address, select the Primary Address check box.
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Q Tip: If the patient has multiple addresses entered:
m The EMR indicates what address you are currently viewing by displaying:

m The sequence number.

m An indicator ( 1 ) beside the address you are viewing.
Address
p— A
|| Primary Address ‘ ‘2 of 3 |
Line 1: 123 Test Ave QJ
a2 N
Line 2 o <
City: Calgary - )
Prov: [Alherta v ] 3

m To view the previous address, click the up arrow (ﬂ).

m To view the next address, click the down arrow (ﬂ).

m The patient's primary address is indicated by an X (==

).

m [f you enter an address in error and want to remove it, click Delete address.

9. In the Communications area;
a) Inthe Home, Work, and Cell fields, enter the patient's phone numbers.
b) Inthe eMail field, enter the patient's email address.

c) Inthe Reminder Preference drop-down list, select the patient's preferred method for
receiving confirmations and other notifications from the clinic.

‘ Note: A patient must have an email address entered in the Patient Maintenance
p window before you can register them for the Patient Portal.

If you think it is likely that a patient will access the Patient Portal (for example, a
patient with a chronic disease), record their email address.

10.In the Primary Service Provider drop-down list, click the patient's primary health care
service provider.

11. If applicable, in the Alternate Service Provider drop-down list, click the patient’s altemate
health care service provider.
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12. If the patient is an infant who does not yet have a PHN, select the Infant / Dependant
check box.

‘ Note: When an infant is first born, usually the patient is allowed to be submitted

y under the mother's PHN for a short period of time until the baby gets its own PHN.
Selecting this check box ensures that electronically submitted billing is designated
with the mother's PHN.

As soon as the infant receives its own PHN, enter that number in the infant's PHN
field and clear the Infant / Dependant check box to remove this designation.

18. Click PHN. The EMR displays the PHN Editor window. In the PHN Editor window, enter the
following information:

a) Inthe PHN field, enter the patient's Provincial Health Number. Enter just the numbers. Do
not include spaces or hyphens.

Note: [f the patient is an infant who does not yet have a PHN, enter the mother's PHN.,

b) If the ProvinceCode field is not populated, in the ProvinceCode drop-down list, click
the appropriate province code.

c) Click Save ( l'J ) and then click Exit. The EMR records the patient's PHN number and
populates the Billing Prov field with the province you selected in the PHN Editor
window.

14. In the Birthdate field, enter patient’s birthdate in the following format: day/month/year and
then, on your keyboard, press Enter. The EMR calculates and displays the patient’'s age in
the Age field.

Tip: Use the drop-down list beside the Age field to view the patients age in
months, weeks, or days.

15. In the Gender area, select the patient’'s gender.

16. Click Save ( ki ).

Adding additional patient information

The following sections describe how to add additional patient information. You can enter this
information when you add the new patient to the EMR, or you can enter this information later. If
you enter information later, you will have to open the Patient Maintenance window for the
patient.
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Opening the Patient Maintenance window

To open the Patient Maintenance window:

1

. Open the Appointment Scheduler, and then search for the patient. See “Searching for a

patient” on page 23.

2. In the search results list, click the patient name, and then, on your keyboard, press F9. The

EMR displays the Patient Maintenance window with the Name/Addr/Phone tab open.

Adding an additional address

You can add multiple addresses for a patient. For example, you can add a business or
alternative mailing address for a patient.

To add an additional address:

1.

Open the Patient Maintenance window for the patient. See “Opening the Patient
Maintenance window” on page 17.

. In the Address area, click New.

Enter the patient address detalils in the appropriate fields.

In the Type drop-down list, click what this address is for. Your choices are: Home,
Business, Mailing, Other, or Unknown.

. Click Save ( H ). The EMR saves the address and displays a Next button in the Address

area. You can click Next to view the different addresses you added.

Assigning a patient to a care team

If your clinic works in “teams” or “pods” of practitioners and/or employees to manage groups of
patients, your clinic can create care teams in Wolf EMR. In the Patient Maintenance window,
you can then assign a patient to a specific care team.

Before you begin:
) Ensure that your Administrator has set up care teams.

To assign a patient to a care team:

1.

Open the Patient Maintenance window for the patient. See “Opening the Patient
Maintenance window” on page 17.

. Inthe second column, in the Care Team drop-down list, click the care team to which you

want to assign the patient.

Click Save ( bl ).
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Indicating a patient's chart number

Administrators can program the EMR to generate a patient chart number each time a patient is
added to the database. However, if the chart number is not populated, or you need to enter a
paper chart number, you can manually enter the patient chart number.

For example, you might have to enter a paper chart number if your clinic recently moved from
paper charting to using an EMR. You must continue to pull paper charts of previous patients
until they are scanned or entered into the EMR. If you currently use a number system for
organizing charts, you need to be able to easily find this number when confirming and arriving a
patient.

To indicate a patient’s chart number:

1. Open the Patient Maintenance window for the patient. See “Opening the Patient
Maintenance window” on page 17.

2. In the second column, in the Chart field, enter the patient’'s chart number.

Note: If you want the EMR to populate the Chart field with the next available chart number
in the system, click Get Next (if available).

3. Click Save ( bl ).

Entering other identification information for a patient

It your clinic requires you to enter other identification (D) for the patient, you can record this
information in the EMR. For example, you can enter a Hospital ID.

To enter other identification information for a patient:

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. In the second column, in the Other ID field, enter the required ID. For example, you can
enter a Hospital ID.

3. Click Save (I ),

Indicating a patient's main pharmacy

If pharmacies are set up in your EMR, then you can indicate the main pharmacy that the patient
uses.

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. Inthe second column, in the Main Pharmacy drop-down list, click the main pharmacy that
the patient uses.

18
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3. Click Save ( H ).

Indicating the patient's default preferred clinic location
If your clinic has multiple locations, you can indicate the patient's preferred clinic location.

Note: If your clinic has only one location, the EMR automatically populates the Default
Location field with your clinic’s location and you cannot edit this field.

To indicate the patient’s default preferred clinic location:

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. At the bottom of the second column, in the Default Location drop-down list, click the
patient’s preferred clinic location. (If there is only one location available, this field is greyed
out.)

3. Click Save ( l'J ).

ldentifying the referring practitioner (for specialist's office)

If you work in a specialist's office, you can identify the practitioner who is referring this patient to
your clinic.

To identify a referring practitioner:

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. In the third column, in the Referred By area, perform one of the following actions:

If the patient is referred by a consultant (specialist), in the Consultant On File area, in
the Search By field, start typing the consultant’s last name and then press Enter.

Note: If the consultant is not on file, in the Consultant Not on File area, enter the
consultant information in the Name and Phone fields.

If the patient is referred by a family practice physician, in the Family Practice Referral
area, in the Search By field, start typing the physician’s last name and then press Enter.

3. In the appropriate drop-down list click the Consultant Physician or the Family Practice
Physician.

4. If you want to use the consultant physician or the family practice physician in biling as the
default referring physician, ensure that you select the Use in Billing as Default check box.

Note: If you do not select the Use in Billing as Default check box, your billing will
> be refused.
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5. Click Save (ll J ).

<

Note: If the consultant or family practice physician is not on file, add them to the
consultant list in the EMR:

-]
1. On the Wolf EMR Launch page, click Configuration ( @ ).

2. On the Configuration menu, click View > Physicians / Service Providers >
External Consultants. The EMR displays the Consultant Maintenance
window.

D .

3. Click

4. In the Data tab, enter the consultant’s details, and then click Save ().

You can now, return to the Referred by area and select the referring practitioner’s
name from the appropriate drop-down list.

Adding patient custody information

To add patient custody information:

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. In the Custody Agreement area (located in the last column), in the Notes field, enter any
patient custody information. For example, “Mother has custody.”

3. Click Save (I ),

Verifying patient data

*

Best Practice:

Mark that your have verified a patient’s data each time you enter or change the
patient’s information on the Name/Addr/Phone tab in the Patient Maintenance
window.

You also verify a patient’'s data when the patient arrives for an appointment.

To verify patient data:

20
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1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. At the bottom of the last column, select the Patient Data Verified check box, and then
enter the date it was verified in the Last recording text box (if it is not already populated).

3. Click Save ( H ).

Verifying the patient's PHN with MSP

You can verify the patient's PHN with Medical Services Plan (MSP) BC to ensure payment for
the services provided to the patient.

To verify the patient's PHN with MSP:

In the upper left area of the Patient Maintenance window, click Verify with MSP (

(53 Patient Maintenance
File  Wiew Options

1

If validation fails, the EMR displays an error message that indicates the reason it failed.

Yerify with MSP *

= %
[Q_I PHM Eligibility Validation failed due ta the patient information nat Found with the MSP recards. Please check patient daka (PHM and Birthdate).
- -

If an error is displayed, arrange an alternate form of payment from the patient (for example, cash
or credit card), and advise the patient to obtain or verify their MSP coverage.

If validation is successful

It validation passes:

There is no need to verify the patient's PHN again during the same calendar month.

Yerify with MSP x

Ebgibility is honored by MSP up to the end of the month of the last successful eligibility date verification request. Reguest not necessary il the end of the month.

The date and time that the patient's PHN was last successfully verified are displayed (as
read-only) in Patient Maintenance (on the Other Demographics tab, in the Provincial
Payment Coverage are in the Coverage Last Checked field).
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Adding next of kin contact information

To add next of kin contact information:

1.

Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

. In the Patient Maintenance window, click the Other Demographics tab.

In the Next of Kin / Contact area, enter any of the following information in the following
fields:

Name

Phone

Notes

Mother's Maiden Name (Next of Kin's)
Mother’s height

Father's height

Note: The Primary Caregiver ficld displays the name of the patient's primary
» caregiver if applicable. The Primary Caregiver is assigned under the Name/Addr/
Phone tab in the Relationship area

4. Click Save ( b ).

Adding a prefix or suffix to display with a patient name

22

You can customize how the EMR displays a patient's name by entering text to display before or
after a patient's name.

To add a prefix or suffix to display with the patient name:

1.

Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

. In the Patient Maintenance window, click the Other Demographics tab.

In the Display with Patient Name area, in the Before field, enter the text to display before
the patient's name.

In the Display with Patient Name area, in the After field, enter the text to display after the
patient's name.

. Click Save ( LJ ). The EMR displays the text you entered in front of and/or after the patient’s

name on the schedule, as well as in the patient banner.
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Adding general patient notes

You can enter general patient notes for other front end staff members to see.

Note: General notes are visible in the patient's medical chart as a yellow note pad
» icon in the SMART banner.

To add general notes:

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. In the Patient Maintenance window, click the Notes tab.

3. In the General Notes area, enter your patient notes. The General Notes area can fit an
unlimited amount of data.

4. Click Save ( bl ).

Searching for a patient

You need to search for patients to perform many day-to-day tasks including adding family
members to the EMR, updating demographics, and booking appointments. The following
sections explain the different ways you can search for and find a patient in the EMR.

Searching for a patient
To search for a patient:

1. Open the Appointment Scheduler. The Patient Search area is located on the right side of
the Scheduler.

Patiert Search
Only My Locstion [l
lze Sounde:x

Family Mame § Portion

Given
PHM
Chart

Phone
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2. Using the following table, in the Patient Search area, enter your search criteria;

Search criteria Description

Only My Location

If your clinic has multiple clinic locations, select this check box if
you want to include only patients whose default location is the
same as your primary location.

Note: The EMR displays this check box only if your clinic has
more than one location set up in Wolf EMR.

Use Soundex

If you do not know the proper spelling of the patient's name,
select this check box to search for first and last names that
sound like the name you enter, regardless of spelling.

For example, if you select the Use Soundex check box and
then enter "Barbra” (note the missing “A”) for the First Name, the
EMR returns “Barbara” in the search results.

Family Name/
Portion

Enter part or all of the patient’s last name.

The patient search is more concise if you enter more letters of
the name; however, if you do not know the proper spelling of a
name, you can enter the portion of the name you know.

Given

Enter part or all of the patient's first name. If you enter a Given
name with a Family Name/Portion name, you can narrow
down your selection criteria.

PHN

Enter the patient’'s Personal Health Number (PHN).

Note: Enter only numbers. Do not include spaces or hyphens.
The search does not accept a partial entry.

Chart

Enter the patient's chart number.

Note: The search does not accept a partial entry.

Phone

Enter the patient’'s phone number. Enter only the numbers. Do
not include the area code. The EMR Searches for all phone
numbers: Home, Mobile, Work, and International.

DOB

Enter the patient's date of birth (DOB) in the following format:
DDMMYYY.

Note: The DOB field is available only if you have set up the
Appointment Scheduler to display patient DOBs in the
Patient Search area. See “Displaying date of birth (DOB)
in patient searches” on page 25.

3. Perform one of the following actions:

If you entered only the Family Name, on your keyboard, press Enter twice.

24
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m If you entered other fields as well, on your keyboard, press Enter once.

The EMR displays the search results in the in the pane below the search fields.

Patient Zearch

Oy My Location ]
Uze Soundex

Family Mame § Portion
smith

Given

PHM

Chart

Phone

Note: A name shown in brackets is the patient's chosen name (as entered in
> Patient Maintenance). For example, Jason Brown may prefer to be called Jake. His
name would then appear as “Brown, Jason (Jake)”.

Tip: It the patient you are searching for does not appear in the box, use the scroll
bar (the up/down arrows) to view more names.

If you still can't fine the patient you are looking for, use the Advanced Search
option. See “Searching for hard-to-find patients using Advanced Search” on page
26,

Customizing the Patient Search area

You can customize the Patient Search area to increase the efficiency of your patient searches. It
is easier to determine that you are selecting the correct patient, when you can see more
information in your search results.

Displaying date of birth (DOB) in patient searches

If you want to see the DOB for patients listed in the Patient Search area, you can choose to
see patient DOB's. Seeing patient DOBs can help you choose the correct patient when a
patient search produces a large number of patients with the same name. If you are searching
for a common name, you can also add patient DOB to your search criteria.

To display patient DOB in patient searches:
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In the Appointment Scheduler window, click User Preferences > Booking Display Settings
> Display DOB in Patient Search.

. Best Practice:
To see the patient's DOB beside their name on search lists, use Advanced
Search. See “Searching for hard-to-find patients using Advanced Search” on page
26,

It is easier to view patient names and DOBs in the Advanced Search window.

Displaying a patient's primary practitioner in patient searches

Another way you can determine that you are selecting the correct patient is to view a patient’s
primary practitioner in patient searches.

To set the EMR to display a patient's primary practitioner in patient searches:

On the Scheduler menu, click User Preferences > Booking Display Settings > Display
Service Provider.

Including inactive patients in patient searches

In certain situations, you need to include inactive patients in your searches. For example, if the
patient is listed as a long term care patient, you need to include inactive patients in your search
to find the patient. Another example of when you need to include inactive patients in your
search is if a patient has deceased in the last month, but you still need to attach a document to
the patient’s file in the EMR.

To include inactive patients in patient searches:

On the Scheduler menu, click User Preferences > Booking Display Settings > Include
Inactive Patients in Search and click one of the following options:

Al
Left Practice (LP) Only
Deceased (D) Only

When you perform a patient search, the EMR displays inactive or archived patients.

Tip: You can find this Inactive/Archive information on the Other Demographics
tab in the Patient Maintenance window.

Searching for hard-to-find patients using Advanced Search

Sometimes your search results list contains too many patients, and it is difficult to find the
patient you are looking for. Or, you need to search for a specific search criteria (for example,
only inactive patients). The Advanced Search option provides more search criteria to help you
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filter your results and quickly find the patient you are looking for. The additional search criteria
and filters that the Advanced Patient Search provides include:

Middle name

Birth Date (You can search for a specific birth date.)
Other ID

Street

Postal Code

Male

Female

Only Inactive

‘ Note: You can also use SMART Search in an Advanced Search. SMART Search

» is a single text input search field and works similarly to a web search. When you
enter your search criteria in the Search for field. The EMR then searches the
criteria throughout all patient records.

To use Advanced Search:

1. In the Patient Search area, on the right side of the Scheduler, click Advanced. The EMR
displays the Advanced Patient Search window.

o 5 Patient Search a

Patient Search

Q ¥ Q& a == 3 =z =
) Y S —=y L] 9

Search  Clear Search | SMART | Advanced | Preview Patient Medical Rlew Werify
Terms Mainkenance  Summary  Patient with MSP

Advanced Search - Use TAB to move between figlds and ENTER to run search

Lask Name First: Name Middle Hame Birth Date -
Last Mame sounds like First Name sounds like
PHI Chart # Other Id Sl MyLoeation
w/ Male & Include Inactive
<ALl g
Strest Postal Code Phone ~/ Female Only Inactive

Search Results | Search History

2. In the Advanced Search area, enter your search criteria.

Q Tips for entering patient search criteria

If you do not know how to spell a patient's last name, but want to use last name
as a search criteria, select the Last Name sounds like check box. The EMR
includes patients with last names similar to the entered name.

To include patients who have a status of Inactive, select the Include Inactive
check box.
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3. On the Actions menu bar, click Search (or, on your keyboard, press Enter). The EMR
displays the search results in the Search Results tab. The number of results are listed in
the bottom corner of the results list.

Search Results | Search History

Last Marne < First Mame «  Chart # Date of Birth M PHM Sex | Homg
¥
b Smith Skefani 301963 03-Feb-2008 {5 vr 11 m) 9991354311 [ {491
Smithson Sherwood 455000 09-Apr-2006 (7 wr & m) 9992122008 gl
Smithson Whilletta 034526 26-Moyv-2000 (13) 9994530361 F (431

3 patients Found

4. To select a patient, in the search results list, double-click the patient's name.

Finding a patient who you recently selected from the Advanced search results list

If you recently selected a patient from the Advanced search results list, you can quickly find that
patient again using the Recent Patients pane. The Recent Patients pane contains a list of
the last 10 patients you selected, with the most recently selected patients on the top.

Note: The Recent Patients list is shared between applications and is saved across
» application sessions. If you log out and then log back in the next day, the EMR
restores the Recent Patients list.

To find a patient who you was recently seen in the clinic:

1. In the Patient Search area, on the right side of the Scheduler, click Advanced. The EMR
displays the Advanced Patient Search window.

2. Click the Search History tab. The Recent Patients pane on the right side of the tab
contains a list of recently selected patients with the most recently selected patients on the
top.

Adding a family member

28

If you want to add a family member of a patient in the EMR, you can save time by copying some
of the patient’s information. After you copy the patient’'s information, the EMR displays a Patient
Maintenance window for the family member populated with the with the same last name,
address, home phone number, primary service provider, and default location as the patient you
copied.

To add a family member;
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1. Search for the patient whose information you want to copy to add a family member. See
“Searching for a patient” on page 23.

2. In the search results list, click the patient name, and on your keyboard, press F9. The EMR
displays the Patient Maintenance window.

3. On the Patient Maintenance menu, click File > Copy Patient. The EMR displays a Patient
Maintenance window for the family member populated with the with the same last name,
address, home phone number, primary service provider, and default location as the patient
you copied.

4. Continue adding patient information for the family member. See “Adding a new patient” on
page 11.

Entering patient relationships

You can enter relationships to a patient using the Relationships area in the Patient
Maintenance window. You can use the Relationships area to do the following:

m Link family members
m Define a patient's primary caregiver

m Note other important patient contacts (for example, a social worker)

Linking family members using relationships

If a patient’s family members are in the EMR, you can link those family members to the patient to
link their family history.

Note:

/ m If apatient’'s family member is not in the EMR, but is going to be a patient of the
clinic, you must first add the family member to the system (see “Adding a family
member” on page 28), then come back to the Patient Maintenance window,
and link the family member to the patient.

m [f the patient’s family member is not in the EMR and is not going to be a patient
of the clinic, enter the family member’s name in the Other field. See “Adding
other important patient contacts using relationships” on page 30.

To link family members using relationships:

1. Search for the patient who you want to link a family member to. See “Searching for a patient”
on page 23.

2. In the search results list, click the patient name, and then, on your keyboard, press F9. The
EMR displays the Patient Maintenance window.
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3. In the Patient Maintenance window, in the Relationships area, click Add/Edit. The EMR
displays the Patient Relations window.

4. Perform one of the following actions:
If this is the first relationship you are adding, in the Related Patients area, click Search.

If the patient already has relations entered, click New and then, in the Related Patients
area, click Search.

The EMR displays the Patient Search window.

5. To search for the family member you want to link to the patient, in the Patient Search
window, enter your search criteria and on the menu bar, click Search.

6. In the search results list, double-click the family member's name. The EMR displays the
family member’'s name in the Related Patients area.

7. In the Relationship to area, in the Relation drop-down list, click the appropriate relation.

8. Click Save.

Defining a patient's primary caregiver using relationships
To define a patient’s primary caregiver using relationships:

1. Follow Step 1 to Step 7 in “Linking family members using relationships” on page 29.

Q Tips:
If the primary caregiver is not entered as a patient in the EMR (is not in the
search results list), then in the Related Patients area, in the Other field, enter
the primary caregiver's name.

If you enter a name in the Other field, it is not listed in the Relationship table.
You must click Add/Edit to see the names of contacts who are not in the EMR
system.

2. In the Relationship to area, in the Caregiver drop-down list, click Primary.

3. Click Save.

Adding other important patient contacts using relationships

You can record other important patient contacts using relationships. For example, you can add
a social worker as a patient contact.

To add other important patient contacts using relationships:

1. Search for the patient for whom you want to add a contact. See “Searching for a patient” on
page 23.
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2. In the search results list, click the patient name, and then, on your keyboard, press F9. The
EMR displays the Patient Maintenance window.

3. In the Patient Maintenance window, in the Relationships area, click Add/Edit. The EMR
displays the Patient Relations window.

4. Perform one of the following actions:

m If this is the first relationship you are adding, in the Related Patients area, in the Other
field, enter the contact's name.

m [f the patient already has relations entered, click New and then in the Related Patients
area, in the Other field, enter the contact's name.

5. In the Relationship to area, in the Relation drop-down list, click the appropriate relation
(for example, Social Worker).

6. Click Save.

Q Tips:
m [f you enter a name in the Other field, it is not listed in the Relationship table.

= You must click Add/Edit to see the names of contacts who are not in the EMR
system.

Registering patients for the Patient Portal

-‘ View video tutorial: Registering patients for the Patient Portal

The Patient Portal is a web site that patients access to view certain areas of their medical chart
online, including their:

= Medical summary

m  Current medications and vaccinations

m |Lab results

m  Medical reports (documents)

Patients can also use the Patient Portal to:

m View and book appointments online

m Receive messages from your clinic

m Receive naotifications (for example, to book appointments or to come in for overdue tests)

m Print medical summary reports, medication reports, and vaccination reports
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Your clinic can control the type of health information a patient can see and the actions a patient
can perform in the Patient Portal.

You can register any patient for the Patient Portal as long as they have an email address and
date of birth entered in the Patient Maintenance window. You register patients one at a time,
enabling you to choose which patients can access the Patient Portal and which features each
can use in the Portal.

You can also register relations of a patient to access that patient's Patient Portal. You must
obtain legal consent from the patient to allow a relation to access the patient's Patient Portal
information. See “Giving other people access to a patient's data” on page 37.

Other Front End staff Patient Portal tasks can include:

m “Setting up practitioners’ schedules for online appointment booking (via the Patient Portal)”
on page 99

m “Publishing documents to the Patient Portal from the Medical Summary” on page 385
To register a patient for the Patient Portal;

1. Open the Patient Maintenance window for the patient. See “Opening the Patient
Maintenance window” on page 17. The EMR displays the Patient Maintenance window with
the Name/Addr/Phone tab open.

2. In the Communications area, ensure that the patient's e-mail address is entered in the
eMail field.

3. To save the patient's email information, click Save ( l'i ).

4. Click the Other Demographics tab. The EMR displays the Other Demographics tab with
the Patient Portal area on the right side of the window.

32
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Test, T Portal
ft= 1 Documents 1 <Mot Uged:=
s 1 Billng 1 <hot Used=
ZE T Mames&ddr/Phane T Other Demographics
Ethnicity Provincial Payment Coveragel Patiert Portal
- Ethnic Origin: Coverage End Date Status
- Inactive

Display with Patiert Mame LanoLiage: Coverane Last Checked Lazt Login
Before:

Preferred Language: )

After: - Internal Data
Current Patient 10
7285
Cther
Empiloymert Patiert's haiden hame: InzertDate:;
Employer: 200uni2005

First Wisit: Merge Patient

Unmerge Patient

Qocupation:

Last Visit:

Demagraphics Changed; 4GB Claim:

13Merpi2010
Primary Immunization

Ext of Kin's:

5. In the Patient Portal area, click Settings. The EMR displays the Wolf Patient Portal
Settings window.
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C] Na;gatian
B O

Save and  Close
Close

*User Portal Skatus

Account Locked

PIM

Proxy ACcess

Patient Mame

b Armidal. 5

2 Apply

Enable the Following Features For this user
o web &ppointment Booking W Rule alerts & Health Information Tab

Patient is allowed ko compose 50 : messages in a rolling 12 : month period.

Set uset's permissions to view the following patient details

Wolf Patient Portal Settings = Ji..0.]l.2€

Portal T. Test
Date of Birth: 16-Mar-1999
Health Care #: 9994553371

Email: Lindsaw, Ti@nowhere, com

Portal User Mame usernarne nok sek
PIM Last Reset Date
Lask Login Date

Feqgistration Info Inactive Account
Generate/Reset PIN

Relationship Consent Obtained  Consent Required  Access Portal

Sister v"

Prink Cansent Farm

6. In the Enable the following features for this user area, use the following table to select
which features the patient can access in the Patient Portal.

Option Description

Web To enable the patient to book appointments online, select this

Appointment check box.

Booking

Rule Alerts To enable the patient to receive automated notifications when they
are flagged by a Patient Portal Rule, select this check box.

Health To enable the patient to view their health information (Medical

Information Tab Summary), select this check box.
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Option Description

Messaging To enable the patient to send messages to the clinic:

1. In the Patient is allowed to compose ficld, enter the number of
messages the patient can send over a defined period of time.

2. In the messages in a rolling x month period field, enter the
number of months that constitutes the defined period of time.

7. Click Generate/Reset PIN. The EMR opens a PDF letter in the PDF-XChange Viewer. The
body of the letter contains a message similar to the following example:

December 8, 2015
Dear Lindsay Test,
Thank you for vour interest in the Wolf Clinic Patient Portal.

A message has been sent to the email address vou have provided, which contains
instructions for registration.

If you have not received the email in your inbox, please look in your
junk or spam folders in case the email was misdirected.

The message will be from donotreply@mydrportal.com and the subject will be “Wolf
Clinic Patient Portal Registration”.

The Personal Identification Number (PIN) we generated for vou is H4JVSgNEJL. You
will require this PIN in order to complete vour registration. Please complete the
registration as soon as possible, since for security purposes the link provided in the email
will expire after December 11, 2015 05:51PM.

If you have any questions, please contact us at (632) 791-2356.

Sincerely,

Wolf Clinic
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The EMR also sends an e-mail message to the patient similar to the following example:

donotreply@mydrportal.com
tome [»

Dear portal Test,

Welcome to the Wolf Clinic Patient Portal.

Please follow the steps below to complete the registration process.
STEP 1: Go to the Registration Confirmation Link below.

https//mydrportal com/PatientP ortal/account/DEMO_ABGP 3/RegisterAccount?useruritoken=de2ciae3-blcd-da2e-afac-8158c983098f&id=e32d9bae-ce96-2411-865b-dB8d385c329b8

Important: As a security measure, you have until January 10, 2015 05:38PM to complete the registration process

Please note: The above link can only be used to complete the registration. Afterwards, please use https://mydrportal com/PatientPortal/account/DEMO_ABGP3/Login to login

STEP 2: Complete the registration form
You will require the PIN you received from Wolf Clinic  Medical Group to complete your registration, as well as details in accordance with your health record

Step 3: Login — your registration is complete!

Please do not reply to this email address.

If you have any questions or concerns. call us at 111-111-1111.

Thank You

The Wolf Clinic

https://mydrportal. com/PatientPortal/account/DEMO_ABGP 3/Lagin

The patient needs both the printed letter and the e-mail to sign up for the Patient Portal.

8. To print the letter, in the PDF-XChange Viewer window, click Print ( - ), Or on your
keyboard, press Ctrl + P.

9. Give the letter to the patient. The patient requires the Personal Identification Number (PIN) in
the letter to sign up for the Patient Portal,

Vg

Note:

m The portal user should get their PIN in person.
Do not fax or e-mail the letter containing the PIN.

m The PIN generated in the letter is valid for 72 hours after the letter is printed. If
the patient does not access the Patient Portal in time, they must return to the
office to receive a new letter.
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10. On the Wolf Patient Portal Settings window, click Save and Close ( ﬁ ). Once the
patient completes the registration process, the EMR displays a globe icon in the Patient's
Patient Banner.

-3 Medical Summary

Jones, Sally
SN .

fd s S

2256 Blue Ave.,
Calgary AB T7T 313

Giving other people access to a patient's data

Patients can grant family members and other relations access to their Patient Portal. For
example:

m An elderly patient with mild dementia can allow Patient Portal access to her daughter.
m A young adult with a chronic condition can allow Patient Portal access to his mother.
To grant a mother access to view her son’s Patient's Portal information:

1. In the Patient Maintenance window, add the Mother as a patient in your Wolf EMR (if she is
not already added as one of your patients). See “Adding a new patient” on page 11.

Tip: Ensure that you enter the Mother's e-mail address into the Communication
area on the Name/Addr/Phone tab.

2. Link the mother and her son using Patient Relations:

a) Open the Patient Maintenance window for either the Mother or Son. See “Opening the
Patient Maintenance window” on page 17.

b) Click the Name/Addr/Phone tab.
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c) In the Relationship area, click Add/Edit. The EMR displays the Patient Relations for
<patient name> window.

! B E

File

Exizting Relations

From To Relationshigp Relstion Status

‘ Mewy ‘ | Edit | [ Save ] | Drelete | Cancel

Relations for Pstient
TEStI SUn T Search

PHR 39945573310 AR) Diate of Birth 0952001 (13) Gender M

Related Patients
*Related Patient

Search

Cithet:

Relationship to Test, Zon T

Relation l.&t‘tarney - l
Relation Status l:UnknDWn: vl
Caregiver l - l

d) Perform one of the following actions:

m [f this is the first relationship you are adding, in the Related Patients area, click
Search.

m If the patient already has relations entered, click New and then, in the Related
Patients area, click Search.

The EMR displays the Patient Search window.

e) )To search for the family member you want to link to the patient, in the Patient Search
window, enter your search criteria and then click Search.
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) Inthe search results list, double-click the family member's name. The EMR displays the
family member’'s name in the Related Patients area.

[ patientRelstionsfor Test son T == |

File

Existing Relations

From To Relationship Relation Status

’ e ] [ Edlit l [ Save ] Cancel

Relations far Patient
TEST, Son T Search

FHM 3994587331 AB) Date of Birth 0982001 (13) Gender

Related Patients

*Related Patiert
Test, Mother 9394557530(A8) (58) (F) Search

Cther:

Relstionshipto Test, Son T

Relation [.ﬂ.ﬁnrney - ]
Relation Status [{Llnkncuwnb v]
Caregiver [ v]

g) In the Relation drop-down list, click the relationship the family member has to the
patient.

h) In the Relation Status drop-down list, click the appropriate status for the relationship.

) If the family member is the primary caregiver for the patient, in the Caregiver drop-down
list, click Primary.
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j) Click Save. The EMR displays the relation in the Existing Relations area at the top of
the Patient Relations window.

File

Existing Relations

Test, Son T

Test, Mather

Relationzhip Relation Status
Mather Biclogical

k) Click Close (=),

3. Set up the mother with access to her son's Patient Portal:

a) Open the Patient Maintenance window for the Mother. See “Opening the Patient

Maintenance window” on page 17.

b) Click the Other Demographics tab.
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c) In the Patient Portal area, click Settings. The EMR displays the Wolf Patient Portal
Settings window, with the mother’s family members and other linked relations listed in the
Proxy Access area.

D - Wolf Patient Portal Settings — || O || »x

Mavigation

i@l @ Mother Test

S 9 Apply | | bt of Birth: 01-Dec-1990
Close Health Care #: 2993771869

Email: motheri@testemail.com

*User Portal Status Portal User Mame username not set
Account Locked PIM Lask Reset Date
Last Login Date

PIMN
Feqistration Info Inactive Account

Generate/Reset PIN

Enable the Following Features For this user

o web Appointment. Booking W Rule alerts &/ Health Infarmation Tab

Patient is allowed ko compose 50 : messages in a roling 12 : month period.

Proxy Access

Set uset's permissions to view the following patient details

Patient Mame Relationship Caonsent Obtained  Consent Required  Access Portal

b Son Test Son v"

Print Consent Farm

d) Inthe Proxy Access areg, click the son’s name.

e) Click Print Consent Form. The EMR opens a PDF Consent Form in PDF-XChange
Viewer. The body of the form contains a message similar to the following example.
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Authorization for Release of Information

Attention: Wolf Clinic From: :Son T. Test
2805 SE Knight Court, 123 Test Way
Morley, AB ATY 3M9 Calgary, AB T1X 0L3

I, Son T. Test understand my signature on this release will allow Wolf Clinic to share information in
my medical record with Mother Test (“Proxy”) in the following ways:

1. Proxy may review my medical information, including but not limited to:
* Current and Past Conditions
# Current and Past Medications
* Vaccinations
= Allergies
* Lab Results
+ Documents
* Appointments Future and Historical
2. Proxy may book or cancel appointments on my behalf,
3. Proxy may participate in my care via secure electronic communication with clinical and
administrative staff at Wolf Clinic.
4. Proxy may review clinical alerts, notifications or programs Wolf Clinic deems relevant.

kEkkRkEkEkkRkEkE kR Rk Rk Rk kR kR kR kR kR kR Rk R
This will authorize the release of records, including medical information or otherwise, concerning:

SonT. Test 09-Jul-2001

Print Patient’s Full Name Date of Birth

¢ | understand why | have been asked to consent to the disclosure of this information and am aware
of the risks or benefits of consenting, or refusing to consent, to disclose this information,

+ | understand that if | have any concerns or reservations about Proxy having access to my medical
information or participating in my care delivery | should NOT sign this authorization form.

¢ | understand that | can revoke this consent by contacting Wolf Clinic in writing.

» | understand that | can refuse to sign this consent form.

Signature of Patient or Legal Representative® Date Signed

Print Witness's Full Name [pe

patient or legal repr

Note:

» m The patient can sign the Consent Form out of office if the form is appropriately
witnessed. For example, if the patient is traveling, or is away at school.

m Children do not have to sign a Consent Form for their parents or legal
guardians, as consent is implied in this case. However, once the child reaches
the age of consent, the child must then sign a Consent Form to enable their
parent(s) to continue to access their Patient Portal.

m The Age of consent is determined and configured by your clinic,

Wolf Front End Staff User Guide - Issue 02.05




Patient maintenance

f) To print the consent form, in the PDF-XChange Viewer window, click Print ( - ), or on
your keyboard, press Control + P,

g) Have the son sign the Consent Form,

Tip: To keep the signed consent form on file, scan the signed consent form and

Q import it into the Document’s area of the son’s Medical Summary. For more
information, see “Scanning documents (using Fujitsu ScanSnap scanners)” on
page 372 and “Linking documents” on page 374.

h) Beside the son’'s name, in the Proxy Access area of the Wolf Patient Portal Settings
window, select the Consent Obtained and the Access Portal check boxes.

i) It the Mother is not currently signed up for the Patient Portal herself, click Generate/
Reset PIN. The EMR opens a PDF letter in the PDF-XChange Viewer.

) Print and hand the letter to the mother. See Step 8 to Step 10 in “Registering patients
for the Patient Portal” on page 31.

Printing a patient label

You can print a patient label from the Patient Maintenance window, from a patient appointment,
or from the patient's medical record. By default, the following types of labels are available to be

printed:
Label name  Description
Address You can print address labels to attach to envelops of letters sent to

patients. By default, the address label displays the patient's:
m Name

m Address line 1

m Address line 2

m City, province, and postal code

Mr. Test, Peter
12345 View St
Vancouver BC V35S 9D9
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Label name  Description

Chart

You can print Chart labels to attach to paper charts. By default, the Chart
label displays the patient’s:

= Birthdate

= Name

23/Dec/2012
Mr. TEST, Peter

Lab

You can print Lab labels to attach to requisition forms and lab specimens.
By default, the Lab label displays the patient’s:

m Name

m Date of service (DOS)

m  Provincial health number

m Date of birth (DOB)

m Age

m Home and Work phone numbers

= Practitioner name and number

Mr. TEST, Peter DOS: 21/Sep/2015

123 456 789(BC) DOB: 23Dec2012-Age: 2-M
12345 View St Vancouver BC V3S 9D9
HA11-111-1111 W2222-222-2222

Phys: A Test (12345)

Note: User’s with administrative authority can configure what patient
phone numbers display on the label. For example, you can
choose to display only home and cell numbers.

Q Tip: Users with administrative authority can modify label fonts and formats.

To print a patient label:

1. Complete one of the following actions:

m If you are viewing the Patient Maintenance window for the patient, in the menu, click
Labels and then click the type of label you want to print.

m [f the patient has an appointment booked, in the Appointment Scheduler, right-click the
patient's appointment, and then click Print Label.

44
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If you are viewing the patient's medical record, for example, the Vital Entry area, or the
Medical Summary, right-click and then, in the SMART menu, click Print Label.

The EMR displays the Print Label window.
2. In the Label drop-down list, click the type of label you want to print.
3. In the Printer drop-down list, click the printer you want to use.

4. If the selected label contains information about the patients practitioner, in the Provider
drop-down list, click the practitioner’'s name.

5. In the Copies field, enter the number of copies you want.

5
Label | patient Lab Label -
o Include Inactive —
Eraovicer: [Jnhnny A eloro, MD T Locums [

Printer: | SyFCR_Doctor_Label ~| copies: 11

6. Click OK and follow the prompts in the windows.

Updating patient information

Most of the patient’s basic demographic information in the Patient maintenance window is on
the Name/Addr/Phone tab and the Other Demographics tab. You can also enter and
update a patient’s status on the Patient Status tab.

Updating a patient's demographic information
To update a patient’s basic demographic information:

1. Search for the patient. See “Searching for a patient” on page 23.

2. In the search results list, click the patient name and then on your keyboard, press F9. The
EMR displays the Patient Maintenance window with the Name/Addr/Phone tab open.

3. On the Name/Addr/Phone tab, edit information as necessary.

4. Click the Other Demographics tab and edit information as necessary.

5. Click Save ( H ).

Entering or changing a patient’s status
To enter or change a patient’s status:

1. Search for the patient. See “Searching for a patient” on page 23.

Wolf Front End Staff User Guide - Issue 02.05 45



Patient maintenance

2. In the search results list, click the patient name and then on your keyboard, press F9. The
EMR displays the Patient Maintenance window with the Name/Addr/Phone tab open.

3. Click the Patient Status tab.
4. From the row of buttons at the bottom of the Patient Status tab, click New Status.
5. In the Status drop-down list, click a status. Your choices can include:

New Patient

Office Patient

Acute Care Patient

Housebound

Long Term Care Patient

Left Practice

Deceased

‘ Note: Your Administrator can add other Status types if necessary.
»

6. If you selected a status of New Patient Office Patient, or Left Practice, enter information
in the following fields:

Start Date
End Date

Notes

‘ Note: When you mark a patient as inactive (Left Practice) and the patient has

» follow-ups and notifications for a date that is after the date the patient became
inactive, the EMR displays a message window “Patient marked as Left Practice.
Would you like to remove all future follow-ups and notifications?” If you click Yes,
the EMR:

Marks all of the patient’s incomplete follow ups of type “Patient TCI For Follow
Up” as completed

Removes the patient from the Patients To Notify list

7. If you selected a status of Acute Care Patient, Housebound, or Long Term Care
Patient, enter or select information in the following fields:

Physician. The patient's primary Physician

Facility: The type of facility where the patient is being seen or treated.

Wolf Front End Staff User Guide - Issue 02.05



Patient maintenance

m Location: The location where this patient is being treated or seen. The EMR displays the
selected location in the billing reminder under the column for appointment length titled
LEN in the Biling program.

Note: The list of Locations depends on the Service Facilities that your
) Administrator entered in the EMR,

m Admission Date: The date that the patient was admitted to the location.

m Discharge Date: The date that the patient was discharged from the location.
m Notes: Any relevant patient notes.

m Default Fee Code: The patient's default fee code for billing.

m Default ICD Code: The patient's default ICD code for billing.

m Reset Final Billing Date: If applicable, select this check box this box to reset the final
biling date for this patient.

8. If you selected a status of Deceased, enter or select the information in the following fields:

Location: Specify the location of the patient's death.

Deceased Date: Enter the date of death.

Autopsy: If an autopsy was performed, select this check box.

Notes: Enter the patient's cause of death or any other relevant patient information.

‘ Note: If the patient has follow-ups and notifications for a date that is after the

» Deceased Date, the EMR displays a message window “Patient marked as
Deceased. Would you like to remove all future follow-ups and notifications?” If you
click Yes, the EMR:

m Marks all of the patient's incomplete follow ups of type “Patient TCI For Follow
Up" as completed

m Removes the patient from the Patients To Notify list

9. Click Save Status.

Merging duplicate patient information

You can merge one patient's records (excluding demographic data) to another patient. Use this
function when duplicate patients exist.

To merge a patient;

1. Search for the patient. See “Searching for a patient” on page 23.
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2. In the search results list, click the patient name with the bad information, and then on your
keyboard, press F9. The EMR displays the Patient Maintenance window with the Name/
Addr/Phone tab open.

3. Click the Other Demographics tab.

4. In the Internal Data area of the Other Demographics tab, click Merge Patient. The EMR
displays the Patient Merge window.

5. In the Merge To (Target) arca click Search. The EMR displays the Patient Search window.

6. To find the patient who you want to merge the other patient to, enter search parameters and
click Search.

7. In the search results list, double-click the patient's name with the good information.

Note: If you accidently choose to merge the same patient record together, the
p EMR displays a prompt saying “Same patient detected. Please select a different
patient.” If so, go back and select the correct Merge To (Target) patient.

The right pane displays information related to the Patient you entered in the Merge To
(Target) field.

8. To choose which Status to retain for the merged patient, perform one of the following
actions:

Select the Merged From Patient Status check box.

Select the Merged To Patient Status check box.
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9. Select Field Names in the left pane and click merge one (>) or merge all (>>) to overwrite the
fields in the right pane which you want as the information for the merged patient. To move
fields to the left pane, click merge one (<) or merge all (<<) to merge them with the left-hand

patient.

Epalient Merge

VWarn me when Merge To (Target) column is MOT empty

Cotour Code: - ENGNER

I Merge From (Source) I

781

[ Status: None

Smith, Barbara

Given Name
Barbara
Field Name | Field Value
Famiky Mame Smith
Infant / Dependant Mo
Gender F
Cell Area Number
Cell Phone Number
PHCO Ineligible: Nao
Billing Prov BC
Card Start Date
Chart I 3758
Chart Requested Mo
Chart Pulled Mo
Student Mo
Care Giver Mo
Home Care Mo
Primary Immunization Completed No
Autopsy Mo
Transmit COM Data to Toolkit Mo

=

-l Merge To (Target]l

113 | [ search
Smit, Bar
Status: Mone
Given Name
Barbara

| Field Valu

Gender
Cell Arga Number
Cell Fhone Number
PHCO Ineligible
Billing Prowv

Card Start Date
Chart ID

Chart Requested
Chart Pulled
Student

Care Giver

Home Care
Primary Immunization Completed
Autopsy

Transmit CDM Data to Toolkit

Barbara

No

m Red highlights means that the data is different from the source patient.

m White highlights means that the data is the same as the source patient.

m Green highlights means that the data has been merged into the target patient

10. When you finish merging the fields, in the upper right hand comer of the Patient Merge
window, click Merge.
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Chapter 3

Appointments

If you are a front end staff member, you perform most of your day-to-day tasks in the
Appointment Scheduler. From the Appointment Scheduler, you can:

Book appointments

Confirm and update appointments

Manage clinic traffic (for example, to manage rooms patients are in)
Verify patient demographic information

View and manage patients on waiting lists

Perform numerous other actions on booked patients (for example, open patient records
(charts), or enter vitals and other visit notes)

The Wolf EMR Appointment Scheduler layout and flow is versatile, enabling you to customize it
to suit your clinic and personal workflows.

Opening the Appointment Scheduler

To open the Appointment Scheduler:

1.

2.

If your clinic supports multiple locations, on the Wolf EMR Launch page, in the Location
drop-down list, click your current clinic location.

On the Wolf EMR Launch page, click Scheduling (ﬂ ). The EMR displays the
Appointment Scheduler for today.
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T Wolf EMR Appaintment Scheduler - Login as Xavier R [ |- ]
Appointrments  Calendar  Providers Patients Reports  User Preferences  Configure  Help
fex] ‘ appt: | Book | [AdaLine | [unfitea || [(Arrived | |ﬂ ‘Filter:
view | Day | [ wieek | [ momth || [Retresh | | [ catendar | 01-Mar-2016 (Tue) TS
C, Mozes v] 5, Janna v] 5, Beata | | ¥V, Mitch v]
Appoirtments (1) Appoirtments (2] Appointments (1) Appointments: s Enml
0200 09:00 | ** DokotBook 09:00 0315 Family Mame / Portion
0315 03:15 09:15 09:30
03:30| Sage, F 03:30| Goldberg, M 09:30 09:45
05:45 | Sage ====== 05:45 09:45 | Pryor, C 10.00 Erm
1000 10:00 10:00 | Pryor ====== 1015 EHN
1015 10:15 10:15 10:30 Chart
10:30 10:30 | Mecollum, E 10:30 10:45 Phone
1045 10:45 10:45 100 [
1:00 1:00 1:00 1115 [
115 1:15 115 11:30 [
11:30 11:30 11:30 1:45
145 11:45 11:45 12,00 ** Lunch
1200 12:00|** Lunch 12:00 12:15)** Lunch
1215 12:15|** Lunch 12:15 12:30)** Lunch
12:30 12:30|** Lunch 12:30 1245 ** Lunch
12:45 12:45|** Lunch 12:45 01:00 ** Lunch
01:00 01:00| * Lunch 1:00 0115 ** Lunch
01:15 01:15 | * Lunch o115 0:30
01:30 01:30 01:30 045
01:45 01:45 01:45 0200
0200 02:00 02:00 0215

<

Note: If your clinic supports multiple-locations, your current location is selected in
the Filter drop-down list by default.

o)

To display the schedule for another clinic location, in the Filter drop-down list,

click the location.

To display the schedules for all clinic locations, in the Filter drop-down list, click

<All Locations>.

Tips for selecting locations

Viewing and navigating the Scheduler

You can view and navigate the Scheduler to best meet your workflow needs. You can view
schedules by day, week, or month. You can also quickly navigate the Scheduler to a specific

date, or forward and backward through the clinic schedule by day, week or month.

Viewing the schedule by day, week, or month

You can view the schedule by day, week, or month. You can simultaneously view multiple
practitioner schedules for a single day or you can view daily, weekly, and monthly schedules for
each practitioner. If you are working with appointments for today, the day view is best. If you
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want to book an appointment in the future, you may want to see what a practitioner schedule
looks like for the week or month to help you plan and book appointments.

‘ Note: The schedule defaults to the day view every time it is opened. The day view

» displays the practitioner's schedules that were selected to be the default. (See
“‘Selecting default practitioner schedules to display” on page 75.) You can only
view one practitioner at a time when viewing their schedule in week or month view.

Viewing a practitioner schedule in week view
To view one week of a practitioner schedule:

1. Click in the practitioner schedule that you want to view.

2. On the View menu bar, click Week.

Viewing a practitioner schedule in month view

To view one month of a practitioner schedule:
1. Click in the practitioner schedule that you want to view.

2. On the View menu bar, click Month.

Viewing all default practitioners’ schedules in day view
To view one day of all default practitioner schedules:

On the View menu bar, click Day.

Viewing a specific date in the Scheduler
To navigate to a specific date in the Scheduler:
1. On the View menu bar, click Calendar. The EMR displays the calendar.

2. Click the month date between the two arrows. The calendar displays a window with the
months of the year.

3. Click the month you want to display. The calendar displays the month you selected.

4. In the calendar, click the date you want to display. The Scheduler displays that date.

Tip: To close the calendar without choosing a date, press the Escape key on your
keyboard.

Navigating the schedule by day

To move forward or backward in the schedule one day at a time:
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Click the forward arrow (>) or back arrow (<) beside the displayed date.

Navigating the schedule by a specific number of days

You can navigate forward and backward in the schedule by a specific number of days. This

navigation method is useful if you need to book a follow-up appointment for a patient for a
specific number of days in the future.

To navigate the schedule by a specific number of days:

1. On your keyboard, press Ctrl + U. The EMR displays a dialog box with the following prompt:
“Enter the number of days to jump to”.

2. Perform one of the following actions:
m o move forward, enter the number of days you want to move forward.

m To move backward, enter a minus sign - and then the number of days you want to move
backward. For example -3.

3. Click OK.

Navigating the schedule by weeks
To move forward or backward in the schedule a week at a time:

1. Open a practitioner schedule in week view. See “Viewing a practitioner schedule in week
view” on page 53.

2. Click the forward arrow (>) or back arrow (<) beside Week of <Date>.

Navigating the schedule by months
To move forward or backward in the schedule a month at a time:

1. Open a practitioner schedule in month view. See “Viewing a practitioner schedule in month
view” on page 53G.

2. Click the forward arrow (>) or back arrow (<) beside the displayed month.

Navigating back to today’'s schedule

Sometimes you are busy scheduling appointments days, weeks, and months in advance, but
then you need 1o see today’s schedule to book a walk-in patient.

To quickly navigate back to today's schedule:

On the View menu bar, click Today.
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Booking patient appointments
To book a patient appointment:

1. Open the Appointment Scheduler: on the Wolf EMR Launch page, click Scheduling

[
( éfj ). The EMR opens the Appointment Scheduler.

T Wolf EMR Appaintment Scheduler - Login as Xavier R [ |- ]
Appointrments  Calendar  Providers Patients Reports  User Preferences  Configure  Help

fex] ‘ appt: | Book | [AdaLine | [unfitea || [(Arrived | |ﬂ ‘Filter:

view | Day | [ wieek | [ month ]| [Retresh | | [ catendar | 01-Mar-2016 (Tue) TS
C, Mozes v] 5, Janna v] 5, Beata | | ¥V, Mitch v]
Appoirtments (1) Appoirtments (2) Appointments (1) Appointments s Enimla

0200 09:00 | ** DokotBook 09:00 0915 Family Mame / Portion
0315 03:15 09:15 09:30

09:30 | Sage, F 09:30 | Goldbery, M 09:30 0945

0045 | Sate ====== 0545 09:45 | Pryor, 10:00 Given

1000 10:00 10:00 | Pryor ====== 1015 EHN

10:15 10:15 10:15 10:30 Chart

10:30 10:30 | Mecollum, E 10:30 10:45 Phone

1045 10:45 10:45 1100 [

1:00 1:00 1:00 1115 [

115 115 115 11:30 [
11:30 11:30 1:30 1:45

145 1:45 1:45 12:00 ** Lunch

1200 12:00 | ** Lunch 12:00 1215 ** Lunch

1215 12:15|* Lunch 12:15 12:30 ** Lunch

1230 12:30** Lunch 12:30 1245 ** Lunch

12:45 12:45|** Lunch 12:45 01:00) ** Lunch

01:00 01:00|* Lunch 1:00 01:15 ) ** Lunch

01:15 01:15 | * Lunch o115 0:30

01:30 01:30 01:30 045

01:45 01:45 01:45 0200

0200 02:00 02:00 021

2. If your clinic has multiple locations set up, at the top of the Appointment Scheduler, in the
Filter Location drop-down list, click the location you want to book the appointment at. The
available practitioner schedules change to reflect the practitioners who work out of that
location.

Note: You can book appointments only for locations that you are assigned to. If
> you need access to book at a specific location, ask your Administrator to grant you
this access.

3. Search for and select the patient. See “Searching for a patient” on page 23.

Wolf Front End Staff User Guide - Issue 02.05 55



56

Appointments

4. If the patient is new and you cannot find the patient, add the patient (see “Adding a new
patient” on page 11), and then search for the patient again.

Q

Tip: If you want to enter only basic information about a new patient, add the patient
using Quick Add:

1. In the Appointment Scheduler menu, click Patient > New Patient (Quick
Add) or, on your keyboard, press Ctrl + Q. The EMR displays the Patient Quick

Add window.
= (=)
Marme
*Family: | *Zender
) | () Female
Given . Save
() Wale
Miciclle
Billing Province: | Alberts vl Cancel
PHb: Infant / Dependart [

Effective Date:  01/Jani2014
Birth Date:

Phone:

Chatt:

Defaul Location: |#olf Allerts Ciinic -|

Fields prefized with * are mandatory

2. Enter the patient’'s demographic information, and then click Save.

The selected patient displays on the Appointment Scheduler window in the Patient Search

area.
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5. On the patient’s practitioner's schedule, right-click an empty appointment slot, and then click
Book or, on your keyboard, press Ctrl + B. If configured to do so, the EMR displays the

Appointment Detail window;

B Appointment Detail
File  ‘Wiew Status

ED k| B

Test, Fay appointment with Do Mot Use, Rays WD Dr at 0651 202015 11:30:00 A8

X5

*Patiert
Mame:  Test, Fay
Non-patieﬁt
Matme:

Service Provider (Physician)

gy

Phone:

*&ppt With: | Doctor, Svetlana MD | = | Payee &

65464 - Svetlana |

Patiert Of:  ADoc, Sveta Referred By:

Aternate: [

7

Appointment for

Location: | walf Clinic

By SwetaADoc

Type: Clinic: Hours w | Reazon: [Office Wisit vJ Priarity: [ vJ Demand: |External -
*Scheduled
06Dec21s Manam A “Length

Confirmed
i=| 1zooam  —= A% confim Methoo: | -
Traffi
rarie Artivedd
Date; 06Deci2015 j 12:00 A = A Walk-In: |:|
Examined Waiting (Min):
12008 =A% Room =
Service
start Mzonam  —— A% Eng lzonam =A%
Finished
1o0an — A E Cyele Time Report
Linked to Yist Record Cancelled
Memo [ Wiritten Ot [ Mon Billable [ = 24 hre
Motes: 1 =24 hre
1 Mo Shoer
) Removed
~ Unfilled
Booked: 22Dec/2015 031920 PM Re Booked: Changed: 22/Dec/2015 03:13:20 P

Recurrence...

By SwetaADoc

otherwise, the EMR adds the appointment with the default appointment reason and length

(you can skip the remainder of the steps).

6. In the Appointment Detail window, use the following table to enter appointment detalls.
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Field Description

Service Provider arca

Referred By

(used by
specialists clinics)

If you are booking an appointment for a patient who has seen the
practitioner on several occasions, but on each occasion the patient
was referred by a different practitioner, you can indicate who the
referring practitioner is for this appointment;

1. In the Referred By field, enter part or all of the referring
practitioners name.

2. In the drop-down list below, select the practitioner.

Note: The referring practitioner you select for the appointment is
populated by default in the associated bill.

Tip: If the referring practitioner is not in the system, you can quickly
add the referring practitioner to your consultants list from the
Appointment Scheduler:

1. On the Appointment Scheduler menu, click Configure > New
Referral Consultant (Quick Add).

2. In the Referral Consultant Quick-Add window, enter the referring
practitioner’s information, and then click Save.

Appointment for area

Reason In the drop-down list, select the reason for the appointment.

Length If the appointment is to be longer than the default length, in the drop-
down list, select the appointment length.

Notes To add additional notes about the appointment, in the Notes area,
enter your notes. For example, if the patient has more than one
appointment reason, you can enter the additional reason(s) in the
Notes area.

Non Billable If the appointment is not to be billed, select this check box.

7. Click Save (l'J).
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Q Tips for booking appointments

m [f your EMR is not configured to show the Appointment Detail window, and you
want to modify the appointment’s details from the Appointment Detail window
(for example, to modify both the appointment’s length and reason), right-click
the appointment, and then click Edit.

m [f the appointment length is too long, you can quickly reduce the appointment
length by one time slot. Right-click the appointment, and then click Shorten
Appointment.

m To quickly change the reason for an appointment, right-click the appointment,
and then click Change Appointment Reason.

m Jo quickly view or add appointment notes, right-click the appointment, and then
click Appointment Notes.

m [f open time slots are difficult to find, you can perform a search for the next
available appointment: On the Appointment Scheduler menu, click
Appointments > Time Search.

m [f you want to book an appointment for a patient without entering the patient in
the EMR first (for example, to book a meet-and-greet appointment), you can
book the appointment as a non-patient appointment. See “Booking an
appointment without adding the patient in the EMR” on page 66.

Booking a patient for a walk-in appointment

You can quickly book a patient for a walk-in appointment using the Walk-in Quick Book option
in Scheduling.

‘ Note: Your Administrator must create a walk-in practitioner in the EMR for the
> Walk-in Quick Book feature to work,

appointment as you normally would, then right-click the appointment and click
Edit. In the Appointment Detail window, select the Walk-In check box to indicate
that the current appointment is a walk-in appointment, rather than a scheduled
appointment.

‘ Note: If you do not have walk-in practitioners set up in the system, book the
Ve

Before you begin, ensure you have set up your Scheduler to easily book walk-in patients. See
“Setting up your Scheduler to book walk-in patients” on page 80.

To book a patient for a walk-in appointment:

1. On the right side of the Scheduler, use the Patient Search area to search for the patient:
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a) In the Family Name /Portion field, enter the patient’s last name.
b) In the Given field, enter the patient’s first name, and then on your keyboard press Enter.

2. In the search results list, click the patient name, then, on your keyboard, press Ctrl+ Insert.
(You can also click Appointments > Walk-in (Quick Book) on the Scheduler menu). If
configured, the EMR displays Appointment Detail window.

3. If the EMR displayed the Appointment Detail window, click Exit.
The EMR adds the patient to the Walk-in schedule.

patient automatically appears in the schedule as Arrived. (The EMR displays "A-" in
front of the patient's name in the appointment time slot to indicate a patient as
arrived.)

‘ Note: When you use the Walk-in (Quick Book) method to book the patient, the
V4

‘ Note: Depending on your clinic’'s workflow, you might manually move the walk-in

p patient appointment to a practitioner's schedule. In other workflows, a practitioner
must claim the patient from the Walk-In list on their WorkDesk. After a practitioner
claims a patient, the EMR automatically moves the walk-in patient appointment to
their schedule.

Booking an appointment for a patient assigned to a care team

If you book an appointment for a patient assigned to a care team, you must first find out who
the patient's care team members are. See “Viewing a patient’'s care team members” on page
00. After you find the patient's care team members, you can book the patient in the appropriate
practitioner schedules. See “Booking an appointment in two or more practitioner schedules
simultaneously” on page 60,

Viewing a patient’s care team members
To view a patient’s care team members:
1. From the Appointment Scheduler, search for the patient, and then open the Patient
Maintenance window. See “Opening the Patient Maintenance window” on page 17.

2. In the Name/Addr/Phone tab, in the Care Team area (located in the second column), click
View.

Booking an appointment in two or more practitioner schedules simultaneously

When you book multiple practitioners, you usually book one after another, sometimes with a
small bit of overlap. Practitioners are not usually scheduled at the same time. However, in some
situations, you may need to book care team members together at the same time with a patient.
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To book an appointment in two or more practitioner schedules simultaneously:
1. Ensure that both of the practitioner's schedules are visible in the Scheduler.

2. Find an appointment slot that is free in both of the practitioner's schedules at a reasonable
distance apart.

3. Book the appointment in one of the practitioner's schedule.

4. Right-click the appointment you booked with the first practitioner and click Copy. Your
cursor changes to a large plus sign.

5. In the other practitioner's schedule, click an empty time slot. The EMR displays a dialog box
asking “Provider is different - continue?”. Click Yes. The EMR adds the copied appointment
to the second practitioner's schedule and displays a dialog box asking “Are you going to
make another copy of this appointment?”

6. Perform one of the following actions:

m If you want to copy this appointment into another practitioner’s schedule, click Yes, and
then click an empty time slot in the next practitioner's schedule.

m If you are finished copying the appointment into other practitioner's schedules, click No.

Tip: If you want to change any detalils in the appointment you copied into another
practitioner's schedule, right-click the copied appointment and click Edit to open
the Appointment Detail window.

Booking an appointment for a practitioner and a resource simultaneously

You can book an appointment for a practitioner and a resource at the same time. Some
examples of a resource include a nurse, a room, or even piece of equipment required for the
appointment,

Multi-Resource. Your Administrator must also assign specific Resource Types in
the EMR and associate these resources with specific Appointment Types. For
example, your Administrator might add a nurse as a resource, and associate the
Resource Type of Nurse, with an Appointment Type of PAP.

‘ Note: For this feature to work, your Administrator must configure the EMR to Use
»

To book an appointment for a practitioner and a resource simultaneously:

1. Book an appointment as you normally would. See “Using patient lists (waiting lists)” on page
108 or “Booking appointments that are not linked to patients” on page 65.
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2. In the Appointment Detail window, in the Appointment for section, in the Type drop-down
list, click an appointment type. The EMR displays all of the resource types associated with
this type of appointment in the Resources area.

Tip: The EMR displays the Appointment Detail window only if your Administrator
has configured the EMR to open the window during booking.

If the EMR does not display the Appointment Detail window during booking, after
you make the appointment, right click the appointment and click Edit. The EMR
opens the Appointment Detail window. You can now select an appointment Type.

3. In the drop-down list beside each resource type, click the resource that you want to book
with this appointment. For example, in the drop-down list beside the resource type Nurse,
click a nurse’s name.

4. \When you finish selecting resources, click Save ( H ).

Booking multiple patients in one time slot

You can book an unlimited number of patients in one time slot. This feature is useful for group
bookings.

To book multiple patients in one time slot:
1. Book the first patient. See “Using patient lists (waiting lists)” on page 108.

2. In the Scheduler, click the booked time slot and then, on the Appt: menu bar, click Add
Line. (You can also press Ctrl + | on your keyboard.) The EMR inserts a new line below the
current time slot,

3. Book the next patient as usual in the new slot. See “Using patient lists (waiting lists)” on page
108.

4. Repeat Step 2 to Step 3 for each patient you want to book in this time slot.

Finding the next available time slot with a defined set of criteria

Often, when you book appointments, you need to meet a specific set of criteria. For example,
you may need to book a specific type of appointment at a specific location, on a specific day. If
you work in a busy clinic, it can be very difficult to find open time slots that meet your criteria.
Appointment time searches can save you a lot of time and frustration. You can perform an
appointment time search to quickly find the next available time slot that meets all of your
booking requirements.

To perform an appointment time search:

1. On the Scheduler menu, click Appointments > Time Search. The EMR displays the
Available Time Slot Search window,
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a) Select the check box beside the practitioner(s) you want to book the patient with.

b) It you select more than one practitioner, click one of the following options:

All Selected: to find an available appointment slot for all of the selected practitioners

Any Selected: to find an available appointment slot for any of the selected practitioners

3. To book a room (or rooms) for appointment, in the Rooms area:

a) Select the check box beside the room(s) you want to book the patient in.

b) If you select more than one room, click one of the following options:

All: to find an available appointment slot for all of the selected rooms

Any: to find an available appointment slot for any of the selected rooms

4. Use the following table to enter your search criteria.

Field Description

Location

If your clinic has multiple clinic locations, in the drop-down list,
click the location you want to book the appointment, or click
All.

Note: If the patient list is assigned to a specific location, then
that location is selected by default.

Day of Week

To search for available appointment slots on a specific day
of the week, in the drop-down list, click the day.

To search for available appointment slots on any day of the
week, in the drop-down list, click Any day.

Note: You cannot click multiple days (for example, Monday
and Friday).

Time Type

To find an available appointment slot in a time put aside for
specific types of appointments (using Time Types), in the drop-
down list, click the appointment reason.

Look in # of Days

Enter the number of days from the Start From date to search
for available appointment slots. For example, to view available
appointment slots for the next week, enter 7.

Get # of Time Slots

Enter the number of time slots you require.

Start From

Enter the date and time from which to start looking for the
appointment. This field defaults to the current date.

Minutes Between
Time Slots

Enter the number of minutes you want between any time slots.
The default is 30.
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Description

Minimum Time Slot Click the minimum length you want for a time slot. Your choices
Length are: <Any>, 5, 6, 7.5, 10, 12, 15, 20, 30, or 60 min.

Specific Time area

Use this area to limit the time of day for available appointments slots displayed.

After this time Enter the minimum start time in hours and minutes (using the
24 hour clock). The appointment search finds appointments
after the time you enter here.

Before this time Enter the maximum end time in hours and minutes (using the
24 hour clock). The appointment search finds appointments
before the time you enter here.

5. Click Search. The EMR lists time slots matching your criteria for the next 10 day period in
the Resulting Time Slots area.

6. In the Resulting Time Slots area, click the time slot that you want to book. The EMR
displays the practitioner(s) name(s) at the bottom of the window.

7. Perform one of the following actions:

To book the appointment, click Book. The EMR books the patient and removes the
patient from the waiting list.

To view the time slot on the Appointment Scheduler first, click Go To Time Slot. The
EMR opens the Appointment Scheduler for the selected date. The appointment slot is
highlighted and the patient's name is selected n the Patient Search area.

‘ Important:
/2

If you book the patient from the Appointment Scheduler, and that patient was on
the waiting list, you must manually remove the patient's name from the waiting list.
See “Printing an appointment list (day sheet)” on page 151.

Booking repeat visits for a patient with the same appointment reason

64

There may be times when you need to book repeat visits for a patient with the same
appointment reason. For example, you may have a diabetic patient who is notorious for
forgetting to book her regular diabetic check-ups. You might encourages her to book all of her
diabetic visits for the year all at the same time. You can easily book these repeat visits by
repeatedly copying one appointment and then adding each copied appointment to empty time
slots in the Schedule.

To book repeat visits for a patient with the same appointment reason:

1. Book the first appointment as usual. See “Using patient lists (waiting lists)” on page 108 or
“‘Booking appointments that are not linked to patients” on page 65.

Wolf Front End Staff User Guide - Issue 02.05



Appointments

2. Right-click the first appointment you booked for the patient and click Copy. Your cursor
changes to a large plus sign.

3. Navigate to the day you want to book the next appointment, and click an empty time slot.
The EMR adds the copied appointment to the schedule and displays a dialog box asking
“Are you going to make another copy of this appointment?”

4. Perform one of the following actions:

m If you want to copy this appointment to add it to another day in the schedule, click Yes,
and then repeat step Step 3 .

m If you are finished adding copied appointments to the schedule, click No.

Viewing the appointment history for a patient

You can view the appointment history for a patient to ensure that you do not book them too
early or too late for a specific type of appointment. You can also see, in general, when they
prefer to be booked. For example, some patients prefer appointments first thing in the morning,
while others prefer to have appointments after they are done work.

To view the appointment history for a patient:
1. Perform one of the following actions:

a) Inthe Schedule, click a patient's booked appointment.

b) Use the Patient Search area to search for the patient, then click the patient's name.
2. On your keyboard press F9. The EMR displays the Patient Maintenance window.

3. Click the Appointments tab. You can see a list of the patient’s previous appointments with
details including the dates and times they were booked, the practitioners they saw, and the
reasons for the appointments.

Booking appointments that are not linked to patients

There are times when you need to book appointments that are not linked to a patient.

For example, you may need to book a meet-and-greet appointment for a new patient. However,
the practitioner has not yet confirmed that they want to accept this patient into their practice, so
you do not want to add the patient in your EMR system until after the meet and greet

appointment. See “Booking an appointment without adding the patient in the EMR” on page 66.

Other examples of appointments that are not linked to a patient are meetings with sales
representatives, or staff meetings. See "“Booking a non-patient appointment” on page 66.
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Booking an appointment without adding the patient in the EMR
To book an appointment without adding the patient to the EMR:
1. On the right side of the Scheduler, in the Patient Search area;
a) In the Family Name /Portion field, enter the patient’s last name.

b) In the Given field, enter the patient’s first name.

‘ Note: Do not press Enter.
Vg

2. On the lower right side of the Scheduler, in the Appointment Reason drop-down list, click
a reason for the appointment.

3. On the Scheduler, right-click an empty appointment slot and click Book. The EMR opens a
a dialog box prompting you to enter a contact phone number.

4. Enter the patient's phone number and click OK. (If you don't want to enter a number, click
Cancel)

5. If the EMR displays the Appointment Detail window, perform one of the following actions:

m If you need to change the appointment details, make your changes, click Save ( H )
and then click Exit.

m [f you do not need to change the appointment detalils, click Exit.

The appointment appears in the Scheduler with an asterisk (*) before the patient's name. For
example * Fred Smith.

Q Tip: The asterisk (*) indicates the appointment is not linked to a patient.

Booking a non-patient appointment

Examples of non-patient appointments are meetings with sales representatives, or staff
meetings.

To book a non-patient appointment:

1. On the right side of the Scheduler, in the Patient Search area:

a) In the Family Name field, enter a description of the appointment (for example, Pharma
Rep).

‘ Note: Do not press Enter.
Vg
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2. On the Scheduler, right-click an empty appointment slot and click Book. The EMR opens a
a dialog box prompting you to enter a contact phone number.

3. Enter the contact phone number and click OK. (If you don't want to enter a number, click
Cancel.)

4. If the EMR displays the Appointment Detail window, perform one of the following actions:

m If you need to change the appointment details, make your changes, click Save ( H )
and then click Exit.

m If you do not need to change any of the appointment details, click Exit.

The appointment appears in the Scheduler with an asterisk (*) before the description you
entered in the Family Name field. For example * Pharma rep.

Q Tip: The asterisk (*) indicates the appointment is not linked to a patient.

Best Practice: After you book a non-patient appointment, ensure that you
indicate that the appointment should not be billed. See “Indicating that an
appointment should not be billed” on page 67.

Viewing the phone number of a non-patient
To view the phone number of a non-patient:
1. In the Scheduler, click the non-patient appointment.
2. Perform one of the following actions:

m Hover your cursor over the non-patient appointment. The EMR displays the reason for
the appointment and the non-patient phone number.

m  On the Scheduler menu, click Appointments > Non Patient Phone Number. The
EMR displays the phone number in the NON Patient Contact Phone Number dialog box.
Click OK.

Indicating that an appointment should not be billed

When you book non-patient appointments (for example, staff meetings) you need to indicate
that the appointment should not be billed.

To indicate that an appointment should not be billed:

1. In the Scheduler, right-click the non-patient appointment and click Memo (Non-Billable).
The EMR displays a dialog box with the message “Disable billing for this appointment?”

2. Click Yes. The EMR displays a dialog box with the message “Memo Designation added.”

Wolf Front End Staff User Guide - Issue 02.05 67



Appointments

3. Click OK. The non-patient appointment appears in the Scheduler with MEMO after the
asterisk. For example, * MEMO Staff Meeting.

‘ Note: This memo flags to the billing staff that they do not need to create a bill for
y this appointment.

When you add the memo designation, the appointment does not appear in the
Billing list in the Billing program.

Changing an appointment before the appointment date

You work in a busy clinic and patients have busy lives, so things can change. You may need to
make changes to a patient's appointment. The following sections describe some of the ways to
change an appointment before the appointment date.

Changing the appointment reason, length, and other details
To change appointment details:
1. In the Appointment Scheduler, right-click the appointment and click Edit.

2. Edit the appointment details as necessary.

3. Click Save ( H ) and then click Exit.

Moving an appointment to a new time, day, or practitioner
To move an appointment:

1. In the Scheduler, right-click the appointment and click Move. The EMR displays a dialog
box asking you to confirm the move information.

2. Click Yes. Your cursor changes to a plus sign with arrows on the ends.

3. Navigate to the day where want to move appointment, and click an empty time slot. The
EMR moves appointment.

Note: It you moved the appointment to a different practitioner's schedule, The EMR
displays a dialog box asking “Provider is different - continue?”. Click Yes.

Cancelling an appointment before the appointment date
To cancel an appointment before the appointment date:

1. Inthe Scheduler, right-click the appointment and click Cancel and then click one of the
following options:
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m Cancel (less than 24 hours): Click this option if the patient cancels with less than 24
hours notice.

m Cancel (greater than 24 hours). Click this option if the patient cancels with more than
24 hours notice.

m Remove: Click this option to remove an appointment you made in error. (You can only
Remove an appointment that is not yet Arrived.)

The EMR displays a dialog box asking you if you want to cancel this appointment.

2. Click Yes. If you chose one of the Cancel options, the EMR displays the following prompt:
‘Do you want to create a bill for this cancellation?”.

3. Perform one of the following actions:
m If you want to create a bill, click Yes.

m If you do not want to create a bill, click No.

Tip: The EMR tracks cancelled appointments for each patient, including the
cancellation type. You can use this information to bill for late cancellations, or to
know which patients to stop booking.

You can find a list of cancelled appointments in the Patient Maintenance window,
on the Appointments tab.

Managing and tracking patient appointments

The following sections provide and effective workflow to help you manage and track patient
appointments from confirmation, to arrival, and departure.

About the Appointment Confirmations list

Some clinics like to confirm their appointments with their patients to maintain their schedules
and to remind the patient of their appointments.

You can use the Appointment Confirmations list to view a list appointments that need to be
confirmed. You can see which patients you need to contact to remind them of their
appointment and to get them to confirm their appointment.
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Enabling a patient's name to appear on the Appointment Confirmations list

‘ Important;
Ve

For a patient's name to appear on the Appointments Confirmations list, you
must select the Confirm Appointments check box for the patient on the
Appointments tab in the Patient Maintenance window.

The next time you make an appointment for this patient, the EMR adds their name
to the Appointments Confirmations list.

Viewing the Appointment Confirmation list
To view the Appointment Confirmation list:;
On the Scheduler menu, click Patients > O/S Appt Confirmations - 5 Days.

Confirming an appointment
To confirm an appointment:

1. Inthe Scheduler, right-click the appointment and click Confirm. The EMR displays a dialog
asking you if you want to “Update Appointment as CONFIRMED?”

2. Click Yes. The EMR inserts a C before the patient name, to indicate that the patient has
confirmed their appointment.

Tip: To view the appointment reason and patient phone number for a confirmed
appointment, hover your cursor over the appointment.

Indicating that a patient did not show up for their appointment

When a patient doesn’t show up for an appointment, you need to cancel the appointment, and
indicate that the patient was a “no show”.

To indicate that a patient did not show up for their appointment:

1. In the Scheduler, right-click the appointment and click Cancel > Cancel (No Show). The
EMR displays a dialog box asking you if you want to cancel this appointment.

2. Click Yes. The EMR displays the following prompt: “Do you want to create a bill for this
cancellation?”.

3. Perform one of the following actions:
If you want to create a bill, click Yes.

If you do not want to create a bill, click No.
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The EMR displays the following prompt “Set ‘Confirm Appointment’ indicator for this
patient”?”,

4. Perform one of the following actions:

If you want to set a “Confirm Appointment” indicator for this patient, click Yes.

Q Tips:
It you click Yes, the EMR selects the Confirm Appointments check box on
the Appointments tab in the Patient Maintenance window.

\When the Confirm Appointments check box is selected, the next time you
make an appointment for the patient, the EMR displays the patient's name and
phone number in the Appointment Confirmations list. You use the
Appointment Confirmations list to view appointments that need to be
confirmed. You can see which patients you need to contact to remind them of
their appointment and to get them to confirm their appointment.

To view the Appointment Confirmations list: On the Scheduler menu, click
Patients > O/S Appt Confirmations - 5 Days.

If you do not want to display the patient's name and phone number in the Appointment
Confirmation list, click No.

Best practice: Always use the Cancel (No Show) option when you cancel an
appointment for a patient who does not show up.

(Do not cancel the appointment with the Cancel (less than 24 hours) option or the
Cancel (greater than 24 hours) option.)

a patient who did not show up for an appointment, the EMR displays a message
indicating the number of no shows the patient has had in a set number of months.
For example, “Patient had 2 no shows in last 6 months.”

Q Tip: I your Administrator configured No Show Warnings, the next time you book

Indicating that a patient has arrived
To indicate that a patient has arrived:

In the Scheduler, right-click the appointment and click Arrive. The EMR inserts an A before the
patient name, to indicate that the patient has arrived, and displays the Verify Patient Details
window.

Validating a patient's demographic information
After you mark a patient as Arrived, the EMR displays the Verify Patient Details window.
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To validate a patient's demographic information:
1. In the Verify Patient Details window, verify that all of the information is correct.
2. Perform one of the following actions:

If the information is correct, click Close.

If you want to verify the patient's PHN with MSP, click Verify with MSP.

! Werify with MSP % Cpen Patient Mainkenance Close

If you need to update the information, click Open Patient Maintenance, and then do
the following:

a) Update the information as necessary, and then select the Patient Data Verified
check box.

b) Click Save (l' J ) and then click Exit.

Monitoring clinic traffic

72

You can monitor clinic traffic to keep track of: patients who have appointments for today, but
have not yet Arrived, patients who are waiting for a room, and which exam rooms are occupied,
and by whom.

To monitor clinic traffic:

Ensure the Scheduler is open, then on your keyboard, press Control + J. The EMR displays
the Clinic Day View window.

‘ Note: The Clinic Day View window contains read-only information.
Ve

The Clinic Day View window contains three main areas:

Appointments: The Appointments area displays all patients who have appointments for the
current day and have not yet Arrived.

Patients Waiting: The Patients Waiting area displays all patients that have Arrived for their
appointment, but have not moved to an exam room vet,

Exam Rooms: The Exam Rooms area displays all patients in Exam rooms. You can see
which room the patient is in, when they moved to the room, and which practitioner the
patient is booked with,
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Indicating that a patient has moved to an exam room

You can indicate that a patient has moved to an exam room and, if rooms are configured, you
can also indicate the room number.

Indicating a patient has moved to an exam room (if rooms are not configured)
To indicate that a patient has moved to an exam room (If rooms are not configured):

In the Scheduler, right-click the appointment and click In Exam Room. The EMR inserts an E
before the patient name, to indicate that the patient has moved to an exam room.

Indicating a patient has moved to an exam room (if rooms are configured)
To indicate that a patient has moved to an exam room (If rooms are configured):

1. Ensure the Scheduler is open, then on your keyboard, press Control + J. The EMR
displays the Clinic Day View window.

2. In the Exam Rooms area, check to see which rooms are available, and then click Exit.

3. In the Scheduler, click the appointment, and then on the Appt menu bar, in the Exam
Room drop-down list (beside the Arrived button), click a room. The EMR inserts the room
number before the patient name, to indicate that the patient has moved to that exam room.

Marking an appointment as finished

To mark an appointment as finished:

In the Scheduler, right-click the appointment and click Finished. The EMR inserts an F before
the patient name, to indicate that the appointment is finished.

‘ Note: A practitioner can mark the appointment as finished when they close their
» notes.

Tip: If you unintentionally change the appointment status (Confirmed, Arrived, In
exam room, or Finished) and want to revert back to the previous status, right-click
the appointment and click Reset Appointment Status.

For example: You confirmed an appointment, and set the status to Arrived when
the patient came in. However, you then set the status to In Exam Room, but you
hadn't assigned an exam room and the patient was still in the waiting room. To fix
this, you would right-click the appointment and click Reset Appointment Status.
The status would revert to Arrived.
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Reminding a patient of upcoming appointments

When a patient is finished with their appointment, you may want to remind them of any
upcoming appointments. You need a way to easily view a patient’s future appointments.

Viewing a patient’s future appointments

To view a patient's future appointments:

1. Inthe Scheduler, click the patient’s current appointment. The Future Appointments field,
near the bottom of the Patient Search panel, displays the patient's next appointment.

2. To view other future appointments for this patient, click the down arrow to the right of the
Future Appointments field.

Viewing more information about a patient’s future appointment

You may want to view more information about a patient’s future appointment. You can set the
EMR to display an Appointment Information window when you click a future appointment. The
Appointment Information window contains more information about the patient’s future
appointment.

To view more information about a patient’s future appointment;

1. On the Scheduler menu, click User Preferences > Appointment Display Settings >
Show Next Appointment Data.

2. In the Scheduler, click the patient’s current appointment.

3. Near the bottom of the Patient Search panel, in the Future Appointments drop-down list,
click an appointment. The EMR displays an Appointment Information window with more
information about the patient’s future appointment. The future appointment information
includes:

m Date and time
m  Practitioner
m Length

m | ocation

m Reason

Tip: After you enable the Show Next Appointment Data option, you can view
additional information about any patient’s future appointments.

Printing a list of future appointments for a patient

I a patient has a series of upcoming appointments, you may want to print this list for the patient.
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To print a list of future appointments for a patient:

1. In the Scheduler, click the patient’s current appointment.

2. On the Scheduler menu, click Reports > Future Appointments.

Note: If the patient does not have any future appointments, you can not select the
) Future Appointments option. The Future Appointments option is greyed out,

The EMR displays the Printer Options window.

3. If you want to print the report for a specific provider, in the Provider drop-down list, click a
provider.

4. Click OK.

Setting up practitioner schedules

There are several ways to set up practitioner schedules to customize your Scheduler
workspace and to help you work as efficiently and comfortably as possible. You can select the
number of practitioner schedules to display, and choose to display only a default set of

practitioners working today. You can also create groups of practitioners to display at the same
time,

Setting the number of practitioner schedules to display

You can choose the number of practitioners you want to display in the Scheduler for optimal
viewing. Each practitioner schedule appears as a column in the Scheduler.

1. On the Scheduler menu, click User Preferences > Schedule Display Settings > Set
Max Displayed. The EMR displays a dialog box.

2. Inthe dialog box, enter the maximum number of practitioners (columns in the scheduler) you
want to display at once and click OK.

Tip: You can display up to eight practitioner schedules at once, however, four
tends to facilitate optimal viewing (depends on screen size).

Selecting default practitioner schedules to display

You can select specific practitioners to display by default. This feature is useful if you want the
Scheduler to only display the practitioners who are working today.

To select default practitioner schedules to display:

1. Select the number of practitioner schedules to display. See “Setting the number of
practitioner schedules to display” on page 75.
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2. At the top of each schedule column, in the practitioner drop-down list, click the practitioner
whose schedule you want displayed. (This also sets the order that the practitioner
schedules appear across the Scheduler.)

» Wolf Appointment Scheduler - Login as John Coltrane, M.D.

Appointments  Calendar Providers Patients Reports User Preferences  Configure  Help

E| Appt: [ Book | [ Add Line | [ unfiled || [ Arrived |

|ﬂ | Fitter:

View:| Day

[ Week ][ Month ] [Refresh] | [Calendar] 10-Apr-2012 (Tue)

Air, Jane

Bak, Johnny
Banting, Benjamin
Coltrane, John
Davis, Miles
Equipment, Uktrasound
Exam, Room1
Exam, Room2
Exam, Room3
Exam, Roomd
Exam, RoomS
Exam, RoomS
Fisher, Josh
Gordon, Dexter
Jones, Carli

Krall, Diana
MaclLeod, Hamish
Murse, Betty
Walk-in,

- |Bak, Johnny

- |I Banting, Benjamin

- IGDrdun, Dexter

|| Davis, Miles

Appointments (2)
09:00
09:10
09:20
09:30
09:40
09:44| A-Hibbs, Brendan
08:50
10:00
10:10
10:17| A-Hickson, Andrea
10:20
10:30
10:40
10:50
11:00

11:30

11:10

05:00
05:10
0920
05:30
0540
05:50
10:00
10:10
10:20
10:30
10:40
10:50
11:00
11:10
11:20
11:30
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09:00
09:10
09:20
09:30
09:40
09:50
10:00
10:10
10:20
10:30
10:40
10:50
11:00
11:10
11:20
11:30

Appointments

m

| 09:00

Appointment

059:15
05:30
05:45
10:00
10:15
10:30
10:45
11:00
11:15
11:30
11:45
12:00
1215
12:30
12:45

3. When you are finished selecting practitioner schedules, on the Scheduler menu, click User
preferences > Schedule Display Settings > Save Service Providers Selected to save
this view.

Vg

Note: If you do not save this view, the practitioners you selected are not saved and
your Scheduler reverts to the original Scheduler layout before you changed the

columns.

Creating a practitioner group

Creating practitioner groups is particularly useful for large clinics because it allows you to create
groups of practitioners that you can view at the same time. For instance, on any given day only
certain practitioners may be in the office. You can create a practitioner group for every day of
the week.

<

To create a practitioner group:

Note: Before you begin this process, select a date when you are sure there are no
locums scheduled to work. They will replace the practitioner in this group.

1. Ensure you have set the maximum number of columns to display in the scheduler. See
“Setting the number of practitioner schedules to display” on page 75.

2. On the Scheduler menu, click User Preferences > Schedule Display Settings > Add
group. The EMR displays the Add Physician Group dialog box.

3. In the New Physician Group field, enter a name for your practitioner group.
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4. Click OK. The EMR displays a dialog box with the following message: “Screen Initialized -
select desired Service Providers for each appointment list - DO NOT select locums, they will
automatically replace Office Service Providers”

5. Click OK. The EMR displays a dialog box with the following message: “Physician group
added”.

6. Click OK. A drop-down list appears beside the Filter field, displaying the group you just
created. All practitioner schedules are removed from the screen and are replaced with blank
schedules.

7. At the top of each schedule column, in the practitioner drop-down list, click the practitioners
you want to add to the group.

Note: Ensure that your practitioner selections are correct and appear in the order
y you want. The practitioner selections on your screen will become the practitioner

group.

8. On the Scheduler menu, click User Preferences > Schedule Display Settings > Define
group. The EMR displays a dialog box with the following message: “<group name>
defined”.

9. Click OK.

Note: Practitioners can be a member of more than one group.

/ Important: Groups are user-specific, so they are not visible to other users in the
clinic.

Viewing a practitioner group
To view a practitioner group:

In the practitioner group drop-down list beside the Filter field, click the group of practitioners
you want to display. The Scheduler displays the practitioner group.

Deleting a practitioner group
If you no longer require a practitioner group, you need a way to delete it.
To delete a practitioner group:

1. In the practitioner group drop-down list beside the Filter field, click the practitioner group
that you want to delete. The Scheduler displays the practitioner group.

2. On the Scheduler menu, click User Preferences > Schedule Display Settings >
Remove group. The EMR displays a dialog box with the following message: “Remove
Physician Group: <group name>"?",
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3. Click Yes. The EMR displays a dialog box with the following message: “Physician Group
removed”.

4. Click OK.

Changing a practitioner group

You work in a busy clinic with schedules that can change, and often do. You need a way to
change practitioner groups to adapt to these changes.

The changes you need to make to the group determine which method you use:

If you want to change the members in a group, see “Changing practitioner group members”
on page 78.

If you want to change the name of a practitioner group, see “Changing the name of a
practitioner group” on page 78.

Changing practitioner group members
To change practitioner group members:

1. In the practitioner group drop-down list beside the Filter field, click the practitioner group
that you want to change.

Note:

» If you are removing members, you must initialize the screen to clear the
practitioners names: On the Scheduler menu, click User Preferences >
Schedule Display Settings > Initialize Screen.

If you are adding a members, increase the Set Max Displayed number to the
number of practitioners who will be in the group: On the Scheduler menu, click
User Preferences > Schedule Display Settings > Set Max Displayed.

2. Inthe Scheduler, at the top of each schedule column, in the practitioner drop-down list, click
the practitioners you want in the group.

3. When you finish selecting the practitioners and their order, on the Scheduler menu, click
User Preferences > Schedule Display Settings > Define group.

Changing the name of a practitioner group

If you want to change the name of a practitioner group, you must first delete the group and then
recreate the group with the new name.

To change the name of a practitioner group:

1. Delete the practitioner group that you want to rename. See “Deleting a practitioner group” on
page /7.

78 Wolf Front End Staff User Guide - Issue 02.05



Appointments

2. Recreate that group with the new name. See “Creating a practitioner group” on page 76.

Customizing the Scheduler to facilitate booking

You can set up user-specific Scheduler configurations to increase the efficiency of your patient
searches and to facilitate your booking workflow. For example, you can set the EMR to display
a patient’s primary practitioner when you are booking them. This helps facilitate your booking
workflow, as you can verify the patient’s practitioner at a glance.

To customize the Scheduler display options:

1. Open the Scheduler: On the Wolf EMR Launch page, on the Wolf Programs menu bar,

click Scheduling.

2. On the Scheduler menu, click User Preferences > Booking Display Settings.

3. Use the following table to customize your Schedule display using the Booking Display

Settings:

Booking Display Setting Description

Display Confirmation
Method

Creates a Confirmation Method field in the lower right-
hand portion of the screen. Use this field to indicate the
method of communication you used to confirm the
appointment with the patient. If the appointment is already
confirmed, this field indicates the method used to confirm
the appointment.

To remove this field, click Display Confirmation Method a
second time to toggle it off again and the field disappears
from the screen.

Display Priority

Displays the Priority of the patient’'s appointment in the
Patient Search area. You use the Priority drop-drop
down list to change the priority status. Examples of
appointment priorities are High or Low.

Display Service

Creates a box in the lower right-hand portion of the screen

Provider where the primary service provider of the patient is
displayed when the patient is selected from the Patient
Search or the appointment is selected in the Scheduler.

Display Referral Creates a Referred By field in the lower right-hand portion

Physician of the screen where the referring Physician of the patient is

displayed when the patient is selected from the Patient
Search or the appointment is selected in the Scheduler.
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Booking Display Setting Description

Display DOB in Patient

Displays the patient date of birth (DOB) beside their

Search name on search lists
Creates a DOB field for you to enter the patient's Date of
Birth when doing a patient search.
Double Booked Sort By | Sort double-booked appointments by the booked time
Booked rather than the arrived time. This is not the default setting,
meaning that double booked appointments sort by arrival
time until you select this option.
Display Appointment Creates an Appointment Reason field in the lower right-
Reasons hand portion of the screen where you can select an

appointment reason when booking a patient appointment.

Appointment Reason
Settings

Select one of the following options for viewing the reason of
an appointment:

Load Reasons at Startup
Clear Reason after booking

Prompt if No Appointment Reason

Include Inactive
Patients in Search

Displays Inactive or Archived patients. You can find this
Inactive/Archive information on the Other Demographics tab
in Patient Maintenance. Valid options are:

Al
Left Practice (LP) Only
Deceased (D) Only

Inactive (I) Only

Setting up your Scheduler to book walk-in patients

To set up your Scheduler to easily book walk-in patients:

1. On the Scheduler menu, click User Preferences > Schedule Display Settings > Set
Max Displayed. The EMR displays a dialog box.

2. In the dialog box, enter the maximum number columns to display in the scheduler to one
more than the number of practitioners working that day. For example, if there are four
practitioners working that day, set the maximum columns to display as five.
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3. Set the far right column to be the Walk in column: In the far right schedule column, in the
practitioner drop-down list, click Walk in.

‘ Note: This set up requires that your Administrator has created a generic walk-in

y practitioner in the EMR. If you do not see Walk in the practitioner drop-down list,
ask your Administrator to create a generic walk-in practitioner in the EMR with the
following data:

Name/Address tab:

m Family name = Walk in

Resource Type = Practitioner

Primary Location = <<Your location>>
Provider Label Name = Walk in

Other Data tab:

m Select the Walk-in Physician check box

Your instructor will explain how to use this column later in the module when they cover “Booking
a patient for a walk-in appointment” on page 59.

About schedule priorities

Schedule priorities determine how background colour and text are layered on the schedule.
When you set up your appointment schedule layouts, you apply priority levels to blocks of time
to provide a more visual stacking of the schedule and to define how the schedule is going to
look.

The priority level you use matters. The lower the priority level number, the higher the priority,
which means that a priority of 1 overrides aimost everything else and appears on the top layer
of the schedule. You can use priority levels to make certain blocks of time stand out on the
schedule, or override other blocks of time. For example, when you block off time in the
schedule for a practitioner's lunch, you set the Priority to level 4. Then when you block off
vacation time for that practitioner, you set the Priority level to 3. This layers the vacation notice
on top of the lunch notice.

Another example is that a Holiday (Priority level 2), for example Canada Day, takes precedence
over a Lunch/Meeting (Priority level 4).
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Schedule Priority codes

The following table describes the default schedule Priority codes.

Priority code  Definition / Description

1 (Reserved) | Highest priority (top layer in the schedule)

Doctor's Exception

Holiday entries
Do Not Book / Off / Vacation
Lunch / Mesting

Peak Hours

ol b~ WOIDN

to 8 Service Provider - Services: Clinic visits, Complete Physical Exams (CPX),
Prenatal exams

9 Clinic Hours

Lowest priority (bottom layer in the schedule)

Setting up appointment schedule layouts
The following sections explain how to do the following:
m Set practitioner booking hours
m Add new Schedule Type options
m Configure appointment reasons
m Block off time in the schedule for breaks and vacation days
m Specify days when a practitioner works at another facllity
m  Assign specific types of appointments to days or time slots
m  Quickly block off (and unblock) an appointment slots or an entire day

m Add a note to a day on a practitioner’s schedule

Setting a practitioner’s booking hours

To set a practitioner's booking hours:
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1. On the Scheduler menu, click Configure > Physician and Clinic Hours (Schedule
Setup). The EMR displays the Time Definition Maintenance window.

B9 Time Definition Maintenance @
File  Wiew Options
EXTT) @ Clinic hours 09:00 to 17:00
Location [l.-'\folf Clinic: v‘ Service Provider [Cas’[leberr‘f, Moses v‘
Current Schedule Listing T Schedule Defintion
Location ‘T\;pe From ‘Up To Dray |Date Hr  [Min |Hr |Min |Inserted
Wi Clinic Hours 28May 2013 Fri El 0 17 0 28May/20M3 01:52 PM
Wi Clinic Hours 28y 2013 hdon 9 u] 17 0 28May201 3 01:52 PM
Wi Clinic Hours 28Mary 2013 Thu 9 0 17 0 28Mayi201 3 01:52 PM
o Clinic Hours 28May 2013 Tue k] u] 17 0 28May2013 01:52 FM
Wi Clinic Hours 28May 2013 e a 0 17 0 28Mayi2013 01:52 PM

2. If your clinic has multiple locations, in the Location drop-down list, click the location where
you want to set the hours.

3. Inthe Service Provider drop-down list, click a practitioner's name.

Q Tips:
If you want to set hours that apply to the entire clinic (for example, statutory
holidays), click <Entire Office> in the Service Provider drop-down list.

The Schedule Type drop-down list contains a list of holidays and other clinic-
wide schedule types to choose from.
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4, In the top left area of the Time Definition Maintenance window, click New (@). The EMR

displays the Schedule Definition tab.

53 Titne Definition Maintenance @
File  Wiew Options
EXTT) @ L J = Clinie: hours 09:00 to 17:00
Location [INDIf Clinic Castleberry, Moses v]
Current Schedule Listing Schedule Definition
Office Location
[Wolf Clinic vl |:| Cravr Patients Only
Schedule T
ST R Time Dedinition Time Period
[ 7|
21 Mays20135
Ups To (ot Includding) |:|
Dray ! Time:
D f the Vieek Priorit
Ol OUAD WiES L . Specific Date (1 Day only)
— || | E2 - -
Time
From | Up Ta
Hour: ~ | Hour
tin: [ | mine
Appointment Definition -
Reason [ -
[ Mon Billable

5. In the Schedule Type drop-down list, click Clinic Hours.

Tip: If you are defining web-bookable day or time slot, click a Schedule Time Type
that is configured to be “web bookable”.

page 86.

Tip: If you do not see the schedule type that you want in the Schedule Type drop-
down list, you can add a new type. See "Adding new Schedule Type options” on

6. In the Day of the Week drop-down list, click Monday and, then in the From and Up To
areas, in the Hour and Min fields, enter the practitioner start and end times for Monday. For
example, if If the practitioner only works 10 AM to 2 PM on Mondays, then you would enter
10 in the From Hour field and OO in the From Min field. You would then enter 14 in the Up

to Hour field and OO in the Up to Min field.
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7. For clinic hours, ensure the Priority field is set to 9. (The Priority code for clinic hours is 9.)

Definitions.

12:00| * ek &ppt - 10
1215 * sk Appt - 10
12:30/| ** ek ppt - 10
12:45| * sk Appt - 10
01:00| ** wizh &ppt - 30
01:15 | * ek &ppt - 30
01:30| ** ek Appt - 30
01:45 | * ynieh &ppt - 30

0200 ** aut of affice
0215 = aut of affice
0230 ** aut of affice
0245 = aut of affice

000 % ot of officg

’l

Tip: When setting web-bookable Time Definitions, set the Priority to be a higher
than the number you use for holidays and practitioner Out of Office Time

Appointment slots are only web bookable if a web-bookable Time Type is visible on
the schedule. If you “hide” a web-bookable Time Type with another Time Type, for
example “Out of Office”, then that appointment slot is no longer web-bookable.

Web-bookable slots are covered by
“out-of-office”, therefore the slots
are no longer web-bookable.

8. In the Appointment Definition area, in the Reason drop-down box, click to select a
default appointment reason. (This field is usually set to Office Visit.)

9. In the Appointment Definition area, in the Length drop-down list, click the default length

for appointments booked on these time slots.

10. To indicate that patients can book online appointments only with the practitioner defined as
their primary care provider, in the Web Booking area, select the Own Patients Only check

box.

11. In the Time Definition Time Period area, in the From and Up To (Not including) fields,
enter the Date Range you want the hours you defined to be in effect.

Q Tips:
The From field defaults to today’s date. If you leave the Up To field blank, the
time period is forever, or until you change the Up To field at a later date.

If this time definition is only relevant for one day, enter the date in the Specific
Date (1 Day Only) field.

12. Click Save (l' J ).

18. Repeat steps Step 6 to Step 12 for each day of the week that the practitioner works.
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Q Tips:
m When booking practitioner hours, consider the earliest possible time and the
latest possible time that a practitioner may need to be booked for an
appointment.

m Aleeway of 30 to 60 minutes both before and after normal booking hours is a
good starting point.

m Don't forget to consider nights when practitioners may work with walk-ins.

m The Up To field sets the schedule Up To that time. For example, if you have 15
minute appointments and you set the Up To time to 14:00, your last
appointment time will be 13:456. If the you want to have an appointment time at
1400 you must set the Up To time to 14:15.

Adding new Schedule Type options

Schedule Time Types are the individual blocks of time you can book on the clinic schedule.
Some time types are pre-defined, but you may add as many as you like.

It office hours are defined for a practitioner (as opposed to out-of-office hours), examples of
time types might be CPX (Complete Physical Exam) or Drug Representative. If out-of-office
hours are defined, examples of time types might be vacation, conference, lunch, or rounds.
Other clinic-wide time types include holidays. You can set the time type to appear on the
Scheduler with a certain color in the background.

To add a new Schedule Time Type option when creating a time definition:
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1. On the Scheduler menu, click Configure > Time Types. The EMR displays the Schedule
Time Type Maintenance window.

B3 ZcheduleTime Type Maintenance

=

Backfill Time Percentage
MOAMNUrse Time

Set Colar

|:| Print on Daysheet
[]Exclude From Reports

Red zone Time

File
=0 &

Type: || Pricrity —

Days Before Appt: Priorty ill lll

From j To j

Level IService Pravicer v‘ Infout Code [Clinic Hours -
Reasan [=:N-:.ne:= ,I []Bockable [] Mon-Billable
Default Appt Lendgth -

Checkaout Time

|:| Warn if appts are within newy definition

Boxing Day Clinic:
Canada Day Clinic:
Case Conference Service Pravid
Chriztmas Day Clinic
Chriztmas Shopping Service Provid
Civic Halickay Clinic
Clinic Haurs Service Provid
Clozed Clinic
consult Service Provid

continuing education Service Provid

[« |

Vigh Booking
[ | weh Bookable

Select from

Boakahle from Ming -

Aot Type Lakel

Wb Booking
Instructions

Cliniz Dynamic
Cliniz Dynamic
er Cliniz: Dynamic
Cliniz Dynamic
er Cliniz Dynamic
Cliniz Dynamic
er Cliniz Dynamic
Out of Office Dynamic
er Cliniz . Dynamic
er Clinic: Dynamic

list to DeleteMpdate

prior to

Hours | PFOr.

2. In the top left area of the Schedule Time Type Maintenance window, click New (@).

3. Use the following table to enter the Schedule Time Type information.

Description

Type

Enter the word or phrase that you want to display on the Scheduler.
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Field Description

Days before
Appt

To display a warning if a staff member books an appointment on
these time slots more than a certain number of days prior to the
appointment, enter the number of days here.

To display no warnings, leave this field blank.

Level

In the Level drop-down list, perform one of the following actions:

To make this Time Type available when defining each
Practitioner’s schedule, click Service Provider.

To make this Time Type available only when defining clinic
schedules (for example, holidays or office closed), click Clinic.

Reason

In the Reason drop-down list, click the default appointment reason
to display on appointments booked in these time slots. Examples of
appointment reasons are None, Office Visit, CPX, Office Visit -
Online, and CPX- Online.

Note: The Reason drop-down list contains the list of appointment
reasons that were defined in the Appointment Reason
Maintenance window. To add or edit an appointment
reason, on the Scheduler menu, click Configure >
Appointment Reasons. See “Configuring appointment
reasons” on page 90.

Bookable

To enable appointments to be booked on these time slots, select the
Bookable check box.

To prevent appointments being booked on these time slots, leave
the Bookable check box clear.

Non-Billable

To ensure that appointments booked on these time slots are billed,
leave the Non-billable check box clear.

If you do not want to bill for appointments booked on these time
slots, select the Non-Billable check box; it is not added to billing
when used.

Default Appt
Length

In the Default Appt Length drop-down list, click the default length for
appointments booked on these time slots.

Note: This appointment length should match the practitioner’s
time slot intervals. For example, if a practitioner’s schedule
is set to 10 minutes intervals, then the Time Type Default
Appt Length should be set to 10 minutes.
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Field Description

Set Color To display a background color on these time slots, click Set Color.
The EMR displays a color panel. Click the color you want, and then
click OK.

Print on To print the Schedule Time Type on your Daysheets, select the Print

Daysheet on Daysheet check box.

Note: Most clinics leave this check box clear as they want only
appointments displaying on their Daysheets.

Exclude From
Reports

Leave the Exclude from Reports check box clear.

Warn if appts
are within new
definition

If you do not want users to receive wamings when they try to book
an appointment on the time slot, leave the Warn if appts are within
new definition check box clear.

If you want users 1o receive warnings when they try to book an
appointment on the time slot, select the Warn if appts are within
new definition check box

Priority area

Priority

Enter the default priority level for the Time Type.

Note: The priority determines what layer on the schedule that a
Time Definition displays. The larger the priority number, the
lower the layer on the appointment schedule.

9 = lowest layer (displays behind all other layers)
1 = highest layer (displays in front of all other layers)

Click the question mark icon () to see recommendations for
assigning Priorities.

From

To

In the From and To fields, define the range of priority levels you can
apply to the time type.

For example, if you want the default priority level to be 7, but you
want to be able to customize it between 5 and 9 you would set the
Priority field as 7, the From field as 5, and the To field as 9.

Web Booking area

Web Bookable

Select this check box to make the Time Type “Web Bookable”.

Bookable from

Enter the minimum number of minutes, hours, or days ahead of time
a patient can book an online appointment.

Prior to

Enter the minimum number of minutes, hours, or days ahead of time
a patient can book an online appointment for.
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Field Description

Appt Type Enter a label for the appointment type. This will typically match the
Label name entered in the Type field.

Web Booking Enter any booking instructions for the patient.

instructions

4. Click Save (l' J ) and then click Exit.

Configuring appointment reasons

To edit or add appointment reasons:

1. On the Scheduler menu, click Configure > Appointment Reasons. The EMR displays the
Appointment Reason Maintenance window, with a list of your current appointment reasons

=]

displayed.

B3 Appointment Reason Maintenance

File Cptions

D @

* Search | Data |
Search Criteria
Code Description
| =

Internal IC Complete Deszcription Short Descri... B
153 24 BP 24 BP
a7 Abid distension Ahd distension
E Al Pain Ak Pain
16 Acne Acne
212 Acupunciure Acupuncture
214 AFIB - Holter app AFIB
133 Allergic Reaction Allergic Reac...
B3 Allergies Allergies
43 Allergy injections Allergy injecti...
259 Amputation Armputation
229 Animal Bite Animal Bite =
4 1 5

2. Perform one of the following actions:

To edit an appointment reason: In the list of appointment reasons, click the Internal ID of
an appointment reason you want to edit. The EMR displays the Data tab for the
Appointment Reason.
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To add an Appointment Reason: Click Add New (ﬂ ). The EMR displays the Data tab

for the new appointment reason.

3 Appointment Reasan Maintenance
File  Options

T

(5]

# Segrch  Data

Irternal ID Default izt Template

Complete Description

Shott Description appesaring on Screen

Caolar

Set Colar

Default Fee Code
Default IC09 Code

Default Lencth
L -
Default Demand

)

Vyieh Booking
|:| Dizplay inWeb Appointmert Reasons

Wieh Appt Reasan Lakel

Include In Continuity Court

3. Use the following table to edit or add appointment reason information on the Data tab.

Description
Internal ID The Internal ID field is read-only. The EMR automatically
(read-only) assigns a number to this field.
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Field Description

When a practitioner opens a SOAP Note for a visit with a
specific appointment reason, a specific SOAP Template can
open automatically. For example, if a patient has an
appointment with the appointment reason “Diabetes checkup”,
you can set the CDM Diabetes SOAP Template to open
automatically.

To set a default SOAP Template, in the Default Visit Template
drop-down list, click the SOAP Template that you want to open
automatically for visits with this appointment reason.

Complete
Description

Enter a descriptive name for the appointment reason.

Short Description
appearing on

Enter a short description of the appointment reason. This short
description displays in the appointment slot on the scheduler.

screen

Include in To include appointments with this appointment reason in the

Continuity Count Continuity Count Reports, select the Include in Continuity
Count check box.

Color To display a specific background color in appointments with this

appointment reason:
1. Click Set Color. The EMR displays a color panel.

2. Click the colour you want, and then click OK. The EMR
displays your selected color in the Color field.

Default Fee Code

When a bill is created for a visit with a specific appointment
reason, you can set a specific service code to automatically
populate the bill.

To set a default service code, in the Default Fee Code field,
enter the service code you want to populate the bill with.

Default ICD9 Code

When a bill is created for a visit with a specific appointment
reason, you can set a specific ICD9 diagnosis code to
automatically populate the bill.

To set a default diagnosis code, in the Default ICD9 Code
field, enter the diagnosis code you want to populate the bill with.

Default Length

In the Default Length drop-down list, click the length of time
the appointment is automatically booked for.
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Field Description

Default Demand It your clinic uses Advanced Access Scheduling, perform one of
the following actions:

To set the default demand to External, in the Default Demand
drop-down list, click External.

To set the default demand to Internal, in the Default Demand
drop-down list, click Internal.

Web Booking area

Display in Web To to display the appointment reason on the Patient Portal
Appointment reason for appointment list, select the Display in Web
Reasons Appointment Reasons check box.

Web Appt Reason Enter the appointment reason text that you want to display on
Label the Patient Portal reason for appointment list.

Note: Your patients will see the Web Appt Reason Label.
Avoid using abbreviations or words that a patient may
not understand. For example, use “Complete Physical”
instead of “CPX”.
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Field Description

Select Time Types

(The EMR displays the
Select Time Types
button only when you
select the Display in
Web Appointment
Reasons check box.)

To associate the reason with “web bookable” Time Types:

1. Click Select Time Types. The EMR displays the Select Time
Types window, with a list of “web bookable” Schedule Time
Types.

o' Select Tirme Types EI@
[ Web Appt - 20 -
[] wieb Appt- 10
[] web Appt - 30
[ web Appt- 15

Save Cancel

2. Select the check box beside the Time Type(s) you want
patients to be able to book this type of appointment on, and
then click Save.

Tip: Ensure that you select a Time Type(s) that matches the
appointment length required for the Appointment Reason. For
example, if the appointment reason is “Complete Physical”, and
physicals require a 20 minute appointment, ensure you
associate the “Complete Physical” with the Web Appt — 20 Time
Type.

Tip: If one practitioner spends a longer amount of time with their
patients than other practitioners in the clinic, you can associate
an appointment reason with multiple Time Types that are set for
different appointment lengths.

4. To save the appointment reason, click Save (l' 4 ).

5. To close the Appointment Reason Maintenance window, click Close (.
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Blocking off regular lunch or other breaks

Lunch is a pre-defined schedule time type that appears with a coloured background in the
Schedule.

To block off regular lunch or other breaks:

1.

On the Scheduler menu, click Configure > Physician and Clinic Hours (Schedule
Setup). The EMR displays the Time Definition Maintenance window.

. In the Service Provider drop-down list, click a practitioner’'s name.

. Inthe top left area of the Time Definition Maintenance window, click New (@). The EMR

displays the Schedule Definition tab.

. If your clinic has multiple locations, in the Office Location drop-down list, click the location

where you want 1o set the hours.

. In the Schedule Type drop-down list, click Lunch.

In the Day of the Week drop-down list, perform one of the following actions:

If lunch times are the same every day of the week, click All and then in the From and Up
To areas, in the Hour and Min fields, enter the lunch time.

If lunch times vary on different days, click a day and then in the From and Up To areas,
in the Hour and Min fields, enter the lunch time. Repeat this process for each day of the
week.

. Ensure the Priority field is set to 4.

Click Save (l' J ).

Q Tip: If you are assigning the same time type set up multiple times, click Save as a

New Time Definition ( L‘”). The EMR saves the time definition and creates a
new time definition with the same settings. You can then edit only the settings you
need to change.

This saves you from the repetitive task of entering the same information over and
over. The basic information is there, and you just have to make minor changes.

For example, if you are setting up CPX from 10 to 12 each day, you can set up the
first time definition, click Save as a New Time Definition, and then just change
the days you want to assign it to.
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Blocking off vacations and other out-of-office days

Vacation is a pre-defined schedule time type that appears with a coloured background in the
Schedule.

To book off vacation and other out-of-office days:

1. On the Scheduler menu, click Configure > Physician and Clinic Hours (Schedule
Setup). The EMR displays the Time Definition Maintenance window.

2. In the Service Provider drop-down list, click a practitioner's name.

3. Inthe top left area of the Time Definition Maintenance window, click New (@). The EMR
displays the Schedule Definition tab.

4. In the Office Location drop-down list, click the location where you want to set the hours.
5. In the Schedule Type drop-down list, click Vacation.
6. In the Time Definition Time Period area, perform one of the following actions:

If the vacation is more than one day, in the Date Range area, in the From and Up To
fields, enter the start and end date for the vacation.

It the vacation is for only one day, in the Specific Date field, enter the vacation date.

~

. Ensure the Priority field is set to 3 (this layers the vacation notice on top of lunch).

Note: For some time types, the priority is already set and you cannot change the
» priority. For other time types, you can adjust the priority depending on the range set
up for the time type.

8. Click Save (l' J ).

Specifying days when a practitioner works at another location within your facility

You can specify days when a practitioner works at another location within your facility, for
example at an Emergency clinic.

To specify days when a practitioner works at another facility:

1. On the Scheduler menu, click Configure > Physician and Clinic Hours (Schedule
Setup). The EMR displays the Time Definition Maintenance window.

2. In the Service Provider drop-down list, click a practitioner's name.

3. Inthe top left area of the Time Definition Maintenance window, click New (@). The EMR
displays the Schedule Definition tab.
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In the Office Location drop-down list, click the location where the practitioner will be
working.

. In the Schedule Type drop-down list, click the appropriate schedule type.

If applicable, in the Clinic Time Definition Category drop-down list, click the appropriate
Clinic Time Definition Category.

‘ Note: If you do not see the Clinic Time Definition Category drop-down list, it is
) because your Administrator has not configured this option.

Q Tip: You can use time definition categories to enhance biling reports. When you

define a separate Time Definition Category on certain days, any bills made for
appointments booked during that time are separated on the Service Summary
report.

7. Perform one of the following actions:

If a provider does not work at this other location on a repetitive basis (at the same time
intervals on same days of the week), then in the Specific Date field, enter the date.

I a provider works at this location on a repetitive basis, in the Day / Time area, enter the
Day of the Week and Time information.

8. In the Priority field, enter a priority level of 6, 7, or 8. (Priority codes 6 to 8 are for Service

Provider - Services.)

9. Click Save <H).

Assigning specific types of appointments to days or time slots

Sometimes a practitioner prefers to have specific types of appointments on certain days or time
slots. For example, a practitioner may prefer to have their CPX exams every day from 9 AM until
noon.

To assign specific types of appointments in the schedule:

1.

On the Scheduler menu, click Configure > Physician and Clinic Hours (Schedule
Setup). The EMR displays the Time Definition Maintenance window.

. In the Service Provider drop-down list, click a practitioner's name.

In the top left area of the Time Definition Maintenance window, click New (g). The EMR
displays the Schedule Definition tab.

In the Office Location drop-down list, click the location where you want to set the hours.

. In the Schedule Type drop-down list, click, the type of appointment you want to assign (In

our example, you would click CPX).
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6. Specify when you want to assign this specific type of appointment in the schedule: In the

Day / Time area, enter the Day of the Week and Time information. In our example, to
assign the CPX appointment every day from 9 AM until noon, you would click All in the Day
of the Week drop-down list, then enter 9 in the From Hour field and then enter 12 in the
Up to Hour field.

. In the Priority field, enter a priority level of 6, 7, 8, or 9. (Priority codes 6 to 9 are for Service
Provider - Services.)

8. Click Save (H ).

Quickly blocking off appointment slots

To quickly block off appointment slots:

1.

In the Appointment Scheduler window, in the Filter Location drop-down list, click the
location where you want to block off the appointment slots.

b \alf EMR Appaintment Scheduler - Login as Shaunda Cowley

Appointrments  Calendar  Providers  Patients  Reports  User Preferences  Configure  Help

@| | appt: [ Book | [Add Line | [ Unfiled || [2rrived | Finished | ﬂ |Fi|t [t Cinic - [#fonesaay  ~
Wigse: | Day [ Week ” Marth ] [Refresh] | [Calendar ] 21 -May-201!l “Dns}

[F'rte, Jonathan - ] [Mcgee, Walentine - ] [Joe, Morris - ] [Dunc:an, Odell - ,\‘:V_le. _C_Iilni_c:____ ﬂ Iutt, Arcen -

. On the Scheduler, perform one of the following actions:

m If you want to block off an individual time slot, click an empty time slot.

m If you want to block off more than one time slot, click and drag to select the slots to block
off.

On your keyboard, press Control + L. The schedule displays “*DoNotBook” in the time
slots that you selected.

Quickly blocking off a single day

‘ Note: The Scheduler must be in Day view for this procedure to work,
Y 4

To quickly block off a single day:

1.

Ensure the Scheduler is in Day view: In the Appointment Scheduler window, on the View
menu bar, click Day.

. In the Appointment Scheduler window, in the Filter Location drop-down list, click the

location where you want to block off the day.

Go to the day you want to block off and click any time slot in a provider's schedule.
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4. On your keyboard, press Ctrl + K. The EMR displays a dialog box with the message “Block
appointment booking for this day at this location?

5. Click Yes. The schedule displays “**DoNotBook” in all of the time slots for that day.

Unblocking appointment slots that were blocked off
To unblock appointment slots that were blocked off:

1. In the Appointment Scheduler window, in the Filter Location drop-down list, click the
location where you blocked off the appointment slots.

2. Click the blocked off time slot.

3. On the Scheduler menu click Providers > Block/Unblock > Undo Block for
<Practitioner’s name>. The EMR unblocks the schedule.

Adding a note to a day on a practitioner's schedule
To add a note to a day on a practitioner's schedule:

1. On the practitioner's schedule, click any time slot and then, on your keyboard, press F3.
The EMR displays the Notes for <Practitioner's name> window.

2. Enter your note, and then close the window. The provider's name at the top of the column is
highlighted in blue to indicate that there is a schedule note for that day.

Viewing or editing a note on a practitioner's schedule

To view or edit a note on a practitioner's schedule:
1. On the practitioner's schedule, click any time slot and then, on your keyboard, press F3.

2. View or edit the note as necessary.

Setting up practitioners’ schedules for online appointment booking (via
the Patient Portal)

Your clinic has complete control over how and when patients can book appointments online.
Plan how to best configure online appointment booking to meet the needs of your clinic.
Consider the following questions:

= Which types of appointments do you want patients to be able to book online? (For example,
should patients be able to book appointments such as physicals or prenatal visits online”?)

m  Can patients book last minute appointments online? Or must they book a certain number of
days in advance”?
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m How far in advance do you want a patient to be able to book an appointment online?

m Are there specific days in the week or certain time slots in a day when you do not want
patients to be able to book an appointment online”? (For example, you can restrict online
bookings for days of the week your clinic tends to receive more walk-ins.)

To set up your practitioners’ schedules for online booking, you must:
1. Create "web bookable” Schedule Time Types.
2. Enable specific types of appointments to be booked online.

3. Enable specific days and time slots to be booked online.

Creating a “web bookable” Schedule Time Type

Creating a “web bookable” Schedule Time Type is similar to creating a regular Schedule Time
Type. However, when you create a “web bookable” Schedule Time Type, you must make the
time slot web-bookable, and set other web booking details. You should also create a specific
Schedule Time Type for the purpose of defining web bookable time slots only.
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Consider the following tips when creating “web bookable” Schedule Time Types:

bookable time slots. Name this Schedule Time Type “Web Appt”, “Online Appt”,
or something similar.

Q Tip: Create a specific Schedule Time Type for the purpose of defining web

Clinics with multiple practitioners on different time intervals:
If you have multiple practitioners on different schedule intervals, create a
separate Schedule Time Type for each interval.

For example, in a multi-practitioner clinic, Practitioner A has 10 minute appointment
slots and Practitioner B has 15 minute appointment slots. The clinic creates two
Schedule Time Types to define “Web Bookable” appointments for each
practitioner.

e Web Appt 10 — To define “Web Bookable” appointments for Practitioner A.
e Web Appt 15 — To define “Web Bookable” appointments for Practitioner B.

Practitioners who have multiple types of appointments at different time
intervals:

If one of your practitioners books several types of appointments that require
different lengths of time, create a separate Schedule Time Type for each length.

For example, a practitioner requires 10 minute appointments for most of their
general clinic visits, however they require 20 minute appointments for complete
physicals. You could then create the following Time Types to accommodate each
appointment length:

e Web Appt 10 — To define “Web Bookable” appointments for general clinic visits.

e Web Appt 20 - To define “Web Bookable” appointments for complete
physicals.

Tip: In the Reason drop-down list, click the default appointment reason to display
on appointments booked in these time slots. For example, you may want the
appointment reason to default to Office Visit - Online.

Note: The Reason drop-down list contains the list of appointment reasons that
are defined in the Appointment Reason Maintenance window. To add or
edit an appointment reason, on the Scheduler menu, click Configure >
Appointment Reasons. See “Configuring appointment reasons” on page
0.

To create a "web bookable” Schedule Time Type:

1. Create a new Time Type as normal. See “Adding new Schedule Type options” on page 86.
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2. When you enter information for the Time Type, consider the following tips:

Tip: In the Type field, enter the word or phrase that you want to display on the
Scheduler. For example, “Web Appt 10" (for 10 minute “Web bookable” slots).

on appointments booked in these time slots. For example, you may want the
appointment reason to default to Office Visit - Online.

Q Tip: In the Reason drop-down list, click the default appointment reason to display

3. In the Web Booking area, make the time slot web-bookable, and set other web booking
details. Use the following table to enter information in the Web Booking area.

Field Description

Web Bookable

Select this check box to make the Time Type “Web Bookable”.

Bookable from

Enter the minimum number of minutes, hours, or days ahead of
time a patient can book an online appointment.

Prior to

Enter the minimum number of minutes, hours, or days ahead of
time a patient can book an online appointment for.

Appt Type Label

Enter a label for the appointment type. This will typically match the
name entered in the Type field.

Web Booking
instructions

Enter any booking instructions for the patient.

4. To save your new “web-bookable” Time Type, click Save (l' J ).

5. To close the Schedule Time Type Maintenance window, click Close (.
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When a patient books an appointment onling, they are asked to select a reason for the
appointment,

e~

(__

Choose Patient & Reason

Please select the patient and the reason for the appointment. Note that patients with
appointments are not eligible to book onling, and should call the clinic to book an app
bring you to the page that allows you to choose the location and provider

For whom are you making the appointment?®
Smith, Pamela Ann (34)

What is the main reason for your appointment?

Allergies

Asthma

Bone Density Testing
Cold/flu sympioms
Counselling

Diabetes Follow Up
General Office Visit
Pelvic Exam/PAP (female)

Prenatal Check-up

[=]

You can customize this list of reasons, thereby specifying which types of appointments patients
can book online.

You can enable specific types of appointments to be booked online when you are “Configuring
appointment reasons”. To enable specific types of appointments to be booked online you must

you must perform the following actions on the Data tab of the Appointment Reason
Maintenance window, in the Web Booking area:

m Select the Display in Web Appointment Reasons check box to display the appointment

reason on the Patient Portal reason for appointment list,

m Inthe Web Appt Reason Label field, enter the appointment reason text that you want to

display on the reason for appointment list,

m Click the Select Time Types button and then select the check boxes beside the “web-
bookable” Time Types you want patients to be able to book this type of appointment on.
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Tip: To enhance the user experience, enable as many appointment types for web
booking as possible.

To add an appointment reason to the Patient Portal reason for appointment list:

1. Edit or add an appointment reason as normal. See Step 1 to Step 3 in “Configuring

appointment reasons” on page 90.

2. To to display the appointment reason on the Patient Portal reason for appointment list, on the
Data tab, in the Web Booking area, select the Display in Web Appointment Reasons

check box.

Wieh Booking

Display in Web Appointment Reazons
VYieh Appt Reason Lahel

l

Select Time Types

3. In the Web Appt Reason Label field, enter the appointment reason text that you want to

display on the reason for appointment list.

Note: Your patients will see the Web Appt Reason Label. Avoid using
p abbreviations or words that a patient may not understand. For example, use
‘Complete Physical” instead of “CPX".
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4. Click Select Time Types. The EMR displays the Select Time Types window, with a list of
‘web bookable” Schedule Time Types.

! Select Tirme Types EI@
[] web Appt - 20 -
[ webAppt-10
[] wieb Appt - 30
[] web Appt-15

Save Cancel

Note: The EMR displays the Select Time Types button only when you select the
> Display in Web Appointment Reasons check box.

5. Select the check box beside the Time Type(s) you want patients to be able to book this type
of appointment on, and then click Save.

Tip: Select Time Types that match the appointment length required for the

Q Appointment Reason. For example, if the appointment reason is “Complete
Physical”, and physical appointments require 20 minutes, associate the "Complete
Physical” with the Web Appt — 20 Time Type.

If one practitioner spends a longer amount of time with their patients than other
practitioners in the clinic, you can associate an appointment reason with multiple
Time Types that are set for different appointment lengths.

6. To save the appointment reason, click Save (l' 4 ).

7. To close the Appointment Reason Maintenance window, click Close ().
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Enabling specific days and time slots for online booking

You can specify which time slots in the clinic’s schedule are available for online booking. For
example, you may want to allow online appointment bookings only for times slots where your
clinic typically sees fewer walk-in patients.

Tip: To encourage your patients to book their appointments online, consider
making as many of your appointment slots “web bookable” as possible. This will
make it easier for patients to find appointment times that work for them.

You can define which time slots are “web bookable” by:

a) Creating Scheduling Time Types that are defined as “web bookable”. See “Creating a
“web bookable” Schedule Time Type” on page 100.

b) Applying the “web bookable” Time Types to a single practitioner's schedule, or to the
entire clinic’s practitioner schedules at once in the Time Definition Maintenance window.

Enabling specific days and or time slots for online booking is similar to “Setting a practitioner's
booking hours” on page 82. Consider the following tips when enabling specific days and time
slots for online booking:

m Select a Schedule Time Type that is configured to be “web bookable”.

m  Set the Priority to be a higher than the number you use for holidays, and practitioner Out of
Office Time Definttions.

m Inthe Reason field, select an appointment reason that is configured to “display in web
appointment reasons”. For example, you may want the appointment reason to default to
Office Visit — Online.

To enable specific days and time slots for online booking:

1. Set a practitioner's hours (or the entire clinic’s practitioner hours) as normal. See “Setting a
practitioner's booking hours” on page 82.

2. When you enter information on the Schedule Definition tab in the Time Definition
Maintenance window, consider the following tips:

Tip: In the Schedule Type drop-down list, click a Schedule Time Type that is
configured to be “web bookable”.
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Definitions.

Tip: When setting web-bookable Time Definitions, set the Priority to be a higher
than the number you use for holidays and practitioner Out of Office Time

Appointment slots are only web bookable if a web-bookable Time Type is visible on
the schedule. If you “hide” a web-bookable Time Type with another Time Type, for
example “Out of Office”, then that appointment slot is no longer web-bookable.

12:00| ** ek &ppt - 10
1215 * sk Appt - 10
12:30/| ** ek ppt - 10
12:45| ** \wizh Appt - 10
01:00 | * ek &ppt - 30
01:15 | * wnieh &ppt - 30
01:30| * wnizh &ppt - 30
01:45 | * sk &ppt - 30

0200 ** aut of affice
0213 ** aut of office
0230 ** aut of office
0245 ** aut of office

Oz00 # ot of office

Web-bookable slots are covered by
“out-of-office”, therefore the slots
are no longer web-bookable.

e

’

Tip: In the Reason field, select an appointment reason that is configured to

Q “display in web appointment reasons”. For example, you may want the
appointment reason to default to Office Visit — Online. For more information, see
‘Configuring appointment reasons” on page 90.

3. To indicate that patients can book online appointments only with the practitioner defined as
their primary care provider, in the Web Booking area, click Own Patients Only.

4. To save the Time Definition, click Save (l' J ).

5. If you are adding Time Definitions for each day of the week individually, repeat Step 1 to
Step 4 for each day of the week you want to add “Web Bookable” time slots for.

Creating appointment alerts

The EMR can display an alert when a particular patient is:

Booked and confirmed for an appointment

Marked as Arrived

For example, a booking alert can read “Patient is often late. Book them 10 minutes earlier than
Scheduled appointment time.” An arrival note can read “Patient is hearing impaired, please
make eye contact when speaking to patient.”
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Creating an alert to display when a patient is booked and confirmed

You can create a booking note that the EMR displays in a pop-up message when you select
the patient name in Scheduling. These notes also appear as Booking Notes on the Patient
Information screen.

To create a note to display when you select the patient name in Scheduling:

1. On the right side of the Scheduler, use the Patient Search area to search for the patient.
a) In the Family Name /Portion field, enter the patient’s last name.
b) Inthe Given field, enter the patient’s first name, and then on your keyboard press Enter.

2. In the search results list, click the patient name, and then, on your keyboard, press F9. The
EMR displays the Patient Maintenance window.

3. Click the Notes tab.

4. In Active Notes area, in the Display at Booking and Confirmation field, enter the note
you want to see when you select the patient name in Scheduling.

Creating an alert to display when a patient is marked as Arrived

You can create an arrival note that EMR displays in a pop-up message when a patient status is
set as Arrived in Scheduling. These notes also appear as Active Notes to Display at Arrival on
the Patient Information screen.

To create a note to display when a patient is status is set to Arrived in Scheduling:

1. On the right side of the Scheduler, use the Patient Search area to search for the patient.
a) In the Family Name /Portion field, enter the patient’s last name.
b) In the Given field, enter the patient’s first name, and then on your keyboard press Enter.

2. In the search results list, click the patient name, and then, on your keyboard, press F9. The
EMR displays the Patient Maintenance window.

3. Click the Notes tab.

4. In Active Notes area, in the Display at Arrival field, enter the note you want to see when
the patient is Arrived.,

Using patient lists (waiting lists)

-‘ View video tutorial: Introduction to patient lists

Patient lists are running lists of patients. You can manually add, remove, and restore patients to
patient lists as needed. Using Wolf EMR patient lists, you can:
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Track patients waiting for an available appointment slot (waiting lists)

Manage participants for courses and group sessions (course lists)

Track patient populations, such as complex care patients

Track incoming referrals (specialists)

You can create as many patient lists as you want, and tailor patient lists to suit your clinic’s
workflow. For example, you can have an appointment waiting list for Priority 2 patients, an
appointment waiting list for Priority 3 patients, a cancellations list, a list tracking patients who

have been called (with no answer), and so on.

Patients on List

X2 B
2 B @&
Add Patient  Edit Patient  Remove with  Remove no  Restol Copy Patient  Book Appointment  Book
History History t

List  Pad 1 - Waiting list ~  Provider Any Provider

| xi Clear Start Date From:
Fatient Previous App...  MNext App... | Home Phone ‘wiork Phone otes Category
FTest, Emmitt ¢ 31/0ct2011 (9991 999-9999  (555) 555-5555 Fx Reefill
Test, Suzie 28/ Jun/z2012 (BO6) GEG-GE6G Menkal Health
Test, Wayne {1113 111-1111 P
Test, Mather 09/Iulfz013 P

- a x

|EY =1

H = L

Export  Print Manage

to CSY Lists

Lisk Actions Manage

~  [[] Include removed with history patients Tatal patient count 4
v To: -

Priotity = Threshold Status | # Days onList  Provider Start Date &
Urgent Overdue 1 day & days Schreiber, Janna  Z5/Aprf2016
Semi-Urgent  DueIn 13 days 1 day Castleberry, Mo...  02/May/2016
Routine DueIn 10days  20days Keller, Warner 13/Aprf2016
Faoutine Due In 30 days 0 days Schreiber, Janna  OGMayfZ016

For listed patients, you can:
Enter notes
Assign a category and priority

Book an appointment

View the appointment status of an appointment booked from the list

View if the patient is overdue or near-due for an appointment booking

View patient information

Book a course

If your clinic has multiple locations:

<

You can view only patient lists that belong to locations you are assigned to.

You can view patient lists (for example, your clinic’s appointment waiting list) from the
Appointment Scheduler or from the Maintenance tab (Manage Lists).
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-‘ View video tutorial: Adding and modifying patients on lists

To add a patient to a patient list: In the Appointment Scheduler, perform one of the following

actions:

m If the patient has an appointment booked, but wants to be put on the waiting list to fill a

sooner canceled appointment, click the patient's appointment.

m If the patient does not have an appointment booked, in the Patient Search area, search

for and select the patient.

1. On the Scheduler menu click Patients > Add Patient to List or, on your keyboard, press

Ctrl+ G. The EMR displays the Assigned Lists window for the patient.

\:_', Test, Mother Assigned Lists

Add Lis!

* Lisk narme b Notes

Provider Any Provider i

Categary
Priority  Routine
From | 19jFebjz016 -

Upto

Include lists when patient was removed with histary

List Mame List Type Provider From « UpTo Motes Category Priority
P2 Waiting Lisk Schreiber, Janna  19/Febfz0l6 Available For aft... Routing

v|# Diays on ... Thi
Odays Dug

p displayed in the bottom pane.

Note: If the patient is currently on one or more patient lists, the list information is

2. In the List name drop-down list, select the list you want to add the patient to.
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3. Use the following table to enter the patient’s list information.

Entry field Description

Provider

The Provider field defaults to Any Provider. This means the patient will
see the next available practitioner, no matter who that practitioner is.

It the patient must see a specific practitioner, in the Provider drop-
down list, click the practitioner's name.

Note: The practitioner you select does not have to be the patient’s
primary practitioner; you can add the patient to a waiting list to
see another practitioner who is not their normal practitioner.

Category
(Optional)

In the drop-down list, select a list category.

Categories differ form clinic to clinic. For example, an appointment
waiting list for an orthopedic surgeon may categorize each patient as
Shoulder, Hip, Knee, etc.

Note: If the category you want is not listed, ask your administrator to
add the category you need.

Priority

The Priority field defaults to Routine.

It you want to set a different priority level, in the Priority drop-down list,
select Semi-Urgent or Urgent.

From

The From field defaults to today's date.

You can also enter the date that you want the patient to appear on the
patient list.

Up to
(Optional)

If you want the patient to automatically drop off the list on a certain date,
enter the date in the Up to field.

For example, if the patient has an appointment booked, but you are
adding them to the waiting list for an earlier appointment, you can enter
the patient’s current appointment date. This way, the patient
automatically drops off the waiting list when their scheduled
appointment is completed.

Notes

(Optional)

Enter any notes for the patient.

For example, if you are adding the patient to the appointment waiting list
and the patient is only available for Monday or Friday appointments, you
can enter “Mon, Fri only”.
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4. Click Save and Close (H ).

Note: If you try to book a patient who is already on the list, the EMR displays a
y dialog box with the following message “Patient Already Exists in List - do you wish
to continue?”

To add the patient to the list a second time (for example, if the patient is on the
waiting list for a different practitioner, click Yes).

To cancel the patient add, click No.

The EMR displays a dialog box with the message “Patient Added to List.”
5. Click OK.

Viewing patient lists

You view your clinic’s patient lists from the Appointment Scheduler. You can sort lists by any
column. You can also narrow the list using a number of filter options.

To display the Patients on List window:

1. On the Appointment Scheduler menu, click Patients > Patient Lists. The EMR displays
the Patients on List window with the general Waiting List displayed.

=% Patients on List — |8 | x
2 & & 28 2 = o g
- v = R = =1
; - ‘ ~ 2 a& =a 8 = :
Add Patient  Edit Patient  Remowve with  Removeno  Festo Copy Patient  Book Appointment ook to | Export  Prink Manage Manags Courss
Hiskary History Patier ILIFS ko C5W Lisks
Manage
List  Waiting List - Provider ;Qny Provider +  [T]Include remaved with histary patients Total patient count 2
| - Clear Start Date Fram: ¥ ol -
Patient Previous App...  Mext app...  Home Phone Wwork Phane Motes Category Priority = Threshold Status | # Days on List  Provider Start Date
Te (111) 111-1111 Routine 0 days schreiber, Janna  03/May(2016
Test, Jordon 19fMaw (2012 (303) 303-3030 Routine 0 days Castleberry, Mo...  03/Mayf2016

‘ Note:
»

By default, listed patients are sorted first by priority (with Urgent patients
displaying at the top), and second by the date patients were added to the list
(with patients who have been on the list longer, displaying higher on the list)

The Threshold Status column indicates if patients are Near Due or Overdue
for appointments
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The list contains the following columns;

Column Description

Previous Appointment Date and time of the patient’s last completed
appointment

Next Appointment Date and time of the patient’'s next appointment

Phone numbers Patient's phone number(s). This information is pulled
from the Patient Maintenance window.

Notes Any notes that are entered on the list for a patient

Category (configurable) The selected category for the patient

Priority The selected priority for the patient

Threshold Status The number of days until the patient is considered to be
‘overdue”

# Days on List Number of days the patient has been on the list.

Provider The selected practitioner for the patient

Status Patient’s status

Start Date Date the patient was added to the list

End Date Date the patient will be removed from the list; usually the
same date as their Next appointment date

PHN Patient’s provincial health care number

Chart Patient's Wolf EMR chart number

Birth Date Patient’s birth date

Patient ID Patient's Wolf EMR patient ID

Q Tips for viewing patient list column information
To sort the list by the contents of a column, click the column header.

You can filter the list to display only patients with certain information in a specific
column. For example, you can filter the list to display only patients with a Priority
of Semi-Urgent. See “Filtering the contents of a patient list using column filters”.

To move a column, click a column header and then drag the column to where
you want it situated.

Note: When you close the Appointment Scheduler or the Patients on List window,
the columns revert back to their default positions.
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2. If your clinic has multiple patient lists, in the List drop-down list, click the patient list you want

to view.

Q

Tip: If your clinic has numerous patient lists, and you are having trouble finding the
patient list you want, you can filter the List drop-down list:

1. Click the List drop-down list.

2. In the field to the left of the Clear button, enter part of the list name or list type.
The EMR filters the list to display only patient lists containing that word or

phrase.

Patie

$ 5 2 45 3

Add Patient  Edit Patient  Remowe with  Remove no  Festore  Copy Patient  Book Appointn

Hiskory Hiskory
Actions

Lisk  “Whaiking List *  Provider Any Provider

-li:ance|| - Clear

Clear 5

List Wame 4 Lisk Type
Patier] o Favourites e Motes
| Test, Cancellations ‘Waiting Lisk
Test,

3. In the list of filtered results, click a patient list you want.

click the provider's name.

one of the following actions:

To display only patients assigned to a specific provider, in the Providers drop-down list,

To view detailed information about a listed patient, click the patient's name, and then perform

m To view the patient's demographic information, press F9. The EMR displays the Patient
Maintenance window for the patient.

m To view the patient's Medical Summary, press F7.

m To view or enter the patient's vitals for today, press F6.

. From the Patients on List window, you can also:

m Filter the contents of a patient list. See “Filtering the contents of a patient list” on page

118,

m  Add patients to the list. See "Adding a patient to a list from the Patients on List window”
on page 116.
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m Copy a selected patient to another list. See “Copying a patient to another list” on page
117.

m Book an appointment for a patient. See “Booking an appointment for a patient on a
patient list” on page 118.

m Book a patient to a course. See “‘Managing courses” on page 144.

m Export the patient list to a CSV file. See “Printing an appointment list (day sheet)” on page
151,

= Print a patient list. See "Printing a patient list” on page 128.
m Remove a patient from a list. See "Printing an appointment list (day sheet)” on page 151.

m Restore a patient to a list. See “Restoring a patient to a list” on page 122.

Filtering the contents of a patient list

You can filter the contents of a patient list using column filters or by entering search text. For
example, if you are searching for a patient to fill a cancelled appointment for today, you can filter
the list to display only patients with a status of Urgent.

Filtering the contents of a patient list using column filters

To filter the contents of a patient list using column filters:

1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. Hover your curser over the column header. The EMR displays a ¥ icon for the column.

Caktegory Priarity = 7 Provider
Urgent [:{';
Routine
Raoutine
Rautine Macan, T

3. Click Filter (7). The EMR displays a popup.

Pricrity » T Drevider

Routine
Urgent Semi-Urgent
Serni-Urgent rgent [:%
F.aukine 4
Routine

Note: You cannot filter the contents of every column. If the T icon does not
Ve display, you cannot filter the contents of the selected column.

4. Click the value you want to filter the list by.
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5. Optionally, repeat the above steps with other columns you want to filter by. The list shows
only entries that have the value(s) you selected.

6. To filter the list by the Start Date column (or the date that patients were added to the list),
above the list, in the Start Date From field and the To fields, enter the date limit you want to
include,

Removing a filter

To remove a filter, for each of the columns you filtered the list by, click Filter (7) to display the
popup, and then click (All).

Priority * T Provider
(Al
gt Raoutine l%\
Serni-Lrgent
Urgent
A

Filtering the contents of a patient list by entering search text

To filter the contents of a patient list by entering search text:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. In the field to the left of the Clear button, enter a word or phrase. The EMR filters the list to
display only patients who contain that word or phrase.

Patients on List

_
b & 2 LTS 2

Add Patient  Edit Patient  Rerove with  Remoweno F
Histary Histary

‘ore  Copy Patient  Book Appointrent

Actions

Lisk 'Pod 1 - Waiting lisk w | Provider Any Provider

Test| - Clear Start Date Fro

Previous App...  Mext App...  Home Phone work Phone Mokes Category
i L 31fockzot (999} 099-0999 {555 555-5555 Fx Refil
Test, Suzie 28/lunfz01z2 (ARA) BEE-REGE Mental Healt

Tesk, wayne (1113 111-1111 CPx
Tesk, Mather 09 ulfz013 CPx

Adding a patient to a list from the Patients on List window

If you are viewing a patient list and want to add a patient to the list, from the Patients on List
window, you can add a patient.
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To add a patient to a list from the Patients on List window:

1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. Click Add Patient (.g.i ). The EMR displays the Patient Search window.

3. Search for the patient and then double-click the patient's name. The EMR displays the
Assigned Lists window for the patient with the List name field populated.

\:'; Cornell, Bao Assigned Lists e=llaee |l e

B =
re Save  Save and
Clase

+
4
= 3

# Lisk name | Comples Care Notes

Provider Any Provider P

Categary -
Pricrity  Routine -
From | 26{May/2015 -

Up ko -

4. Enter information in the Assigned Lists window. See Step 3 in “Adding patients to patient
lists” on page 110.

5. Click Save and Close (E ). The EMR displays a dialog box with the message “Patient
Added to List.”

6. Click OK.

Copying a patient to another list
If a patient is on a patient list, you can:

m Copy the patient to the same list again. (For example, if your clinic has a general waiting list
for all practitioners, and you want to add the patient to the waiting list for an appointment with
their GF, and then add the patient again for an appointment with the nurse practitioner.)

m Copy the patient to another patient list.
To copy a patient:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. In the patient list, click the patient's name. If the list is extensive and you cannot find the
patient you want, filter the list. See “Filtering the contents of a patient list” on page 115.
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3. Click Copy Patient ( :i ). The EMR displays the Assigned Lists window for the patient,
with the Category, Priority, and Notes fields populated with the same information that was
entered for the copied list entry.

e H, Blanch Assigned Lists o = W
= ~ [ *x
= > = K
Add List  Fen Save  Save and
-lose
* List name - Nokes | Available For appointments only from 9am-12pm any
R day of the week.
Provider Any Provider v
Categary -
Priority .Rnutine -
Frorm 2..8:|’I§flay:|’2"0i5 -
Upto -
Include lists when patient was removed with history
Lisk Mame List Type Provider Fraom Up Tor Mobes Cateqgory Priarity  Inserted
‘Waiking List YWwaiting List Dockor, Svetlana  27(May/2015 Available For ap... Routine Z7May (2015

4. In the List drop-down list, select the list you want to add the patient to.

5. Modify or enter list details as needed See Step 3 in “Adding patients to patient lists” on
page 110.

6. Perform one of the following actions:

.'-‘—'?!q,
m To add the patient to another list, click Save (E?) and then click Add List ( IL—i ).
Repeat Step 4 1o Step 6 .

m To save the entry and close the window, click Save and Close (E ).

Booking an appointment for a patient on a patient list

-‘ View video tutorial: Booking appointments from patient lists

If you want to book an appointment for a patient on a patient list, you can:

m Book an appointment from the list itself. For example, if a patient on an orthopedic waiting list
is accepted as a patient, you can search for and book the patient for an appointment from
the patient list.
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= Book an appointment from the appointment scheduler. For example, if a patient cancels
their appointment, you can search the waiting list for a patient to fill the slot and then, on the
Appointment scheduler, book the appointment.

Note: If you later cancel, remove, or mark the appointment as a "no show", the

» EMR displays a dialog box with the following prompt: "This appointment was linked
to <waiting list name>, Waiting List. Would you like to add this patient back to the
list?"

To reinstate the patient back to the list, click Yes.

Booking appointments from patient lists

You can book patients for appointments directly from patient lists. After you book a patient for
an appointment, the EMR removes the patient from the patient list (with history) and notes the
pooking date/time on the patient list.

To book an appointment for a patient on the waiting list:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. Inthe patient list, click the patient's name. If the list is extensive and you cannot find the
patient you want, filter the list. See “Filtering the contents of a patient list” on page 115.

3. Click Book Appointment ( ) or, on your keyboard, press Ctrl +T. The EMR displays the
Available Time Slot Search window.

EE E’\."EIEEE |me§0!!earc! ar ESEJ EEU E E

*Practitioner (Check @ &l Selected ) Any Selected ) Search Criteria
— Templates
Practitioner Location: [u’\l’olf Clinic Lot v]
0583 Day of Week: [:Any day= v]
F, Claire Time Type: [:Any: v]
5, JannaSomer *Lonkin# of Days 10 *Get # of Time Slots: 10
%, Rome —
T Olge *Start From: 16Mars2015 log1zam —
W, Mitch *Minutes Between Time Slots: 30
Specific Time

_Hr Min Hr Min

*After this time 'g “D | *Before this time '1;-' “u |

Resulting Time Slots
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4. In the Practitioner area select the check box beside the practitioner(s) you want to book
the patient with,

‘ Note: The patient's Provider (selected for the list) is selected by default.
Y 4

5. In the Available Time Slot Search window:
a

b

=

Select the practitioner(s) you want to book the patient with.

~

Select the room(s) you want to book the patient in, if applicable.
C

d

-

Enter your search criteria, and then click Search.

~

In the Resulting Time Slots area, click the appointment slot you want and then click
Book to book the appointment.

For detailed instructions, see Step 2 to Step 7 in “Finding the next available time slot with a
defined set of criteria” on page 62.

Booking waiting list patients from the Appointment Scheduler

When you book an appointment for a patient who is on a patient list, the EMR prompts you to
remove the patient from the patient list. You do not have to manually remove the patient from
the waiting list.

To book an appointment a waiting list patient from the appointment scheduler:

1. When an appointment slot becomes available, open the waiting list and search for a patient
to fill the empty slot. See “Viewing patient lists” on page 112,

2. On the Appointment Scheduler, double-click the available appointment slot, and then in the
Patient Search window, search for and select the patient you want (patient you found on the
waiting list),

3. Click Book. The EMR displays a dialog box with the following prompt: "Patient is on waiting
list - remove the patient now?"

4. To remove the patient from the patient list (with History), click Yes.

Tracking patients who have been booked for appointments from patient lists

When you book a waiting list patient for an appointment, and choose to remove the patient from
the waiting list, the EMR removes the patient “with History”. From the waiting list, you can then
view all patients who have been booked for an appointment and the date of the appointment,
by choosing to Include removed with history patients.

To view waiting list patients who have been booked for an appointment;

1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.
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2. Select the Include removed with history patients check box. The EMR displays:

m Patients who have been removed with history (including booked patients) in the patient
list.

m  Columns for appointment Booked Date and Appointment Status.

* T -
| Threshold Skatus| Booked Date  Appointment Skatus |# D
Overdue 1 day| 8 dg
Due In 12 days | 04/May(2016  Booked Zdg
Due In 10 days z0d
Due In 30 davs | 03/May/2016  Arrived 0dg

3. To find patients who have been booked for appointments, click the Booked Date header.
The EMR sorts the list to display patients with booked dates at the top of the list.

Removing a patient from a list

-‘ View video tutorial: Adding and modifying patients on lists

When you remove a patient from a list you can choose to delete the patient completely, or to
remove the patient "with history". If you remove a patient "with history", you can:

m Restore the patient to the list with the original list notes and other list settings.

m View the patient on the list as an "inactive" entry (by selecting the Include removed with
history patients check box).

To remove a patient from a list:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. Inthe patient list, click the patient. If the list is long and you cannot find the patient you want,
filter the list. See “Filtering the contents of a patient list” on page 115.

3. Perform one of the following actions:

m Click Remove no History (L): This acton permanently removes the patient from the
patient list. You cannot restore this patient to the list and you do not have any history of
the patient being added to the list.
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m Click Remove with History (-.g_i?): This action removes the patient from the list, but you
can view the history of the patient in the list by clicking the Include removed with
history patients check box. You can restore this patient on the list in the future.

Tip: If there is a chance that the patient will be restored to the list at a later time,
select Remove with History. You can restore only patients that were removed
with history.

Restoring a patient to a list

‘ Note: You can restore only patients who were removed with history.
»

To restore a patient to a list:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. Select the Include removed with history patients check box. The EMR adds patients
who were removed with history to the list.

3. Inthe patient list, click the patient. If the list is long and you cannot find the patient you want,
filter the list. See “Filtering the contents of a patient list” on page 115.

4. Click Restore Patient (gﬂ ). The EMR restores the patient to the list.

Modifying a patient’s list details

-‘ View video tutorial: Adding and modifying patients on lists

If you want to change a patient's list details (for example, if you want to update the patient's
category, priority, or list notes), you can edit this information from the list itself or from Patient
Maintenance.

To modify a patient's list details:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. Inthe patient list, click the patient. If the list is long and you cannot find the patient you want,
filter the list. See “Filtering the contents of a patient list” on page 115.
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™

3. Click Edit Patient (%) or, on your keyboard, press Ctrl + G. The EMR displays the
patient's Assigned Lists window.

|:'J Test, Emmitt Assigned Lists el JL 2

E & &£ 2 HH

Add List  Remove with  Removeno  Restore  Save  Save and
History Hiskary Patient Clase

Ackions
# Lisk rame Pod 1 - Waiting list - Notes ||
Provider SchreiEer, janna .S..J-I\.flbl.:‘hD.FRCPC -
Categaory R Refill -
Priority  Lrgent -
From | Zs(Apriz0l6 -

Upto -

Include lisks when patient was removed with history

List Mame List Type Provider From « UpTo Motes Zategary Priority w #Dayson.. Thr
Pod 1 - Waiting list  waiting List Schreiber, Janna  25/Aprf2016 R Refill Urgent & days ov,

4. Enter or modify the patient's list information as needed.

5. Perform one of the following actions:

m To save the modifications and close the window, click Save and Close (E ).

m To save the modifications and change the patients list details on another list, click Save

(E?) and then, in the bottom pane, click the next list.

Adding groups of patients to lists using Practice Search

-‘ View video tutorial: Adding groups of patients to lists using Practice Search

Using Practice Search, you can add groups of patients to a patient list.

For example, if you use a patient list to track your complex care patients, you can perform a
search for all patients who have been billed for complex care management, and then add the
patients to your "Complex Care" patient list,

It your clinic hosts courses for specialized populations, such as "Living with Diabetes" or
"Smoking cessation" informational sessions, you can perform a search for patients who would
benefit from such courses, and then add the matching patients to the course list.

To add a group of patients to a patient list using Practice Search:
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that is already created). To learn how to create a new Practice Search, see Wolf

‘ Note: The following steps describe how to run a saved Practice Search (a search
Vg

EMR Help.

a) On the Wolf EMR Launch page, click Practice Search ((‘ - ). The EMR displays the

Practice Search window.

Y+ Searchl - Practice Search

| File |

|Em] Janna S, MD PhD FRCPC

Select Search Parameters
Ea Demographics
Ea Histom

- Yisits

Ea Symptorns

Ea Exam Findings
- Billing

Ea Frimary Care
Ea Care Plan

Ea Frenatal

- Patient Portal

=8 RN =
[ Search All Patients
|Sealch‘|
R -
[~ lgnore Data Restriction Fasen | ﬂ —
Maotes
Patient Demographics
Show Patients Where: [ Ewclude Matches  Remave
[~ Aoeiz |Between J | 0 and| 200 |Years J
[~ Date of Bitth [Before | [ar7re002
[T Genderls |Female J
[v Mot Deceased
[ Active Patients Only
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M
b) On the top left of the window, click Open a Previously Saved Search (==). The EMR
displays the Open Saved Search or Rule window.
Open Saved Search or Rule
List: ¥ Searches v Rules ¥ Sharedltems [ Active
Search Name | Type | Share | M odified | Modified By | Active | Fu
CCAB Complex Care 1344 1B Mo Bill for 03.04J Riule Office 104972012 Mo CC
CCAB Complex Care 1344 Smoking Mo Bill far 03.04J Fiule Office 104942012 MHa CC
CCAB Complex Care 244 Mo Bill for 03.04) Fiule Office 104972012 Mo CC
CCAB Comples Care Renewal Rule Office  10/9/2012 Mo [
5, 015 .Janna Schieiber, M.

Diabetic patients Search Private B

4 Tl 3
Rename Selected Delete Selectad
Search Marne: Result View:
|Diabetic patients Default ﬂ
r

Test to Display for Patients whao Match this Bule:

Fiule Priority: 5-Default - Scheduled to mun on:
Diefault Action: -
Security Group: | <All> b

[T Active Created on 5/20/2015 2:45:44 Pk

[ Allow All Uzers to Use This [tem (Office Share] Open Selected | Exit b enu |

c) Inthe list of saved searches, click the search you want, and then click Open Selected.
The EMR displays the Practice Search window, with the search criteria for the selected
search displayed.

d) Click Show Search Results as a Patient List ( ). The EMR displays a Practice
Search results window containing a list of matching patients.

2. In the practice search report, select the check box beside the patients you want to add to
the patient list, or to select all patients, click Selection > Select All.

3. To create a new patient list to add the selected patients to:

a) At the top of the window, click Selection > User Defined Patient List > Add New
List. The EMR displays the Patient List Management window.

b) Add the patient list. See "Adding and modifying patient lists” on page 130.

¢) To close the Patient List Management Window, click
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4, On the Practice Search results window, click Selection > User Defined Patient List >
Add to Existing...

Diabetic patients - Patient List - Practice Search E\@
File Wik

M Add to Followup List Ctrl+F i
M A Addta Problem List =
M A Assign Primary MD Ctrl+h4
A Lssign Al MWD
v A ssign Alternate
W A Assign Care Teamn
W A Send Selected to SMART Form
W A Update Default Location
A Update Patient Status
W A . . . .

User Defined Patient List » Add Mew List

oA Deactivate Selected Addd to Existi
v A eactivate Selecte o Existing...
v A Select All Crl +2,
M A Deselect Al Ctrl+D
'7 AIIU}I’U,I_l CAyTHfeaTa
WA, Garry 9 7anszme
W A, Clotilde 7 9/29/2009

The EMR displays the Select a patient list window.

(1] Select a patient list 2

Select a patient list bo assign ko the selected patients:

Select a provider:

<Maone -
Select a priority:

Routine -

Select a category:

-

Eehaviour For existing entries: () add (@) Update

o4 Zancel

5. Enter information in the Select a patient list window, using the following table as a reference.

Description

Select a patient listto | In the drop-down list, click the list you want to add the
assign to the selected patients to.
selected patients
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Field Description

Provider In the drop-down list, click the practitioner you want assigned
to these list entries, or:

m Jo leave the provider blank, click <None>.

m To assign each patient's Primary Provider, click Patient
Primary Provider.

m To assign all patients the same provider, click the provider's

name.
Priority In the drop-down list, click the priority level for these list entries.
Category In the drop-down list, click the category for these list entries.

(Optional) Note: If the category you want is not available, you can add

new categories as needed. See "“Managing list
categories” on page 141.

Behaviour for Click one of the following options:

existing entries m Add: If one of the selected patients is already in the patient

list, the EMR adds the patient again as a new entry.

m Update: If one of the selected patients is already in the
patient list, the EMR updates the list entry with the new
information. The patient is not added a second time.

6. Click OK. The EMR displays a dialog box with the following message: "The 'Patient List' has
been successfully set for the selected patients. If this list is filtered by the 'Patient List' you
may want to refresh the list."

7. Click OK.

Exporting a patient list to a CSV file

If you want to view a patient list in a spreadsheet application such as Microsoft Excel (for
example, to perform statistical analysis on the data), you can export a patient list as a .csv
(Comma Separated Values) file.

you can use only the LibreOffice Calc application to open and analyze the data. If
you want to use another application, Copy the file from the data center, and then
Paste the file onto your local computer.

‘ Note: If you open an exported file from the data center (your remote computer),
Vg

To export a patient list to a CSV file:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.
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2. If you want to export list information for patients assigned to a specific practitioner, in the
Providers drop-down list, click a practitioner name.

B
3. Click Export to CSV ( -H). The EMR displays the Save As window.

4. Search for and select the location on your remote computer where you want to store the
exported .csv file.

5. In the File Name field, enter a name for list and then click Save.

Printing a patient list
To print a patient list:
1. Open the patient list. See Step 1 to Step 2 in “Viewing patient lists” on page 112.

2. If you want to print list information for patients assigned to a specific practitioner, in the
Providers drop-down list, click a practitioner name.

3. Click Print ( LEU ). The EMR displays the Print window.

4. In the Select Printer area, click the printer you want to use and then click Print.
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In Wolf EMR, you can create as many patient lists as you want. You can also create customized
list types to distinguish your lists. For example, you can have patient lists defined as waiting

lists, course lists, or patient population lists.

=
L X g L
[ &) =) u
Add Patient  Edit Patient R =
Actions
List 'No answier - Follow-up w  Provider Any Provider
| |Enter text ko search - Clear |
Te: |
List Marne «  Lisk Type
Patieq & Favourites Ane
Cancellations ‘Waiting List
Living with diabetes Course
Mo answer Follow-up
Pod 1 - Waiting list ‘Waiting List
Pod 2 - waiting list ‘Waiting List
Pod 3 - Waiting list ‘Waiting List
Pod 4 - waiting list ‘Waiting List
Smoking cessation Course
3 ‘Whaiting List ‘Whaiting List
22 y

By default, a general Waiting List is already available. You can create additional waiting lists to
accommodate specific care teams, or specialized services. If your clinic is a specialist clinic,
you can also create waiting lists for each priority level. For example, you can have a P2 waiting

list to track your Priority 2 patients.
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You can create customized categories to assign to listed patients. Categories enable you to
group and find patients on a list by factors other than priority or provider. For example, a waiting
list for an orthopedic surgeon can categorize patients by the type of surgery they need.

e

2 2 2 2

Add Patient  Edit Patient  Remowve with  Remowve no
Hiskary

Hiskary

2

p—l
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{9999 999-0900  (555) 555-5555
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) g

If your clinic has multiple locations:

m You can make patient lists location-specific, or available to all locations.

m You can create, access, and assign patients to patient lists for only locations
that you are assigned to.

Adding and modifying patient lists

-‘ View video tutorials:

m Creating patient lists

B Modifying patient lists

You can create as many patients lists as you want, and modify, deactivate, or restore patient

lists as needed.

By default, a general Waiting List is already available in your patient lists. You cannot edit or
remove this Waiting List.

) g

Restricting users from modifying your clinic's lists:

By default, any user can add or modify patient lists. Using security rules, users with
administrative authority can restrict specific users from accessing the Patient List
Management window.

To add or modify a patient list;

1. Perform one of the following actions:
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m To manage patient lists from the Wolf EMR Maintenance tab, on the Wolf EMR Launch

=]
page, click the Maintenance tab, and then click Manage Lists (lﬁd ).

_@ Home Maintenance Reparts

© © @ B = B0

Import  Transcription  Configure | Configure My | Configure Ty Configure Manage
Hiskary Histary Accounts SMART Forms | Label Printers | My Defaults Lists
Import [ Export SMART Fo... Printing Referrals Fabient Tist

m To manage patient lists from the Appointment Scheduler, on the Appointment Scheduler
menu, click Patients > Patient Lists, and then on the Patients on List window, click

=]
Manage Lists (E-J ).

Note: If Manage Lists is not available as an option, you have been restricted
» access to Patient List Management. Ask a user with administrative authority to
remove the security rule preventing you from accessing patient lists.

The EMR displays the Patient List Management window, with your clinic's current patient lists

e Patient List Management el ol
= - )
Bl H’ add b Favourites .. a=
Lu = o T EU
Mew Lisk Manage Patients Fram Manage Manage
on List Categories  List Types
Create Actions Manage
Dietails
| Include inactive
A Clear .
* Mame | Mubritian course
Lisk Mame - List Location - List Type Skatus
Location »
o Favourites
{Mutritian course Course Active * Listtype | Course e
Pz Waiting List Active # Status | Active -
P3 ‘\Waiting List Ackive b o 2é,|’F hfz'mé.'
rom dake El
“Waiting List ‘\Waiting Lisk Active
Up ko date
Categories || multiple categaries - use Associate Cateaories b vis.,
Owerdue Near Due
Use Thresholds ~ # of days # of days
Routine
Semi-Urgent
Urgent

2. Perform one of the following actions:

— , el
m To create a patient list, click New List (Lu),

m o modify a patient list, click the patient list.
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Tip: If your clinic has numerous patient lists and you cannot find the list you want,
in the Search field, enter part or all of the list name, location, or list type. The EMR
filters the list to display only patient lists that contain your search criteria.

e List Manage Patients & Remove from Favourites Manage IManage
on Lisk Categories  List Types

Create Actions Manage

[ Include inactive

Course| - Clear

Lisk Marne Lisk Location a  Lisk Tvpe Status

= g Fawourites

course 1 | Colrse Ackive

The EMR displays the Details area for the selected patient list.

3. In the Details area, enter information using the following table as a reference.

Field Description

Name Enter a descriptive name for the patient list.

Location If you have multiple clinic locations, in the drop-down list, select the
location the patient list is for.

To enable all locations to use the patient list, leave this field blank.
Note:

m  This field is visible only if you have multiple clinic locations set up in
Wolf EMR.

m Only users assigned to a specific location can view patient lists for
that location.

List Type In the drop-down list, select the type of list. For example, Waiting List.

I the option you want is not available, you can add List Type options.
See “Managing list types” on page 139.

Status If you are creating a list, the Status is set to Active automatically.

From date The EMR enters today's date. You cannot modify the date displayed
here.,
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Field Description

Category From the patient list Details area, you can enable specific category
options for the patient list (for example, to enable users to assign
patients on a course list the category of Confirmed, or Declined).

Note: Before you can enable categories for a list, the categories
must be added first. See “Adding and modifying patient list
categories” on page 142.

To enable categories for the list:

1. Click Category. The EMR displays the Assigned Categories window.

* Assigned Categories - 3

Categories ForNutritian course

All Categories Assigned Categories

Confirmed Categories -
Mo response
Declined

Add =

Cancel

2. In the All Categories list, click a category you want to enable, and
then click Add >. The EMR adds the category to the Assigned
Categories list.

Note: If you want to enable a category that has been deactivated,
select the Include inactive check box. The EMR includes all
deactivated categories in the All Categories list.

3. Repeat step 1 and step 2 for each category you want to enable.

4, When you are finished adding categories, click Save.
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Field Description

Use

Thresholds appointment booking:

If you want to view if listed patients are over due and/or near due for an

1. Select the Use Thresholds check box.

2. Beside Routine, Semi-Urgent, and Urgent, in the Overdue # of
days drop-down list, select the amount of time that constitutes

overdue.
Overdus Mear Due
W] Use Thrasholds # of days # of days
Routine - -
Sermi-Lirgent & months - -
Urgent 2 weeks - -

3. Optionally, beside Routine, Semi-Urgent, and Urgent, in the Near
due # of days drop-down list, select the amount of time that
constitutes near overdue, or enter a number (in days).

) g

Note: If you are modifying a list and the Name, Location, and Status fields are
unavailable for editing, this indicates that there are currently patients on the list. You
cannot modify a list if there are patients on the list, including "inactive patients"
(patients removed "with history").

4. Click Save.

Deactivating patient lists

134

-‘ View video tutorial: Deactivating and restoring patient lists

To remove a patient list, you must change the status of the list to Inactive. If needed, you can
restore a deactivated patient list by changing the status to Active.

) g

Note: You can deactivate a patient list only if all patients on the list have been
removed without history.

To deactivate a patient list:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.

2. Click the patient list. The EMR displays the Details area for the selected patient list.
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3. Inthe Details area, in the Status drop-down list, click Inactive. The EMR populates the Up
to date field with today's date.

‘ Note: If the Status drop-down list is unavailable, this indicates that there are
y currently patients on the list. You cannot remove a list if there are patients on the
list, including "inactive patients" (patients removed "with history").

Remove all patients from the list before you remove the list itself. See “Removing a
patient from a list” on page 121.

4. Click Save.

Restoring patient lists

-‘ View video tutorial: Deactivating and restoring patient lists

If you remove a patient list, but later want to view and/or use the list again, you can restore the
list.

To restore a patient list:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.
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2. Select the Include Inactive check box. The EMR displays your inactive lists with your active

lists.

an List

Create Ackions

W Include inactive

Mew Lisk Manage Patients & Remove from Favor

Patient List Managenent

=)
S
o e

Manage

Categaries  Lisk Tvpes

Man

Manage

- Clear
. Lisk Mame - Lisk Location «  Lisk Type Status
- =4 ik
Mutritian course Course Inactive
F. L1 e LaTali ]
P3 ‘Whaiting List Active
‘Waiting Lisk ‘Waiting List Ackive

Dekails

* Mame
Location

* Lisk type
# Status

* From date

Up ko date

Hutritian course

Course
Inactive
20/Febj2016

01/Mar/2016

of the Status column.

Q Tips for viewing inactive lists
m Inactive patient lists have a status of "Inactive”.

m To re-sort the patient lists so that inactive lists display together: Click the header

3. Click the patient list you want to restore. The EMR displays the Details area for the selected

patient list.

4. In the Status drop-down list, click Active. The EMR clears the Up to date field.

5. Click Save. The EMR restores the patient list.
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-‘ View video tutorial: Favourite patient lists

It your clinic has a large number of patient lists, you can define which patient lists are your

favourites. When you use or manage patient lists, your favourites display at the top.

$ & 2 1

add Patient  Edit Patient  Remove with  Remove no

2

Copy Patienl

Crthopedic waiting list  Waiting List
Pod & - Wwhaiting lick W aiting | sk

Hiskory Hiskary
Actions
Lisk 'Waiting Lisk = Provider Any Provider
sed - Clear |
|
| | gt Mame - Lisk Tvpe |
Patieri - ¢ Favourikes 3
| Test, | Mo answer Follow-up
Test,; Pod 1 - Waiting list  Waiting Lisk
- Cancelatons WATng LISt
Livirng with diabetes Course

» users.

Note: Patient list favourites are user-specific. You cannot set favourites for other

Adding favourites
To add a patient list to your favourites;

1. On the Appointment Scheduler menu, click Patient > Patient Lists. The EMR displays the

Patients on List window.

2. Perform one of the following actions:

=

= If you have access to manage patient lists, click Manage Lists (=2 ). The EMR displays
the Patient List Management window.
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-

1
If you do not have access to manage patient lists, click Manage My Favourites (IL-J ).

The EMR displays the Favourites List Management window.

=5 Favourites List Management = Lo |[ x
o Add to Favourites
& e
- Clear
Lisk Marme «  List Type
o Favourites
iLiving with diabetes ! Course
amoking cessation info session Course
‘Waiking List ‘Waiting List

3. Click the patient list, and then at the top of the window, click Add to Favourites ( %7 ).

Removing favourites
To remove a patient list from the favourites list:
1. On the Appointment Scheduler menu, click Patient > Patient Lists. The EMR displays the
Patients on List window.

2. Perform one of the following actions:

=]
If you have access to manage patient lists, click Manage Lists (IL-.-J ). The EMR displays
the Patient List Management window.
=1
If you do not have access to manage patient lists, click Manage My Favourites (IE-J ).

The EMR displays the Favourites List Management window.

3. Click the patient list you want to remove from your favourites.

4. Click Remove from Favourites ( é ).
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Managing list types

-‘ View video tutorial: Customizing list types

When you access patient lists, you can choose the type of patient lists you want to view. For
example, you can choose to view only "Waiting Lists". As you create numerous types of patient

lists, you can create customized list types to effectively group patient lists in an easy-to-find
manner. Common list types include:

m Waiting list (available by default)
m Course (available by default)

m Patient population

Adding and modifying list types
To add, or modify a list type:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.

2. At the top of the window, click Manage List Types (EEJ ). The EMR displays the Manage
List Types window with your current list types shown in the left pane.

17 Manage List Types =B X
=l
T Save  Save and
actions
| Include inactive Details
Lisk bype «  Descrip,,, Source Inackive * List bype ng referrals
+ Incoming referrals i Tracks Q... User
[waiting List Appoint... Wolf * Description | Tracks incoming refertals For specialists,
Inactive

3. Perform one of the following actions:

*
m Jo add a list type, click New (E ).
m To modify a list type, in the left pane, click the list type.
The EMR displays the Details area for the selected list type.
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4. Using the following table, enter or modify the list type information.

Field Description

List type Enter the list type name as you want it to display in the List Type drop-
down list on the Patient List Maintenance window.

Description | Enter a detailed description for the purpose of the list type.

5. Perform one of the following actions:

m To save your changes and close the Manage List Types window, click Save and Close

()

m To save your changes, and to add, edit, or remove another list type, click Save (E?').
The EMR saves your changes and keeps the Manage List Types window open.

Deactivating patient list types

If you want to remove a list type, you can deactivate the list type. You can later restore the list
type if needed.

To deactivate a a list type:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.

2. At the top of the window, click Manage List Types (ﬁﬂ ). The EMR displays the Manage
List Types window, with your current list types displayed in the left pane.

3. Click the list type and then, in the Details area, select the Inactive check box.
4. Perform one of the following actions:

m To save your changes and close the Manage List Types window, click Save and Close

=3

m To save your changes, and add or modify another list type, click Save (E?’). The EMR
saves your changes and keeps the Manage List Types window open.

Restoring list types
To restore an inactive list type:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.
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2. At the top of the window, click Manage List Types (ﬁﬂ ). The EMR displays the Manage
List Types window, with your current list types displayed in the left pane.

3. Above the list type list, select the Include inactive check box. The EMR displays any
inactive list types.

:, Manaqge List Types = =] x
BB e
Sy I
New Save  Save and
Actions

v“IncIude inactive BT

| Lisk bype 4 Descrip...  Source Inackive * Listbype | Course

-ffnllrsﬁ Course lf

| Patient population Populat,., User 4 * Descripkion  Course

IREL s F oo P

4, Click the inactive list type you want to restore and then, in the Details area, clear the
Inactive check box.

5. Perform one of the following actions:

m To save your changes and close the Manage List Types window, click Save and Close
1=

m To save your changes, and add or modify another list type, click Save (E?). The EMR
saves your changes and keeps the Manage List Types window open.

Managing list categories

-‘ View video tutorial: Customizing list categories

Patient lists contain a column displaying each patient's "Category". The category column
enables you to sort and find patients by factors unique to your clinic and to the list. You can
configure categories to meet the specific workflow needs of your clinic.

For example, an appointment waiting list for an orthopedic surgeon can categorize each patient
by the type of surgery they are waiting for. When a patient cancels their appointment, the front
end staff can then find a patient with a similar issue (that requires a similar appointment length)
to take the open appointment slot.
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You can create, modify, remove, and restore category options as needed.

‘ Note: Categories can be unique to each list, or they can be shared by multiple
) patient lists.

Adding and modifying patient list categories
To add or modify a patient list category:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.

L)
2. At the top of the window, click Manage Categories (@i ). The EMR displays the Manage
List Categories window, with a list of your current categories in the left pane.

..:i; Manage List Categories -— a x
Oy Lo x
= K
Mew SEVE Save and
Include inackive Details
| Mame + Inactive * Category name .Hi|:|

Shoulder

Kree Inactive

‘Hip

. Categary description [

3. Perform one of the following actions:

+
m To add a category, click New (EEI ).
m To modify a category, click the category.
The EMR displays the Details area for the selected category.

4. To add or modify a category, use the following table to enter information in the Details area.

Field Description

Category name Enter the category name as you want it to display on the
patient list.

Category description | Enter a detailed description of the category and/or any notes
regarding the category.

(Optional)

5. Perform one of the following actions:
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m To save your changes and close the Manage List Categories window, click Save and

Close ( E ).

m To save your changes, and add or modify another category, click Save (Eﬂ. The EMR
saves your changes and keeps the Manage List Categories window open.

‘ Note: If the category name matches an existing category (even if it is inactive), you
> receive the following message.

New Category x

——

Rename the category, or restore the category (if it is inactive). See “Restoring
patient list categories” on page 144,

6. For each list you want the category to be available on, enable the category. See “Adding and
modifying patient lists” on page 130.

Deactivating patient list categories

If you want to remove a category from your list of category options, you can deactivate the
category. You can later restore the category if needed.

To deactivate a category:

1. Open the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.

L)
2. At the top of the window, click Manage Categories (@it ). The EMR displays the Manage
List Categories window, with a list of your current categories in the left pane.

3. Click the category and then, in the Details area, select the Inactive check box.
4. Perform one of the following actions:

m To save your changes and close the Manage List Categories window, click Save and

Close ( E ).

m To save your changes, and add or modify another category, click Save (Ei’). The EMR
saves your changes and keeps the Manage List Categories window open.
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Restoring patient list categories

To restore an inactive category to a patient list;

1. 1.0pen the Patient List Management window. See Step 1 in “Adding and modifying patient
lists” on page 130.

.l
2. At the top of the window, click Manage Categories (@i ). The EMR displays the Manage
List Categories window, with a list of your current categories.

3. Above the category list, select the Include inactive check box. The EMR extends the
category list to include categories that have been set as inactive,

Manage List Categories

Mew

EE =

v" Include inactive Details

Marne » Inactive * Category name  Hip
| Shoulder

| Knee Inactive y"
‘Hip |

Category description

4. Click the inactive category you want to restore and then, in the Details area, clear the
Inactive check box.

5. Perform one of the following actions:

m To save your changes and close the Manage List Categories window, click Save and

Close ( E ).

m To save your changes, and add or modify another category, click Save (Eﬂ. The EMR
saves your changes and keeps the Manage List Categories window open.

Managing courses

If your clinic hosts courses or other informational events, you can track and manage participants
in Wolf EMR. Using the various course features, you can:

m Create and manage participant lists.
m Book a course on the lecturer's appointment schedule.

m Book patients to a course.
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To schedule a course, you must first create a patient list (participant list) for the course. From
the course list, you can then manage the course schedule and book individual patients to the
course.

Creating a course participant list
To create a course participant list:

1. Create a patient list as described in “Adding and modifying patient lists” on page 130. Use
the following table to enter information in the patient list Details area:

Field Description

Name Enter the course name. For example, Living with Diabetes.

Location If you have multiple clinic locations, in the drop-down list, click the location
the course is to be hosted at.

To enable users from all locations to book patients to the course, leave this
field blank.

Note: This field is visible only if you have multiple clinic locations set up
in Wolf EMR.

List Type | In the drop-down list, select Course. If Course is not available in the list,
add Course as a list type. See “Managing list types” on page 139.

2. Add patients to the list. You can add patients to the list:
m From the appointment schedule. See “"Adding patients to patient lists” on page 110.

m From the patient list. See “Adding a patient to a list from the Patients on List window” on
page 116.

m As agroup, using practice search. See “Adding groups of patients to lists using Practice
Search” on page 123.

Scheduling a course

You schedule a course in the appointment scheduler of the practitioner who will be delivering
the course.

To book a course in a practitioner's schedule:

1. On the Scheduler menu click Patients > Patient Lists. The EMR displays the Patients on
List window.

2. In the Lists drop-down list, click the course participant list.

Wolf Front End Staff User Guide - Issue 02.05 145



Appointments

3. Click Manage Course Schedule ( B ). The EMR displays the Manage Course Schedule
window.
= Manage Course Schedule il O1 M O
I.Lzm l-L'JJ

Course!  Living with diabetes * Provider: iSelect provider -

Schedule  Provider Stark Date

#Date;  Select date + *Time: Select time : *Length: |5 min -

4. In the Provider drop-down list, click the practitioner.

5. In the Start Date area, in the Date field, enter the date of the course or, to select the date
on a calendar, click the down arrow.

‘ Note: If this is a recurrent course, ensure you enter the first date of the course.
Y 4

6. In the Time field, enter the start time for the course.
7. Inthe Length drop-down list, click the number of minutes the course is to be scheduled for.

8. If the course is to occur on multiple dates for the same practitioner (on the same
appointment schedule), in the Frequency area, perform one of the following actions:

If the course is 1o take place on a regular schedule:
a) Click Daily, Weekly, or Monthly.

b) Inthe Number of Additional <Days/Weeks/Months> field, enter the number of
days, weeks, or months the course is to be held, and then click OK. The EMR
displays a list of appointment dates corresponding to your frequency selection in the
Scheduled Dates area.

Tip: To delete one of the reoccurring appointment dates, in the Scheduled Dates
areg, click the date, and then click Delete Date.
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If the course is to take place on multiple random dates, click Gustom, and then on the
calendar, click the course dates. As you click each date, the EMR displays the date in the
Scheduled Dates area.

Recurrence
Frequency: () None s ' [

b Doy Thursday, Jume 25, 2015

O weeldy 1 Bugust, 2015 3

() Manthly

(@) Custaom Sun Maon Tue Wed Thu o Fri Sat

1
Schedule Dates 2 3 4 [F & 7 a
061Ul 2015 Maon 11:00 &M a1 11 13 14 15
15/Julf2015 Wed 11:00 AM 1 17 18 19 20 21 27
21,|'JLI|||12015 Tue 11:00 AM >3 24 5 26 7 28 et}
31/Julf2015 Fri 11:00 A 31
05/Aug/2015 Wed 11:00 AM
Clear

Best practice: Book a course as a reoccurring course only if you will be

* scheduling patients for multiple dates and require patients to attend on the first
date. When you book patients for reoccurring courses, you must book them for
the first course date.

If you want patients to choose only one of multiple course dates to attend, do not
add multiple dates using the Recurrence area. Instead, schedule each course
date one at-a-time by repeating Step 1 to Step 7 .

9. To ensure that the course date(s) do not overlap any booked appointments on the
practitioner's schedule, in the Scheduled Dates area, click Check Availability.

If no overlap is identified, the EMR displays a dialog box with the following message: “No
conflicts found.”
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If overlap is identified, the EMR displays a dialog box with the following message: “To
avoid double booking review dates. An appointment is already booked for <patient
name> on <appointment date> at <appointment time>.

Course:  Living with diabetes * Provider: | Schuster, Beata C., WD, FRCPC, P... =
[Schedule | Provider Start Date
|l #niatai laciaintonic the | HTiva: | 44,00 Akt = #l-ngth: 5 min -
Check Availability x
To avoid double booking review dates,
. An appaintment is already booked for Reginald Chatman on 30/Junf2015 sk 11:00 AM oK

Schedule Dates

25/1uny2015 Thu 11:00 AM
26/1unf2015 Fri 11:00 AM
29/1uny2015 Mon 11:00 AM
30/Juny2015 Tue 11:00 AM
01/2ul{2015 Wed 11:00 &AM
02/1ul{2015 Thu 11:00 AM
03/Julf2015 Fri 11:00 AM
0&/Jul{2015 Mon 11:00 AM

Delete Date
Clear Dates

Check Availability

10. When you finish scheduling the course, click Save and Close (H ). If an appointment
conflicts with the selected course dates, the EMR displays a dialog box with the following
message: “To avoid double booking review dates. An appointment is already booked for
<patient name> on <appointment date> at <appointment time>. Do you want to double
book?”

11. To enable the EMR to double-book course dates, click Yes.

Booking a patient to a course

148

Once a course is added to a practitioner's schedule, from the course list, you can book
patients to the course.

To book a patient to a course:

1. On the Scheduler menu click Patients > Patient Lists. The EMR displays the Patients on
List window.

2. In the Lists drop-down list, click the course list.
3. Perform one of the following actions:
To book a single patient to the course, click the patient.

To book several (but not all) of the listed patients to the course, on your keyboard, hold
down the Gtrl key, and then click the patients. The EMR highlights each patient you
select,
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To book all listed patients to the course, click the patient at the top of the list, hold down
the Shift key, and then click the patient at the bottom of the list. The EMR highlights all
listed patients.

4. Click Book to Course ( @ ). The EMR displays the Course Booking window with:
The course name and lecturer displayed.

A list of dates the course is scheduled for.

fo] Course Booking x

Biook ta
Course

Course;  Living with diabetes

Schedule - Prowider
+ h/i03/Aug/2015 Mon 02:00 PM | Castleberry, Moses, Dr
] 10/Augf2015 Man 0200 PM
W 171aug/2015 Mon 02:00 PM
/| 24/B0a/2015 Mon 02:00 PM
&/ 31fAugf2015 Mon 02:00 PM

Note: If the Book to Course icon is unavailable, this indicates that the course has
» not been booked in a practitioners schedule. See “Scheduling a course” on page
145,

5. If the course is scheduled as a reoccurring course, perform one of the following actions:

To register the patient(s) for one or several course dates, but not all dates, clear the
check boxes beside the dates you do not want to book the patient(s) for.

For reoccurring courses:
/ All course dates are selected by default.

The patients must be booked for the start date. If you clear the start date, the
EMR clears all associated dates.
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To register the patient(s) for all course dates, leave the check boxes beside the dates
selected.

6. Click Book to Course ( @ ). The EMR:

Displays a dialog box with the following message: “Selected patients have been booked
to the course.”

Removes the patients from the course patient list (with history).

Displays the patient(s) on the course appointment on the lecturer's appointment schedule

01:30

01:45

0200 * Living with diabetes
Adams=on, Rich

0215

0230

Tracking patients who have been booked to courses
You can view the patients who have been booked to a course from the course list.

To view the patients who have been booked to a course:

1. On the Scheduler menu click Patients > Patient Lists. The EMR displays the Patients on
List window.

2. In the Lists drop-down list, click the course list.

3. Select the Include removed with history patients check box. The EMR displays all
patients who have been removed with history (including booked patients) in the patient list.
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4, To find patients who have been booked to a course, click the Booked Date header two
times. The EMR sorts the list to display patients with booked dates at the top of the list.

Patients on List
CEE - EQ- (=" 1
il =5 l—H b= I:l.'J
F Export  Print Manage [
ko CSY Lists
brvider » [V Include removed with history patients  Total patie
Clear
Home Phone Work Phone Motes Category Prio... = Booked Date  Fle
444 444-4444 Rx refil Semi-U., § 03/Junf2015
33} 652-6865 Ricatine =
111y 111-1111 Arry day but Frid... Routine
111) 111-1111 (222) 222-2222 Man, wed, frim,,. CPx Routine 4
-1 CPx Rowtine 4

Printing an appointment list (day sheet)

You can print a practitioner’'s appointment list for the day. The appointment list includes the
following information: Length of Appointment, Patient Name, Age, and Chart Number.

To print an appointment list:
1. On the Scheduler menu click Reports > Day Sheet.

2. Inthe Service Provider Selection drop-down list, click a practitioner's name. (You can also

print appointments for all providers who are scheduled for today by selecting All on
screen.)

3. Inthe Daysheet to be Sorted by drop-down list, click an option to select how you want to
sort the appointment list. The default setting is by Appointment Time.

4. In the Daysheet Format drop-down list, click the format for the appointment list.

5. In the Time Selection area, select which part of day's appointments you want to print. You
can also enter a specific time period in hours and minutes in the From and Up to area.

6. Click Print.
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Moving groups of appointments from one practitioner’'s schedule to
another

There may be times when you need to move groups of appointments from one practitioner's
schedule to another. For example, you may be in a new clinic and you are entering all upcoming
appointments into the EMR. After entering a month's worth of appointments, you realize that
you entered the appointments under the wrong practitioner’s schedule. You need an easy way
to shift all of these appointments to the appropriate schedule.

To move groups of appointments from one practitioner’'s schedule to another:
1. Inthe Scheduler, click and drag to select a group of appointments.

2. Onyour keyboard, press Ctrl + V. The EMR displays a dialog box, prompting you to confirm
the move information.

3. Click Yes.

4. Navigate to the appropriate day and practitioner’'s schedule, and click the time slot for the
first appointment on the list being moved. The EMR displays a dialog box with the message
“Provider is different - continue?”

5. Click Yes. The EMR moves the appointments at the same intervals apart as they were on
the original day.

Locking your workstation from the Scheduler

162

To lock your workstation from the Scheduler:
On the Scheduler menu, click Appointments > Lock Applications.

The Wolf EMR login screen is displayed. All of your applications (for example, the WorkDesk
and the Scheduler) are still running, they are just locked. When you enter your password, your
applications are unlocked and appear as they were when you left them.

Note: Locking applications is different from choosing Close All Wolf EMR

‘* Applications from the Wolf EMR Launch page. When you Close All Wolf EMR
Applications, all of your applications are shut down. You must sign back in and
relaunch all of your applications.

Best practice: If you have to step away from your workstation, click
Appointments > Lock Applications instead of closing all Wolf EMR
applications.
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WorkDesk overview

This chapter introduces you to the WorkDesk. The WorkDesk acts as the communication
centre between practitioners and the Front End Staff. From the WorkDesk you can send,
receive, and track messages, medication refills, referrals, follow-ups and other tasks.

You also use the WorkDesk to access and manage patient medical records. You can find, view,
and enter patient clinical data on any patient’s record.

Opening the WorkDesk
To open the WorkDesk:

1. On the Wolf EMR Launch page, click WorkDesk _‘ . The EMR opens the WorkDesk.

o - MOA arkDesk - WorkDesk ? - 0 %
Reference Configure Patients Reports Sign Qut Help M
. Tuesday - February 23, 2016
Xavier R |
10:21 am [C]EaS
Messages Sign Out +| Medical Summary | Guick Entry Demagraphics ‘
Date Patient"*To From - Ref "
15-Apr-2013 09:43 * All Hon-Providers  Janna § ElElalS
02-May-2013 14:18 F, Leana Beata C Retferral calls to complete Referral letters
22-May-2013 13:48 A, Thanh Janna § M Feferral
- ’ = & referral appointments to be made Mo letters to transcribe
22-May-20113 17:45 H, Susanne Janna s 3 3 )
29-May.2013 12:22 L, Lucio Janna § Matification History 104 referral notifications Mo letters to print
30-May- 2013 12:59 A, Boyd Janna § Incoming ReferralsiConsutts
03-Jun-2013 22:55 D, Kraig Janna § w Mo Incaming Conzults 1 Incomning Referral
12-Jun-2013 09:02 F, Leana Beata C i ey cRsiomes
12-Jun-2013 13:06 S, Lavonda Janna S5
12-Jun-2013 13:07 B, Bob Janna 5 Data Entry Clinic Tasks
12-Jun-2013 13:08 L, Katelin Janna 5§

Incoming Results

16-Jun-2013 21:21 *All Hon-Providers  Janna S i
T Witals Entry 73 Investigations 58 Documents
4| m +
Clinical Gueues
Mew Manual Resutt
Mo patierts to notify
] Sign Out =+
Follow Up Tasks d J . Mo Rule Matches (level 5) found in last 7 days. Total rule mstches =0
“accination o et R oot
Date Patient/*To From LIS ES
19-Feb-2016 B, Bob R, Xawvier Mo charts to pull
~ Group Yaccination
19-Feb-2016 B, Bob R, Xavier Mo OR Bookings to be made
(LFebe 2016 b Leana lXamer) Mo patierts overdue for PAPMammograms procedures outside guidelines
WiCH e-Forms
Mo clinical finding notifications:
Retill Reguest TelephoneFax Refils
Mo pharmacies to call
Refill Log
Mew Preventive Care
Surgical Booking y .
All providers Fitter Options
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|
Q When the WorkDesk opens, the EMR displays the WorkDesk icon =" in the
toolbar at the bottom of your screen.

Tip: When the WorkDesk and the Scheduler are both open, you can click the

- ®m
WorkDesk icon = and the Scheduler icon to quickly move back and
forth between the programs.

Viewing your to-do list

The following sections describe the different areas of your WorkDesk you use to view and track
items on your to-do list.

Viewing your active messages

You can view and create messages from the Messages area, which is located on the top left

of the Workdesk
Xavier R
Messages Sign Out ﬂ Medical Summary ‘ @
Date Patient*To From .
! 10-Feb-2016 10:19 * R, Xavier Janna § |Referrals
* 10-Feb-2016 10:19 F, Leana Beata C Referral calls to comp)
* 10-Feb-2016 10:20 H, Susanne Janna § New Referral ‘ .
29.-May- 20131222 L, Lucio Janna § = § referral appointmy
30-May-2013 1259 A, Boyd Janna S Lticatcplistony ‘ 104 referral notificat
03-Jun-2013 22:55 D, Kraig Janna 5 Incoming Referrals
12-Jun-2013 09:02 F, Leana Beata C Mo Incoming Consutts
12-Jun-2013 13:06 5, Lavonda Janna 5 Mo Declined sRefarrald
12-Jun-2013 13:07 B, Bob Janna S
12-Jun-2013 13:08 L, Katelin Janna 5 Data Entr]r Clinic Tasks
16-Jun-2013 21:21 * &l Nu!'l-Pruuiders Janna-S Incoming Results
17-Jun-2013 16251 5, Laurine Hendricks 5 Vitals Ertry ‘ 731 Investigations
i | [il]
Clinical Queues
Meray Manual Resutt ‘
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Viewing your active patient follow-ups

You can view and create follow-up tasks from the Follow Up Tasks area, which is located
below the Messages area. Follow-up tasks are reminders to call a patient or to schedule a
return appointment.

TO-JOIT-ZUTY LT £0 O, TaoTTyg AT FOTITET LTI wWitals El'l‘tr'y'

T3 Investigati

1| n F

Clinical Gueues|
Mewy Manual Result

Mo patients to ng

v] Sign Out +
Follow Up Tasks i | N R
waccination
Date Patient*To From b (e
_ } Group Vaccination
10-Feb-2016 G, Marlin R, Zavier Mo OR Bookings
10-Feb-2016 L, Lucio R, Zavier No patierts aver
10-Feb-2016 M, Laurence R, Xavier WCH e-Forms

Mo clinical finding

! 10-Feb-2016 H, Susanne R, Xavier | Mo charts to pull

Refill Request Telephone/Fax H
Mo pharmacies t
Refill Log
Meray Presventive Care
Surgical Booking )
All praviders

Viewing your referrals summary

You can create, track, and manage referrals from the Referrals area, which is located in the top
right hand comer of the WorkDesk window.

Monday - February 29, 2016 x
11:26 am =
J Medical Summary Qwick Entry Demographics ‘
Referrals
Referral calls to complete Referral letters
Mewy Referral
T referral appointments to be made Mo letters to tranzcribe
Matification History 104 referral notifications Mo letters to print
Incoming Referrals/Consults
Mo Incoming Consuts 1 Incoming Referral
Mo Declined eReferrals
Data Entry Clinic Tasks
Incoming Results
Yitals Entry T241 ticoti E£9 Nines +
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Viewing your general clinic tasks

You can view a list of your clinical tasks in the Clinic Tasks area, located on the bottom right of
the WorkDesk.

Data Entry Clinic Tasks

Incoming Results

Witals Enfry 733 Investigations 55 Documents

Clinical Queues
2 patients to notify

Mo Rule Matches (lewvel 51 found in last 7 days. Total rule matches =0
12 Incomplete WCE Reports

Mess: Manual Result

Maccinastion

5 charts to pull
Mo OF Bookings to be made

Mo patients overdue for PAPMammograms procedures outside guidelines

Group Yaccination ‘

WCB e-Farms
1 clinical finding notification

Refill Reguest TelephoneiFax Refils
3 pharmacies to call
Refill Log

Mery Presventive Care
Surgical Booking .

All providers

The Clinic Tasks area contains three main sections:
m Incoming Results

m Clinical Queues

m Telephone/Fax Refills

The following table lists the information you can review in the three main sections in the Clinical
Tasks area.

Clinic Task section You can review:

Incoming Results m Incoming investigation (Lab) results

® Incoming documents

Clinical Queues m Patients you need to notify for a follow-up appointment
m Patient rule matches

m Incomplete WCB reports

m Charts you need to pull

m Patients who are overdue for a PAP/Mammogram procedures
outside of guidelines

m Clinical finding notifications
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Clinic Task section You can review:

Telephone/Fax m Pharmacies you need to call

Refills m Prescription refill log

Filtering the WorkDesk by practitioner

You can filter the WorkDesk by practitioner(s) so that the notifications in the Clinic Tasks and
Referrals areas relate to only the practitioner(s) you select. If your clinic supports multiple
locations, you can also choose to see natifications relating to only the practitioners in your
current location.,

The default Filter Option setting for a single location clinic is all providers.

The default Filter Option setting for a multi-location clinic is Providers in all my assigned
locations.

Note: The following notifications are not filtered:
» m Patients Overdue for PAP / Mammograms outside guidelines

m Clinical Findings Notifications

To filter the WorkDesk by practitioner:

1. Inthe lower right cormer of your WorkDesk, click Filter Options. The EMR displays the Front
Office WorkDesk Queue Filter Options window.

2. Perform one of the following actions:
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If you are in a single location clinic: Select the Selected Providers option and then

select one or more practitioners.

" Front Dffice WorkDesk Queue Filter Dptions

() all providers

Include inactive

Provider name

aa, testPhysicianl, MD

E, Vanna

iZ, Moses, MD FRCPC
Cooley, Cyril

Z, Arthur

F, allan

H, Chet

H, Zenia

1, Raul

K, WWarner M,

L, Argelia, MD FRCPC

M, Terrance M., MD FRCPC
5, Janna 5., MD PhD FRCPC
5, Beata ., MD, FRCPC, Pediatrician
W, Kiera

W, Ellamae

Save Cancel

If you are in a multi-location clinic: Select Providers in my current location or select
Selected providers and then select one or more practitioners.

Front Office WorkDesk Queue Filter Options

(2 Providers in all my assigned locations

Providers in my current location

Sel&ed providers
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3. (Optional) If you want to include inactive practitioners, select the Include Inactive check
box. The EMR adds all inactive practitioners to the list, shaded in grey.

~ Front Dffice WorkDesk Queue Filter Dptions

() all providers

(@) Selerted providers

Frovider name
3 aa, testPhysicianl, MD
&, Micola M
B, Jonna R
B, Royce
B, Yanna
B, Wendi
B, Megan
B, Augustus
B, Tamisha
Z, Moses, MD FRCPC
C, Beverley, M.D., F.C.F.P.
Z, Lou
C, il
C, Tilda
C, Arthur
D, Odell, M.D.

Save

Cancel

4. Click Save. Red text to the left of the Filter Options button shows the filter option in use.
For example, if you filtered your WorkDesk to show notifications relating only to specific

practitioners, you would see “Filtered by: Selected providers”.

Filtered by: =elected providers

.................................

Viewing and entering patient clinical data

The following sections provide an overview of the various ways that you can view and enter
patient clinical data from your WorkDesk. Your instructor will cover these topics in detail later in

the course.

Opening and viewing a patient's chart from your WorkDesk

You can open and view a patient’s medical summary from your WorkDesk. The Medical
Summary is essentially a patient's medical chart, and contains all of the patient's medical

information.

To open a patient's medical summary from your WorkDesk:
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1. At the top of your WorkDesk, click Medical Summary. The EMR displays the Patient
Search window.

2. Search for the patient and then, in the search results list, double-click the patient's name.
The EMR opens the Medical Summary window

Opening the Quick Entry Form from your WorkDesk

You can open the Quick Entry Form from your workDesk. You use the Quick Entry Form to enter

a patient's history including social information, medical problem list, medications, allergies, and
surgeries.

To access the Quick Entry Form from your WorkDesk:

1. At the top of your WorkDesk, click Quick Entry. The EMR displays the Patient Search
window.

2. Search for the patient and then, in the search results list, double-click the patient's name.
The EMR displays the Quick Entry Form window.

Opening the Patient Maintenance window from your WorkDesk

You can open the Patient Maintenance window from your WorkDesk. You use the Patient
Maintenance window to view, enter, and store, most non-medical data about a patient.
Examples of non-medical patient data include patient address, phone numbers, Personal
Health Number (PHN), chart number, and next of kin.

To access the Patient Maintenance window from your WorkDesk:

1. At the top of your WorkDesk, click Demographics. The EMR displays the Patient Search
window.

2. Search for the patient and then, in the search results list, double-click the patient's name.
The EMR displays the Patient Maintenance window.
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Adding data or performing actions on patient charts using the Data Entry area on

your WorkDesk

The Data Entry area of the WorkDesk provides various ways for you to enter patient data or
perform actions on patient charts. The Data Entry area consists of a column of buttons in the
middle of the WorkDesk window.

Data Entry

Yitals Entry

Mess: Manual Result

Maccination

Group Yaccination

WCB e-Farms

Refill Reguest

Mery Presventive Care

Surgical Booking ‘

Clinic Tasks

Incoming Results

733 Investigations 55 Documents

Clinical Gueues
2 patients to notify
Mo Rule Matches (lewvel 51 found in last 7 days. Total rule matches =0
12 Incomplete WCE Reports
5 charts to pull
Mo OF Bookings to be made
Mo patients overdue for PAPMammograms procedures outside guidelines
1 clinical finding notification
TelephoneiFax Refils

3 pharmacies to call
Refill Log

All providers

The following table describes the buttons in the Data Entry area:

Data Entry button Use this button to:

Vitals Entry

Enter patient vitals and other measurements, for example pre-visit
measurements, vital signs, and basic chart notes

Tip: You can also enter vitals from the Scheduler.
To enter vitals from the Scheduler:

1. In the Scheduler, click a patient name, and then on your keyboard
press F6.

2. The Vital Entry window opens with the patient selected.

New Manual
Result

Enter, view or modify a patient's manual 1ab results

Vaccination

Record vaccinations administered to the patient

Record that a patient refused or declined a recommended
vaccination
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Data Entry button Use this button to:

Group Record the administration of a vaccination to a group of patients. The

Vaccination EMR automatically creates multiple vaccination records for each
individual patient. You can use this feature to enter vaccination
information after a vaccination clinic session has occurred.

WBC e-Forms m Access WCB e-Forms

Refill Request

m Create a medication refill request

New Preventive
Care

m Create a Preventative Care Procedure result for PAPs and
mammograms

Using WorkDesk menu options

B o demonstration: Wolf EMR 2016.1 WorkDesk enhancements

Along the top of the WorkDesk window, there are a series of menu options. Here, you can
perform a variety of actions, including customizations to the way your WorkDesk acts and looks.

When you click a menu, the EMR displays the menu options in a horizontal ribbon.

-/ -
Reference

°o '

EditWaccination
Types Lots

Configure
Wiorkdesk

15-Apr-2013 09:43

Caonfigure

rACA W arkDesk -
Patiernts Reports Sign Ot Help
* All Hon-Providers  Janna Somer Schrt| | eleals

Tip: If you are unsure of what a menu option is for, hover your cursor over the icon
and a description pops up.
A
Reference Caonfigure Patierts
o >
Configure  EditVWaccination
Warkdesk Types Lots
Configure Workdesk tlders
ana
Configure your and, if you hawe access  paon
rights, clinic WorkDesk settings e
[& MOA WorkDesk o
d
Tell me rmore |
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Chapter 5

Viewing and recording patient medical history
(Medical Summary)

This chapter introduces you to the Medical Summary. The Medical Summary represents a
patient's “medical chart” and contains a patient’s entire medical history. The SMART patient
banner is located at the top of the Medical Summary (as with other windows that contain patient
information) and contains a summary of important patient information that you can view, at-a-

glance, in one convenient area.

In this chapter, you learn how to enter, view, and modify patient medical information from the
Medical Summary, the SMART patient banner, and the SMART menu.

Opening a patient's Medical Summary

The method you use to open a patient's Medical Summary depends on whether the patient is
booked for an appointment or not.

To open a patient's Medical Summary, perform one of the following actions;

m [f the patient has an appointment booked today, on the Appointment Scheduler, click the
appointment, and then press F7.

m If the patient does not have an appointment booked, in the Appointment Scheduler, search
for the patient and then, from the search window, open the patient's Medical Summary. See
“Searching for a patient” on page 23.

m If you are working in the WorkDesk, click Medical Summary. See “Opening and viewing a
patient’s chart from your WorkDesk” on page 159.

Q Tip: If You are in a patient's medical summary window and want to view another

patient’s medical summary, on the top right corner of the window, click 'ﬁ
(Search).
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SMART Patient Banner overview

The EMR displays the SMART Patient Banner at the top of most windows relating to a patient,
including the patient’s:

m  Medical Summary
m \Vital Entry form

m Messages

m Tasks

The EMR also displays the SMART Patient Banner on the Verify Patient Details window when
you mark a patient as Arrived in the Scheduler.

Information on the SMART Patient Banner

The SMART Patient Banner contains a variety of patient information that you can view, at-a-
glance in one convenient area. You can easily edit some of the patient information, for example
patient demographics. You can also perform a variety of actions from the Medical Summary
toolbar.

Contact

Patient Resources Information Smoking Status Demographics

|3 Medical Summary l [=E] 3

Smith, Barbara v Born 22-Aug-1965 (46) Ser F PN 9997 149 440 .1-
I ¥ L 4 Status  NIA =
Home address Haome BM Fri Terrance Macaon, MD FRCPC H
22 Burrard Road, 1 @ eight Team  Al-women staft =]
g Wiark BF 19568 &yr2m Fef  Cheri Alexandra 5| uzelet

L c @ 3Rules o Messsages A MoFolowlUps 5 # NoVaccinations i

_.ﬂ Print Chart iltustum Report g] Request Chart g‘ Change Log

Care Team

The main areas of the SMART Patient Banner include:
= Name

m Demographics

m Patient Resources

= Contact Information

m Smoking Status

m Vitals

m Care Team

= Notification bar

m Medical Summary toolbar

m  Navigation buttons
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The following sections describe the main areas of the SMART Patient Banner.

Name

The Name area is in the top left corner of the SMART Patient Banner. The Name area displays
the patient’s last name and first name separated with a comma. For example “Smith, Barbara.

3 Medical Summary

MName

T

Zi' Eﬁr;a rd Road,

1 No Docs 0 3 Rules No Messsage

i | Print Chart | Custom Report LI Request Chart

Demographics
The Demographics area is in the top right cormer of the SMART Patient Banner.

Demaographics

9997 149 440
WA

Fri Terrance Macon, MD FRCPC
Team  All-wwomen staff

“ il Feif  Cheri Mlevandra ':.‘I\WF- Ei

The Demographics area displays the following information:

m Born: The patient's date of birth. The age is shown in brackets beside the date.
= Sex: M/F
m PHN: Patient's PHN

m Pregnant: Displays if a patient is pregnant and how many weeks the patient is along in the
patient's pregnancy.

m Status: Displays a patient's active Patient Status. For example, Homebound, Acute Care
Patient, or Left Practice.

Patient Resources

The Patient Resources area is below the patient name in the SMART patient banner. The
Patient Resources area of the SMART Patient Banner gives you easy access to more
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information about the patient. Some of the information is view-only; for example patient visit
records or the patient photo. Other icons link you to other areas of the EMR where you can view
and edit the information if necessary. For example, you can view and edit information in the
Patient Maintenance window.

Patient Resources

- Medical Summary
Name Smith, Barbara  +

L W

I

Note: The Patient Resources area only displays the icons that apply to the patient.
y For example, if there are no alerts for the patient, you will not see the Alerts icon.
Similarly, if no notes exist for the patient, you will not see the Patient Notes icon.

The following table describes the icons you may see in the Patient Resources area.

Icon Item Description
View Patient Opens the Name/Addr/Phone tab in the
Demographics Patient Maintenance window
—= Information
View Paper Chart Opens a scanned version of the patient's

previous paper chart information or
previous medical summary (if available).
This icon displays if the keyword Medical
Summary was associated with the
document.

View Patient Visits Opens all summarized Visit Records for
the Patient

Search Patient Visits Opens the Visit Record History window
with a list of encounters to choose from or
you can use the Search function

g

Patient Notes Opens the Notes tab in the Patient
Maintenance window (if available)

Patient Photo Opens patient photo (if available). This
icon displays if the keyword IDPhoto was
associated with the photo.

B |

Alerts Opens alerts for the patient (if available)

I
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Icon Iltem Description

Custody information The icon's ToolTip displays custody-
ﬁ related text when you hover your cursor
over the icon.

~= Medical Summary
Ali, Jeff Florencio

oy - EN=F,
Home aa’a‘resl&
3005 M Cole hAother has u:ustu:ud}-'|

Rl ot Mo Docs

This icon displays if the Note field in the
Custody Agreement arca on the Name/
Addr/Phone tab in the Patient
Maintenance window is populated, and
the patient is under the legal majority age
for the province.

Indicates that the Opens Patient Maintenance to Portal
patient is connected Settings (if set up)
to the Patient Portal

Contact Information

The Contact Information area is below the Patience Resources area in the SMART Patient

Banner.
Contact
Patient Resources Information
2l Medical Summary
Mame Smith, Barbara 4
. 5 | ¥ L 4

22 Burrard Road,

The Contact Information area displays the following information:
m Home Address: Patient's address

= Phone Number(s): Home, Cell, Work
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Note:

b 4

m [f available, caregiver information is displayed above the phone number.

i

-3 Medical Sumrmary

Torrez, Tinisha

L Ty

— Caregiver Amog, Ona

Hame address

Home :l,\%nn'.r::

1641 R BTEh Street, Cel [ Amos, Ona
Millarville A8 KON 7R3 Wfork  FA0596230x642
0§ to e Unrev. Docs @ HoRules  [] Nobessages

time is displayed.

m [f the patient does not have an appointment today, or the appointment is
finished, the next encounter date is displayed above the phone number. If the
patient has a current appointment, the patient status, room number, and wait

=] Medical Surnmary

wes .Y

Smith_gon, Willetta Janean

Barn d

. Nezt Enconnter. 19-Mar-2014

Hakre gdidress
9297 E Strong Place,

Hane
Cell

(4317 477-7832 l% Ay
ieiz bt

Smoking Status

The Smoking Status area is beside the Contact information area in the SMART Patient Banner.

-2 Medical Summary

Patient Resources

Contact

Information smoking Status

Smith, Barbara

. k. ¥

MName

|

22 Burrard Road,

If the smoking status has been set, the smoking status appears as one of the following icons:

= Non-Smoker @

m Smoker @
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Vitals
The Vitals area is beside the Smoking Status area, and below the Demographics area in the
SMART Patient Banner.
Contact
K= Information Smoking Status Demographics
Eorn  22-Aug-1965 (46) Sex F
L 4 L 4
Home BM Fri Terrancs
Weight Teamr  Allwom
Wiork BEE 19588 4vr2p Aef Cheri Al
e 0 3 Rules =] No Messsages . Mo Foliow Ups & s N 1 £
Custom Report Qlﬁzquul Chart i] Change Log
Vitals

The vital information displayed depends on the age of the patient.

If a patient's age is O to 2 years old, the Vitals area displays the following fields, together with
percentiles, if available:

m HC: Head Circumference
m Weight
= Height

Bory 29-0ct-2012 (1 yr 1 m)
#ge 30 weeks
HC dTcm (BB 4%y 0d
WWempid 10kg (53, 2% ] o
Mespit B0cm (B8 .3%) i

If a patient's age is 2 to 19 years old, the Vitals area displays the following fields, together with
percentiles, if available:

m BMI: Body Mass Index
= Weight
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m Height

Aorh 13-Jan-2010 (3 yr 9 m)

A 14.2(121%) 5m 2wk
Weight  14.3kg (44 4% 5m 2 wh

Helght  100.5cm (53.336] 5 m 2wk

If a patient's age is 20+ years old, the following fields are listed:

= BMI
m Weight

= BP: Blood Pressure

Aorh13-Mar-1969 (45)

aui 1371 44
Weight  1200bs 4 d

S 120050 4d

‘ Note: Percentiles are based on the Canadian Dietitian (WHO) growth charts.
Vg

Note: The time frame displays with each of the above measures.
) For example, a patient's BP is displayed as: BP 120/80 1y3m ago

170 Wolf Front End Staff User Guide - Issue 02.05



Viewing and recording patient medical history (Medical Summary)

Care Team

The Care Team area is beside the Vitals area, and below the Demographics area in the SMART
Patient Banner.

Smoking Status Demographics

l = [EoH [

9997 149 440
tatus WA

Pl Terrance Macaon, MD FRCPC

Team  Allwomen staff

Cheri Alexandra

22-Aug-1965 (46)

EF 195068 4vwr2m

i 7 No Vaccnations

L=

Request Chart 4&| Change Log

Vitals Care Team

The Care Team area displays the following information:
m Primary MD: Displays default practitioner

m Family MD. Displays if the patient has a family practitioner who is not the primary
practitioner

m Referral MD: Displays if the referring incoming practitioner has been noted in Patient
Maintenance.

m Care Team: Displays if the patient is assigned to a care team.

Tip: You can set your WorkDesk preferences to disable or enable the display of
the above items:

On the WorkDesk menu, click Configure > Configure WorkDesk >
Miscellaneous tab.
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Notification bar

The Notification bar is below the Contact Information area in the SMART Patient Banner.

Contact

Patient Resources Information Smoking Status Demograp
3 Medical Summary l
— |
Mame ¥ Eorn 22-Aug-1965 (46)
| ¥
Motification Wor @ . EF __195/68 4
Bal e @ 3Rules A o Up y # NoVaccinations

& | Print Chart | Custom Report ||| request chart 45| Change Log

The Notification bar indicates how many investigations, rules, documents, and messages are
available for the patient. The Notification bar also indicates how many follow ups and
vaccinations the patient is due for. Pending, un-reviewed, and recent items appear in red text.
You can click any icon in the Notification bar to open the related area in the EMR. For example
you can click the Investigations icon to open the Investigation In Basket window for the
patient.

The following table describes the icons on the Notification bar.
Icon Description

Investigations

uuu m Can indicate how many pending investigations (Pending Inv.) or recent
— investigations (Recent Inv.) are that are available for the patient. Also indicates if
there are no recent investigations for the patient (No Inv.).

m Investigations are Electronic Lab or Report Submissions in Wolf.

m You can view Excelleris text reports such as an Operative Report, or a
Procedures Report from the Investigation In Basket. The EMR saves Excelleris
text reports under the Documents tab in the patient's Medical Summary.

m Click to open the Investigation In Basket

Documents

m  Can indicate how many un-reviewed documents (Unrev. Docs.), or recent
documents (Recent Docs) are that are available for the patient. Also indicates if
there are no recent documents for the patient (No Docs).

m Documents are generally items scanned in by the staff, or they are printed
from the system. You may have some documents from certain regions come
electronically into this area as well.

m Click to open the Documents In Basket
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Icon Description

Rules

“ m Indicates how many Rule Matches are available for that patient. Arule is a
search or an automated reminder. which runs over night.

m Click to open the Rule Matches screen

Messages
| m Indicates how many unread Messages are available for that patient

m Click to open the Message Viewer screen

) Follow Ups
_:'._ m Indicates how many outstanding Follow-Ups the patient is due for
m Click to open the Follow-Ups screen
Vaccinations
F m Indicates how many Vaccinations the patient is due for

m Click to open the Vaccination Schedule screen.

Medical Summary toolbar
The Medical Summary toolbar is below the Notification bar in the in the SMART Patient Banner.

_3 Medical Summary
m—
Name —|> Smith, Barbara __+ Bon 22-Au
[" N | L 4 w
. W= )
Motification Wk 1955
BAr e 8 10 Mo s io Docs © 3Rules lo Messsages A Mo Folow Ups
Elpmt Chart El'l:ustnm Report Q!ﬁmues! Chart ﬂ Change Lo

You can perform a variety of actions from the Medical Summary toolbar. You can click any icon
in the Medical Summary toolbar bar to open the related area in the EMR and perform a specific
action. For example, you can click the Print Chart icon to open the Wolf Clinical Records
window, where you can choose clinical documents to print.

The following table describes the icons on the Medical Summary tooloar.

Description

Print Chart

— Opens the Wolf Clinical Records window, where you can choose to print
— various parts of the medical record.
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Icon Description

Custom Report

Opens a Custom Report Form, where you can print Visits, Prescriptions, and
Referrals and title the report.

Request Chart

d

H Opens a Chart Request window, where you select the practitioner's name who
— is requesting the chart. The chart request appears as an item in the Clinical
Queues area on your WorkDesk as a chart to pull.

Note: If practitioner clicks the Request Chart icon, the Chart Request
window opens with the practitioner’s name automatically populated.

Change Log

E:| Opens the Change Log window, where you can review all change activity that
occurred in this patient's medical summary

Deceased patient banner

The SMART Patient banner of a deceased patient has a dark grey background and white text.

Smith, Andrea Born 16-Sep-1370 [41) Sex F PHN 9994 475167
Died 21-Sep-2011 Status  (Deceased)
Home address o MNext of Kin NiA Pri John Coltrane, M.D
9 Burrard St, Phone NAA
Vancouver BC VTX 404

5| Custom Report ]| Request chart

The banner contains the following additional fields:

m Died: The Date the patient died. This field is displayed in the Demographics area under the
Born field.

m Age at Death: The age is displayed in brackets beside the Born date
m Status: Displays as Deceased.

m Next of Kin: The Vitals area disappears and is replaced with the patient's next of kin and
their phone number.

EBorn  16-Sep-1970 [41) Sex F FHN 9004 475 167
Died 21-Sep-2011 Sistus  (Deceased)

Next of Kin MNiA, Pri  John Coltrane, M.D
Pl Nf&
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Medical Summary window overview

The following sections provide an overview of the tabs and navigation buttons on the Medical

Summary window.

Medical Summary window tabs

The following table provides an overview of the information available on each of the tabs in the

Medical Summary window.

Tab
Current Hx: Current History

Information available

Problems

Current medications
Encounter records
Allergies
Vaccinations

Blood type

Past Hx: Past History

Inactive problems
Previous medications
Procedures and surgeries

Refuted and terminated allergies

Personal Hx: Personal
History

Social history

Harmful substances (For example, smoking history and
alcohol history)

m Family history

m Otherrisks
Communication m Messages

m Follow ups
Investigations m |Lab results

Manual results

m Preventive care procedures (for female patients)
Documents m SMART Forms and documents attached to the patient
record
Referrals m Referral records made for the patient
Obstetrics m Pregnancy history information (for female patients if

applicable)
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Medical Summary window navigation buttons

The navigation buttons are on the top right side of the Medical Summary window.

! =

9997 149 440
WA

Al Terrance Macon, MD FRCPC
Team  All-wwomen staff

| 22-Aug-1965 (46)

Mavigation

Click Close ( .*:) to close the Medical Summary window.

Click Search (‘ lﬁl) to search for another patient's Medical Summary.

Viewing and modifying current medical history

The following sections describe how to add, view, and edit a patient’s current medical history
information.

Adding a problem

You can add a problem to a patient’'s Problems list. Examples of patient problems include
hypertension, diabetes type Il, and asthma.

Q Tip: When you add a problem, the only required information is the problem name.

It is good practice to enter the year of onset for tracking purposes.

To add a problem to a patient’'s Problems list:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.
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2. In the Problems area, double-click <<Add New Problem>>. The EMR opens the

Problems List window.

—= Medical Surmmary
Maddox, Phung Cassandra Aorn 18-
[t B 80 mins
Haome godress Home (3071 982-2506 oy Ahdr 24
5361 M Mawy Walk, Unit 72, Cell (500754293 S Weight 61
Calmar A8 S0K 315 Kok ar 16
1] ko Docs @ 1Rule Mo Messages ML Mo Follow Upg
= | Print Chart q}|Cus:tn:|m Report U| Request Chart {£| Change
Current Hx | Past Hx | Personal Hx | Communication | Investigations | Documents | Refeq
Froblems
<<fdd Hew Problem>= - <<fAdd Hew I‘J'I

3. In the Select Diagnosis field, enter part or all of the name, or the diagnostic code of the
problem, and then on your keyboard, press Enter. The EMR searches the list of registered
problems and displays a list of results.

<

Note: If the problem is not in the registered list, then the EMR displays a dialog box
with the following message: “The value “<word entered>" cannot be found in the
Problems list. Please make another selection, or see your Administrator to create
this value.”

CAUTION: Do not request a user with administrator authority to add a new
problem to the problem list, until:

you are sure that the problem is not already in the registered list.

everyone in the clinic agrees that the added problem name is appropriate and
necessary.

Otherwise, you risk creating duplicate entries for the same problem. Duplicates of
listed problems can hinder your ability to track and manage patients with specific
problems.

Note: If your clinic is using the new problem list that includes the Canadian
Institute for Health Information (CIHI) list, you cannot edit the problem list.

Note: The new Problem list includes a CIHI quick pick list that acts as your
clinic’s default list of Favourites. CIHI problems are those that have been
identified by the CIHI as the most commonly used by general
practitioners.
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4. In the list of results, click the problem, and then click Update. The Select Diagnosis field
changes to the Active Problem field and displays the problem you selected in red text.,

Date of Current Diagnosis:

Active Sinus Congestion
Problem:
[C0a: 478.19 Cialifier:
Shahded: .viesee Problem Registry ;E

Location:

[

5. Enter information into the remainder of the window, using the following table as a reference:

Field Description

Date of Current
Diagnosis

Enter the date of diagnosis.

Note: Field defaults to today’s date.

Qualifier

In the drop-down list, click the position (for example, right, left, front)
or other qualifier information about the problem. If the option you
want is not available, enter the qualifier.

Note: Users with administrative authority in Wolf EMR can add
options to the drop-down list.

Location

In the drop-down list, click the body part where the problem is
located. If the option you want is not available, enter a location.

Note: Users with administrative authority in Wolf EMR can add
options to the drop-down list.

Consultant

If an external consultant is managing this problem:

1. In the field, enter the consultants last name, first name, or
specialty, and then press ENTER. The EMR displays a list of
matching consultants.

2. Click the consultant you want.

Note: If the consultant you want is not available on the list, you
can add a consultant to the list.
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Field Description

Indicators Enter information about the stability, status, and significance of the
problem:

Stability: Click either Stable or Unstable.

Activity: Click either Active (for a current problem) or Inactive
(for a previous problem)

Temporary?: Click either Temporary or Lifelong.

Note: If you click Temporary, the EMR displays a Duration area.
In the drop-down list, click the duration. The EMR calculates
a date based on today's date and displays the date in the
Duration field.

Certainty Enter the certainty that the current diagnosis is
correct. For example, NYD (Not Yet Determined).

Chronicity: Enter the chronicity of the diagnosis. For example,
Acute or Chronic.

Notes Enter any notes or explanations about the problem.

Problem History | Enter or view information in the following fields:

Initial Dx: When you first enter a New Problem, it automatically
appears as the Initial Dx. The EMR displays the Onset date to
the right. You can also enter the date manually. In the Onset
field, enter the year when the problem started.

Prior Dx: \WWhen you change the current Diagnosis, the EMR
automatically enters the Prior Diagnosis and records the Prior
Diagnosis. The EMR displays the Onset date to the right. You
can also enter the date manually. Although you must enter the
entire date, the EMR only displays the year.

Current Dx: The EMR automatically enters the Current
Diagnosis when you first enter the Diagnosis or when you
change the diagnosis. The EMR displays the Onset date to the
right. You can also enter the date manually. The EMR only
displays the year, although the Date of Current Diagnosis field
displays the complete date.

6. Perform one of the following actions:

To add another problem, click Add ( ), and then repeat steps Step 3 to Step 6 .
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m To save the problem(s), and close the Problems List window, click Save & Close ( .*).

Using problem favourites

Note: Only clinics using the new problem list that includes the CIHI list can use
y. problem favourites.

When you search for a problem to add to a patient's problem list, favourite problems display at

the top of your search results list. You can also choose a favourite problem directly from your
favourites list.

The CIHI problem list acts as your clinic’'s default list of Favourites. CIHI problems are those that

have been identified by the Canadian Institute for Health Information (CIHI) as the most
commonly used by General Practitioners.

Problem favourites can be customized for the clinic (accessible by all users), or individual users.
You can add or remove problems only on your user-specific favourites list.

‘ Note: Only users with administrative privileges can add clinic-wide favourites.
Y 4

Adding problems using favourites

Note: This procedure applies to clinics using the new problem list that includes the
) Canadian Institute for Health Information (CIHI) list.

To add a problem to a patient’'s problem list using problem favourites:
1.

2.

Open the Problem List window. See Step 1 to Step 2 of “Adding a problem” on page 176.

In the Select Diagnosis field, enter part or all of the problem name or diagnostic code, and
then press Enter. The EMR displays a list of matching problems, with matching favourites

displayed at the top of the list. Favourite problems are indicated by an asterisk (¥ in the
Favourites column.

Select
Diagnosis.  append AND
Problem Description | shiomed]| F avourite [[rag -
Actte sppendicis B N
. Appendicitis - R
Dete of Current Diagr Abnormalty of left atrial appendage
Abnormalty of right atrial appendage 25334400
Abscess of appendix 6222400:
. A de an i~ i i A0
Consultant: < | : — 7 =
Favourites indicated by an ;
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3. In the list of matching problems, click the problem favourite you want, and then click
Update. The EMR displays the selected problem favourite in the Active Problem.

4. If the problem you want does not display:

a) Inthe Select Diagnosis area, click Advanced. The EMR displays the Problem List
window.

b) In the Search Code field, enter part or all of the problem name, or the diagnostic code.
c) Under the Search Code field, select Contains.

d) Press Enter. The EMR displays matching problems that contain (in the problem name,
ICD-9 code, or tag) the Search Code entry. Matching problems display in the following
order:

m Problem Favourites (displayed at the top of the list)
m ClIHI problems

m General problems

& Problem List —J.a.).xx ]}
Manage Problem List |
Lt

Add sebected
to patient

Searchcode  append| B

& Starts with Contains

Probilem Description 109 SNOMED Id SNOMED Description Tag My Favou..,  Chinic-wide... Biling L...
= | Favourke
Hppendicitis 541 74400008 Appendiciis App v 541
CIHL
= | Problems
Appendicular colic 543.9 1e6791007 Appendicular colic
Appendicular pain TEG9.09 2TS406005 Appandicular pain
Appendix hematoma 543.9 262B58002 Bppendo: hematoma
Appendix mass 543.9 235771005 Appendic mass

e) Inthe list of matching favourites, click the problem you want, and then click Add

Selected to Patient (- ). The EMR displays the selected problem favourite in the
Active Problem field on the Problem List window.

5. Finish adding the selected problem to the patient's problem list. See Step 4 to Step 6 in
*Adding a problem” on page 176.
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Adding problems to your favourites list

Note: This procedure applies to clinics using the new problem list that includes the
» Canadian Institute for Health Information (CIHI) list.

Note: Only users with administrative authority can add clinic-wide problem
» Favourites. (Favourites that can be viewed by all clinic users.)

To add a problem to your favourites list:

1. GOpen the Problem List window. See Step 1 to Step 2 of “Adding a problem” on page 176.

2. In the Select Diagnosis area, click Advanced.

Select
Diagnosis: | AND [+]
Qualifier: ..view Problem Registry
ShoMed: =
Date of Current Diagnosis: Location; Advanced |
AND
Consultant: Ej E’

The EMR opens the Problem List window, with:

m Your user-specific and clinic-wide problem favourites displayed at the top of the problem
list, under Favourites.

m CIHI problems displayed below your Favourites list.

Note: The CIHI problem list acts as your clinic’s default list of Favourites. CIHI
p problems are those that have been identified by the Canadian Institute for Health
Information (CIHI) as the most commonly used by general practitioners.
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% Problem List — .o
IManage Problem Lisk
w
Add selected
ko patient
Searchcade |
Q) Skarks with Contains
Problem Description 109 SHNOMED 1d SMOMED Description Tag My Favou,,,  Clinic-wid,.,  Biling ...
= | Fawaourite
Abrasion AMDYOR. friction burn of test. .. FEE31002 Abrasion AMDJOR friction ... |te Y’
Androgen poisoning 962.1 291838005 Andragen paisoning V’ 962.1
Andropause 605,89 41932003 Andropause W
Androphabia 300,29 102929005 Androphobia test i~ ool
= | CIHI
Atrial fibrillation and flutter 427.31 195030001 Atrial fibrillation and Futter W 427.3
Acute appendicitis 540.9 85189001 Acute appendicitis test V’ 540.9
Acuke bronchitis 466 10509002 Acuke branchitis w/ 466
Acute hepatitis & 70,1 F7E71000 Acute hepatitis w/ 070
Acute hepatitis B 70.3 FETIS007 Acute bype B viral hepatitis il 070.3
Acute hepatitis C 70.51 235866006 Acute hepatitis C V’ 573.3
Acute myocardial infarction (AML) 410.9 57054005 Acute myocardial infarction V!
Acute otitis media 382.9 3110003 Acuke otitis media \f. 3829
Alzheimer's disease 331 26929004 Alzheimer's disease \’. 331
Anermia 285.9 271737000 Anermnia vl 285.9
Angina 413.9 194828000 Angina V’

3. In the Search Code field, enter part or all of the problem name or ICD-9 diagnosis code.
4. Below the Search Code field, select one of the following options:

Starts with: To display matching problems that start with the term you entered in the
Search Code field.

Contains: To display matching problems that contain, (anywhere in the problem name,
ICD-9 code, or tag) the term you entered in the Search Code field.

5. Press Enter. The EMR filters your problem list to display matching favourites, CIHI items, and
general problems.

‘ Note: Wolf EMR contains a database of over 40,000 problems that you can
> search from. Because the database is so large, you must perform a search to
choose a problem from the general problem list.

The list of problems displayed when you first open the Problem List window,
includes only your personal and clinic-wide Favourite problems, and the CIHI list of
problems.

6. In the list of problems, click the problem you want to make into a favourite.
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7. Click Add to Favourites ( v ). The EMR displays the Add to Favourite window.

Add to Favourite x

Problern: Appendix hematoma

Tag: |

Clinic-wide Fawourite and Tag

oK Cancel

Note: Only users with administrative authority can add clinic-wide favourites and

» tags. The EMR displays a Clinic-wide Favourite and Tag check box for users
with administrative authority.

8. Click OK. The EMR adds the problem to your favourites list.

Using problem tags

‘ Note: Only clinics using the new problem list that includes the Canadian Institute
) for Health Information (CIHI) list can use problem tags.

When you add a problem to a patient’s problem list, you can search for a problem using

alternative search terms, called tags. For example, you may prefer to enter “DM1” to search for
the problem “Type 1 Diabetes”.

Because each user may use different abbreviations to search for a problem, multiple tags can
be assigned to a problem. Tags can be clinic-wide (can be used by all users), or user-specific.

Using tags to add problems

Note: This procedure applies to clinics using the new problem list that includes the
> Canadian Institute for Health Information (CIHI) list.

To add a problem to a patient’s problem list using a tag:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.

2. In the Problems area, double-click <<Add New Problem>>. The EMR displays the
Problems List window.
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3. In the Select Diagnosis field, enter a tag that is assigned to the problem you want. The
EMR displays a list of matching problems.

Select
Diagnosis:  dml AND [ |
Problem Description |SN|:|Med |Faw:|ur'rte |Tag
Type 1 diahetes 4663500 * Db
Diate of Current Disgr

Conzultant: a ,

Note: The far right column in the problem search results list displays all tags
» assigned to each problem.

4. Finish adding the selected problem to the patient's problem list. See Step 4 to Step 6 in
“Adding a problem” on page 176.

Assigning tags to problems (some clinics only)

Note: This procedure applies to clinics using the new problem list that includes the
p Canadian Institute for Health Information (CIHI) list.

If there are no tags assigned to a problem, or if you want to use a tag that is different than the
tags currently assigned to a problem, you can assign your own tag(s).

Tags you assign to a problem are user-specific. No other users can view or use your tags.

Note: Only users with administrative authority can assign clinic-wide Tags to
» problems (Tags that can be used by all clinic users).

To assign a tag to a problem:

1. Open the Manage Problem List window, and search for the problem you want to assign tags
to. See Step 1 to Step 6 of “Adding problems to your favourites list” on page 182.

2. If the problem you want to assign a tag to is not on your favourites list or CIHI list:

‘ Note: A problem must first be on the favourites list or CIHI list before you can
) assign atag to it.

a) Inthe list of problems, click the problem you want to add assign a tag to.
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b) Click Add to Favourites ( W ). The EMR displays the Add to Favourite window.

Add to Favourite

Problem: Appendiz hematorna

Tag: |

Clinic-wide Favourite and Tag

Ok

x

Zancel

¢) In the Tag field, enter the tag you want.

&

enter "DM2,Diab2”.)

Tip: If you want to add multiple tags, separate each tag name with a comma. (For
example, if you want the tags “‘DM2” and “Diab2” to both work for Type 2 diabetes,

You are limited to 50 characters for all tags combined.

d) Click OK. The EMR displays the assigned tags in the Tag column of the problem list.

3. If the problem you want to assign a tag to is on your Favourites list:

a) In the filtered list of problems, click the problem you want to assign a Tag to.

b) Click Edit ( '/T).
¢) The EMR displays the Edit Tags window.

il
b A

QK

Edit Tags x
Problem: Type 2 diabetes
Tag! 2]

Zancel

d) In the Tag field, enter the tag you want.

Q

Tip: If there is a Tag entered already, or if you want to add multiple tags, separate
each tag name with a comma. (For example, if you want the tags ‘DM2” and

“Diab2” to both work for Type 2 diabetes, enter "DM2,Diab2”.)

You are limited to 50 characters for all tags combined.

e) Click OK. The EMR displays the assigned tags in the Tag column of the problem list.
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Viewing a patient's medical problems
To view a patient’s medical problems:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.
The Problems area lists the patient’s current problems.

“= Medical Surmmary

Maddox, Phung Cassandra Aorn 18-
ees = a0 mins
Home govess Hore  (307) 932-2508 oy A 24
S3E61 MW Mavwy Walk, Unit 72, Celf (50 754293 =) Meeight  B1
Calmar &B S0k 316 ok AP 6
O Mo Mo Docs @ 1Rule Mo Messages ML Mo Fallow Up
= |Prirt Chart q§,|Cust|:um Repaort U| Request Chart €| Change
Current Hx | Past Hx | Personal Hx | Communication | Investigations | Documents | Refed
Froblems
<<Add Hew Problem>~ & <<Add Hew M
Sinus Congestion Chronic = HCTZAriamte
Hypertension = Lamotrigine
Heart murmur - innocent Ramipril (Al
hypertension white coat il Triamcinolon
Zopiclone (I

2. In the Problems area, double-click a problem to view more details. The EMR opens the
Problems List window where you can view details about the problem. You can also view any
linked lab results, linked pending labs, related medications, and any surgical procedures that
were performed for the problem.

Editing a problem on the patient’'s Problems list
To edit a problem on the patient's Problems list:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.

2. In the Problems area, double-click the problem you want to edit. The EMR opens the
Problems List window.

3. To change the diagnosis description, click Change Diagnosis. The Current Diagnosis
field clears and changes to the Select Diagnosis field.

4. Edit fields as necessary. See Step 3 to Step 6 in “Adding a problem” on page 176.
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Viewing patient medications
To view a patient's medications:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.

2. Complete one of the following actions:

m To view a patient's current medications, leave the Current Hx tab open. The Current
Medications area lists the patient’'s current medications.

=@ =
forn19-Apr-1964 (51) Sex F 9994 200 232 '*
Status  N/A
11 Fri Dewayne B, MD. H
@ 185bs Syr3m —
222 12080 3yr1m
] No Messages _1_ 1 Follow Up # No Waccinations
lequest Chart gl Change Log

v‘estigationsl Dacumentsl Referralsl Dbstetricsi

Current Medications

<<Add Hew Medication>>

Almotriptan (Axert TAB)12.5mg iPO 0D
Almotriptan (Axert TAB) 6.25 mg iPO OD
Betnovate cintment gm topical BID prn
Dukoral 2

Duloxetine (Cymbalta DRC) 90 mg i PO 0D
Liothyronine (Cytomel TAB) 25 mcg iPO 0D
- Modafinil (Alertec TAB) 100 mg ii PO 0D
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m Jo view a patient’s previous medications, click the Previous Hx tab. The Previous

Medications area lists the patient’s previous (inactive) medications.

Status  NIA

=)&) =
Forn 19-Apr-1964 (51) Sex F 9994 200 232 l{-l

1M-1111 [ FPri Dewvayne Bryson, MD. L’ﬁ|
@ eight 185Ibs Syr3m
p22-2222 BF 120080 Syr1m
| No Messages _E_ 1 Follow Up # Mo Vaccinations
J Request Chart ﬂ Change Log

Invesligatiunsl Ducumentsl F!efexra}sl Obstetrics |

Previous Medications

<<Add Hew Medication>>

Acetazolamide (Diamox) 250 mg i PO
Alprazolam (Xanax) 0.25mg PO TID
Alprazolam (Xanax) 0.5mg iPO TID
Alprazolam (Xanax) 0.5mg iPO TID
Alprazolam (Xanax) 0.5mg iPO TID prn
Bupropion (Wellbutrin SR} 150 mg i PO 0D
Bupropion (Wellbutrin SR) 150 mg i PO 0D
Bupropion (Wellbutrin SR) 150 XL 1 po q day
Bupropion (Wellbutrin SR) 250 mg i PO BID
Bupropion (Wellbutrin SR) 250 mg iPO OD
Bupropion XL (Wellbutrin XL) 300 mg i PO OD
Bupropion x1 300 mg iPO 0D

Buspirone (Buspar) 5 mg iPO BID
Cephalexin (Keflex) 250 mg PO gb6h
Ciprofloxacin (Cipro) 250 mg iPO BID

m

Refuted and Terminated Allergies

3. In the Current Medications area or the Previous Medications area, double-click a
medication to view the patient's medication profile. The EMR opens the patient's

Medication Profile window with the following information displayed:
m Prescription detalils for the selected medication
m Lab results linked to the selected medication

m Refill history for the selected medication
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A complete list of the patient’s current medications, previous medications, and allergies.

22 Medication Profile (== =

Test, Daughter FHu 9999 999 999 Spec DIC

INR Lo Multum | Refil v | e

=[N Auth | "9 | Med B«

Sorn 28-Aug-1999 (15) Sex B Staius Mis

123 Test Strest, Ao 111111 FriWeta < MDD,

Sojuamish BC C(222) 222-2222 Defautt Pharmacy:

W

Effective (as of) Date: 09-Jul-2015 E

Current Medication

Medications

Medication Hame Start Date Clobazam (Frisium TAB) 10 my i PO ghs

Clobazam (Frigium TAB} 10 mg iPO ghs 16-Oct-2012

Lamotrigine (Lamictal TAB) 150 mg PO BID 16-0ct-2012

Methylphenidate (Ritalin-SRERT) 30 mg i PO 0D 16.-0ct-2012 EEL [=]
Start Date: 16-0ct-2012
End Date: Ho Cut Off
Mote: Medication note

There are no drug interaction overrides recorded for this medicstion.
Frevious Medications

Medication Hame End Date Start Date b1
ﬁ Linked Lab Results:
Allergies & Refill History O Medication History
Neod Refill | Last Refil | Quart|Repeats |Ph Call_|RefilStatus [Initials |Notes
24-Jan-2013 | 16-Oct-2012 100 T, 0 Yes  Printed WC

4. To view details for another medication, in the Medications area or the Previous

Medications area, click the medication. The EMR displays the medication details to the
right.

Note: We will cover adding medications later in the course, in the Medications and
) Prescriptions module.

Associating a medication with a problem

190

You can associate a medication with a problem to specify which problem the mediation is
treating. For example, if a patient is taking Coversyl Plus, you can associate this medication with
the patient’s problem of hypertension.

To associate a medication with a problem:

1.

Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.

. Inthe Current Medications arca, double-click the medication you want to associate with a

problem. The EMR opens the Medication Profile window.

In the Current Medication area, in the Problem drop-down list, click the problem that you
want to associate with the medication.
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4, If you want to add a new problem to the patient's current problems, in the Problem drop-
down list, click <<Add New>> and add the problem. The EMR adds the problem to the
patient's list of current problems.

Viewing a patient’'s encounter notes

In the Encounters area, you can view a complete list of the patient's encounter notes and
messages. You can also open and view a specific visit note.

To view a patient's encounter notes:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open. The
Encounters area displays a list of the patient's encounter notes arranged by date.

UW Pending Inv. Mo Doz 0 Mo Rules 5 Messages

= |Prirt Chart mr ustom Report El Reguest Chart

Current Hx | Past Hx | Personal Hix | Commmunication | Investigations | Docu

Froblems

<<Add Hew Problem:>>
global developmental delay |E |
behavioral challenges B
Constipation
Hypertrighsceridemia il

Encounters
14-Mar-2016 | Office Visit -
09-Jul-2013 1 Fu
19-Jun-2013 | m=sg Thisis a message
22-Apr-2013 C m=g Thisisamessage L
25-Mar-2013 C msg Thisis a message 3
13-Mar-2013 C m=g Thisisamessage
16-Jan-2013 C msg Thisis a message i
15-Jan-2013 C m=g Thisisamessage
15-Jan-2013 C msg Thisis a message
09-Jan-2013 C m=g Thisisamessage

]

20-How-2012 m=sg Thisis a message b
Filtered by: Selected providers
'u‘iewing 33 of 33 encounters

‘ Note:
»

m A C beside the date indicates the encounter is complete.
= An | beside the date indicates the encounter is incomplete.

If an encounter is incomplete, you cannot view the encounter notes for that visit.

2. To filter the patient's encounter list to display encounters with only specific providers, or
encounters with only providers belonging to a specific security group:

a) Below the patient's encounter list, click Filter Options. The EMR displays the Encounter
Filter Options window.
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" Encounter Filter DOptions = o x

() all providers
() Security Group

Include inactive

Provider name
B, Yanna -
Z, Moses, MD FRCPC
2, oyl

» Z, Arthur
F, allar i,
H, Chet 1,
H, Zenia A.
1, Raul
K, Warner M.

Save Zancel

b) Perform one of the following actions:

m To view visits for a specific security group, click Security Group and then, in the drop-
down list, select the security group you want.

m o view visits for specific providers, click Selected providers and then, in the list of
providers, select the check box beside the provider(s) you want.

c) Click Save. The EMR filters the list and displays the filter criteria at the bottom of the
encounter list. The EMR saves your filter selection and applies it to other patients you
view going forward.

T T T uTT o

25-Sep-2011

C msg | This is a message
06-Sep-2011 C ms=g Thisis a message
24-Aug-2011 C =social work contact
24-Aug-2011 C ms=g Thisis a message -

Filtered by: Selected providers . )
Viewing 33 of 33 encounters Fitter Optionz

Note: If you want to filter encounters, the Encounter filtering feature must be
> enabled for your clinic. For more information, contact the Wolf EMR Support
Team. See “Contacting Wolf EMR Support” on page 3.
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3. To view visit notes entered for a particular encounter, in the Encounters area, double-click a
completed (C) encounter. The EMR displays the encounter’s visit notes in a read-only
window.

Examination Date: 07-MNow-2012 Record Locked and Signed by Dewayne Bryson, b.D.: 07-Mow-2012 16:40

Cwick
Prirt

Medical
Summary

1“} Log e

Q‘E"M‘%

Subjective: Chest paing, persistent since dx of pneumonia, cough has improved, still has some retrosternal pains with breathing, cough or sneeze, also has
=same lower thoracic back pains for years. Some mild leg sweling, and bony aches and pains, especislly bilateral knees and left ankle Lungs
CTAB, CV RRER, 1+ hilsteral pedsl edema, tender over ant distal tibia, knees no tenderness palpated but does report aching. Bony pain- check alk
phos, and ESR, may need bone scan if persists, will send to physio as may be sithritiz, though she denies any b, Chest pains - with Recent
pneumonia - likely 2 to thiz as plewritic in nature, denies S0B, 02 sat 97", pulse rate low B0's, no calf pain or tenderness so DYTIPE seems very
unlikely. Check CHR to rio obvious CHF. recheck monday if persists or go to ER sooner if worsens

Ohjective: no edema sweling or obvious deformity, no fluid detected, no instability, full ROM, PPP bilat no history of trauma, crep's noted on ROM bilst
Azzeszment: Depres=ion 311 D9-5201A Chronic depression (digorder)

Hepatitis B Immune Aiters low  W07.2
Plan: Advised strongly to guit smoking. He might hawe major trouble with circulation if he doesnt. Used to smoke cigarettes but now smokes cigars.

Muttiple lab work to rio systemic lupus, rh athritis, or other diseases
------------------ Plan items changed on 07-Mov-2012 —eemeemmeoeeeeeeee

Medlications: Mo Medication Changes.

Date and Time Created: OF-Moy-2012 10:46

Created By: Dewayne Bryson, MD.

Last Edited By: Dewvayne Bryson, MD. (Signecd)
Last Eclited: O7-Moy-2012 18:40:30

4. To view to the next encounter’s visit notes, click Go to Next Visit Record ( g ), or to view

to the previous encounter’s visit notes, click Go to Previous Visit Record ( 4 ).To view a
searchable history of all a patient's encounter visit notes and messages. On the top of the

read-only window of an encounter visit note, click View Encounter History (). The
EMR displays the Visit Record History window.
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Wialf Clinical
Wisit Record History : It
Encourter Histary (Click on Yisit to Open Form:
Search || AND [
07-How-2012 Depression -

07 -How-2012 Hepatitis B Immune Aiters low
05-Oct-2012 Phone Message
14-Sep-2012 Phone Message
05-5ep-2012 Phone Message
16-Aug-2012 Phone Message
23-Jul-2012 Phone Message
18-Jul-2012 Phone Message
10-Jul-2012 Phone Message
10-Jul-2012 Phone Message
10-Jul-2012 Back Pain
10-Jul-2012 Depression
26-Jun-2012 Phone Message
25-Jun-2012 Phone Message
22-Jun-2012 Phone Message
F1-May-2012 nose bleeds
25-May-2012 Axis Il - deferred depression
25-May-2012 lumbago
23-May-2012 Phone Message
23-May-2012 Phone Message
17-May-2012 Phone Message
17-May-2012 Phone Message
A7-Maw_2012> Phnne Messane

Q Tip: You can view a patient’s visit notes from any window of the patient’s record via
the SMART patient banner.
To open all summarized Visit Records for the patient, on the SMART patient
banner, click View Patient Visits (). You can filter and sort the visit records.
To search and/or filter the encounter list, on the SMART patient banner, click

Search Patient Visits (_x). The EMR opens the Visit Record History window
with a list of encounters to choose from or you can use the Search function to
search any word typed into an encounter.

Adding a new allergy or intolerance

194

Tip: When you add an allergy or intolerance, the only required information is the
allergy name and the Clinical Status of the allergy.

To add a new allergy or intolerance:
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1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open.

2. In the Allergies area, double-click <<Add New Allergy>>.

— Allergies

-<<Add Hew Allergy>=>

The EMR displays the Clinical Records window.

Clinical Records

i i FHNY 9999 452 615
Grisham, Bradley Ezekiel (Edmundo) WK El!

c 11 LY
Aorn 26-How-1983 (30) Sex M Status WIS,
3307 = Miller Avenue, Hore29) 634-4738 P Neta Coles, MD.
Cobhkle Hill BC LOA 3.3 [

4

Allergy To:
e hedication i yCategory (yWaccine Type {yCther

I =]

Clinical Status:  Active [+]
Cettainty: E|

Resction:

[]l]

Symptoms:
Mote:

Date Moted: 10-8pr-2014 5|

3. Inthe Allergy To area:

a) Select an option to indicate if the allergy is to a Medication (e.g. codeine), part of a
Category (e.g. sulfa drugs, penicilins) Vaccine Type (e.g. flu), or Other (e.g. latex).

b) Inthe drop-down list, click an allergy. If you cannot find an appropriate item in the drop-
down list, or you selected Other, enter the allergy in the text field.

4. In the Clinical Status drop-down list, click one of the following options: Active, Resolved,
Refuted or Terminated and Reclassified.

5. In the Certainty drop-down list, click either Confirmed or Suspected.

6. In the Reaction drop-down list, click an option to indicate the type of reaction the patient
experiences. Your options are: Allergy, Allergy Severe, Allergy Mild, Adverse Reaction,
or Anaphylaxis reaction.
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7. In the Symptoms drop-down list, click to select the patient's symptom. If you cannot find
the symptom in the drop-down list, or if you want to add more symptoms, enter the
symptom(s) in the text field.

‘ Note: Be careful when adding symptoms as they are added clinic-wide and
) spelling mistakes cannot be corrected.

8. In the Notes field, enter any additional notes, as required.

9. The EMR populates the Date Noted field with today's date. You can change this field if
required, by entering the date in the format of DD-Mmm-YYYY. If you do not know the exact
day, you can enter the date in the format of Mmm-YYYY, for example, “Dec 2013". The EMR
uses the first day of the month to complete the date, for example, “Dec 01 2013”". You can
also select a date using the calendar icon.

10. Perform one of the following actions:

m To add another allergy click Add ( ) and repeat steps Step 3 to Step 10 .

m If you are finished adding allergies, click Save & Close ( '*.) to save the allergy and to

close the Clinical records window.

Viewing and editing a patient’s allergies
To view a patient’s allergies:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window with the Current Hx tab open. The
Allergies area displays a list of the patient's allergies.

] Allergies

<<hAdd Hew Allergy->

codeine (Codeine Contin 100 m Allergy, Mild
Pneumovax 23

sulfacetamide sodium ophthal Adverse Reaction
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2. In the Allergies area, double-click an allergy. The EMR opens the Allergy List window. You
can view a list of the patient's allergies on the left side of the window, and details on the right.

Allergy List

Smith, David
L1 b
Barn

2007 PITC PLACE,
Yancouver BC WIT 0DF

Sex FooStatus NS
HO(E04) 2445045 Fri Fred Sdams, M.D.C M.
C

Active Allergies

| Allergy, Mild
Pneumovax 23

sulfacetamide sodium Adverse Reaction

I R 34 E M MM MM KM M
Y i i i HHHN MR
- H E M MM MM KM M
ik | 1% £ £ b i W HE NN

& R

- £ SN HN
240 R R R M R M R M R M M MM R M MM M R M M MM A M R R MM M MR W i R MM MR R MR N B

Clinical Status: Active
Certainty: ‘Confirmed
Reaction: Allergy, Mild
Symptoms: EShﬂk}F

Mote:

3. Inthe Allergy List window, in the Active Allergies area, click an allergy to view details about
the status, certainty, reaction, symptoms.

4. Edit the fields as required. See “Adding a new allergy or intolerance” on page 194 for a
description of the fields.

\Vaccinations

When you record a patient’s vaccinations, you can note;

Who administered the vaccination.

If the vaccination was administered at another facility and at which facility it was
administered at.

If a patient refused or declined a recommended vaccination.

If you enter patient vaccination information appropriately, you can make use of the reminder and
reporting tools available for vaccinations. Using the Wolf EMR vaccination recommendation tool,
you to track what vaccinations your patients are due for. Using the Immunization report, you can
produce reports of vaccinations administered over a defined period of time.
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Recording vaccinations

You can record vaccinations that were administered at your clinic, and vaccinations that were
administered at other facilities. You can also record that a patient refused a vaccination.

To record a vaccination administered to a patient:

1. Perform one of the following actions:

If you have the patient's Medical Summary open, on the Current Hx tab, in the
Vaccinations area, click <<Add Vaccination>>.

If you have another window of the patient's medical record open (for example, the Vitals
Entry window), right-click and then, in the SMART menu, click New Vaccination.

The EMR displays the Vaccination window.

Waccinations
Test, Mother P 99999-9999
i \ Log |Multum | <= | WK | fle
Aorn 15-May-1981 (34 SexFo Statns N
123 Test Wiy, Ho 111 Fridanna Schreiber, MO Ph... Frimaty Immunizations
Ardrie AB T2T 5P5 o have been Completed for
44 et Patient
Field=s prefixed with * are mandatory
*Location : Wolf Clinic [=]
*aceination Date: A dministration Facilty: Clinic [=]
Diate: 03-Mar-2016 E administerad By : PhysicianHurse Prac [=]
Approx: Schreiber, Janna, MD PhD FRCPC [=]
*accine:
Eciit ...
Expiry: Ediit Lot...
L
*accination
Imjection Site:
Hone
AEFI Report (Public Heatth Canada)
There are no drug interaction overrides recorded for this vaccinstion.
O 5|

2. In the Vaccination Date area, perform one of the following actions:

If you know the date the vaccination was administered, in the Date field, enter a date, or

to select a date on a calendar, click E
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m If you are recording a previous vaccination and are unsure of the administration date, in
the Approx field, enter an approximate date. EMR translates the approximate date into a
full date and displays the date in the Date field.

Q Tip: Entering an approximate date

You can enter the approximate date as:

= Month only: The EMR records the date as the first day of this month in the
current year.

m Year only: The EMR records the date as January 1 of the selected year.

= Month and Year: The EMR records the date as the first day of the entered
month in the entered year.

You can enter the month in full or as an abbreviation. The year must be a four-digit
year.

3. If your clinic has multiple locations, in the *Location drop-down list, select the location the
vaccination was administered at.

4. In the Administration Facility field, perform one of the following actions;
m [If the vaccination was administered in your clinic, in the drop-down list, select Clinic.

m [If the vaccination was administered at a facility outside of your clinic, in the drop-down list
click the facility. If the facility you want is not available in the list, enter the facility in the
field.

Wolf Front End Staff User Guide - Issue 02.05 199



Viewing and recording patient medical history (Medical Summary)

Best practice: If you enter a new Administration Facility, you can choose to
add the facility to the list. Add facilities to the list only if you or other users will be
selecting the location often.

To modify or delete Administration Facility drop-down list options (for example, to
‘clean-up” duplicate or miss-spelled list items):

1. Double-click the Administration Facility field tag. The EMR displays the
Administration Facility Field List window.

Field List

Administration Facility Ity

| Al mmunization clinic
Pharmacy
Walk-in clinic

*

2. Perform one of the following actions:
To add a facility name, in the bottom row, enter the name.
To edit a facility name, click the line, and then modify the text as needed.

To delete a location, click the location line, and then on your keyboard, press
Delete.

It
5. When you finish, click .

5. In the Administered By area, perform one of the following actions:

I the individual who administered the vaccination was a provider in your clinic, in the
drop-down list, select Physician/Nurse Prac, and then in the lower drop-down list,
click the provider.

It the individual who administered the vaccination was a front end staff member, in the
drop-down list, select Staff, and then in the lower drop-down list, click the staff member.

It the individual who administered the vaccination was from a facility outside of your clinic,
in the drop-down list, select Public Health, and then in the field enter the name of the
provider, pharmacy, or clinic.

6. In the Vaccine field, enter all or part of the vaccination name (for example, flu or dpt), and
then on your keyboard, press Enter. The EMR displays a list of matching vaccinations.
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7. Inthe list of vaccinations, click the vaccination you want. The EMR displays the full
vaccination name in the Vaccine field.

8. In the Series field, enter the series number of the vaccine, if applicable.
9. In the Lot # field, perform one of the following actions:

To select a lot number that has previously been entered on the computer you are
currently using, in the drop-down list, click the vaccine's lot number. The EMR displays
the Expiry date for the selected lot.

To enter a new lot number that has not been entered previously for another patient, in the
Lot # field, enter the lot number, and then in the Expiry field, enter the lot's expiry date.

Tip: If you want to edit the Expiry date, click Edit Lot, change the date, and then
close the window.

Note: A particular lot number is not available in the drop-down list if it has expired
> or if the lot has been marked as “Finished”

10.In the Route drop-down list, select the vaccination route.

‘ Note: If the route you want is not on the list, you cannot enter the value. Users with
» administrative authority can add options to the Route list if needed via
Configuration:

£
1. On the Wolf EMR Launch page, click Configuration ( . ).

2. On the Configuration menu, click View > Patient Data Codes > Vaccination
Types > Route Maintenance.

11. In the Dosage field, enter the vaccination dose.

12. In the Vaccination Injection Site drop-down list, select the site where the vaccination was
administered. If the injection site you want is not available, then manually enter the value.
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Best practice: If you enter a new injection site, you are prompted to add the
injection site to the drop-down list. Add injection sites to the list only if:

You or other users will be selecting the option often

You can confirm that the option is not already available on the list (perhaps as a
different name?)

You can confirm that you have spelled the injection site correctly

To modify or delete Vaccination Injection Site drop-down list options (for
example, to “clean-up” duplicate or miss-spelled list items):

1. Double-click the Vaccination Injection Site field tag. The EMR displays the
Vaccination Injection Site Field List window.

Field List

Vaccination Injection Site Ity

Suttock 1M
im ft. Defoid
im rt cletoid
intranazal
Lt thigh I
nose

Cral

RT thigh Ik

el L[] ] |+

2. Perform one of the following actions:
To add an injection site, in the bottom row, enter the site.

To edit a injection site name, click the injection site line, and then modify the
text as needed.

To delete a site, click the injection site line, and then on your keyboard, press
Delete.

B

4. Click

183. To review possible contraindication for the vaccination, at the top of the window, click the

Multum
Multum (J). For more information on viewing drug interaction wamings, see
‘Reviewing drug interaction warmnings” on page 235.

14. To record a reaction to the vaccination:
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a) In the Reaction drop-down list, click the type of reaction the patient had, or if the
reaction type you want is not on the list, in the Reaction field, enter the reaction.

When you save the vaccination entry, the EMR displays the allergy entry window with the
vaccination and reaction type populated.

b) If the patient has an adverse reaction that should be reported to the Public Health
Agency of Canada, click the AEFI Report (Public Health Canada) link. The EMR
opens the Report of Adverse Events Following Immunization (AEF) SMART form for the
patient. Complete, save, and optionally print or fax the form.

I * I Public Health Agency de la santé

Agency of Canada  publique du Canada

REPORT OF ADVERSE EVENTS FOLLOWING IMMUNIZATION (AEFI)

INSTRUCTIONS: Forrore complete inztructions and definions, refer to the uzer guide at: www_phac-aspe ge cafimiaefi

Fepart ewerts which hawe atemporal association with a wvaccine and which cannat be clearly atributed 1o other
A causal relaionship does not need o be prowven, and submiting & report does not imply causality.
Cf parficular interest arethose AEFIS which:

3) Meet one or more of the seriousness crieria

by Are unexpected regardless of seriousness
Fefer o the user guide, Background Information and for addiional clariication

Note:

o the numbers below comespond to the numbered sections of the form.

+ All dates should be captured inthe following format: YYYY ¢ MM ! DD.

o Yihenreporting an AEF1, check one of the boxes on the top right hand comer of thefirst page of the
indicate whether it is an INITIAL or FOLLOVY UP report. Forall follow up reports, please specify the |

13} The UNIQUE EPISODE NUKBER is assigned by the Province [ Territory. Leawe it blank unless a

Ay The DECION MUMBED o o evebor oot coproenomele do o mivees ooy vsit | oowes it kel § O cle

15. In the Notes area, enter any notes regarding the patient's vaccination,

16. To view details on any interaction warning override(s), click Drug Interaction Overrides.
The EMR displays the Drug Interaction Override History window.

17. If all of the patient's primary immunizations are completed, at the top of the window, select
the Primary Immunizations have been Completed for this Patient check box. The
EMR indicates the completion of Primary Immunizations on the Current History tab in the
Medical Summary window.

18. Perform one of the following actions:

To record another vaccination click Add ( ) and repeat steps Step 2 1o Step 18 .
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e

m If you are finished recording vaccinations, click

close the Vaccinations window.

Recording refused vaccinations

to save the vaccination entry and to

If a patient refuses a vaccination, you can record and reference the refusal. This way, you know:

m Not to offer the vaccination again, or

m To provide the patient with more information

search parameter: Refused Vaccinations.

Note: If you record refused vaccinations, you can produce practice search reports
» detailing patients who refused certain vaccinations. In Practice Search, use the

To record a refusal to a vaccination:

1. Start to record the refused vaccination as you would for an administered vaccination. See
Step 1 1o Step 7 of “Recording vaccinations that you administer” on page 512,

2. In the Vaccinations window, select the Refused check box.

3. If the patient refused the vaccination on a date other than today, in the Date Refused field,

enter the date, or to select a date on a calendar, click E

e

4. Click Close Form (

Recording group vaccinations

It your clinic administers the same vaccination to a group of people (for example, if you
administer a vaccine to a family, or if you host a flu shot clinic), you can record the vaccination

for all patients at once.

Note: You can record group vaccinations only for patients who have appointments
p booked on the date the vaccinations took place.

To record a vaccination for a group of patients:
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1. On the WorkDesk, under Data Entry, click Group Vaccination. The EMR displays the
Group Vaccination window.

Wolf Clinical Records

|Group Waccination B
Fields prefixed with * are mandstory

1. Belect a Vaccination 2. Select Patients 3. Create

I accination

*accing: *Appointment Diate: Practitioner Fitter: Records

| 1-Mar-2016 | Fi| <ANY= [=]

Brand Mame: Appointment Reason: Vaccination Records

<ANY> [+l Crested for Fallowing Patients
Series #:
Expiry: Eclit Lot...

mL

accingtion Injection Site: =
*Location =

Wolf Clinic
Administration Facility:
Clinic

*Administered By :
Physician/Hurse Prac

HE & E

2. Using the following table, under 1. Select a Vaccination, enter the vaccination information.

Field Description

Vaccine Enter all or part of the vaccination name (for example, flu or dpt), and
then on your keyboard, press Enter. The EMR displays a list of
matching vaccinations.

Click the vaccination you want. The EMR displays the full
vaccination name in the Vaccine field.

Series # Enter the series number of the vaccine, if applicable.

Lot # Perform one of the following actions:

To select a lot number that has previously been entered on the
computer you are currently using, in the drop-down list, click the
vaccine's lot number. The EMR displays the Expiry date for the
selected lot.

To enter a new lot number that has not been entered previously
for another patient, in the Lot # field, enter the lot number.

Expiry Enter the lot's expiry date.
Route In drop-down list, select the vaccination route.
Dosage Enter the vaccination dose.
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Field Description

Vaccination In the drop-down list, select the site where the vaccination was

injection Site administered. If the injection site you want is not available, then
manually enter the value.

Location If your clinic has multiple locations, in the drop-down list, select the
location the vaccination was administered at.

Administration perform one of the following actions:

Facility

I the vaccination was administered in your clinic, in the drop-
down list, select Clinic.

I the vaccination was administered at a facility outside of your
clinic, in the drop-down list click the facility. If the facility you want
is not available in the list, enter the facility in the field.

Administered By | Perform one of the following actions:

I the individual who administered the vaccination was a provider
in your clinic, in the drop-down list, select Physician/Nurse
Prac, and then in the lower drop-down list, click the provider.

It the individual who administered the vaccination was a front end
staff member, in the drop-down list, select Staff, and then in the
lower drop-down list, click the staff member.

If the individual who administered the vaccination was from a
facility outside of your clinic, in the drop-down list, select Public
Health, and then in the field enter the name of the provider,
pharmacy, or clinic.

3. Under 2. Select Patient, perform the following steps:
a) In the *Appointment Date field, select the date the vaccinations took place.

b) In the Practitioner Filter drop-down list, select the provider whose patient's were
vaccinated, or if patient’s from multiple providers were vaccinated, select <ANY>.

c) If the patients whom were vaccinated had a common appointment reason (for example,
“injection”, or “vaccination’), in the Appointment Reason drop-down list, select the
reason, otherwise, leave <ANY> selected.

The EMR displays a list of patients whom meet the criteria outlined in this step.

4, In the list of patients, click a patient whom you want to record the vaccination for, and then

click j The EMR adds the patient to the Vaccination Records Created for Following
Patients area.

5. Repeat Step 4 for all patients you want to record the vaccination for.
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6. When you finish, click Close Form ( il

). The EMR records the vaccination in the Medical
Summary of all selected patients.

Viewing and modifying vaccinations

To view or edit a patient’s vaccinations:

1. Open the patient’'s Medical Summary. See “Opening a patient's Medical Summary” on page
163. On the Current Hx tab, the Vaccinations area displays:

The patient's administered vaccinations

The patient’s refused vaccinations

The Primary Immunizes Completed check box

=< fdd
alleroy
jndom
ntoler

Vaccinations
=<fAdd Yaccination>>
=<Waccination Schedule>=>
Hep A and Hep B Combined 29-Jul-2015
* Refused * Influenza Wirus Vaccim 29-Jul-2015

arfar]

[ Primary Immunizations Completed
Blood Type: El

Note: To indicate that a patient (no matter what age) has received all required

» Primary Immunizations, select the Primary Immunizations Completed check
box.

2. To view more detailed information about a vaccination, in the Vaccinations area, double-
click the vaccination. The EMR displays the vaccination entry in the Vaccinations window.

3. In the Vaccinations window modify information as needed. For information on how to input
vaccination details, see “Recording vaccinations” on page 198.

Creating vaccination recommendations

Because there are numerous vaccinations that patients are recommended to take throughout
their lifetime, it can be hard to track if a patient is due for, or missing a vaccination.
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In Wolf EMR, you can create automatic notifications that displays for patients who are due for
vaccinations. Using vaccination schedules you can create automatic vaccination notifications
for patients who meet criteria for specific vaccinations.

To create a vaccination schedule:

MY
1. On the WorkDesk menu, click Configure > Vaccination Schedules ( ). The EMR
displays the Vaccination Schedule Editor window.

Vaccination Schedule Editor

i+

Yaccine, |

[+]

I | SeriesMo | Age To Administer (Days) | Age To Admin Display Text | [Days Reguired Between Series Motes

Effective From C

4

160972

2. Inthe Vaccine drop-down list, select a vaccine. The EMR displays the vaccine name in the

Vaccine field.

Tip: If you are having trouble finding the vaccination you want, in the Vaccine field,
begin to enter the vaccine name. The EMR takes you to the appropriate place in

the list.
Wacoine: i) E|
" Polio Y
=ENESM b alio (oral)
» quadracel

Rabies IMOVAX
Rhogam
Rotavirus Rotarix
Rotavirus RotaTeq
Rubella Rubella
Td Polio
Td, Pertussis Adacel
Td, Polio
Tetanus, Diphtheria, Pertussis, Polio Adacel -Polio
TetanusDiphtheria Td adsorbed D
TetanusDiptheria/Polio
Typhoid Typhim Vi
Typhoid - oral Vivotif 7
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Note: There should never be more than one instance of the same vaccine the

)‘ drop-down list. If you see multiple instances, inform a staff member with
administrative privileges. Users with Administrative privileges can remove the
redundant option.

3. Using the following table, enter the schedule for the vaccine.

Column Description

Age to Administer (Days) Enter the recommended age, in days.

Age to Administer Display Enter the recommended age in the format you want the
Text age to display on the Vaccination Schedule (for
example, 12 months.)

Days Required Between If the vaccination is a series, enter the number of days
Series required between each vaccination in a series. For
example, if two months is required between each
vaccination in the series, enter "60" to indicate “60

days.”

Notes Enter any notes you want regarding the recommended
vaccination.

Effective From DOB If the vaccine is new for infants/children, enter a starting

date. The EMR displays the vaccination
recommendation only on the Vaccination Schedule of
patients who's date of birth is AFTER the date specified.

Display To activate the vaccination schedule, select this check
box.

Tip: Use the horizontal scroll bar at the bottom of the Vaccine Schedule Editor
window to view the last few columns.

¢

4. When you are finished, click Close Form (

Stopping vaccination recommendations

If a vaccination is taken off the market, or if clinical guidelines for a vaccination changes, you
can halt automated recommendations for that vaccination.

To stop a vaccination recommendation:

||
1. On your WorkDesk, click Configure > Vaccination Schedules ( ). The EMR displays
the Vaccination Schedule Editor window.
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2. On the Vaccine drop-down list, select the vaccination you want to stop recommendations
for. The EMR displays the recommendations associated with the selected vaccine in the
table below.

3. In the Effective To DOB column, enter an end date (Typically today’s date or an earlier
date). The EMR removes the recommendation for any patient bormn after the date specified.

Recognizing when a patient is due for vaccinations

When a patient is due for a vaccination, a notification is displayed in the SMART patient banner
on the patient’s record.

To recognize when a patient is due for a vaccination:

1. On any window of the patient’s record (including the Medical Summary), in the SMART
patient banner, click ’ # Vaccinations (where # = the number of vaccinations the patient
is due for). The EMR displays the patient's Vaccination Schedule, with:

m  Upcoming vaccinations highlighted in blue

m Qutstanding vaccinations highlighted in orange.

Test, Baby Daughter PHN Cuick N
- LY Prirt é EI—
Aovn 15-Jun-2014 (13 wk 2d)  Sex B Status Mo,
123 Test Street, H Fri Dana Know-Four, WD
C Fam
1 Ret
Wiewr schedules for:
Waccination:  =<AlL== [=] From Date : To Date :
Last 5 years E| Mext 3 years E|
All Pendi Complet Refused
= M Pending M Complets [ Refuse 16-5ep-2009 | 16-Sep-2017 =|
Double click hiohliohted row below to edit vaccination record
Meningococcal C Conjugate 20 2 mo Overdue Due 14-Aug-2014
Pneumococcal 23-Polyvalent 40 2 mo Overdue Due 14-Aug-2014
Meningococcal C Conjugate 0 4 mo Pending Due 13-0ct-2014
Pneumococcal 23-Polyvalent 50 4 mo Pending Due 13-0ct-2014
Meningococcal C Conjugate 0 12 mo Pending Due 10-Jun-2015
Pneumococcal 23-Polyvalent 50 12 mo Pending Due 10-Jun-2015
MME 20 12 months Pending Due 15-Jun-2015
Color Legend: Refuzed Crverdue Administered Late Pending or Completed

Note: As soon as you record an administered vaccine for a patient, the associated
> vaccination recommendation no longer displays as "outstanding" on the patient's
Vaccination Schedule.
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Producing an immunization report

In Wolf EMR you can produce a report of immunizations performed over a defined period of
time. The report can detail administrations for a specific vaccine, and/or for vaccines
administered by a specific person.

Report of Inmunization By Physician: From 03-Mar-2011 and 04-Mar-2016
Climie: Wolf Clinic Phone Office:  (632) 791-2356
2805 SE Knight Court Fax: (963) 229-3243
Morley AB EMail: Morleyiinowhere com
Staff: Shondra G
Patient Information Immunization Administered
Patient / Birthdate /| Address, Parent / Date / Agent / Lot#/ Injection Site/ Route/ Notes
PHN Gender City, Province Phone Location Immunogen Manufacturer Series # Dose (mL)
Farrar, T 7563 SW Ryerson 21-Mar-2011  hepatitis a&b AHABB18TAC im rt deltoid
Street
0091123228 M Spruce View, AB 43545501 I ithklin: 4
Callette. C 15-0ct-2004 2001 SE Cameron 22-Mar-2011 AHABB200CA im 1t deltoid
Court
0091928831 M Arviat, AB 271803707 Twinrix JR 2
Hammer. C 28-Jan-2008 7586 N Grove Place 22-Mar-2011 AHABB200CA im 1t deltoid
0091892482 £ Armstrong, AB (254) 626-8385 Twinrix JR 2
Irons, L 14-Jun-2007 4728 E Essex Street 03-May-2011  hepatitis a&b AHABB19BAC im 1t deltoid
2008821731 F . AB (233) 560-3080 I ithklin:

To produce an immunization report:

1. On the WorkDesk menu, click Reports > Immunization Records (Lﬁ ). The EMR
displays the Immunization Report window.

Wfalf Clinical Records

Immunization Report EL" ‘
From 03-Mar-2011 | b |Guick %
Tar 04-Mar-2016| | LE]| prirt
Adminiztered By: E|
Yacoine: | E|

2. Using the following table, enter criteria for what immunizations should display in the report.

Field Description

From Enter the start date from which administered immunizations are to

be included, or to select a date from a calendar, click E

To Enter the end date to which administered immunizations are to be

included, or to select a date from a calendar, click E.
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Field Description

Administered By | To include only vaccinations administered by a specific person, in
(Optional the drop-down list select the person.

Vaccine To produce a report for only a specific vaccine, in the Vaccine
(Optional drop-down list, select the vaccine.

3. Click one of the following options:

(s g
Create CSV Extract File ( LH ): To save the report as a CSV file that can be opened in
various spreadsheet and statistical analysis applications (for example, Microsoft Excel).

CGwick
Print to Default Printer (w): To print the prenatal record to your default printer.

Print (u): To print or fax the report on a selected printer or fax machine.

Viewing or adding a patient’s blood type
To view or add a patient’s blood type:

1. Open the patient’'s Medical Summary. See “Opening a patient's Medical Summary” on page
163. On the Current Hx tab, you can view the patient's blood type in the lower left comer.

Vaccinations

<<Add Vaccination>>

<<Vaccination Schedule:>>

Hep A and Hep B Combined 29-Jul-2015
* Refused * Influenza Virus Vaccine 29-Jul-2015

e ——
Blood Type: o- [+]

2. To record a patient’s blood type, in the Blood Type field, enter the letter(s) (for example, O,
A, or B), and then in the drop-down list, select + (positive) or - (negative).
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Adding, viewing, and editing a patient’'s past medical history information

The following sections describe how to add, view, and edit a patient’'s past medical history
information.

Adding a new inactive problem
To add a new inactive problem:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab.

3. In the Inactive Problems area, double-click <<Add New Problem>>. The EMR opens
the Problems List window with the Activity field set to Inactive.

4. In the Select Problem field, enter part or all of the name, or the diagnostic code of the
problem, and then on your keyboard, press Enter. The EMR searches the list of registered
problems and displays a list of results.

5. In the list of results, click the problem, and then click Update. The Select Problem field
changes to the Inactive Problem field and displays the problem you selected in red text.

Inactive Ankle Pain
Froblem:
[ZD9: T19.67 Cugalifier;
Shoked: ..wiewy Problem Registry ;E

Date of Current Diagnosis: Location:

hd|

Tip: If the problem you want in not is the search results list, you can use Favourites
or Tags to add the problem. See:

*Adding problems using favourites” on page 180.
"Using tags to add problems” on page 184.

Note: Only clinics using the new problem list that includes the CIHI list can use
problem favourites and tags.

6. Follow Step 5. to Step 6 in “Adding a problem” on page 176.

‘ Note: Keep the Activity field set to Inactive.
Vg
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Viewing and editing a patient's inactive problems

When you set the Activity of a problem to Inactive, the EMR lists the problem on the Past
History tab, in the Inactive Problems area.

To view and edit a patient's inactive problems:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab. The Inactive Problems area lists the patient’s inactive problems.

| Current Hx ~ Past Hx F'ersnnaIH}{I Communication | Inwvestigations | Documents | Referr

Inactive Froblems

<<hAdd Hew Problem=> <<Add Hew Mg
Acute Sinusitis Left Warfarin (Coun
Warfarin (Coun
Warfarin (Coun

3. In the Inactive Problems area, double-click a problem to view more details. The EMR
opens the Problems List window where you can view details about the problem. You can
also view any linked lab results, linked pending labs, related medications, and any surgical
procedures that were performed for the problem.

4. To edit a problem on the patient’s Inactive Problems list:

a) To change the diagnosis description, click Change Diagnosis. The Inactive Problem
field clears and changes to the Select Diagnosis field.

b) Edit fields as necessary. See “Adding a problem” on page 176 for a description of the
fields.

Viewing a patient's previous medications

To view a patient’s previous medications:
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Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab. The Previous Medications area lists the patient’s previous

medications.

ﬂ Investigations | Documents Referralsl Dhstetrics'

Frevious Medications

<<Add Hew Medication>>

Warfarin (Coumadin}) 1 mg i P0 0D
Warfarin (Coumadin} 1 mg i PO 0D
Warfarin (Coumadin}1 mg i PO 0D

3. In the Previous Medications area, double-click a medication to view more details. The

EMR displays the Medication Profile window. You can view a list of the patient's Previous
Medications on the left side of the window, and details in the Discontinued Medication area
on the right.

Adding a new procedure or surgery

To add a new procedure or surgery:

1.

Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

. Click the Past Hx tab.

In the Procedures and Surgeries area, double-click <<Add New Procedure>>. The
EMR displays the Record New Procedure (Surgery) window.

In the Procedure field, enter the name of the procedure or surgery and then on your
keyboard, press Enter. The EMR displays a results list under the Procedure field.

. Inthe results list, click the procedure or surgery that you want to add, (for example Aortocor

Bypass 1 Coronary Art or Appendectomy) and then click Update. The Procedure field
displays the procedure or surgery you selected.

In the Date field, enter the date of the procedure. If you do not know the exact date, you can
enter a partial date (for example, month/year, or just year).

. (Optional) Enter the name or specialty of the surgeon:
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a) In the Surgeon field, start entering the name or specialty of the surgeon performing the

procedure, and then on your keyboard, press Enter. The EMR displays a results list
under the Surgeon field,

b) In the results list, click the surgeon performing the procedure.

8. In the Problem drop-down list, click the reason why the procedure is being performed.

Tip: If you do not see the appropriate problem, click <<Add New>>.
In the Problem List window, add the new problem. See “Adding a problem” on
page 176.

9. The Notes field, enter any notes about the procedure or surgery.

10. In the Follow-up field, enter any notes to reference when following up with the patient.

11. Perform one of the following actions:

m To add another procedure, click Add ( ) and repeat steps Step 4 to Step 11 .

m If you are finished adding procedures, click Save & Close ( '*) to save the procedure
entry and to close the Record New Procedure (Surgery) window.

Using Procedure favourites (some clinics only)

Note: Only clinics using the new problem list that includes the CIHI list can use
> Procedure favourites.

When adding procedures or surgeries to a patient’s procedure list, favourites display at the top

of the Procedure List. You can also choose a favourite procedure directly from your favourites
list.

Procedure favourites can be clinic-wide (can be used by all users), or user-specific (can be
used by you only). You can add or remove procedures in your user-specific favourites list only.

‘ Note: Only users with administrative privileges can add clinic-wide favourites.
»

Adding a procedure or surgery to a patient’'s record using procedure favourites (some clinics
only)

Note: This procedure applies to clinics using the new problem list that includes the
> ClHI list.

To add a procedure or surgery 1o a patient’s record using procedure favourites:
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1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab.

3. In the Procedures and Surgeries area, double-click <<Add New Procedure>>. The
EMR displays the Record New Procedure (Surgery) window.

4. In the Procedure field, enter the name of the procedure or surgery and then on your
keyboard, press Enter. The EMR displays a results list under the Procedure field. Matching
procedure favourites display at the top of the list and are indicated by an asterisk (¥ in the
Favourites column.

Record Mew Procedure (Surgery)

Adams, Quiincy At Change
. LDg Procedure r WA EL‘
Aorn B4-Jul-1976 (38) Sex F o Status NIA,
1234 Vagabaond Wiy, Ho(403) 5855-1111 P Carl Chardonnay
Hanna AB T2J 1hd C
3%
*Procedurs:  app OF | |
owe | fosedrebee | 09 [Favourte —Jrag .
Appen Oy 4709 % A
Application of cast 9353
Surgeor Application of cervical collar 9352
Apnlication of crown 234 \ Favourites indicated with
Problem: Application of Crutchfisld tangs of skull 9341 an asterisk (*).
Application of dressing, pressure 9356
Motes: Application of external fixstion device, 7814

Application of external fixstion device, Y315
Application of external fixstion device, 512
Application of external fixstion device, 7519
Application of external fixstion device, Y316
Application of external fixstion device, | ¥8.13
Application of external fixation device, | 7811
Application of external fixstion device, " Y318
Application of external fixstion device, | ¥8.17 57

5. In the list of matching procedures, click the procedure favourite you want, and then click
Update. The Procedure field displays the procedure or surgery you selected.

6. If the procedure or surgery you want does not display, use the following procedure;
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a) In the Record New Procedure (Surgery) window, click Advanced.

Record Mews Procedure (Surgery)

Adams, Quiincy FH Chang
. Lug Procedy
Aorn 04-Jul-1976 (38) Sex FoOStatusz Wis,
1234 Wagakbond Viay, Aor403) 5551111 P Carl Chardonnay
Hanna AB T2J 1044 C
L
*Procedure; | O E|

Date: E
. Advanced |
Surgeon; AND Elﬂ El

The EMR displays the Procedure List window. Procedure Favourites display at the top of the
list. General procedures display below the list of favourite procedures.

4 Procedure List ]
Manage Procedure List
@
Add selected
ko patient
Search code
@) Starts with Conkains
Procedure Description (o] SNOMED Id SMOMED Description Tag My Favourite +  Clinic-wide Favaurite
= | Favourite
Ankle disarticulation 84.13 | 397217001 | Ankle disarticulation [ kD | !
Appendectorny 47.09 20146002 Appendectormy App v
Excision of lesion of tonsil and ade.,. 28,92 T HULL [ Tansi vl
Excision of kymph node 40,29 . S&347006 Excision of lymph node . lymph W
Lumpectory of breast @5.21 | 392021009 Lumpectomy of breast lump i
= | Procedures . .
{Laparoscopic) adjustment of size ... 44.95 MULL MULL
24 Hour ECG 89.5 | z524170m | 24 Hour EC
Abdominal - coronary artery bypass 36,17 . NULL . MULL
Abdominal lymphangiogram &a.04 ai1i19001 Abdominal lymphangiogr...
Abdominal paracentesis 54,91 | gers05009 Abdominal paracentesis |
Abdominopelvic amputation 4.19 | 359720005 Abdominopelvic amputat. .. |
Abdominoperineal pull-through pro... | 45.49 | sa780002 . Abdominoperingal pull-t... .
Abdominopetineal resection of the ... 48.5 [ maoLL MULL .
Above elbow amputation 34,07 130011006 Above elbow amputation
Accessory spleneckomy 41,93 . 11973000 . Accessory splenectomy .
Accessory-hypoglossal nerve anas...  4.73 | 57398002 .Accessory—hypoglossal i
Achillorrhaphe 3.64 12237002 Achillorrhaphy
Achillatorny 83.11 | 367446003 Achillotormy
Acupuncture For anesthesia 99,91 | 187614000 Acupuncture For anesth. .. .

b) In the Search Code field, enter part or all of the name, or the diagnostic code for the
procedure.

¢) Under the Search Code field, select Contains.
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d) On your keyboard, press Enter. The EMR displays matching procedures that contain (in
the procedure name, ICD-9 code, or tag) the Search Code entry.

e) In the list of matching favourites, click the procedure you want, and then click Add
&)
Selected to Patient (' ). The EMR displays the selected procedure favourite in the
Procedure field.

7. Finish adding the selected procedure to the patient’s procedure list. See Step 6 to Step
11 in "Adding a new procedure or surgery” on page 215.

Adding procedures to your procedure favourites list (some clinics only)

‘ Note: This procedure applies to clinics using the new problem list that includes the
) CIHI list.

‘ Note: Only users with administrative authority can add clinic-wide procedure
) Favourites. (Favourites that can be viewed by all clinic users.)

To add a procedure to your favourites list:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab.

3. In the Procedures and Surgeries area, double-click <<Add New Procedure>>. The
EMR displays the Record New Procedure (Surgery) window.
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4, Click Advanced.

Record Mews Procedure (Surgery)

Adams, Quiincy FH L Chang
. 0q Procedy
Aorn 14-Jul-1976 (33) Sex FooStahns WL,

1234 Wagakbond Viay, Aor403) 5551111 P Carl Chardonnay
Hanns &8 T2J1hd4

c
55

*Procedure; | O E|
Date: E

Surgeon;

AND Eﬂ Advanced |

=]
Problem: E|

Motes: F ol oy - Lag;

The EMR displays the Procedure List window. Procedure Favourites display at the top of the
list. General procedures display below the list of favourite procedures.

#| Procedure List =llir
Manage Procedure Lisk
w
add selected
ko patient
Search code
Q) Skarks with Conkains
Pracedure Description ) (atn=] SNOMED Id SMOMED Description Tag Iy Favourite 4 Clinic-wide Fawvourite
= | Favourite
ankle disarticulation g4.13 397217001 ankle disarticulation ankD v
Appendectonmy 47.09 0146002 Appendectonmy App v
Excision of lesion of tonsil and ade...  25.92 MULL MULL Tonsil Y’
Excision of kymph node 40,29 55347006 Excision of lymph node Iymph v
Lumpectorny of breast 85.21 392021009 Lumipectomy of breast lumnp J
- | Procedures
(Laparoscopic) adjustment of size ... 44,98 MNULL MULL
24 Hour ECG 9.5 252417001 24 Hour ECG
Abdominal - coronary artery bypass 36,17 ML MUJLL
Abdominal lymphangiogram 33.04 91119001 Abdominal lymphangiogr...
Abdominal paracentesis 54.91 89305009 Abdominal paracentesis
Abdominopelvic amputation 34,19 359720005 Abdominopelvic amputat. ..
Abdominoperineal pull-through pro...  45.49 SATE00Z Abdominoperingal pull-t. ..
Abdominoperineal resection of the ... 48.5 MULL MULL
Above elbow amputation o4.07 1560011006 Above elbow amputation
Accessory spleneckomy 41.93 11973000 Accessory splenectomy

5. In the Search Code field, enter part or all of the procedure or surgery name or ICD-9 code.
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6. Below the Search Code field, select one of the following options:

Starts with: To display matching procedures that start with the term you entered in the
Search Code field.

Contains: To display matching procedures that contain the term you entered in the
Search Code field anywhere within the name.

7. On your keyboard, press Enter. The EMR filters your procedure list to display matching
favourites, and general procedures.

8. In the list of procedures, click the procedure you want to make into a favourite.

9. Click Add to Favourites ( v ). The EMR displays the Add to Favourite window.

Add to Favourite X

Procedure:  Appendeckony

Tag:

K i Cancel

‘ Note: Only users with administrative authority can add clinic-wide favourites and
y tags. The EMR displays a Clinic-wide Favourite and Tag check box for users
with administrative authority.

10. Click OK. The EMR adds the procedure to your favourites list,

Using Procedure tags (some clinics only)

Note: Only clinics using the new problem list that includes the CIHI list can use
> Procedure tags.

When adding a procedure 1o a patient’s procedure list, you can search for a procedure using
alternative search terms, called Tags. For example, you may prefer to enter “App” to search for
the “Appendectomy”.

Because each user may use different abbreviations to search for a procedure, multiple Tags
can be assigned to a procedure. Tags can be clinic-wide (can be used by all users), or user-
specific (can be used by you only).
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Adding a procedure to a patient’s procedure list using a tag (some clinics only)

Note: This procedure applies to clinics using the new problem list that includes the
» CIHI list.

To add a procedure o a patient’s procedure list using a tag:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab.

3. In the Procedures and Surgeries area, double-click <<Add New Procedure>>. The
EMR displays the Record New Procedure (Surgery) window.

4. In the Procedure field, enter a Tag that is assigned to the procedure you want. The EMR
displays a list of matching procedures.

Record Mew Procedure (Surgery)
Adams, Quiincy PHMN Change
.- LY Lug Procedure T WA
Forn 04-Jul-1976 (38) Sex FoOStatus MNIA,
1234 Wagabond Way, Ho403) 555-1111 Fri Carl Chardonnay
Hanna AB T2J 1hi4 -
117
*Procedure;  app| OR
Dt Procedure Desc [lcD9  |Favourite [ Tay -
& Appendectomy 4709 * App
) Closure of appendiceal fistula 4792
Surgeor: Drainage of appendix abscess 472
Excizion of appendix of epididymis 3.3
Problem: Excizion of preauricular sppendage, re 15,29
Fistulization of appendix 47 .91
Motes: Incidental appendectamy 4719
Insertion of left atrial appendage device 37 39
Laparozcopic appendectomy 47 .01
Laparoscopic incidental appendectomy 4711
Ligation of dermal appendage 8626
Cther operations on appendiz 4799
Remaowal of tube from large intestine or 97 53 *
Note: The far right column in the procedure search results list displays all tags
y assigned to each procedure.
5. Finish adding the selected procedure to the patient’s procedure list. See Step 5 to Step
11 in "Adding a new procedure or surgery” on page 215.
Assigning tags to procedures (some clinics only)
Note: This procedure applies to clinics using the new problem list that includes the
y ClHI list.
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If there are no tags assigned to a procedure, or if you want to use a tag that is different than the
tags currently assigned to a procedure, you can assign your own tag(s).

Tags you assign to a procedure are user-specific. No other users can see use your tags.

Note: Only users with administrative authority can assign clinic-wide Tags to
» procedures. (Tags that can be used by all clinic users.)

To assign a tag to a procedure:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab.

3. In the Procedures and Surgeries area, double-click <<Add New Procedure>>. The
EMR displays the Record New Procedure (Surgery) window.

4. Click Advanced.

Record Mew Procedure (Surgery]

Adams, Quiincy PN L Chang
- » 09 Procedy

Aoy 04 Jul-1976 (38) oex o Status MWis

1234 Yagahond Way, o403y 5551111 FrrCarl Chardonnay

Hanna A8 T2J 104 C

55
*Procedure; | OR [w]
Date: B
. Advanced |
AND [ | F
Surgeon: El
Froblem: ™
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The EMR displays the Procedure List window. Procedure Favourites display at the top of the
list. General procedures display below the list of favourite procedures.

#| Procedure List =llir

Manage Procedure Lisk

W

add selected
ko patient

Search code

) Starks with () Conkains
Pracedure Description ) (atn=] SNOMED Id SMOMED Description Tag Iy Favourite 4 Clinic-wide Fawvourite
+ | Favourite
ankle disarticulation g4.13 397217001 | Ankle disarticulation | arkD . . i
Appendectonmy 47.09 0146002 Appendectonmy | App . v |
Excision of lesion of tonsil and ade...  25.92 MULL T [ Tonsi Y’
Excision of lymph node 40,29 55347006 | Execision of Iymph node | Ivmph ¥l
Lumpectomy of breast 85,21 392021009 Lumpectomy of breast lump W
= | Procedures . .
(Laparoscopic) adjustment of size ...  44.98 MULL T
24 Hour ECG 9.5 252417001 . 24 Hour ECG
Abdominal - coronary artery bypass | 36.17 MULL T
Abdominal lymphangiograr 33.04 91119001 Abdominal lymmphangiogr... |
Abdominal paracentesis 54,91 9305009 | Abdominal paracentesis .

Abdominopelvic amputation 4,19 59720005 . Abdominopelvic amputat. .. .

5. In the Search Code field, enter part or all of the procedure or surgery name or ICD-9 code.
6. Below the Search Code field, select one of the following options:

Starts with: To display matching procedures that start with the term you entered in the
Search Code field.

Contains: To display matching procedures that contain the term you entered in the
Search Code field anywhere within the name.

7. On your keyboard, press Enter. The EMR filters your procedure list to display matching
favourites, and general procedures.

8. If the Procedure you want to assign a tag to is not on your favourites list, use the following
procedure:

Note: A procedure must first be on the favourites list before you can assign a tag

a) In the list of procedures, click the procedure you want to add assign a tag to.
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b) Click Add to Favourites ( W ). The EMR displays the Add to Favourite window.

Add to Favourite

Procedure:  Appendeckony

Tag:

X

Ik

c) Inthe Tag field, enter the tag you want.

Q Tip: If you want to add multiple tags, separate each tag name with a comma.

You are limited to 50 characters for all tags combined.

d) Click OK. The EMR displays the assigned tags in the Tag column of the procedure list,

9. If the procedure you want to assign a tag to is on your Favourites list, complete the following

procedure:

a) In the filtered list of procedures, click the procedure you want to assign a Tag to.

-

b) Click Edit ( it ).

c) The EMR displays the Edit Tags window.

Edit Tags

Procedure:  Appendeckony

Tag: fatul]

(8]4

d) Inthe Tag field, enter the tag you want.

Tip: If there is a Tag entered already, or if you want to add multiple tags, separate
each tag name with a comma.

You are limited to 50 characters for all tags combined.
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e) Click OK. The EMR displays the assigned tags in the Tag column of the procedure list,

Viewing and editing a patient's procedures and surgeries
To view and edit a patient’'s procedures and surgeries:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Past Hx tab. The Procedures and Surgeries area lists the patient’s procedures
and surgeries.

Frocedures and Surgeries

<<Add Hew Procedure-> Pneumovax 23
Strabizsmus Repair 13-Feb-2009

3. In the Procedures and Surgeries area, double-click a procedure or surgery to view more
details. The EMR opens the Edit Procedural/Surgical History window.
Edit Procedural /Surgical History: Smith, David

Smith, David L Change
og Procedure

Sex FoStatus D&

2007 PITO PLACE, HO(B04) 244-3045 Fri Fred &dams, M.DC M.
Wancauver BC 1T 007

CCCVOR Strabismus Repai

Drate: 13-FE|J-2I]|]9§ i 24 d
.......................................... — — 'llllance
D ] g

Surgeon:

[
[

Problem:

Motes: Fallome -

4. View and edit the fields as required. See "Adding a new procedure or surgery” on page 215
for a description of the fields.
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Viewing a patient's refuted or terminated allergies

The Refuted and Terminated Allergies area lists any Allergies that were classified as
Refuted or Terminated and Reclassified.

To view a patient’s refuted or terminated allergies:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163. The EMR displays the Medical Summary window.

2. Click the Past Hx tab. The Refuted and Terminated Allergies area lists any Refuted or
Terminated and Reclassified allergies.

Fefuted and Terminated Allergies

Pneumovax 23

3. Inthe Refuted and Terminated Allergies area, double-click a refuted or terminated allergy
to see more details. The EMR displays the Allergy List window. You can view a list of the
patient's allergies on the left side of the window, and details on the right.

Adding, viewing, and editing a patient’s personal medical history
information

The following sections describe how to add, view, and edit a patient's personal medical history
information.

Viewing and entering a patient's social history
A patient’s social history can include the following information:
Ethnic origin
Preferred language
Marital status
Significant other information

Occupation
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Income type
Education
Contraception method

Next of kin contact information

Q Tip: You can set the following Social History values in Patient Maintenance, on the
Other Demographics tab:
Ethnic Origin
Preferred Language
Language
Occupation
Maiden Name
Next of Kin

When you change the above fields on the Other Demographics tab, the
changes are reflected in the Social History window. Conversely, when you change
the above fields in the Social History window, the changes are reflected on the
Other Demographics tab.

To view and enter a patient’s social history:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Personal Hx tab. The Social History areca displays a patient's social history
information.

" Current Hx | PastHx  Personal Hx | Cammunication Investigations | Documents | Referr

Social History
Marital Status: Single
Significant Cther:
Income: Employed -
Occupation: '
Education Lewvel: Professional Degree
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3. In the Social History area, click any field. The EMR displays the Social History window.

Persunal History Records

Ethnic Crigin: | haiden Mame:

hd
Preferred Language: ;E
[=]

Language: English Emen of Kin:

Marital Status: Bingle _E
Significant Cthet: : :
S0 Ethiic: Origin: - Phone:
S0 Date of Bt T
SO Occupation: hote:

Occupation:

Income Type: ‘Employed ;E

Education: Professional Degree ;E

Contraception
Methiod:

Motes:

[ Student ?

[l CareGiver ¥

Institution;

U Home Care 7 : . :_
Mame of Care Recipient: DateChecked: 04-3ep-2014

use a drop-down combo box, you either click a value in the drop-down list or enter
text in the field.

Q Tip: Several fields in the Social History window are drop-down combo boxes. To

If you enter new text, the EMR displays a dialog box asking you if you want to add
the new text to the master list. The master list is for all users. If you click Yes, the

EMR adds the new text to the drop-down list to make future data entry easier for

everyone.

4. Use the following table to enter patient information.

Description

Ethnic Origin Enter the patient’s ethnic origin. Click a value in the
drop-down list or enter a value in the text field.
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Field Description

Preferred Language

Enter the patient’s preferred language. Click a value in
the drop-down list or enter a value in the text field.

Language

Enter the patient’'s language. If the language is not
known, select <Unknown>.

Marital Status

Indicate the patient's marital status. In the in the drop-
down list, click one of the following options: Single;
Married; Common Law; Separated; Divorced;
Widowed.

5. Use the following table to enter information about the patient's significant other.

Field Description

Significant Other

Enter the name of the patient’s significant other.

SO Ethnic Origin

Enter the ethnic origin of the patient's significant other.
Click a value in the drop-down list or enter a value in the
text field.

SO Date of Birth

Enter the date of birth of the patient's significant other.
Enter the date in the format DD-Mmm-YYYY or use the
calendar icon to choose a date.

SO Occupation

Enter the occupation of the patient's significant other.

6. Use the following table to enter information about the patient's occupation and education:

Field Description

Occupation Enter the patient's occupation.

Income Type Indicate the patient’s income type. In the in the drop-
down list, click one of the following options: None,
Employed, Self-Employed, Social Assistance, UIC,
Disability Insurance, or Other. The EMR only accepts
the options in the drop-down list.

Education Indicate the patient’s level of education. In the in the

drop-down list, click one of the following options: High
School, College, University, Professional Degree,
Trade School or Technical College. The EMR only
accepts the options in the drop-down list.

7. Use the following table to enter patient information.

Field Description

Contraception Method

Enter the patient's method of contraception.

Notes

Enter any additional information or explanations.
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Field Description

Student? It the patient is a student, select this check box.

CareGiver I the patient is a caregiver, select this check box.

Home Care? If the patient is receiving home care, select this check
box.

Institution If the patient is a caregiver, enter the name of the

institution where the patient is a caregiver.

Name of Care Recipient If the patient is a caregiver, enter the name of the client
receiving care from the patient.

8. Use the following table to enter the patient's maiden name and next of kin contact

information.
Maiden Name Enter the patient's maiden name.
Next of Kin Enter the name of a close relative of the patient.
Phone Enter next of kin's telephone number.
Note Enter any additional information or explanations.
DateChecked The EMR displays the current date in this field.

9. Click Save & Close ( .1--) to save your changes and to close the Social History window.

Viewing, editing, and verifying a patient's smoking history
To view, edit, and verify a patient's smoking history:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.
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2. Click the Personal Hx tab. The Harmful Substances area displays the patient's smoking
history.

Harmful Substances

Hon Smoker ;E

"Packyrs Smoked” 9

Moderate: 7-24 Drinks/Week i

T-ACE Scaore: [

3. To edit or verify a patient's smoking status, click anywhere in the Harmful Substances
area. The EMR opens the Personal Risks window.

Personal Risks
FPHMN

Smith, David
EL T LY
Barh Sex FooStatus NS
2007 PITS PLACE, H(E04) 244-5045 P Fred SAdams, M.D.CM,

“ancouver BC W T ODT -
4

Alcohol

Moderate: 7-24 Drinks\Week

Smoking
Hon Smoker ;E

Year Of Onzet: Tolerance:
Pack(s)Day: Annoyance:
Date Guit: Cut Dovvn:
"Packy'rs Smoked"; Eve Opener:
Target Date: i T-ACE Score: _ :

[ click to incicate that you verified statu

[  click to indicate that you verified ststus
Laszt checked : 22-Aug-2014

Last checked : 04-Sep-2014

I Patient SCrEEn |

ECigar Smoking

Other Risks
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4. In the Smoking area, view or edit the fields. See the following table for a description of the
fields.

Field Description

Smoking status drop-down | Click one of the following options based on the patient's
box smoking history:

?? Not Known ?? (This is the default.)
Non-Smoker

Quit < 1 year

Quit > year

Smoker

Year Onset It the patient has a smoking history, enter the year that
the patient started smoking. You can also use the
calendar icon to select a date.

Pack(s)/Day Enter the average amount of packs a day the patient
smokes or used to smoke.

Date Quit If the patient has quit smoking on a certain date, then
enter the date. You can also use the calendar icon to
select a date.

PackYrs Smoked If the Year of Onset, Pack(s)/Day and the Date Quit
fields are all filled out, then the EMR automatically
calculates and populates the PackYrs Smoked field.
You can edit the PackYrs Smoked field if required.

Target Date If the patient is currently smoking but plans to quit on a
certain date, enter the patient's target quit date in the
format of DD/MM/YY.

Verified Smoking Status If you make any changes to the above fields, the EMR

check box: automatically selects the Click to indicate that you

verified status check box and adds the current date
as the last time you checked with the patient on their
Smoking History. You can also manually select this
check box which adds today's date as a confirmation
that the patient's current smoking status has not
changed. You can select this check box each time you
go back into the Personal Risks window.

5. Click Save & Close | h*) to save your changes and to close the Personal Risks window.
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Viewing, editing, and verifying a patient’s alcohol history
To view, edit, and verify a patient's alcohol history:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Personal Hx tab. The Harmful Substances area displays the patient’s alcohol
history.

Harmful Substances

Hon Smoker ;E

"Packyrs Smoked” 9

Moderate: 7-24 Drinks/Week i

T-ACE Scaore: [

3. To edit or verify a patient’s alcohol status, click anywhere in the Harmful Substances area.
The EMR opens the Personal Risks window.

4. In the Alcohol area, view or edit the fields. See the following table for a description of the

fields.
Alcohol status Click one of the following options based on the patient's alcohol
drop-down box history:
Non Drinker
Ex Drinker
Light: < 6 Drinks/Week
Moderate: 7-24 Drinks/Week
Heavy: > 24 Drinks/Week
?? Not Known ?? (This is the default.)
Tolerance Enter the number of drinks to reach Tolerance.
Annoyance Enter 1 if patient reports ever being Annoyed when asked about
their drinking.
Cut Down Enter 1 if patient reports ever having thought about cutting down
their drinking.
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Field Description

Status check box

Eye Opener Enter 1 if patient reports ever having had a drink in the morming to
offset a hangover.

T-ACE Score After you enter the above four fields, the EMR automatically
calculates and displays the T-ACE Score value. You can edit the T-
ACE Score value if required.

Verified Alcohol If you make any changes to the above fields, the EMR automatically

selects the Click to indicate that you verified status check box
and adds the current date as the last time you checked with the
patient on their Alcohol History. You can also manually select this
check box which adds today's date as a confirmation that the
patient's current alcohol status has not changed. You can select
this check box each time you go back into the Personal Risks
window.

5. Click Save & Close

( h*) to save your changes and to close the Personal Risks window.

Adding a new family history problem

To add a new family history problem for the patient:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page

163.

2. Click the Personal Hx tab.

3. In the Family History area, double-click <<Add New Family History>>.

Family History . Wiewe Family Tree

<< fdd Hew Family History=>
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The EMR displays the Family History Input window.

Farnily Histany
Family History Input
1. Select Diagnosis 2. Link to Family Member (optional) 3. Add Detailz {optional)
(%) Screening () Problem List ) Show &1 () Show Bialogical Family Cnly X \/
ListedPotential Family (DhiClick to Edit): o i Gzt
::::;t:ol\lail:::ardlal (AT :102 * | z<ndd Hew Family Member:=» O causze of Death?
Alzheimer's disease AZD 3310 WG () R Problem Motes:
Asthma 493 Father () Paternal
Attention Deficit Disorder AD| 314.0 Brotheyl)
Barrett's Ezsophagus 530
Bipolar Disorder 296.4
Breast Cancer 174
Cancer Type Unknown
Cardiac arrest 7.5
Chemical Dependancy 304
Colon Cancer 153.9
Colon polyps
Coronary Artery Disease (CI 4140
Coronary Atherosclerotic He: 414.0
Crohn's disease
CVA 436
Depression 31
Diabetes Mellitus -Type 2- Ho 250.02
Diabetic Hephropathy 250.6
Drug Addiction 304.9 All Listed Family History:
Drug Dependence 648.3 Lung cancer Mother
Duodenal Ulcer 532 murder Father
Dyslexia T84.6 Alcoholism Brother
Glaucoma 365
Glaucoma Harrow Angle 365.22
Headache Migraine 346 Date Moted:
Healthy 11-Sep-2013
Hereditary Hemorrhagic Tela 448.0
Hypercholesterolemia 72
Hyperlipidemnia 2724
Hypertension 401.9 i

4. In the list under the Select Diagnosis area, click the appropriate problem for the family
member, for example alcoholism, or breast cancer.

Tip: If the appropriate option is not available, select Problem List, enter the
problem name, and then click <Enter Assessment>. You can now search from a
more detailed list.

5. (Optional) If you want to link the diagnosis or problem to a family member, in the Link to
Family Member area, click a family member type (for example, Mother).

Q Tips:
I the Show Biological Family Only option is selected, the EMR displays
only relations with the status Biological (in the “Patient Relations for”
window in the Relationships area in Patient Maintenance).

Double-click <<Add New Family Member>> to enter a new family
member or double-click a family member to edit their information such as
Name, Year of Birth, Deceased, Year of Death, Note, or Date Checked.
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6. (Optional) In the Add Details area, enter the following details:
Age of Onset: Enter the age when the family member was diagnosed.

Cause of Death?: Select this check box if the selected problem was the cause of
death.

Problem Notes: Enter any further notes or explanations here.

Date Noted: Enter the date the Family History was modified in the format of: DD/ Mmm/
YYYY. The default value is today's date.

7. Click the check mark (ﬂ) to save the entry. The EMR displays the diagnosis and the
family member under the All Listed Family History area in the Family History Input window.

8. Click Close ( ll"">.

Viewing and editing family history details
To view and edit family history details:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page
163.

2. Click the Personal Hx tab. The Family History area lists the patient's family member’s
problems.

Family History . Migww Family Tree

-<<Add Hew Family History>>
i Asthma Mother

Cigar Smoking

3. To view or edit the detailed information for a family member’s problems, in the Family
History area, double-click a family history entry. The EMR opens the Family History Records
window. The Family History Records window displays the family member's significant

medical history details including: a list of their problems, age of onset, date of birth, date of
death, and any notes.

4. Edit the fields as required. See "Adding a new family history problem” on page 235 for a
description of the fields.
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Using the SMART Menu

You can quickly add medical history information using the SMART Menu (also known as the
right-click menu).

Opening the SMART Menu

You can open the SMART Menu by right-clicking anywhere in a patient's medical record (for
example, the Medical Summary window or the Vital Entry window). The SMART Menu provides
easy access to numerous view and action items.

To open the SMART Menu:

1. Open the WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

2. Open a patient record.

3. Right-click the patient record, and then click Show All Menu Items. The SMART Menu
opens.

Note: The next time you right-click the patient record, the SMART menu will open
» automatically. You will not have to click Show All Menu Items.

Adding or viewing medical history information using the SMART Menu
To add or view medical history information using the SMART Menu:
1. Open the SMART Menu. See “Opening the SMART Menu” on page 238.

2. Click an appropriate option. See the following table.

If you want to: Click:

Add current and past New Problem
problems

View current and past View Medication List
medications

Add a drug allergy New Allergy

Add a non-drug allergy (when | New Non Drug Allergy
PIN/EHER is enabled)

Record a new vaccination New Vaccination

Add procedures and surgeries | New Procedure

Add social history View Social History

View or edit smoking, alcohol, | Smoking/Alcohol/Drugs History
or drug history
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If you want to: Click:

Add a new family history New Family Hx
problem
Open PharmaNet to Open Pharmanet (near the bottom of the list)

3. Use the procedures in this module to continue to add or view the medical information.
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Chapter 6

Vitals and visit encounter notes

This chapter describes how to enter a patient’s vitals and other measurements, and how to
enter visit encounter notes for various types of visits. You enter a patient’s vitals and SOAP

notes via the Vital Entry window. Any information you enter is automatically transferred to the
practitioner's SOAP note. The practitioner can then add to or modify your notes as needed.

For specialized visits that require encounter notes to be entered in a specialized form (For
example, prenatal visits, pediatric visits, and WCB visits), you enter visit notes in a visit-specific
template.

Using the Vital Entry window

As a front end staff member, you use the Vital Entry window to enter a patient’s vitals and
measurements, and visit notes. Through the Vital Entry window you can also access all of a
patient's medical information via the SMART patient Banner, and can perform numerous actions
via the SMART menu.

Opening and viewing the Vital Entry window

Note: You can open the Vital Entry window only if the patient has an appointment
y booked.

To open the Vital Entry window:

1. On the Appointment Scheduler, click the patient’'s appointment and then, on your keyboard,
press F6.

The EMR displays the Vital Entry window, with:
m Alist of all patients with appointments today displayed in the left pane.
m The Vitals tab displayed in the right pane.

m The selected patient's Appointment Reason and Appointment notes displayed
above the Vitals tab.
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The selected patient's SMART patient banner displayed at the top of the window.

ital Entry (Exarn Data)
Test, Jodi Horn 06-Mar-2003 (12} SexF o PHN 9980 e
Con 2 115 PM Status  NIA
Home address Howe (11131111111 AP 3350(999%] Zyr2m A Janna 5, MD
5960 SE Test Court, Cell (333 333-3333 Weight B8 1kg (99.9%) Syr2m
Oldz AB T1F OE1 liork  (222) 222-2222 Helght 1425cm (81 ... Zyr2m Aef Sugan M
1§j pending Inv. Mo Docs @ Mo Rules 5 Messages __ Fo Follces: Lps: # Mo vaccinations
Fitters .
B | e | | e | Appointment Reazan Office Visit
Date: 21-Jan-2016 [ ay P
Inciude not artived Practitioner: < ALL =
Sart by [ Marked as Completed
Name:  Mone [=] Appt Time:  Ascending [w]  Practitioner: | Ascending [+ ] witals | S0P
M, Emilie 05.5ep-2008 | 9:30AM BCS BP Systolic: |
T, Elly 25-5ep-2008  9:45AM BCS BF Diastolic: Acuity: OU
T, Jefirey 25-Jun-1997 10:00AM THM Pulse o
M, Emmitt 10-Jun-2007 10:15AM BCS oS
C,Ron 12Dec-2003  10:A5AM WMWK RespRate:
C, Rob 04-Aug-200% 11:00AM THM
P, Hanci 30-Mar-1996  11:30AM WMK Temp:
P, Gilbert 01-Feb-1996  1:00PM J55 ®c OF -
Test, Jodi 06-Mar-2003 1:15PM BCS
P, Jeni 16-Aug-2008  1:30PM WK Height: Result
T, Adrian 11-Jul-2003 1:45PM BCS Wiaist Cire: Potes:
@em Oin
Wiight:
@ky O
(=141
Head Circ:
®em Din
Urine RBC WBC Mitrite Gluc Protein
[~]
Urine SG Ketones BH Bili Urohili
Preg Test [=]
Antenatal Record Structured Examinations: E|

2. To view the Vital Entry window for another patient, in the list of patients, click the patient.

Q Tips for viewing the Vital Entry window

Use the SMART Patient Banner to view additional information for the selected
patient. For example, you can view a patient’s vitals from a previous visit or see
how long a patient has been at the clinic or in the exam room. See “Information
on the SMART Patient Banner” on page 164.

You can perform numerous actions on any of the patients listed in the left pane
using the SMART menu. To open the SMART menu for a patient, in the list of
patients, right-click the patient.

Note: If the SMART menu does not display, click Show All Menu ltems.

Entering patient vitals and other measurements
To enter a patient’s vitals and other measurements:

1. Open the Vital Entry window. See “Using the Vital Entry window” on page 241.
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In the Vitals tab, enter the patient's vitals and other measurements.

Fules 5 Messages __ Mo Fallowy Ups # Mo Yaccinstions
Appointment Reason: Office Visit
fresh

Appointment Motes:

[ Marked as Completed

Practitioner; AscendingEl Witals | coap

9:30AM BCS BF Systalic: |
9:45AM BCS BF Dizsstolic: acuity: OU
10:00AM THM Pulse: oD
10:15AM BCS o
10:15AM WK RespRate:
B 11:00AM THM
11:30AM WMK Temp:
1:00PM J55 .
C Glucometer:
A1 5PM BCS ®c OF
B 1:30PM WMK Height: Result
1:45PM BCS Waist Circ: Motes:
®om i
vyigight:
®ky Do
Bl
Head Circ:
®oem Jin

Urine RBIC WBC Mitrite Gluc Pratein

=] | [« [ [ [«]l [«

Urine SG Ketanes pH Bili Urakili
Preg Test E|
Antenatal Record Structured Examinations: E|

‘ Note: After you enter the Height and Weight and press Tab or Enter, the EMR
» automatically calculates the body mass index (BMI) value.

If configured, you do not have to enter an adult's height every time to get a BMI
reading. The EMR uses the last recorded height instead.

ELQ.

2. To save your changes and close the window, click Close Form (
keyboard, press Alt + C.

) or, on your

Entering visit notes using a SOAP note

You use the SOAP tab in the Vital Entry window to enter Subjective, Objective, Assessment
and Plan (SOAP) information. The definitions of the four components of a SOAP note are:

Subjective: What the patient's concermns or complaints are
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Objective: What the practitioner observes or measures during the exam

Assessment: The practitioner's assessment or diagnosis.

Plan. The practitioner’s plans to treat the patient's concerns

The information you enter on the SOAP tab appears when the practitioner opens a SOAP note
or Consult Letter Examination (specialists) for the same visit. The practitioner can then edit or

add to your information as needed.

To enter information in a SOAP note:

1. Open the Vital Entry window. See “Using the Vital Entry window” on page 241.
2. Click the SOAP tab.

o

5 Messages

joner: Ascending [ |

BCS
BCS
THM
BCS
WMEK
THM
MC
WMEK
J55

BCS

_:_ Mo Fallow Ups

Appointment Reazon:
Appointment Motes:

Wita SOAP

# Mo Yaccinations

Office Visit

[ Marked as Completed

g S——
Chief Complaint:
Subjective:

Ohjective

Azzessment:

Plan:

(Optional) In the Chief Complaint field, enter the patient’s primary reason for seeing the

practitioner or, in the drop-down list, click a complaint.
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4. Enter information in the Subjective, Objective, Assessment and Plan fields.

Best Practice: At the end of each of your notes, enter your initials. This way, the
practitioner can differentiate what notes were entered by you.

e

5. To save your changes and close the window, click Close Form (
keyboard, press Alt + C.

) or, on your

Using structured examination templates

‘ Note: The information you enter in the structured examination template appears

y when the practitioner opens the same structured examination for the patient. The
practitioner can edit or add to the information you entered in the structured
examination template.

Structured examination templates contain fields specific to a particular problem or type of
examination. For example, a Back structured examination template contains fields such as
back flexion, back extension, and leg strength.

Wolf EMR contains numerous disease-specific Chronic Disease Management (CDM)
structured examination templates that you can use to enter data. The CDM structured
examination templates help you to understand your patient base and focus on prevention when
monitoring chronic disease patients. If you enter CDM visit data using the appropriate
templates, you can:

m Track patient trends, disease progress, and compliance for entire groups of patients
diagnosed with a specific chronic disease (using Practice Search reports).

m Track a patient's treatment plan, disease progression, and compliance (using disease-
specific flowsheets).

m Receive automated reminders for chronic disease patients who are due for specific tests,
follow-up appointments, lifestyle advice, and treatments (using Rules).

To enter information using a structured examination:
1. Open the Vital Entry window. See “Using the Vital Entry window” on page 241.

2. On the bottom of the Vitals tab, in the Structured Examinations drop-down list, select an
exam.
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Urine RBIC WBC Mitrite Gluc Pratein

=] [ =] [« [«] [+

Urine G Ketones pH Bili Urokili
Preg Test [=]
Artenatal Record Structured Examinations: || =

Abdominal Lag -
Allergy Shots
Ankle
Back
Breast

Child Development 1 Month
Child Development 1 Week
Child Development 1 Year
Child Development 18 Months
Child Development 2 Months
Child Development 4 Months
Child Development 6 Months
Child Development 9 Months
Chronic Kidney Disease

The EMR displays a structured examination window for the selected examination type.

E Ahernathy, Tuan - DOB: 16-3ep-2007 - AGE: 7years - GENDER: M - PHM: 9995014479 @
Back: Flesion: | [=] Latersl Rotation:
Extension: ||Z|
R Leq: [=] DTR's: [=] L Leg:
Strength: El Strencth: E
Sensation: El Senszation: El
Straight Leg Raise: E' Straight Leg Raize: El
[=] [=]
Abdomen: E|
Motes:

3. Enter data into the various text fields, drop-down lists, and check boxes.

4. When you are finished entering data, click Close (@).The EMR retumns you to the Vital

Entry window.
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e

5. To save your changes and close the window, click Close Form ( ) or, on your

keyboard, press Alt + C.

Q Tips for entering and viewing data in structured examinations

m o view values that were previously entered in a specific field, double-click the
field. The EMR displays a summary of values previously entered for the patient
and the corresponding exam dates.

m To view a patient's Medical Summary (chart) while entering information into an
exam, click back to the Vital Entry window and then, on your keyboard, press
F7.

m [f, after you close the structured examination, you want to modify or enter
additional information, simply open the structured examination again, and then
add or modify information as needed.

m You can enter information into more than one structured examination during a
visit.

Using SMART exams

For questionnaire-type diagnostic tools (such as mental health assessments) and for complex
visit documentation (such as the Pain Management Functional Goals & Summary), you can
enter data using specialized SMART forms called SMART exams. When you enter data using
SMART exams:

m The EMR automatically calculates guestionnaire scores.

m For questionnaire scores and other exam data: You can graph values and perform patient
searches based on values.

Most Wolf EMR SMART exams also contain links to patient handouts and other physician
resources related to specific diagnostic tools.
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The following table lists and describes the SMART exams available in Wolf EMR.

Name Description

Adult Mental Health Assessment SMART exams

The Adult Mental Health SMART Exams are designed to support the British Columbia
Practice Support Program (PSP) for mental health, however, these forms can also be used
by providers from other provinces. The Adult Mental Health Assessment SMART exams
incorporate the PSP mental health algorithm, questionnaires, patient handouts, and other
physician resources.

Adult Mental Health Combines content from all other mental health SMART
Assessments exams, and includes

Generalized Anxiety Disorder Questionnaire (GAD-7)
Patient Health Questionnaire-9 (PHQ-9)

Diagnostic Assessment Interview Questions
Self-Assessment Questionnaire

Montreal Cognitive Assessment Questionnaire (MoCA)
Standardized Mini-Mental State Exam (sSMMSE)
Mood Disorder Questionnaire (MDQ)

Global Assessment of Functioning (GAF) Scale
Problem and Resource Lists

Problem List Action Plan

Mental Health Care Plan

Brief Action Plan - Self Management
Psychotherapeutic Supports Used

References

Note: Use this SMART exam if you are managing several
mental health disorders for a patient. Complete
only the exam sections that apply to the patient.
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Name Description

Adult Mental Health Contains mental health diagnostic tools and resources for
Assessments - Anxiety anxiety, and includes:

m Generalized Anxiety Disorder Questionnaire (GAD-7)

m Self-Assessment Questionnaire

m  Montreal Cognitive Assessment Questionnaire (MoCA)
= Problem and Resource Lists

m Problem List Action Plan

= Mental Health Care Plan

m Brief Action Plan - Self Management

m Psychotherapeutic Supports Used

m References

Adult Mental Health Contains mental health diagnostic tools and resources for
Assessments - Cognitive cognitive function, and includes:
Function

m  Montreal Cognitive Assessment Questionnaire (MoCA)
m Standardized Mini-Mental State Exam (sSMMSE)

= Mood Disorder Questionnaire (MDQ)

m Global Assessment of Functioning (GAF) Scale

= Problem and Resource Lists

= Problem List Action Plan

= Mental Health Care Plan

m Brief Action Plan - Self Management

m Psychotherapeutic Supports Used

m References
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Name Description

Adult Mental Health Contains mental health diagnostic tools and resources for
Assessments - Depression | depression, and includes:

Patient Health Questionnaire-9 (PHQ-9)
Diagnostic Assessment Interview Questions
Problem and Resource Lists

Problem List Action Plan

Mental Health Care Plan

Brief Action Plan - Self Management
Psychotherapeutic Supports Used

References
Child and Youth Mental Health SMART exams

The Child and Youth Mental Health SMART Exams are designed to support the British
Columbia Practice Support Program (PSP) for child and youth mental health, however, these
forms can also be used by providers from other provinces. The Child and Youth Mental
Health SMART exams incorporate the PSP mental health algorithm, questionnaires, patient
handouts, and other physician resources.

Child & Youth Mental Designed for the screening of mental health conditions, and
Health Visit includes:

CYMH Historical Questions

Current Situations

6 Item Kutcher Adolescent Depression Scale (KADS)
Screen for Child Anxiety Related Disorders

SNAP-IV (Parent & Teacher Versions)
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Name Description

Child and Youth Mental Designed for documenting ongoing mental health care, and
Health Screening includes:

Teen & Child Functional Assessments
6 ltem Kutcher Adolescent Depression Scale (KADS)
Tool for Assessment of Suicide Risk (TASR-Am)

Anxiety, Depression Medication Side-Effect Scale
(sCKS)

Kutcher Side Effect Scale for ADHD Medications
(KSES-A)

Clinical Global Impression - Improvement Scale (CGl)
Worry Reducing Prescription (WRP)

Mood Enhancing Prescription (MEP)

CYMH Support Plan

Family Mental Health Care Plan

Professional Mental Health Care Plan

CYMH Historical Questions

Instructions for accessing the Confident Parents Thriving
Kids (BC) form

Psychotherapeutic Supports Used

Team-based Care Resources & Tools

References

Pain Management SMART exam

The Pain Management SMART Exam is designed to support the British Columbia Practice
Support Program (PSP) for the management of patients with chronic pain, however, these
forms can also be used by providers from other provinces. The Pain Management SMART
exam incorporates PSP tools, questionnaires, patient handouts, and other physician
resources related to the management of pain.
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Name Description

Pain Management Includes:

m Brief Pain Inventory

m Urine Drug Screen

m Red & Yellow Flags

m Brief Pain Inventory (BPI) Questionnaire
m Pain Disability Index (PDI) Questionnaire
m Generic Body Exam

= PHQ-9 & Gad-7 Questionnaires

m Sleep Questionnaire

m DN4 Screening Questionnaire

m Pain Catastrophizing Scale (PCS) Questionnaire
= |nitiation Checklist

m Opioid Risk Tool

= D.IR.E Score

m |nitiation Trial Chart

m PharmaNet Search confirmation

m Opioid Switching Tool

m Patient Termination Letter (Opioid Use)

m Pain Management Functional Goals & Summary
Handout

m Brief Action Plan - Self Management
m Pain Management Education Done confirmation
m PSP Pain Management Algorithm

m References and Additional Handouts

Note: You should access SMART exams from the Vitals Entry window, as the
> exam must be connected to a patient visit.

To use a SMART exam:

1. Open the Vitals Entry window for the visit: See “Opening and viewing the Vital Entry window”
on page 241,

252
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2. Right-click anywhere on the window and then, in the SMART menu, click SMART Forms.
The EMR displays the Send to SMART form window.

3. In the left pane, expand the Exam Forms category, and then click the SMART exam you
want,

Marme -

b =  [Favourites

"{r Adulk Mental Health Assessments - Depression
:{) EMG & Merve Conduction-4E Cg

"{r Gyne Cybo Reg-46 Cg

(&) Medical Exam-MyO-AE

(&) MRIReq-4E Cg

:{; Wiork Sbscence

3 Diagnostic Tools

- Exann Farms

(&) Adult Mental Health Assessmerts

:{; Adult Mental Health Assessments - Anxisty

() Adult Mental Health Assessments - Cognitive Function
:{; Adult Mental Health Assessments - Depression

(&) child & ¥outh Mental Health Visit

:{; Child and Youth Mental Health Screening

"{r Pain Managemenkt

3 Farms

Lokt

The EMR previews the exam.

window, select the Mental Health Assessments exam. This exam combines the
anxiety, cognitive function, and depression exams.

Q Tip: If you want to complete a number of mental health assessments from one

X
4. Click Send and Close (@ ), or in the list of SMART exams, double-click the exam. The

EMR opens the SMART exam in Microsoft Word.
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Adult Mental Health Assessments 19-Jul-2016

Depression & Anxiety Assessment

Patient Health Questionnaire-9 (PHQ-9)
Question1l. Over the past two weeks, how often have you beenbothered by any of the following problems?
0= Mot atall 4 =Several Days 2= Mare than halfthe days 3 = Nearly every day
a) Little interest or pleasureindaingthings
b) Feeling down, depressed, or hopeless

c) Troublefalling or stayingasleep, or sleepingtoo much

d) Feelingtired orhavinglittle energy
el Poorappetite or overeating

fl  Feeling bad aboutvourself, or that you are afailure or have let vourself or your family down

g) Trouble concentrating on things, such as readingthe newspaper or watching television

hil  Moving or speaking so slowly that other people could have noticed; or the opposite: being sofidgety
or restlessthatyou have been moving around alot more than usual
il  Thoughts that you would be better off dead, or of hurtingvourselfin some way.
(3 PHO-9 Scoring Guide: 5-14 = Mild  15-19= Moderate 204 = Severe [Click for Result]
IMPORTANT: Enterthe Caloulated Scoreinthe PHO-9 Scoreto Docurment.
PHQ-9 Score: O

Question 2,
Ifyou checked off any problern an this questionnaire sofar, how difficulthave these problems made SELECT
itforyou ta dovourwark, take care of things at hame, ar get alongwith other peaple?

Paper Copy : Click for PHO-9 Questionnaire Coppright Mo tiee: PHQ 1999 Plizer lac. Al rightsreserved. PROLS reprod weed

- . . . ith issian by ded Ao It
PatientInformation: BC Depression Treatment Guide I permEan Y Freie

5. Enter data in the applicable area(s) of the SMART exam.
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Q Tips for entering data in SMART exams:
m To calculate a questionnaire score, click Click for Result.

m [f the exam has numerous sections, you can use the Navigation pane (left
pane) to jump to specific sections.

Harne Insert Page Layout References Mailings Flewieuy Wiew Desig
f—] -
J _|___J ﬂ [ Ruter ) _J]One Page .—_=|
O] Gridlines N L = @Twn Pages -
Print | Full Screen Wehb Drraft . Zoom  100% _ REaTY
layout | Reading  Layout I Mavigation Pane =l Page width | windo
Diocument Wiews Show Zaom
Mavigation v X
Search Document 2o~
Adult g
J oo | = - . .
oo | = Depression & Anxiety Assessment

Patient Health Questionnaire-9 {PHQ-9)

Question1.  Owver the past two weeks, how often have y
0= MNotatall 1=Several Days 2=Nko
a) Little interest ar pleasureindoingthings

| I Depression & &nxie.., | i

I Generalized Anxiety

> Cognitive Fundction ...

I Mental Health Care ... b)  Feeling down, depressed, or hopeless
Paychotherapeotic .., cl Troublefallingorstavingasleep, orsleepingtoo m
References d) Feelingtired orhavinglittle energy

el Poorappetite or overeating

m You do not have to enter data in every section of the SMART exam. Complete
only the exam sections that apply to this visit

6. Click Save (H), and then close the window.

@ FAQ: After | save and close the SMART exam can | go back and make
edits?

After you save and close a SMART exam, you cannot open and edit the original
exam. Instead, start a new version of the SMART exam (see Step 1. to Step 4. ),
and then re-enter data in the fields and questionnaires you want to modify. VWhen
you save the new SMART exam, the EMR overwrites the areas of the form where
you entered data.

Recording clinical notes for prenatal visits

The following sections describe how to record clinical notes for prenatal visits. The topics
include viewing the obstetrical history for a patient, recording notes in the Prenatal Record,
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linking a document to the Prenatal Record, and accessing a document linked to the Prenatal

Record.

Viewing a patient’'s pregnancy status

If a patient is pregnant, the patients SMART patient banner displays the word “pregnant” and

indicates how far along she is in her pregnancy.

=R e

zx F FHN 9990

Born b 19973 (22}
Arvived 14 mins I Freghant

15wk il

Statns MWEA,

| 6 Messages

me T -1111 B 281 0d i Janna S, MD
e Vieight SSkg 0d

e A5 12080 Od Aei Susan M

) Mo Rules ML Mo Fallow Ups

# Mo vaccinstions
T

Vg

Note: The SMART patient banner displays pregnancy information only if a Prenatal
Record has been started for the patient.

Viewing and editing a patient's obstetrical history

You can view and edit a patient's obstetrical history in the patients Medical Summary, in the
Obstetrics tab

<

Note: The pregnancy information you add on the Obstetrics tab automatically
populates the Prenatal Record. Alternatively, if you enter obstetrical history
information in the Prenatal Record, that information is reflected on the Obstetrics
tab.

To view and edit a patient’s obstetrical history:

1. Open the Medical Summary window. See “Opening a patient's Medical Summary” on page

163.

2. Click the Obstetrics tab. The EMR displays a list of the patient’'s previous and current
pregnancies.

3. To view more detailed information for a pregnancy, double-click the pregnancy entry.

4. To add a pregnancy to the list;
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a) Click Enter New Obstetrical Hx ( ). The EMR displays the Obstetrical History
window.

Obstetrical History

Test, Mother P 9999 999 999
- LY

Aorn 28-Aug-1979 (35) S FoOStatus ML,

24 MNE Weirfield Street, Ao Frveta C MWD,
Sguatnish BC L4k 2ES O (222) 222-2222
1

*Delivery Date: E

Hozpital: E|

Gest Age (wks)  wka days:

Labar Time:

Drelivery Type: E|
Complications:

Sex [=]

Birthwweight:
Present Health:

b) Use the following table to enter information in the Obstetrical History window:

Field Description

Delivery date Enter the date of delivery or termination.

Hospital Enter the hospital in which the delivery took place.

Gest Age (wks) Enter the gestational age of the baby at the time of delivery in wks
and days.

Labour Time Enter the number of hours the mother was in labour for.,

Delivery Type In the drop-down list, click the type of delivery.

Complications Enter any complications that occurred during the pregnancy or

delivery.
Sex Enter the sex of the baby.
Birthweight Enter the birth weight of the baby.

Present Health Enter the present health of the baby/child.

¢) Perform one of the following actions:

-4
To save and close the obstetrical history entry, click Close Form ( v
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m To save the current entry, and to start a new entry, click Add New Obstetrical History

to Patient Record ( Gl ).

Opening the Prenatal Record

You can enter all prenatal visit notes in the Wolf EMR Prenatal Record template. Each time the
patient returns for a prenatal visit, you add notes to the same Prenatal Record until the

pregnancy is finished. You can then print or fax the entire prenatal record to the hospital or mid
wife.

To open the Prenatal Record:
1. Open the Vital Entry window for the patient. See “Using the Vital Entry window” on page 241.

2. At the bottom of the Vitals tab, click Antenatal Record. The EMR opens the Prenatal
window.

‘ Note: The prenatal form includes all information entered for previous visits for this
) pregnancy.
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Prenatal
Test, Mother Forn28-Aug-1989 (26 yr) SexF PHN 99999 H %=|-
- s Status NIA
Hore address Hore (11111111111 BMI 154 SJyrQm Pri Weta C MDD
5824 Test Strest, Celf ekt BY Shs 3y Om x
Squamish BC Lk 2ES Wk ar
wu o I, Mo Docs o Mo Rules Mo Messages L Mo Faollows Ups # Mo Vaccinations @
Proceed to Part 1
@ =i Froceed to Part 2
LMF EDDBY DATES EDDEYUS  EDD Gest. Ager Search: PHYSICIAN | MOWIFE NAME IAEEEEE D (ReE e = bl
El Proceed to Delivery
Procesd to Risk Assessment
Part 1 | Part 2 | Part 2 - Visits | Dilivery | Risk Azsessment
Hospital Search: Attending physiciandmnidwife FAMILY PHYSICIAR Age st EDD
| Veta C, M.D. [=] vetac, M.
Mother's maiden name Ethnic: origin Language preterred Partner's name Age
Chester H
Occupstion wWork hrs Jday Ma. of school years completed Ethnic origin of neswvborn's father Partner's work
Alleries Medicationsterbals Beligfs & Practices
<=fdd Hew Allergy== <=fdd Hew Medication:->
Clobazam (Frisium TAB) 10 mg i PO ghs
Lamotrigine (Lamictal TAB) 150 mg i PO BID
Methylphenidate (Ritalin-SR ERT) 30 mg iPO 0D
Obstetrical History Gravida  Para Term Preterm Moortion  (Induced  Spontaneous) Living
Place of hith! Hrs.in Gest, Type of Prenatal Birth Present
¥ | Date Ahortion labioLr ane birth complications SeX eign  Dresstfed  op, ﬂ
LMP __ MensesCycle  Contraceqtives when stoppedt 15T ULTRASOUND DATE £pp caleuiation
B g 7 @ E00BY Us Orvertide _
Irrecular Cycle GEST. AGE BY US il
ks days: {2 EDD BY Date
Fresent pregnancy Medical History Lifestyle & social
no yes (specity] | g ves (specify) | Discussed Concerns Referred
IvF Pregrancy Surgery Diet
Bleeding Folic acid
Mausea Anesthesia Phiysical activity/ -
ekt vl b,

Q

Handouts link.

276.

Accessing prenatal handouts

If your clinic has linked patient handouts to the prenatal record (for example,
prenatal nutrition information handouts), you can access patient handouts on the
Part 1 tab. On the lower right side of the window, click the blue Patient

Note: For more information, see “Linking documents” on page 374 and
‘Accessing a patient handout that is linked to the Prenatal Record” on page

Calculating an estimated due date and gestational age based on LMP

When you enter the last menstrual period (LMP) date and Menses Cycle duration in the
patient’s Prenatal Record, the EMR automatically calculates an estimated due date (EDD). If you

select EDD BY DATE, the EMR
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1. Open the Prenatal Record for the patient. See “Opening the Prenatal Record” on page 258.

2. In the Obstetrics History area, in the LMP field, enter the patient's last menstrual period

date or select the date from the calendar.

3. In the Menses Cycle area, enter the average duration (in days) of the patient's cycle.

4. (Optional) If the patient has an irregular cycle, in the Menses Cycle area, select the

Irregular Cycle check box.

5. In the EDD Calculation area, select EDD BY Date. The EMR displays the EDD and
gestational age at the top of the Prenatal form in the Pregnancy Summary area.

Prenatal
Test, Mother Forn28-Aug-1989 (26 yr) sexF o PHN 99999 N 3 [
e = Status  NiA
Home address Hore (11131110111 BMI 154 3yrOm P Weta CMD
85824 Test Street, Celi Wejght 67 Slbs 3yr9m x
Squamish BC L4K 2ES Work BF
WI] Mo Iry Mo Docs o Mo Rules  [] Mo Messages __ Mo Fallow Ups # Mo Vaccinations @
Proceed to Part 1
@ st s, Proceed to Part 2
LMF EDD BY DATES EDDEYUS  EDD Gest. Age. | Search: PHYICIAN / MICWIFE NAME E’DCEBS :0 [P)a:t 2 uRls
rocesd to Delvery
16-Mar-2016  22-Dec-2016 22-Dec-2016 18 Weeks 61
A EE L EE5 El Procesd to Risk Assessment
L o g e e e g
Hospital Search; Aftert physicianimidwife FAMILY PHYSICIAN Age st EDD
[+] veta C,\.0 [+] veta c, mD. 2
Mother's maiden name Ethnic: origin Language preterred Partner's name Age
Chester H
Occupstion wWark hrs fday Mo. of schoal years completed Ethinic: origin of nesvborn's father Partnet's work
Allergies Medicationsherbals Beligfs & Practices
<=fAdd Hew Allergy== <=fAdd Hew Medication:->
Clobazam (Frisium TABE} 10 mg 0 ghs
Lamotrigine {Lamictal TAB) 150 md\ i PO BID
Methyiphenidate (Ritalin-SR ERT) 30 iPO OD
Obstetrical History Gravida Para Term Preterm Moortion  (Induced  Spontaneous) Living
Plage= of hith! Hrs.in Gest, Type of Prenatal Birth Present
wr | Dete krtion labioLr ane birth complications SeX eign  Dresstfed  op i]
LMP __ Menses Cycle  Contraceptives WWhen stopped: = 15T ULTRASOUMD DA_T EDD Calculation
16-Mar-2016 ] 20 EJ | C)EDDBY LS vertide =
Irregular Cycle GEST. AGE BY US 2l
ks days: {3 EDD BY Date
Present pregnancy Medical History LIFEETYIE & s0cia
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Recording gestational age based on ultrasound and calculating EDD

Tip: You can link ultrasound images and reports to the Prenatal Record. see
“Linking documents” on page 374 and “Accessing an ultrasound image that is
linked to the Prenatal Record” on page 277.

To access linked ultrasound images on the Part 2 tab of the Prenatal Record,; click
the blue Ultrasound Images link

When you receive the patient's first ultrasound results, enter the first ultrasound date and
gestational age by ultrasound in the patient's Prenatal Record. You can then calculate the
estimated due date (EDD) by ultrasound (US), by selecting EDD BY US in the EDD
Calculation area.

To record gestational age based on ultrasound and to calculate the EDD:
1. Open the Prenatal Record for the patient. See “Opening the Prenatal Record” on page 268.
2. In the Obstetrical History area, enter information in the following fields:

1st Ultrasound date: Enter the date of the first ultrasound.

Gest. Age by US. Enter the Gestational Age by Ultrasound in weeks and days.

Note: You can also enter the first ultrasound date and gestational age on the Part
» 2 tab in the Other Investigations & Comments area.

3. To calculate an EDD by ultrasound, in the EDD Calculation area, select EDD BY US. The
EMR uses the ultrasound date to calculate the EDD BY US date and the Gestational Age.

Q Tip: To enter a different estimated due date, use the Override feature:

1. Click the calendar icon (to the right of the Override field) and select the due
date.

2. Double-click the due date to close the calendar. The value you selected gets
copied to the EDD field (near the top of the window).

Recording Prenatal Record notes on the first visit

A patient’s first prenatal visit can include a review of their medical history, adding family and
medical history, a physical exam, and several discussion topics. The Part 1 tab of the Prenatal
Record contains fields specific to a first visit, so you can easily enter first visit information in one
convenient area.

To record Prenatal Record notes on the first visit:

1. Open the Prenatal Record for the patient. See "Opening the Prenatal Record” on page 258.
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2. Use the following table to enter, modify, or view the information on the Part 1 tab of the

Field Description

Pregnancy Summary (top of window)

LMP

Displays the date of the patient's Last Menstrual Period entered in
the LMP field in the Obstetrical History area.

EDD BY Dates

Displays the estimated due date based on calculations from the
LMP date and Menses Cycle duration.

midwife name

EDD BY US Displays the estimated due date based on calculations from the 1st
Ultrasound date.

EDD Displays the estimated due date based on the calculations
determined by the EDD Calculation information specified.

Gest. Age The EMR calculates the gestation age based on the EDD date.

Search Enter the search criteria for the physician/midwife name (the next
field), and press Enter.

Physician/ After entering the search criteria and pressing Enter, in the

Physician/midwife name drop-down list, click the name that you
want.

General Information

Note: Some general information fields may be pre-populated with information entered
in the Patient Maintenance window.

maiden name

Hospital Enter the name of the hospital where the patient plans to give birth,

Attending Displays the attending physician or midwife for the patient. If you

physician/ want to change this field, enter the name of the attending physician

midwife or midwife in the Search field and then select a name from the
search results in the drop-down list.

Family Displays the primary care giver for the patient.

Physician

Age at EDD Displays the age at Estimated Due Date.

Mother's Displays the Mother's Maiden Name.

Ethnic origin Displays the patient's ethnic origins.

Language Displays the preferred language for the patient.
preferred

Occupation Displays the patient's occupation.

Work hrs./day Enter the number of hours the patient works per day.
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Field Description

No. of school
years competed

Enter the number of school years completed.

Partner’'s Name

Displays the partner's name.

Age

Displays the age of the partner listed under Partner's Name.

Partner’s work

Enter the occupation of the patient’s partner.

Ethnic origin of
newborn's
father

Displays the ethnic origins of the newborm's Father.

Allergies

Displays any current allergies.

Click <<Add New Allergy>> to include any allergies suffered by the
Mother.

Note: When you add a new allergy or medication through the
prenatal record, the EMR automatically updates the
patient's Medical Summary with the new information.

Medications/

Displays any current medications.

herbals Note: We will cover adding medications later in the course, in the
Medications and Prescriptions module.

Beliefs & Enter any beliefs or practices required by the Mother or Father

Practices

Obstetrical Gravida: Enter the number of times the patient has been

History (high- pregnant.

level history)

Para: Enter the number of successful pregnancies but the infant
is now deceased.

Term: Enter the number pregnancies brought to term.
Preterm: Enter the number of pre-term pregnancies.
Abortion: Enter the number of abortions.

Induced: Enter the number of induced abortions.
Spontaneous: Enter the number of spontaneous abortions.

Living: Enter the number of successful pregnancies and the
infant is still alive.
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Field Description

Obstetrical
History (detailed
list of
obstetrical
history entries)

To add an obstetrical history, in the Obstetrical History area,
click .

To edit an obstetrical history, double-click an entry in the
Obstetrical History section.

LMP

Enter the date of the patient's Last Menstrual Period or select the
date from the calendar button.

Menses Cycle

Enter the patient's menstrual cycle in number of days. If no value is
entered, then 28 days is the default value.

Irregular Cycle

Select this check box if the menstrual cycle is irregular.

Contraceptives

Enter the contraceptive type used by the patient.

When Stopped

Click to insert a date when the contraceptive type entered was last
used.

1st Ultrasound
Date

Enter the date of the first ultrasound.

Note: If you entered the first ultrasound date on Part 2 of the
prenatal record, then that date appears in this field.

Gest. Age by US

Enter the Gestational Age by Ultrasound in weeks and days.

Note: If you entered the Gestational Age by Ultrasound on Part 2
of the prenatal record, then that date appears in this field.

EDD Calculation

Select how you want to calculate the EDD.

EDD BY US: If selected, the EMR displays the EDD based on
based on calculations from the 1st Ultrasound date.

EDD BY DATE: If selected, the EMR displays the EDD based on
calculations from the LMP date and Menses Cycle duration.

Note: You can use the Override feature to enter your own
estimate of the due date:
1. Click the calendar icon (to the right of the Override field)
and select the due date.
2. Double-click the due date to close the calendar. The
value you selected gets copied to the EDD field (near the
top of the window).

Present
Pregnancy

Click any check box and enter information relevant to the current
pregnancy.
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Field Description

Family History

Enter any information regarding the patient's family history.

Specify the diseases or conditions in the patient's family history by
selecting the applicable check boxes. A gray check box indicates
that the patient has not yet been asked about their family history for
this item.

Medical History

Enter any information regarding the patient's medical history.

Specify the diseases or conditions in the patient's medical history by
selecting the applicable check boxes. A gray check box indicates
that the patient has not yet been asked about their medical history
for this item.

Lifestyle &
social

Click or enter the information in this section as required when getting
the data from the patient. Includes topic such as Smoking, Drug
Use, Alcohol Use, Environmental/Occupational Concermns, Social
Issues and Referrals.

Draw Picture

Click Draw Picture to include a diagram with the printed record.

Physical
Examination

Displays information from the Prenatal CPX appointment.

First Trimester
Topics
Discussed

Select the check boxes in this section to indicate which topics were
discussed with the patient.

Recording Prenatal Record notes on subsequent prenatal visits

After the first visit, a patient’s subsequent prenatal visits can include recording lab test resullts,
other investigation results, and discussion topics. The Part 2 tab of the Prenatal Record
contains fields specific to second subsequent visits.

Tip: The EMR does not automatically populate electronic lab values, however, the
prenatal form identifies if certain lab values are available in the patient’s record
(displays these lab names in blue text).

You can click labs with blue text to view the lab result, and then choose to have the
EMR populate the information into the Prenatal form.

To record Prenatal Record notes on subsequent visits:

1. Open the patient’s prenatal record. See “Opening the Prenatal Record” on page 258.

2. Click the Part 2 tab. The EMR displays the Part 2 tab of the Prenatal record.
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Prenatal
Test, Mother £ 28-Bug-1989 (26 yr) SexF PHN 99999 ! 3|
fon i Status PUA
Harpe address Horee (11131111111 BMI 154 3yr9m P MWeta T MDD,
5824 Test Strect, Celdf IWeight BT .5bs 3y Om x
Squamish BC L4k 2ES Wark 8P
uﬂl.] Mo Iy hlo Docs 0 Mo Rules ] Mo Messages _ﬂ_ Mo Follow Ups # Mo Waccinations @
Proceed ta Part 1
Proceed to Part 2
LMp EDD BY D&TES EDDBYUS  EDD Gest. fge:  Search: PHYSICIAN | MCVWIFE MAME Em“e: :” [P)a': 2 i
roceed 1o Delivery
16-Mar-2016  22-Dec-2016 22 Dec-2016 13 Weeks 6 [
ik EE: 6 Ll El Proceed to Risk Aszzessment

| Part 1 | Part 2 |Par‘t 2 - Visits | Delivery | Risk Azsessment |

Intended place of kirth Atternate place of birth (Hospital)
Investigations/Results Rubella titre Prenatal Genetic Scresning Patential or Actual Concerns:
ABO grougp Rh factor PP waccination indicated Type Result Litestyle
Aritiboy titre ST T
DMy Results e: =1 BS SCreen
@ | (24-28 whs) Pregnancy
rfody tre HIV test done ves mho  |OMY =
E g
= | Result
Rhilg given HBsAg done Yes Mo Lahiour
Resuts  DMY i Resuts [6BS screen (35-37 whs)
B B __ [ Megative Yes [gMNo
= E Positive DMy
1 Partnerhouzehold contact = Eresslfsedg
Hemaoglabin S . =
MB vaccination indicated Resutt
1st: Srel: B El
| B Copy to hospital
Cther tests (eg.Hep C, 1 Postpartum
Waricella) Edinburgh Postnatal Depression
Winecas Scale (28-32 weeks)
Score DMy
= @ Newhorn
Followy-up Yes [ Mo
Second & Third Trimester Topics Discussed
Call schedule Preterm labour Hospitsl admiszion Doula Breastfesding
Risksmenefits of planned or Birth plan VBAC Newhorn screening: Intart safe sleep
use of bloodklood products g - e acme i Bl rasarasn hloodspot £ heating [ intart mar cacts =,

3. Use the following table to modify or view the information on the Part 2 tab of the Prenatal

Record.

Field Description

Intended place of birth

Enter the desired place of birth, or click a value in the
drop-down list.

Alternate Place of Birth
(Hospital)

Enter the alternate desired place of birth, or click a value
in the drop-down list.

Investigations/Results area

Displays the various investigations and results for the patient.

ABO Group

Enter the patient's blood type by clicking O, AB, A or B
in the drop-down list.

Rh Factor

Enter the Rh of the patient's blood type by clicking + or -
in the drop-down list.
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Field Description

Antibody titre DMY: Enter the date of the Rh Antibodies test in
the format DD-Mmm-YYYY or select a date using
the calendar icon.

Results: Enter the results of the Rh Antibodies
test,

Rhig given Results: Enter the results of the Rhig test given.

DMY: Enter the date of the Rhig test given in the
format DD-Mmm-YYYY or select a date using the
calendar icon.

Hemoglobin Enter the 1st and 3rd Hemoglobin results.

Urine C&S Enter the detalils of the Urine Culture and Sensitivity
testing.

Rubella titre PP vaccination indicated: Select this check box if

the PP vaccination has been taken.

Results drop-down list; Click the result of the
Rubella test. The result can be Immune or Non-

Immune.
STS Enter the results of the Serologic Test for Syphilis (STS).
HIV test done Select the Yes or No check box to indicate if an HIV test

has been completed. If you selected Yes, enter the
results in the text box.

HBsAg Done Select the Yes or No check box to indicate if an
HBsAg test (for Hepatitis B) has been completed.

Results: Select the Positive or Negative check
box.

DMY: Enter the date of the HBsAg test in the format
DD-Mmm-YYYY or select a date using the calendar
icon.

Select the following check boxes, if applicable:
Partner/household contact

NB vaccination indicated

Other tests Enter the results of any other tests such as Hepatitis C
or Varicella.
Prenatal Genetic Screening Type: Enter the type of Prenatal Genetic Screening

Result; Enter the result.
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Field Description

Gest. diabetes screen DMY: Enter the date when the patient was last
(24 - 28 wks) screened for Gestational Diabetes or select a date
using the calendar icon.

Results: Enter the results for the Gest. diabetes

screen.
GBS screen Select the Yes or No check box to indicate if the
(35-37 wks) patient has completed a Group B Streptococcus

(GBS) screening.

DMY: Enter the date when the patient was last
screened for GBS or select a date using the
calendar icon.,

Result: Click a result in the drop-down list. The
result can be Positive, Negative, or Present in
urine.

Copy to Hospital: Select this check box if the
results should be sent to the hospital.

Edinburgh Postnatal i
Depression Scale Score: Click the = button (next to the Score field)

to open the Edinburgh Postnatal Depression Scale
calculator. Click the check boxes to record the
patient's answers to the questions, and then click

-
Save ( ¥ ). The EMR displays the patient's score
in the Score field.

DMY: Enter the date when the patient answered the
guestions, or select a date using the calendar icon.

Follow-up: Select the Yes or No check box to
indicate if a follow-up is required.

Potential or Actual Enter any potential or actual concerns for various
Concerns area aspects of the patient's life into these fields. Each
aspect has its own text box; Lifestyle, Pregnancy,
Labour, Breastfeeding, Postpartum, and Newborn.

Second and Third Trimester | Select the check boxes of any topics discussed for the
Topics Discussed area second and third trimester.
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Field Description

Other Investigations & 1st US: Enter the 1st Ultrasound date.

Comments GA by US: Enter the Gestational Age by Ultrasound

in weeks and days

If maternal prenatal screen above cut off,
amnio: If the prenatal screening results were above
the cut off limits, select Yes or No check box to
indicate if amniocentesis should be offered to the
patient.

Comments: Enter any comments.

Calculating a patient's Prenatal Risk Score

You can use the Prenatal Risk Assessment Calculator on the Risk Assessment tab to
calculate a patient's Prenatal Risk Score. You calculate the Prenatal Risk Score by selecting
check boxes regarding Past Obstetrical History, Problems in Current Pregnancy, Medical
History, and Other Risk Factors.

You can use the patient’s Prenatal Risk Assessment to assist in counseling, scheduling of
prenatal visits, and in management decisions (for example, diagnostic tests and specialist
referrals).

To calculate a patient's Prenatal Risk Score:

1. Open the Prenatal Record for the patient. See “Opening the Prenatal Record” on page 258.
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2. Click the Risk Assessment tab. The EMR displays the Risk Assessment tab.

Part1 | Part 2 | Part 2 - Visits | Delivery | Fisk Assessment

Past Obstetrical History Problems In Current Medical History
Pregnancy

Abortion (12 - 20 weeks) Abnormal maternal serum screening Diahetes

_ ) (HCG ar AFP = 2.0 MOM)

Cesarean hirth (uterine surgery) Contralled by diet only
Alcohol and / or drugs

Hahitual abortion (3+) Inzulin dependent
Anemia (=100 g per L)

Hypertensive disorders of pregnancy Retinopathy documented

Antepartum bleeding
IUGR baky

Blood antibodies (Rh, Anti C, Anti K etc.)
Macrosomic baby

Heart Disease

Breasts —no change in size, inverted Asymptomatic (no effect on daily living)

Major congenital snomalies nipplels)
(e.9. Cardiac, CNS, Down Syndrome) Decreased fetsl movement Symptomstic (affects daily ving)

Meonatal desth V] i .

lleptession Hypertension
Placental abruption D i
- pti Diagnosizs of large for dates 140 90 or grester
Postpartum hemarrhage Di iz of Il for dates (IUGR!
- fzopesEeisralliouetesl ) Anti-hypertensive drugs
Freterm birth (= 37 weeks) Gestational diabet

© fonal dlabetes Chronic renal dizease
Rh isnimmunization (affected infant) Hypertensive disorders of pregnancy
Rh isaimmunization (unaffected Malpresentation Obesity (BMI > 30)
infant
) Membranes rupture before 37 weeks Medical plicati eq. diabet

Stilloirth

. rtension, cardiac, pulmonary
hype: 3 2
E Mlitplelpeunznzy disease, obstructive sleep apnea
Palyhydramnios or oligohydramnios X X

“enous thromboembolizm risks
Foor weight gain 26 — 36 weeks

(= .5 kg i wk or weight loss) Anesthetic risks
Pregnancy = 42 weeks Other
Preterm labour Age under 18 ot delivery
Proteinura 1+ or greater Aoe 35 ar over at delivery
Smoking any time during pregnancy Alcohal and f ar drugs

Bl less than 158.5 (Underaeight)
Depression

Height (under 152 cm or 5 . 0in.)
Hx breastfesding difficulties
Smoking

Cther medical §f surgical dizorders
eq. epilepsy, severe asthma, Lupus etc.

3. Using the check boxes, answer the Prenatal Risk Assessment questions associated with
each section. The following table provides an overview of each section.

Section Description

Past Obstetrical Displays questions related to previous pregnancy outcomes.
History

Problemsin Current | Displays questions related to the current pregnancy, for example,
Pregnancy Substance Abuse, Depression, Bleeding, Antibodies, or Anemia.
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Section Description

Medical History Displays questions relating to:
Diabetes

Heart Disease
Hypertension

Obesity

Other risk factors, for example age, alcohol, BMI, depression,
height, history of breastfeeding difficulties, smoking, and other
medical and surgical disorders.

Recording prenatal visit notes

The Part 2 - Visits tab of the Prenatal Record lists all current Visit Records for a patient and
allows you to enter a new Visit Record or to edit and delete existing ones. Use the Part 2 -
Visits tab to record prenatal visit notes for each prenatal visit.

To record prenatal visit notes:
1. Open the Prenatal Record for the patient. See “Opening the Prenatal Record” on page 258.
2. Click the Part 2 - Visits tab. The EMR displays the Part 2 tab of the Prenatal record.

Part 1 | Part 2 | Part 2 - Visits | Delivery | Risk Assessment |

BF. Urine Gest.  Fundus Mext
YK Drate Sys. Dia.  Praot. Gl [ ks, e FHR FM Pres. Pos. Comments “isit ﬂ

10-Jun-2015

3. On the right side of the Part 2 - Visits tab. click Add *. to enter a Prenatal visit record for
today. The EMR displays the Prenatal Visit Record window.
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Prenatal Yisit Record

Prenatal Visit Record: Lemon, Joya
Appaintment Date 10-Jun-2015
Waight ®ky Db
BP Systolic
BF Diaztalic
Lrine Protein [=]
Urine Glucose El
Gest. Age in Vveeks ks clays:
Fundal Height
FHR
Maotes

Activity
Prezentation
Position

Reeturn in

W[ | pe
Payee Mumber:
44444 [=]
Inzurer:
Medical Services Plan BC [+ |
Fee Code:

]

Service Units [/ Service Time

¥ Service Units
() Service Time

Service Units:

Note: If a patient's vitals were entered in the Vital Entry window, those vital entries
p are automatically populated in the Prenatal Visit Record window.

4. Enter information in the following fields to complete a Prenatal Visit Record:

Appointment Date

Weight (and select Kg or Lbs to indicate the units of weight)

Urine Protein
Urine glucose
BP Systolic
BP Diastolic

Gestational Age in weeks and days

Fundal Height

F.H. (Fundus Height)
FHR

Activity

Presentation
Position

Return in date
Payee Number

INnsurer
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Fee Code
Service Units / Service Time

Notes

(“"2).

5. To close the Prenatal Visit Record, click Save & Close

Viewing a Fundus Height Growth chart

Fundal height is a measure of the size of the uterus and is used to assess fetal growth and
development during pregnancy. It is measured from the top of the mother's uterus to the top of
the mother's pubic bone in centimeters. Fundal height roughly corresponds to gestational age
in weeks between 16 to 36 weeks for a vertex fetus. Most practitioners record their patient's
fundal height on every prenatal visit. Measuring the fundal height can be an indicator of proper
fetal growth and amniotic fluid development.

To view a Fundus Height Growth Chart;
1. Open the Prenatal Record for the patient. See “Opening the Prenatal Record” on page 258.
2. Click the Part 2 - Visits tab. The EMR displays the Part 2 tab of the Prenatal record.

3. On the bottom right comer of the Part 2 - Visits tab, click SYMPHYSIS - FUNDUS
HEIGHT GROWTH CHART.

Linking documents to the Prenatal Record

You can link documents such as patient handouts or ultrasound images, to the Prenatal
Record. Once linked, you can easily access these documents by clicking the appropriate link
on the Prenatal Record.

When you link a document and choose Prenatal Form as the keyword, the document
becomes available through the Patient Handouts link on the Prenatal Record.

‘ Important: Documents you link with the keyword Prenatal Form are available

> through the Patient Handouts link on the Prenatal Record for all patients. Make
sure the document does not contain any patient-specific or other confidential
information.

When you link a document to a patient, and choose Prenatal US as a keyword, the document
becomes available through the Ultrasound Images link on the Prenatal Record. You can also
view the document from the Documents tab on the Medical Summary.

You will learn how to link documents in a later module. For more information, see “Linking
documents” on page 374.
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Linking a document to the Prenatal Record as a patient handout

When you link a document and choose Prenatal Form as the keyword, the document
becomes available through the Patient Handouts link on the Prenatal Record.

To link a document to the Prenatal Record as a patient handout:

1. On the Wolf EMR Launch page, on the Wolf Programs menu bar, click Documents. The
EMR displays the Documents window.

2. In the Source pane, navigate to the location of the folder containing the handout. In most
cases the location is: Wolf Lair/Data/Unlinked documents, however this can vary
depending on your clinic.

3. On the left side of the window, click a document. The EMR displays a preview of the
document in the middle of the window.

4. Inthe top right comer of the window, in the Attach Options area, select Attach to Patient.

5. On the right hand side pane, in the Patient Search area, search for and select a test
patient.

6. In the Attach these Keywords drop-down list, click Prenatal Form.
You can select up to two other keywords to further describe the document.

Note: If the keyword Prenatal Form is not in the current list, then your
> administrator must enter this document keyword in Configuration.

7. In the bottom right comer of the window, click Link and Reviewed.

‘ Important: Documents you link with the keyword Prenatal Form are available

» through the Patient Handouts link on the Prenatal Record for all patients. Make
sure the document does not contain any patient-specific or other confidential
information.,

Linking a document to the Prenatal Record as an ultrasound image

274

When you link a document to a patient, and choose Prenatal US as a keyword, the document
becomes available through the Ultrasound Images link on the Prenatal Record. You can also
view the document from the Documents tab on the Medical Summary.

To link a document to the Prenatal Record as an ultrasound image:

1. On the Wolf EMR Launch page, click Documents (Q:» ). The EMR displays the
Documents window.

2. Inthe Source pane, navigate to the location of the folder containing the ultrasound image. In
most cases the location is: Wolf Lair/Data/Unlinked documents, however this can vary
depending on your clinic.
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3. Inthe left pane, click a document. The EMR displays a preview of the document.

® Documents EI@
File ‘iew Minimize File Maximize File  Options  Help
Source Attach Cptions
e =
S2: [WhippotAvoifDatatyhi G4 _AB_Demo] - — (@ Aftach To Patient
= () Attach To Problem
A N
Patient Search
aWUIfDaia Should I eat differently now that I am pregnant? Family
& Unlinkec -
Given
BHN
Chart
DoB
570 report printout. o f

Prenstal handout.pf

m

How much folic acid do I need to take during my
pregnancy?

otk o i e
a1 e oy prugemrey

Attach these Keywords

bena
etz arma S2ie i et

Why am I feeling so tired? Document Type
A - Su——
i iy i e
o
”"" Link ta This Appt
T — Link to this Consultation

Document Date and Mote

= e e - Link to Service Provider
Healthy drinke and snacks Anring nreenanes &
SLiviolfData2'LinkedDocument=@01 5-07 -
Link Oy U3 eIt
Revigwed

4. In the top right comer of the window, in the Attach Options area, select Attach to Patient.

5. On the right hand side pane, in the Patient Search area, enter the Patient's Name, PHN,
Chart #, or date of birth,

6. In the search results, click the patient's name.

7. In the Attach these Keywords drop-down list, click Prenatal US.
You can select up to two other keywords to further describe the document.

Note: If the keyword Prenatal US is not in the current list, then your administrator
» must enter this document keyword in Configuration.

8. In the bottom right cormer of the window, click Link and Reviewed.
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Accessing documents linked to the Prenatal Record

Documents that are linked to the Prenatal Record appear as blue links on the Prenatal Record.
Examples of document links include Patient Handouts or Ultrasound Images. Simply click
the document link to access the document.

Accessing a patient handout that is linked to the Prenatal Record

You can access linked patient handouts on the lower right side of the Part 1 tab of the Prenatal
Record; simply click the Patient Handouts link.

To Access a patient handout that is linked to the Prenatal Record:

1. Open the patient’s prenatal record See “Opening the Prenatal Record” on page 258.

2. On the lower right side of the Part 1 tab, click Patient Handouts.

Medical History Lifestyle & social
no ves [specify) Dizcuszszed Concerns Referred
Surgery Diet
Folic acid
Anesthesia Phyzical activityd
restistop work date
UterinedCx procedure
STs fintections 8;;?;;‘93’
Eﬁiﬁzgﬁim Alcohol [ never  [E guit ]
Thromboembalic Drinksfwk: before pregnancy
fooag. current
Hypertension Bircge drinking no e
el TWEAK Score g
Lrinary Substance uze no WEE
Endocrine/dishetes
Meurologic Herain Cocaine MariiLans
mﬁeosfsmemal Methadone Solvents Cther
Prescrigtion Unknovwen
Smoking [ never B quit &
Anixiety Depression Bipoiar Cig/day: Before Pregnancy current =
PR nknoeeeny Other
depression Exposure 2nd hand smoke
Cther no [ yes
Financial & housing
Suppart systems
P
Public: Health Mursing follove-up [ assessment
Drawy Picture Patiert Handouts
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If your clinic has more than one prenatal handout, the EMR displays the Linked Documents
window.

5] Click on File Marme to Wiew Linked Documents @

Linked Documents
File:

File:  Hutrition.pdf

m

3. Inthe list of documents, click the handout you want. The EMR opens the handout in the
PDF-XChange Viewer.

4. To print the handout, click Print ( ~#* ) or, on your keyboard, press Ctrl + P.

Accessing an ultrasound image that is linked to the Prenatal Record

You can access linked ultrasound images on the Part 2 tab of the prenatal record; simply click
the Ultrasound Images link.

To access an ultrasound image that is linked to a patient’s prenatal record:

1. Open the patient’s prenatal record. See “Opening the Prenatal Record” on page 258.

2. Click the Part 2 tab and then, in the Other Investigations & Comments area, click
Ultrasound Images.

| Page 1 | Page 2 |Page 2 - Yisits | Deliver\;|

Irvestigations

Test Rezult Date Test Result

Pap Smear || [=] E LB0 FRR =
Chiamydia & [=] ]| Bioad antiboies =]
s =
Urinalysis [=] E Rubella E|
Urine C&S E| E Waricella E|
1t Hemoglobin E El
3rd Hemoglokin E

Other Investigations
15t Utrasound Date Gest. Age by US

g wha: days: Uttrasound Images

Cther investigations (laboratory | ultrasound) identity  date, investigation and results
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If your clinic has more than one prenatal handout, the EMR displays the Linked Documents
window.

==| Click on File Mame to Yiew Linked Documents @

Linked Documents
File:

File:  Ulrasound image_2.pdf

m

3. Inthe list of documents, click the ultrasound you want. The EMR opens the ultrasound
image in the PDF-XChange Viewer.

4., To print the handout, click Print ( - ) or, on your keyboard, press Ctrl + P.

Printing and faxing the prenatal record

When the prenatal record is to be sent to a hospital or consultant you can print or fax the record
from Wolf EMR.

To print or fax a patient's prenatal record:
1. Open the patient’s prenatal record. See “Opening the Prenatal Record” on page 258.

2. At the top of the window, click one of the following options:

Collate and Print Prenatal Record (%):T@ print or fax the entire prenatal record as
one document on a selected printer or fax machine

Print to Default Printer (‘ﬂ): To print the prenatal record to your default printer

Print Prenatal Record (\:): To print or fax each tab of the prenatal record as separate
documents on a selected printer or fax machine

Attaching the prenatal record to a referral

Before you can attach the prenatal record to a referral, you must save the prenatal record as a
document in the patient's Medical Summary. You can then attach the prenatal record to the
referral as you do other documents.
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To attach the prenatal record to a referral:

1. Open the patient’s prenatal record. See “Opening the Prenatal Record” on page 258.

2. At the top of the window, click Attach Prenatal Form to patient’s chart ( ). The EMR
displays the Print pregnancy form window.

Print pregnancy form
Cancel
Select pages to print
W Part 1
W Part 2
W Risk Lssessment
-

3. Select the prenatal tabs you want to include in the attachment, and then click Print. The
EMR saves the prenatal record in the patient's Medical Summary, in the Documents tab.

4. Attach the prenatal record to the referral as you do other documents. See “Creating a referral
letter using the Referral Letter Composer” on page 409.

Noting delivery details and closing the prenatal record

Important: \When the patient's pregnancy is complete, always note the delivery

> details and lock the prenatal record. The EMR then recognizes the patient as no
longer pregnant. Also, if the patient has future pregnancies, the EMR will know to
start a new prenatal record.

To note delivery details and close the prenatal record:
1. Open the patient’s prenatal record. See “Opening the Prenatal Record” on page 258.

2. Click the Delivery tab.
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[Part1 |Pat2 [ Pant 2- vists | Deivery | Risk Assessment |

DELIVERY DATE |
WEEHKS AT DELIVERY wrks:
HRS. IN ACTIVE LABOUR
DELIVER'Y TYPE

COMPLICATIONS

SEx
BIRTHWEIGHT
PRESEMT HEALTH

days:

E

m,

3. Use the following table to enter the delivery details:

Filed Description

Delivery Date

Enter the delivery date or the date the pregnancy was terminated.

Weeks at Delivery

Enter the number of weeks and days for the gestational age of
the newbom.

Hrs. in Active
Labour

Enter the number of hours the patient was in labour.

Delivery Type

In the drop-down list, click the delivery type. Examples of delivery
type options include Natural, Breech and C-section.

Complications

Enter any complications from the delivery.

Sex

In the drop-down list, click the sex of the newbom.

Birth Weight

Enter the weight of the newborn at birth.

Present Health

Enter the present health of the patient.

4, Click Save & Close

1 La

to save and close the prenatal record.

After you enter the delivery date, and close the Prenatal Record, the EMR locks the Prenatal

Record.

Recording clinical notes for WCB visits

For WCB visits, you enter visit notes into the appropriate WCB forms. You can then submit the
forms electronically to WCB through the Wolf EMR eBill program.

You access and manage WCB forms from the WCB Report Manager.
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WCB forms

‘ Note:
»

If your clinic is not on the data centre, use the WCB forms on the WorkSafeBC site
http://www.worksafebc.com/forms/.

Most forms are PDFs designed to be printed out and completed. Others can be
completed and submitted online, and some are available as an online application.
You can also order printed forms at WorkSafeBC Store.

For support and WCB-related questions, contact WorkSafeBC:
m Phone: 604-276-3135, or toll-free: 1-888-855-2477

m Email: ehelp@worksafebc.com

WCB report types and tabs

The WCB report types include Form 8: First Report and Form 11: Progress Report. Both
report types contain the following tabs:

® |nterview
m Clinical Information
m Retumn to Work Planning

m Biling Status

Printing forms

You can print a practitioner’s copy for all of the WCB e-forms. You would use this option for a
print chart request, a referral, or medical-legal reasons.

Opening the WCB Report Manager

The WCB Report Manager is where you access and manage WCB forms. From the WCB
Report Manager, you can:

m Start a new WCB Report for a patient
m View, edit, and complete a patient's incomplete WCB Reports
m View a patient's historical WCB Reports

The method you use to open the WCB Report Manager depends on whether the patient is
booked for an appointment or not.
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Opening the WCB Report Manager for a patient who has an appointment booked

If a patient has a booked appointment, you can use the SMART Menu from the Vital Entry
window to open the WCB Report Manager.

To open the WCB Report Manager for a patient who has an appointment booked:

1. Open the Vital Entry window using the F6 keyboard shortcut method. See “Using the Vital
Entry window” on page 241,

2. Right-click anywhere in the Vital Entry window and then click View WCB Reports. The EMR
displays the WCB Report Manager window.

==l wicB Reports Far Test, Dion EI@
WCB Report Manager i+

Mewy Reports | Incomplete Repotts | Old Reparts

Test, Dion Al Incompletes
Patient Hame Date Treatment Form Hame Report Sent Initials
Test, Dion 12072015 Form & vC
Test, Dion 72072015 Form 11 vC

[Double
click on
Repott to
Edlity

Opening the WCB Report Manager for a patient who does not have an appointment booked

If a patient does not have an appointment booked, you can click the WCB e-Forms button on
the WorkDesk to open the WCB Report Manager.

To open the WCB Report Manager for a patient who does not have an appointment booked:

1. Open the Workdesk. See “Opening the WorkDesk” on page 153,

2. In the Data Entry area, click WCB e-Forms. The EMR displays the following prompt:
“*Select WCB E-form for an Individual Patient?”

3. Click Yes. The EMR displays the Patient Search window.

4, Search for the patient and then double-click the patient's name. The EMR displays the WCB
Report Manager window.

Starting and completing a WCB First Report

Complete a WCB First Report for the first visit associated with a claim involving a
comprehensive consultation, a time loss claim, or a modified duty claim.

To start and complete a WCB First Report:
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1. Open the WCB Report Manager for the patient. See “Opening the WCB Report Manager”
on page 281.

2. Click the New Reports tab. The EMR displays the New Reports tab.

3. In the Select Report area, select Form 8: First Report.

==l WCE Reparts For: Dell, Candi =8N =T
WCE Report Manager [+
Mew Reports | Incomplete Repaorts | Old Reparts
Select Report:
Current Patin_ant: (%) Form & First Report
Dell, Candi [ece | ) Form 11: Progress Report
Select Appoirtment:
Appt Date |Reason |Prouider

19-Hov-2012 Pap Rays MD Do Hot Use, MD

Service not in Clinic

Select Physician:
Rays MD Do Hot Use, MD [=]

Mewy Report &

4. In the Select Appointment area, perform one of the following actions:
It the patient was seen in clinic, click the associated appointment.

If the patient was not seen at your clinic (for example, if the patient was visited in the
hospital), scroll to the bottom of the appointment list and select Service Not in Clinic,
and then in the Select Physician drop-down list, select a physician.

5. Click New Report 8. The EMR displays the WCB First Report form with the Interview tab
open and the SMART Patient Banner at the top.
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WCE Electronic Forms

Dell, Caﬂndi

Forn 16-Jan-1966 (49)

Sex B Stats NI

FH 9992 636 201 WCE Rpt Re-

Quick
-
Manager Submit | Print % A i EL

5386 E Story Court, Unit 38,
Spokane BC YWSC SO

=ox

(607) 207-5340

Fr1 Rays MD Do Mot Use, MD

Physicians First Report

VWICB Claim Nurmber: |
* Digte of Injury:

Ernployer's Information:

* Emplayer Mame:
* Address:

* City:

* Postal Code:

* Telephone:

* Are you the worker's regular physician?

*Who rendered first treatment?:

E-Farm Fee:
Wisit Fee:

100 |

Interview | Clinical Information | Return to Work Planning | Biling Status

19937 [+ | Service Location:

O wiarker's condition of treatment has changed: please describe in Clinical Information Area

* Date of Service: E

Employee Information:

* Mame: Dell Candi
M *Gerder F [w| *Dateof Bith: 16-Jan-1966
* PHM: 9992636201
El * Address: 5386 E Story Court
* ity Spokane
Inactive * Province: BC E|
* Postal Coce: WaC GHO

* Home Telephone:

[  * How long has the worker been your patient?
0-6 Marths 7-12 Merths =12 banths

Service Time Start:

El Service Time End: Call Time:

6. If you selected (in the Select Appointment area) an appointment that has SOAP
information, the EMR displays a prompt asking you if you want to use the exam data to
create a new WCB encounter record. Click Yes. The window now has a Copy from
existing exam tab which displays the SOAP information.

Interviewy | Clinical Information | Return to York Planning | Billing Statu

Copy from existing exam
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Q Tip: The information on the Copy form existing exam tab does not get sent to
WCB.

To get this information into the WCB form(s):

Select text on the Copy form existing exam tab, press Ctrl + C, then move
to the appropriate tab of the WCB form, and paste the text (Ctrl + V) into the
appropriate field.

‘ Note: The original SOAP encounter is not automatically deleted.
) You have the option to keep it or delete it.

7. Enter information on the Interview tab. Use the following table as a reference.

Field Description

Report Type Physicians First Report: Select this check box if you are
check boxes creating a new WCB First Report (form 8). This form should be
completed for first visits involving a comprehensive
consultation, a time loss claim, or a modified duty claim.

Worker's condition of treatment has changed: please
describe in Clinical Information Area: Select this check box
if you are creating a WCB Progress Report (Form 11). This
report should be submitted if the worker's condition or
treatment has changed since last report or if the worker is
ready for Return to Work.

A report is not necessary or desired if the worker's condition is
stable and there will be a planned follow up at an appropriate
future date.

A report is also not necessary if the worker is enrolled in a
WorkSafeBC sponsored rehabilitation program. Payment of
benefits to a worker is not contingent on follow-up every two
weeks if the above conditions are met.

WCB Claim Enter the WCB Claim Number if known. This claim number is
Number provided by WCB after a First Report has been processed.

Note: The WCB Claim number is mandatory when creating a
Progress Report.
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Field Description

Date of Injury

Enter the date when the WorkSafeBC related injury occurred. In
the case of occupational diseases, enter the date when medical
attention was first sought.

You can type the date into the text box or click the Calendar
button and double-click the date.

Date of Service

The date of service is the date when the service described on this
report was performed. It is automatically entered here depending
on the appointment the WCB Report was linked to when first
creating the report.

Employer’s
Information

To select a previously entered global employer (an employer
entered for any patient in the EMR):

a) Click the binoculars icon ( #4). The EMR displays a list of
previously entered employers.

b) Click an employer in the list.

To enter a new employer:

a) Click the binoculars icon ( ik ), and then click <<Add New>>.
b) Enter the following Employer Information:

Employer Name: Enter the employers name or company
name. This name is then available from the employer drop-
down list for future use.

Address: Enter the address of the employer.

City. Click the drop-down arrow to select a city or type in the
name of a city.

Postal Code: Enter the postal code.

Telephone: Enter the area code in the first box and the local
telephone number in the second box.

To set an employer as inactive if the employer is not the current
employer:

1. Click Inactive. The EMR displays the following message ‘Do
you wish to set the current employer as inactive and enter a
new employer for this patient?”

2. Click Yes. The EMR clears the employer information fields.

3. Enter the new employer information.
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Field Description

Employee Employee information pre-populated from the information in
information Patient Maintenance, although you can also edit it here.
The worker's first name, last name, and PHN should match the
information on the worker's British Columbia CareCard.
Are you the If you are the patient's regular practitioner, select this check box.
worker’s regular WorkSafeBC may contact you for medical history or to discuss
physician? claims issues.

How long has the
worker been your
patient?

If you selected the Are you the worker’s regular physician?
check box, select one of the radio buttons to indicate how long
you have been the patient's Physician (0-6 months, 7-12
months, or > 12 months). This information is useful for claims
information.

Who rendered
first treatment?

Enter the medical practitioner (name) or facility (emergency
department, clinic, hospital, and so on) who provided the first
treatment. This does not include first aid at the work site.

E-Form Fee Click the drop-down arrow and select the E-Form Fee to display in
Billing for this WCB report.
Visit Fee Click the drop-down arrow and select the Visit Fee to display in

Billing for this WCB report.

Service Time Start

Enter the service start time using the 24 hour clock (for example,
1600).

Service Time End

Enter the service end time using the 24 hour clock (for example,
1800).

Call Time

Enter the call time using the 24 hour clock (for example, 1500).

table as a reference.

8. Click the Clinical Information tab and then enter information in the fields. Use the following

Field Description

*Prior/Other
Problems
Affecting Injury,
Recovery and
Disability (160
char max)

Enter details about pre-existing or new non-occupational
conditions that may affect injury, recovery or disability. You can
enter a maximum of 160 characters.

It insufficient space, add remaining information to the Clinical
Information box (at the bottom of the window). For example an
MVA while receiving care for WorkSafeBC claim.
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Field Description

ICD9 (x) Search

Enter an ICD9 code or keyword and press Enter, and then in the
drop-down list, click a code.

This is the ICD9 diagnosis code and is entered on the invoice
(claim record). The full set of codes is available at
health.gov.bc.ca/msp/infoprac/diagcodes/index.html,

*Diagnosis

Enter a text description of the injury diagnosis.

Note: The Diagnosis entered here will be displayed in a second
encounter entry to display the diagnosis in the patient's
list of Encounter Records found on the Medical Summary
as well as other locations.

Primary Injury
Codes and
Diagnosis area

Enter the following information to describe the injury codes and
diagnosis;

*Position: In the drop-down list, click the position. This is a
code for the anatomical position code (side) of the injury from
the WorkSafeBC subset of CSA codes (80/80 list).

*Body Part: Enter a body part or its code and then press
Enter. In the drop-down list, click one of the results displayed.

Note: This is a 5-character (numeric) code for the area of injury
(body part) from the WorkSafeBC subset of CSA codes
(80/80 list). The full set of codes is available at
worksafebc.com/health_care_providers/Assets/PDF/
body_parts_complete.pdf

*Nature: Enter the nature of the injury or its code and then
press Enter. In the drop-down list, click one of the results
displayed.

Note: This is the 5-character (numeric) code for the nature of
injury from the WorkSafeBC subset of CSA codes (80/80
list). The full set of codes is available at worksafebc.com/
health_care_providers/Assets/PDF/
nature_injury_complete.pdf

*From injury or
since last report,
has the worker
been disabled
from work?

If the worker has been disabled from work since the injury or the
last report, click Yes in the drop-down list. Otherwise, click No.

Date of Injury

Enter the date of injury or click the Calendar button and double-
click the date.
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Field Description

As of what date?

Enter the date the injury was known or click the Calendar button

(if known) and double-click the date.

Note: This field is displayed only if you selected Yes for *From
injury or since last report, has the worker been
disabled from work?)

Clinical This is a text field for the practitioner to describe the worker's
Information current situation in the usual fashion clinical notes are constructed.

The following information might be included:
What happened
Presented injury, disease, complaints, and so on
Treatments and medications being used
Subjective symptoms
Examination finding

The name and date of specialist referral, if appropriate.

9. Click the Return to Work Planning tab and then enter information in the fields. Use the
following table as a reference.

Note: Return-to-work planning is an important reporting component of Form 8 and

> Form 11. The information the practitioner provides, along with practitioner
participation in the retum-to work consultation process assists WorkSafeBC in
handling each Worker's claim efficiently and appropriately.

Field Description

*Is the Worker In the drop-down list, click either Yes or No to indicate if the
now medically Worker can return to their normal pre-injury duties.

capa_ble of If you click No, elaborate in the "restrictions" area below
working full

duties, full time?

*What are the Describe the physical and/or psychological restrictions related to
current physical the injury that are barriers to the patient returning to work. This
and/or information will be used by the WorkSafeBC case managers and
psychological medical advisors in working with employers to find suitable
restrictions? alternative/modified work.,
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Field Description

*Estimated time
before the worker
can return to the
workplace in Any
Capacity

Estimate the length of time before the worker can retumn to the
workplace in any capacity. For example, the earliest possible
return to the workplace if suitable duties were available. Select one
of the following options:

At Work
1-6 Days
7-13 Days
14-20 Days
> 20 Days

*If appropriate, is
the worker now

In the drop-down list, click No if the worker is not ready for
rehabilitation or if a rehabilitation program is not appropriate. If the

ready for a worker is ready for rehabilitation, click Yes, and then select the
rehabilitation type of rehabilitation program in the additional area that the EMR
program? displays (Select Rehabilitation Program).

Select It the worker is ready for a rehabllitation program, select Work
Rehabilitation Conditioning or Other.

Program

If you select Other, indicate the type of program (for example,
occupational rehabilitation program, pain program) in the Clinical
Information area on the Clinical Information tab.

*Do you wish to
consult with WCB
Physician or
nurse or advisor?

In the drop-down list, click Yes or No to indicate i f you want to
consult with a WCB physician, nurse, or advisor.

If possible, please
estimate date of
Maximal

Maximal medical recovery (full recovery or best possible recovery)
date. This is sometimes also called date of "maximal medical
improvement". It refers to the date at which no further

Recovery improvement in condition is expected. At that time the worker may
still have significant impairment/disability or may be fully recovered.
It is recognized that the "date" indicated is an estimate only and
may change if the clinical course changes.
Enter the date of Maximal Recovery or click the Calendar button
and double-click the date.

Further In the drop-down list, click Yes or No to indicate whether or not

Correspondence additional correspondence can be anticipated.

to Follow?
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Field Description

Attending Displays the attending physician for the patient.
Physician

*Payee Number Enter the payee number issued by MSP that uniquely identifies the
individual or organization who submits the associated invoice to
WorkSafeBC and who will be paid by WorkSafeBC.

Created by (Read- | Displays who created the report (or the practitioner for whom you

only) created the report).

Date and Time Displays the date and time the report was created.
Created (Read-

only)

Last Edited (Read- | Displays when the report was last edited.

only)
Last Edited By Displays who edited the report (or the practitioner for whom you
(Read-only) edited the report)

10. (Optional) Click the Billing Status tab to view the biling status of the WCB Form.

11. When you finish entering information on all of the tabs, click il .

marks the encounter as finished. If you do not want this to happen, clear this
check box (it is selected by default).

‘ Note: If the Set Appointment as Finished check box is displayed, the EMR
Vg

The EMR displays a prompt asking you if you want to send the WCB Report to the billing
program.

12. Perform one of the following actions:
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If the report information is complete, click Yes. The EMR sends the report to the Billing
program, and creates and saves 5 bills: 1 office visit, 1 form, and 3 no charge fees. The
EMR displays the following prompt:

WarkDesk EZ

I."'_"‘.I WCE Report has been electranically prepared for subrnizsion to WCR, It
Y will be sentwith your nest MSP submission,

The following bills will appear in the billings for service date:
01-Jun-2015

Fee Code; 1000 [CDA Code: 0173

Fee Code: 19937 ICDY Code: 0173

Fee Code; 19333 ICDY Code:; 0173

Fee Code: 19334 ICDY Code: 0173

Fee Code: 19335 ICDY Code: 0173

Doywouwish to print this report nowd

Click Yes if you want to print the report now. Click No if you do not want to print the report.

It the report information is not complete, click No. The EMR saves the form for further
modification.

The EMR displays the WCB Report twice in the encounter record, to indicate that it is a
WCB Report as well as to display the Diagnosis. (This is similar to how the EMR displays a
SOAP record several times in the Encounter List to display several impressions or
assessments.)

13.

Starting and completing a WCB Progress Report

You can create WCB Progress Reports after you create and submit a new WCB First Report.
Create a WCB Progress Report only for completed follow-up visits where relevant changes
have occurred since the previous report. You must submit a WCB Progress Report if it has
been more than four weeks since the last Form 11 was sent, or a Form 11 is requested by a
WorkSafeBC Officer.

When you create a WCB Progress Report, the form pulls in information from the previous claim.
You can update the information as necessary.

To start and complete a WCB Progress Report:

1. Open the WCB Report Manager for the patient. See “Opening the WCB Report Manager”
on page 281.

2. Click the New Reports tab. The EMR displays the New Reports tab.
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3. In the Select Report area, select Form 11: Progress Report.

4. In the Select Claim section, click the claim that you want to update.

5. In the Select Appointment area, perform one of the following actions:
I the patient was seen in clinic, click the associated appointment.

If the patient was not seen at your clinic (for example, if the patient was visited in the
hospital), scroll to the bottom of the appointment list and select Service Not in Clinic,
and then in the Select Physician drop-down list, select a physician.

6. Click New Report 11. The EMR displays the WCB Progress Report form.

7. If you selected (in the Select Appointment area) an appointment that has SOAP
information, the EMR displays a prompt asking you if you want to use the exam data to
create a new WCB encounter record. Click Yes. The window now has a Copy from
existing exam tab which displays the SOAP information.

Tip: The information on the Copy form existing exam tab does not get sent to
WCB.
To get this information into the WCB form(s):

Select text on the Copy form existing exam tab, press Ctrl + C, then move
to the appropriate tab of the WCB form, and paste the text (Ctrl + V) into the
appropriate field.

Note: The original SOAP encounter does not get automatically deleted.
> You have the option to keep it or delete it.

8. Click the tabs as required and update the information in the form. See Step 7. to Step 9. in
“Starting and completing a WCB First Report” on page 282.

9. When you finish updating information on the tabs, click il .

Note: If the Set Appointment as Finished check box is displayed, the EMR
y marks the encounter as finished. If you do not want this to happen, clear this
check box (it is selected by default).

The EMR displays a prompt asking you if you want to send the WCB Report to the billing
program.

10. Perform one of the following actions:
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If the report information is complete, click Yes. The EMR sends the report to the Billing
program, and creates and saves 5 bills: 1 office visit, 1 form, and 3 no charge fees. The
EMR displays the following prompt:

WarkDesk EZ

i ) '| WCE Report has been electranically prepared for subrnizsion to WCR, It
Y will be sentwith your nest MSP submission,

The following bills will appear in the billings for service date:
01-Jun-2015

Fee Code; 1000 [CDA Code: 0173

Fee Code: 19937 ICDY Code: 0173

Fee Code; 19333 ICDY Code:; 0173

Fee Code: 19334 ICDY Code: 0173

Fee Code: 19335 ICDY Code: 0173

Doywouwish to print this report nowd

Click Yes if you want to print the report now. Click No if you do not want to print the report.

It the report information is not complete, click No. The EMR saves the form for further
modification.

Finishing an incomplete WCB Report for an individual patient

Reports that have been created but not Sent to Billing are listed on the Incomplete Reports
tab of the WCB Report Manager. You can modify or complete an incomplete report and then
send it to Billing.

To finish an incomplete WCB Report for an individual patient:

1. Open the WCB Report Manager for the patient. See “Opening the WCB Report Manager”
on page 281.
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2. Click the Incomplete Reports tab. The EMR displays the Incomplete Reports tab.

=] WCE Reports For: Test, Dion El@
WCE Report Manager i+

Mewy Reports | Incomplete Reports | 014 Reports

Test, Dion All Incompletes
Patient Hame Date Treatment Form Hame Report Sent Initials
Test, Dion Ti20/201% Form & vC
Test, Dion 2072015 Form 11 Ve

[Double
Click on
Repott to
Ediit)

3. Double-click a report to open it for editing.

4. Click the tabs as required and update the information in the form. See Step 7. to Step 9. In
“Starting and completing a WCB First Report” on page 282.

ﬂ_‘ .

5. When you finish entering information on the tabs, click

Note: If the Set Appointment as Finished check box is displayed, the EMR
y marks the encounter as finished. If you do not want this to happen, clear this
check box (it is selected by default).

The EMR displays a prompt asking you if you want to send the WCB Report to the billing
program.

6. Perform one of the following actions:
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If the report information is complete, click Yes. The EMR sends the report to the Billing
program, and creates and saves 5 bills: 1 office visit, 1 form, and 3 no charge fees. The
EMR displays the following prompt:

WarkDesk EZ

i ) '| WCE Report has been electranically prepared for subrnizsion to WCR, It
Y will be sentwith your nest MSP submission,

The following bills will appear in the billings for service date:
01-Jun-2015

Fee Code; 1000 [CDA Code: 0173

Fee Code: 19937 ICDY Code: 0173

Fee Code; 19333 ICDY Code:; 0173

Fee Code: 19334 ICDY Code: 0173

Fee Code: 19335 ICDY Code: 0173

Doywouwish to print this report nowd

Click Yes if you want to print the report now. Click No if you do not want to print the report.

If the report information is not complete, click No. The EMR saves the form for further
modification.

Tracking and managing incomplete WCB Reports clinic-wide

You can track and manage incomplete WCB reports for every patient in your clinic from one
convenient location.

To track and manage incomplete WCB Reports clinic-wide:

1. Open the Workdesk. See “Opening the WorkDesk” on page 153,

2. In the Data Entry area, click WCB e-Forms. The EMR displays the following prompt:
“*Select WCB E-form for an Individual Patient?”

3. Click No. The EMR displays the WCB Report Manager window with the Incomplete
Reports tab open. The Incomplete Reports tab lists all incomplete WCB reports for every
patient in your clinic.

Tip: To view a list of incomplete WCB reports for a specific practitioner, in the
Physician drop-down list, select the practitioners name.

4. Double-click a report to open it for editing.

5. Click the tabs as required and update the information in the form. See Step 7. to Step 9. in
“Starting and completing a WCB First Report” on page 282.
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ﬂ_‘ .

6. When you finish entering information on the tabs, click

Note: If the Set Appointment as Finished check box is displayed, the EMR
y marks the encounter as finished. If you do not want this to happen, clear this
check box (it is selected by default).

The EMR displays a prompt asking you if you want to send the WCB Report to the billing
program.

7. Perform one of the following actions:

It the report information is complete, click Yes. The EMR sends the report to the Billing
program, and creates and saves 5 bills: 1 office visit, 1 form, and 3 no charge fees. The
EMR displays the following prompt:

WarkDesk EZ

@53 “WCE Repart has heen electronically prepared for submission to WCE, Tt
O will be sentwith your next MEP submission.

The following bills will appear in the billings for service date:
01-Jun-2015

Fee Code: 100 ICD9 Code: 0173

Fee Code; 19937 ICDY Code: 0173

Fee Code; 19333 ICDY Code: 0173

Fee Code: 19334 ICDY Code: 0173

Fee Code; 19335 ICDY Code:; 0173

Do ywouwish to print this report now?

Click Yes if you want to print the report now. Click No if you do not want to print the report.

It the report information is not complete, click No. The EMR saves the form for further
modification.

Viewing previously billed (old) WCB reports

You can view old WCB reports for an individual patient or for the entire clinic.

Viewing previously billed (old) WCB reports for an individual patient
To view previously billed (old) WCB reports for an individual patient:

Wolf Front End Staff User Guide - Issue 02.05 297



Vitals and visit encounter notes

1. Open the WCB Report Manager for the patient. See “Opening the WCB Report Manager”
on page 281.

2. Click the Old Reports tab, and then in the Previous Reports area, double-click a report to
view the detalls.

e

3. Click to close the window.

Viewing previously billed (old) WCB reports for the entire clinic
To view previously billed (old) WCB reports for the entire clinic:

1. On your WorkDesk, in the Data Entry area, click WCB e-Forms. The EMR displays the
following prompt; “Select WCB E-form for an Individual Patient?”

2. Click No. The EMR displays the WCB Report Manager window with the Incomplete
Reports tab open.

3. Click the Old Reports tab, and then in the Previous Reports arca, double-click a report to
view the detalls.

ﬂ_q.

4. Click to close the window.

Recording clinical notes for pediatric patients

The following sections describe how to record clinical notes for pediatric patients.

Entering a patient’s birth information

You can enter a patient’s birth information on the Other Demographics tab in the Patient
Maintenance window. Birth information includes the patient’s place of birth, gestational age, and
birth measurements.

To enter a patient’s birth information:

1. Open the Patient Maintenance window. See “Opening the Patient Maintenance window” on
page 17.

2. Click the Other Demographics tab.
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3. Using the following table, enter information in the Birth Information area.

] Okl
Test, Jodi
[ Lak Resuts 1 Documents 1 =Mt Used=
[ Appoirtments 1 Biling 1 Mot Used=
** Paﬁrﬂ Search ** T Mame/&ddr Phone T Other Demographics
Birth Information Ethnicity Provincial Payment Coverage Patient Portal
City: | - Ethnic Origin: Coverage End Date Status
= - Inactive
Biories: [:None> v] Displary with Patient Mame Language: Coverage Last Checked Last Login
Gestational Age: weeks Before: |
Birth Length - ator Preferred Language: . ——
Birth ¥gight : - rrent Pationt [D:
Birth Hgad izaz? Patiert ID
Circumference : cH - Crther
Discharge YWeight : P Employmert Pattiert's Maiden Name: InzertDate:
Employer: 2978 prf2008
Iame: ' Occupation: . E;;S:A\::EUDS
Phone: Last Visit: Unmerge Patient
Motes: - _1 OMmdoe 2012
Field Description
City In the drop-down list, click the Municipality or City where the
patient was bormn.
Province In the drop-down list, click the Province or State where the
patient was born.
Gestational Age Enter the number of weeks.
Birth Length Enter a value and then, in the drop-down list, select the units.
Birth Weight Enter a value and then, in the drop-down list, select the units.
Birth Head Enter a value and then, in the drop-down list, select the units.
Circumference
Discharge Weight Enter a value and then, in the drop-down list, select the units.

4. Click Save (W) and then click Exit.

Viewing a patient’'s growth charts

Growth Charts consist of a series of percentile curves that illustrate the distribution of selected
body measurements in children. You can display growth charts for patients under the age of
twenty years. You can view growth charts from the following organizations:

World Health Organization (WHO) growth charts adapted for Canada
Centers for Disease Control and Prevention (CDC)
Canadian Pediatric Endocrine Group (CPEG)

To view a patient's growth charts:
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1. On any window related to the patient’s record (for example, the Vital Entry window or the

Vitals and visit encounter notes

Medical Summary window), right-click and then, in the SMART menu, click View Growth

Charts > Child Development Charts.

The EMR displays the Growth Charts window. By default, the EMR displays the WHO
growth chart adapted for Canada, specific to the patient's gender and age.

£ Test, Jodi - Growth Charts
Home
L PO e, il |"_ 1 7
y = = |
=) b T TH e /
Options  Save To Print Quick Save Percentiles Edit G
Chart = v Print - Demographics
Test, Jodi Forn 06-Mar-2003(12) Sex F
L Nof Yet Asved 11:00 AM
Organization: WHO For Canada - 2 to 19 years: Girls Height-for-age and Weight-for-age percentiles
. Ages  « Fields - Age (Years)
‘Weight-For-Length - C # iz 0 1
0-24 m,., Head Circ-for-Age Height - Height
0-24 m... Length-for-Age 182 cm 182 cm
0-24 m.., ‘Weight-For-age 175 cm 974 175 cm
¢ 0-24m,,, Head Circ-for-Age and .., 168 cm .= E54 168 cm
* 0-24 m... Length-for-Age and W, .. 161 cm /4*-"_'_"'_ S0% 161 em
2-19y... BMI-for-Age 154 cm e 15% |54cm
2-19y... Height-for-Age 147 em I 147 em
2-19y... Weight-for-age 140 cm 140 cm
“ 2-19y.. Height-for-Age andWe...| 435
126 cm ‘Waight
119em g7ei B0 kg
112 cm 75 kg
105 cm 70 kg
85%
95 cm - 65 kg
91 a0
Current Options il . 5O% a
) S4em - i - BSkg
Y‘_ Conneck data points 77 em = - — S0kg
&
Use source chart colour style 45 kg
) J T
/! Enable Crosshairs Weight ’ 40kg
33 ’ 33
\’. Show Parental Heights kg 5 kg
30 kg P 30 kg
Side-bry-side layout (For multiple) 25 kg = = 25 kg
Maijor Gridines W] w-avis ] ¥-ais 20 kg ezl o - 20kg
Minor Gridiines seavis b -axis 15kg _I,.-’/ 15 kg
lokg S|
Units (3 Imperial (90 Metric (1 Both ks | £
Adjust ageby 0 weeks 3 6 9 1z 15 18
Age (fears)

Diate

O1-Mar-2,

2 9990
Stafus

Perc...

80,2%

3.3%

27-Sep-2.. 89.1%
0&-Dec-2.., §8.5%
01-Jun-2... 86.8%
05-Mar-2... 83.8%
11-5ep-z... 82.5%
19-Mow-...  81.6%
05-Aug-... 99.9%
22-Jun-Z... 99.9%
01-Mar-2... 99.9%
27-5ep-2.., 99.9%
06-Dec-2... 99.9%
01-Jun-2... 99.9%
g 05-Mar-2... 99.9%
27-A0g-... 99.9%
11-Sep-2..,  99.9%
19-Nov-... | 99.9%

a x
&«
4

Wt HE
1o
1.
3 ER
1.
L
1.
1.
Jing

Sk

it

c i

5.

S

S

B

...

6.,

B...

Q

Tip: You can set what organization’s growth chart displays by default. For example,
you can set the CPEG growth charts to display by default:

1. At the top of the window, click Options ( "SJ ). The EMR displays the Default

Display Options window.

2. Inthe User Options area, clear the Use Defaults check box.

3. in the Your Default Organization drop-down list, select the organization.

4. Click Save.
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The EMR displays the data points and percentiles in a table format to the right of the chart(s):

FHAS 9995427857
Stafus &
Date Percentile  Age Wt
: 13.8% 0.3 3.1
o 03-Feb-z010 FT.2% 0.9 3.5
I :;EIIE : 05-Mar-2010 4.3% 1.8 4.3
99.9% - 20-Apr-2010 2.9% 3.2 5.2
27 b 03-Jul-2010 9.53% 5.8 6.5
| _ _ ]
F 36l 20-Sep-2010 14.7% 8.2 77
Faep  |/20-2an-2011 S4% 122 &l
{ 12-Apr-2011 19.4% 15.0 9.4
97% pa¢b i
[ 33 15-Aug-2011 23.7% 19.1 10,3
Fazh
F3tlh
B5% [
Fanlb
[ ool

2. To view a different type of chart:

a) In the Organization drop-down list, click an organization,

b) Inthe list below the Organization field, click a specific graph type. The EMR displays the
chart in the right part of the window.

3. To adjust the chart/percentiles for an early pregnancy, in the Current Options area, enter
the number of weeks early in the Adjust age by field, and then press enter.

Tip: If you entered a patient's gestational age in the Patient Maintenance window,
click the Auto button. The EMR automatically populates the Adjust age by field.

Note: The Auto button is available only if the gestational age you entered is less
than 38 weeks.

4. In the Current Options area, set the various options to change the way the graph looks.

Field Description

Connect data points

To connect data points by a line, select this check box.

Note: This option is selected by default.

Use source chart
colour style

Charts of a particular type (for example, CDC charts) have

their own color scheme, which may be different from charts of

another type.

To display the original color scheme for the chart type, select

this check box.
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Field Description

Enable Crosshairs

To have a line extend vertically to the edge of the graph when
you hover your mouse over a data point, select this option.

Note: The vertical line follows the mouse cursor; a
horizontal line is displayed when you get close to the
point.

Show Parental
Heights

To display of the height of the patient's father, and mother, and
the patient's mid-parental height near the vertical axis (on the
right side of the graph), select this check box

Note: Exact values display in a popup.

Side-by-side layout
(for multiple)

To view more than one chart at a time, select this check box.

To view more than one chart at a time, on your keyboard, hold
the Control key and then click the other charts you want to
view.

Major Gridlines:
X-axis, Y-axis

To display major gridlines, select these check boxes.

Minor Gridlines:
X-axis, Y-axis

To display of the minor gridlines, select these check boxes.

Units:
Imperial; Metric; Both

Beside Units, select the units you want to view
measurements in.

Note: Metric is selected by default.

3. Click Save.

Q Tip: You can set what options are selected by default in the Current Options
area:

1. At the top of the window, click Options ( "SJ ). The EMR displays the Default
Display Options window.

2. Inthe User Options area, clear the Use Defaults check box, and then set
your User Options defaults.

5. To zoom in, hold the Shift key and then click on the area you want to zoom in to.

6. To zoom out, hold the Alt key and then click on the area you want to zoom out from.

7. To re-sort the information in the percentile table, click on one of column headings.
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8. To hide the percentile table, click the ¥ icon to the right of the chart.

97% 20,3 kg,l'm?
78,5 kgfm?
27,5 kgfm?
27.0 kgfm?
26,3 kgfm?
25,5 kgfm?
24,5 kgfm?

24,10 kgfm?
[ 3

23,3 kg/m® I:@
2
= 22,5 kgfm
21.8 kgfm?
10 balm2

\

B5%

(NI

9. To collapse the patient banner and maximize the growth chart, on the top right of the

window, click ﬁ‘ .

10. To add percentiles as exam findings, click Save Percentiles ( L‘ ) and then, in the drop-
down list, select which organization's percentiles you want to use.

Why save percentiles as exam findings?

m You can graph percentiles together with lab values and other data only if you
save the percentiles to the patient’s record as exam findings.

m [f your clinic uses practice searches and rules that search based on patient
percentiles, the patient can be identified only if their percentiles are saved as
exam findings.

11. To print the growth chart(s), perform one of the following actions:

]
m To print the growth chart(s) on your default printer, click Quick Print ( ’%ﬁ ).

m To print the growth chart(s) with or without the data point table on a selected printer, click

-

Print ('™ ) and then, in the drop down list, select either Print or Print (with table).

Attaching growth charts to referrals

To attach a growth chart to a referral, you must save the growth chart as a document in the
patient's Medical Summary first. You can then attach the growth chart as you do other
documents.

To attach a growth chart to a referral:

1. Open the growth chart, and use the view options to make the growth chart ook the way you
want it to look for the referral. See “Viewing a patient's growth charts” on page 299.
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PDF

2. Click Save To Chart (| k1) and then, in the drop-down list, click one of the following
options:

Save To Chart: To save only the growth chart in the Documents area of the Medical
Summary.

Save To Chart (with table): To save the growth chart AND a table containing all of the
data points on the chart in the Documents area of the Medical Summary.

3. Attach the PDF version of the growth chart to the referral. See “Creating referral letters” on
page 407,

Completing an exam based on the Rourke Baby Records

The Rourke Baby Record (RBR) is the standard examination tool used across Canada for baby
and child care. It consists of 12 exams (from within one week to five years of age).

In Wolf EMR, you can access RBR exams on the Vitals Entry window, in the Structured
Examinations drop-down list.

Note: Your administrator must enable the use of RBR examinations for you to use
y the RBR structured examinations.

You can use the RBR examinations in visit encounters to document each stage of the child’'s
development. Each examination template is broken into sections that correspond to the
standard 2014 RBR format.

Tip: The fields in the BIRTH INFORMATION section are synchronized with the

Q related fields on the Other Demographics tab in the Patient Maintenance
window; if you change these fields in RBR structured examinations, the EMR
updates them in the Patient Maintenance, and vice versa.

‘ Note: The information you enter in a RBR structured examination is visible to the
y practitioner when they open the same RBR structured examination. The
practitioner can modify the information you entered.

To record information in a Rourke Baby Record exam::

1. Open the Vital Entry window. See “Using the Vital Entry window” on page 241.

2. Click the Vitals tab.

3. In the Structured Examinations drop-down list, click the appropriate Rourke examination.
4

. Enter the structured examination data and then close the window. Each Rourke examination
has tabs for <Age from name of exam>, Education and Advice, Development,
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Physical Exam, Problems/Plans, and Investigations/Immunization. Click each tab
and enter the associated information.

1 Month Age ot Exam: 11 m
BIRTH INFORMATION
Gest, weeks  Birth om [ Birth wt ky =] Head Circ em [l Discharge ky [
Age Length Wt
BIOMETRICS
Length cm [+l Weight kg [+] Head Cire e [=) 4
1 Manth |Educati0n and Advice IDeveIopmem | Phyzical Exam I ProklemaPlans IInvestiga‘tionsnmmunizationl
PARERT/CAREGIVER CONCERNS
E discussed and no concerns A ifconcerns [ if not discussed
MUTRITION'
O Breastfeeding (exclusive) ! O Farmuia Feeding {J’ron—fom'ﬁed}fpreperet.l'on' O Stool pattern and urine output

B vitamin D 400 Widay' [450-750 mL{15-25 oz) fday ] El

Strength of recommendation based on itersture reviess using the classification of the Canadian Tazk Force on Preventive Health Care:

Good (bold type)  Fair (italic hwe) Inconclusive evidence/Conzensus (plain type). See lterature reviewy table at wenewy rourkebabyrecord.ca
Digclaimer: Given the constanthy evolving nature of evidence and changing recommendations, the Rourke Baby Record is meant to be used
as a guide only.

Resources 1 : General ! Fesources 2 : Healthy Child Development ! Resources 3 ' GUIDE % Immunization Parert Resources
ImmunizationAnfectious Diseases
CREATE PDF PRINT
1| Create &5 & PDF and attach to Chart O Include Resources/Guide ¥ == | Print Rourke Baby Record a." Gick Print Rourke Baby Record

‘ Note: The information you enter in the Investigations/Immunizations tab is not
» reflected in the patient's Vaccination Schedule or on the printed “GUIDE V.
Immunization” RBR guide. To view the Vaccination Schedule, click the View

Vaccination Schedule button.
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‘ Note: The check boxes on the Education and Advice and the Development
) tabs each support three different states (selected, crossed-out, and clear).

2'Weeks | Education and Advice | Developmert | Physical Exam | Problems/Plan

[ dizcuzzed and no concerns [@E ifconcernz [ if net dizcussed

1 Manth | Education and &dvice | Development | Physical Exam | ProblemsPlan

Taszks are zet after the time of normal milestone acquistion.
Absence of any iten suddests conziderstion for further azsessment of develo
MB-Carrect for age if = 37 weeks gestation

E it sttained @ if not sttsined O if not discussed

Click a check box to change the state.

The state of the check box for certain fields is automatically carried over from
previous Visits. This helps to ensure you don't discuss the same subject (for
example, car seat safety) on each visit. The time period (that is, for how long) that a
field's state is carried over depends on the specific field.

5. Optionally, perform one or more of the following actions:

To save BRBR exam to the patient's chart, click Create as a PDF and attach to Chart

=
(J). The EMR saves the BRBR exam as a PDF in the Documents tab of the patient's
Medical Summary. The document's Content Type is Rourke Baby Record.

Tip: You can attach your Rourke Baby Record notes to a referral only if you save
them as a PDF in the Documents area of the patient's Medical Summary.

To print or fax the RBR to a selected printer or fax, click Print Rourke Baby Record
(=),

To print the RBR exam to your default printer, click Quick Print Rourke Baby Record

%=1

6. Click to save your changes and close the window, click Close (@).The EMR returns you
to the Vital Entry window.
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Chapter 7

Electronic requisitions and forms (SMART
forms)

In this chapter you learmn how to complete electronic versions of requisitions and other forms
using Wolf EMR SMART forms. SMART forms are Microsoft Word-based form templates. Wolf
EMR contains hundreds of SMART forms for the most commonly used provincial and local
forms (including lab and diagnostic imaging requisition forms). You use SMART forms to order
labs and other investigations.

SMART forms are centralized in the WOLF database, and are available to all Wolf clients. If the
Wolf development team creates a SMART form, the form automatically becomes available on
your SMART forms list.

You can define which SMART forms are your favourites, making it easier to access your
commonly used forms.

Using SMART forms

You can open and fill out a SMART form from almost any window related to a patient. Once
opened, you “fill-out” the form by selecting check-boxes and entering data in text fields. You
can then print or fax the form.

Opening SMART forms
To open a SMART form:

1. On any window related to a patient’s record (for example, the Medical Summary window or
Vital Entry window), right-click and then, in the SMART menu, click one of the following
options:

= New Requisition: To select from SMART forms categorized as requisition forms.
m SMART Forms: To select from all available SMART forms in your system.,

m Favourite Requisition: To select from SMART forms categorized as requisition forms
and identified as favourites. See “SMART form favourites” on page 313.

m Favourite Order Set: To select from order set SMART forms identified as favourites.
See “Order Sets” on page 317.
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The EMR opens the Send to SMART Form window with a list of SMART forms displayed in
expandable categories.

o Ed Send to SMART Form =l

EV Document Configure SMART Forms

)

Keyword A W Open Document
Keyward ad J Link to Patient oy
Filter
Keywiord * W Mark. as Reviewed Dacuments
Keywords Options I
Filker: Treliids Ficder 'y SMART Form Preview | SMART Form Data
I Mame a
3 iFavaurites
¥ Diagnastic Tools

3 Farms

- Letters
() Consult Letter
.Cl' Letter - Mo Appointment
{r Letter ko Family MD from Encounter
\{r Letter ko Institution from Encounter
'.{I' Letter to Insurer from Encounter
'.Q Letter ko Patient From Encounter
'.{r Letter ko Referring MD from Encounter
':f;) School Absence
'.‘f;} Wideo Yisit Patient Instructions
() wark abscence

’ Order Sets
Requisitions

o SMART Form selected

C Special Authority Forms

2. Inthe list of SMART forms, expand the category of forms you want to view, (if not expanded
already), and click the form. The EMR displays the selected form on the right side of the
window.

3. If you cannot find the form you want;

a) In the Filter field, enter a search term. (For example, “MRI".) The EMR filters the list of
SMART forms to display only SMART forms containing your search term.

Q Tips for entering search criteria
m To find a lab requisition, enter the word “Lab’

m To find a diagnostic imaging requisitions, enter “DI” or “Imaging”.

m SMART forms are named by region (for example, “AB Cg”), or company/type
(for example, “CDC”, or "MIC’). Try entering these terms to find a form specific
to a certain region or company.

b) In the filtered list of SMART forms, click the form you want. The EMR displays your
selected form on the right side of the window.
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4. If the SMART form is programmed to pull information from the patient's record, but the
information is not available in the current patient's record, the EMR displays a dialog box
similar to the following.

x
Please supply missing SMART Form data:

Consultant

and then displays the SMART Form Data tab, where you can enter the missing data.

SMART Form Preview | SMART Form Daka

Patient Kirk, James T, b
Provider Gabert, Trayr (MD) -

Appainkrient

Referral

Consultant .

CC Provider |
CC Provider 2
Insurer

Institukion

[ Allow Incomplete Data

Enter the missing data in the fields provided, or, to produce the SMART form without the
missing data, select the Allow Incomplete Data check box.

5. If the SMART form contains an electronic signature, the EMR displays a dialog box with a
prompt similar to the following.

Sign Document?

Do wou wish bo add your signature bo this Form?

Sigrature Far Provider:

Gabert, Trayr, MD
Documment:

Trayr's Letter
Patient:

Kirk, James T.

This waill save the document as a POF file.

To insert your signature, click Yes.
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6. Click Send and Close ( - ). The EMR opens the form in Microsoft Word.

Changing the practitioner name on SMART forms

When you open a SMART form, the EMR populates the form with the name of the patient’s
primary practitioner. However, if the patient’'s appointment is not with their primary practitioner,
you need to change the practitioner name that populates the SMART form. For example, if you
are completing a Drivers Medical SMART form, and the patient’s primary practitioner is not
seeing the patient, you can change the practitioner name on the SMART form. You change the
practitioner name after you select the SMART form, but before you open the form by double-

clicking it or clicking Send and Close.

To change the practitioner name on SMART forms:

1. Find and click the SMART form you want to open. See Step 1 to Step 3 in “Opening

SMART forms” on page 307.

2. Inthe right pane, click the SMART Form Data tab or the Requisition Data tab.

3. In the Provider drop-down list, click the practitioner with whom the patient has an

appointment,
Document Keywords Favourites Filter
Filter: Lab Requisition Preview | Reguisition Data

lame Patient L, Jodi 1

- Order Sets

Provider 5, Janna -
- LB
- Chinook Appointrnent
(&) Under 50 DM-Lab Reg-ABCHHR peferral

- Requisitions
- AE
- Calgary
'f.:l Bio Genetics Lab Reg-&E Cg

() Lab Req - CLS (REQO01Z) 1pg
(i) Lab Req- (LS (REQE012) 2pg

(i) Under 50 HTNEDM-Lab Req-ABC
(&) Under 50 HTH-Lab Req-ABCHHR &
(i) Under 50 MMP-Lab Reg-aBChHR:

J:J ECG Req - Calgary Lab Services

Consultant
CC Provider 1
CC Provider 2
Insurer

Institution

Allow Incomplete Data

X

4. Click Send and Close ( < ). The EMR opens the SMART form with the selected

practitioner populated.

Completing SMART forms

To complete a SMART form:
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1. Open the form. See “Opening SMART forms” on page 307. The EMR opens the SMART
form in Microsoft Word, with editable check boxes and fields highlighted in grey.

IE‘ =] = HarleyBeard_Lab Req-BC_20150615_0946 - Microsoft Word | = =52
Home Insert Page Layout References Mailings Review Wiews Design Layout & @
N TA A [ A 5= s e [RR VIS | anpaceni maBbCcd! MaBbEcDA s3BoccDiE %
Faste B J U - abe X, X ab, = = = - Change )
- - — Shyles + | g Seledt ™
Clipboa... Font Paragraph Styles Editing
BRITISH Ministry of LABORATORY [CFOERING PHYSICIAN: ADDRESS, MSF PRACTITIONER NUMBER &
-
COLUMBIA | Health OdellD. Duncan, BLD. - 44444 Sl
BRITISH COLUMBIA MEDICAL ASSOCIATION REQUISITION . -
Wolf Clinic
TYellow highlighted fields must be compléted to avoid Fortests indicated in Blue Text, consult provincial 6970 Hinsdale Street
delays in specimen collection and patient processing. guidelines and protocols [ BCGuidelines ca)
Agassiz, EFOE2  BFOE
Bill to =% O mse O icec [ WorksateBC O PaTENT [ OTHER:
PRR NUMEER. ICEC J TorkSateEC ¢ ROMP HUMEEF: LOGUNM FOR. PHYSICIEN:
9999688967
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2. Select any check boxes you want, and enter text into fields highlighted in grey.

Note: You cannot edit text or other items on the form that are not highlighted in
» grey. For example, you cannot edit a patient's address on the SMART form. You
must edit the address in the Patient Maintenance window.

3. To save the form, click Save ( H), or press Ctrl + S. The EMR saves the completed
SMART form in the Documents area of the patient's Medical Summary.

4. To print or fax the form:

a) In the Microsoft Word menu, click File > Print. Microsoft Word displays the print
properties window.

b) In the printer drop-down list, click the print or fax machine you want.
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=

c) Click Print ( Frint ),

Referencing previously completed SMART forms

After you complete and save a SMART form, the EMR saves the SMART form in the patient’s
chart. You can reference or reprint the form as needed.

To view a previously completed SMART form for a patient:

1. Open the patient's Medical Summary. See “Opening a patient's Medical Summary” on page
163.

2. Click the Documents tab. The EMR displays a complete list of all of a patient's documents
and SMART forms.

3. Inthe Search field, enter a word that you know is in the SMART form’s name, (for example,
“lab”). The EMR filters the list to display only documents and SMART forms that contain the
search term.

| [E=1 | EOH b

Test, Father Forn 20-Jun-1980 (34) Sex M PHN l

¥ a1 wnter: Mone Status  Long Term Care Pa. =i
Home address Home  (403) 999-55353 BM 212 2d Fri Dana Know-Four, D lﬁ
1234 Frist Street, Cedt @ Weinht B5kg 2 Fam —
Calgary AB TSR4ESWN iork EF 120080 2d Ref

[0t Unrev. Docs @ 3Rules | & Messages L 10Follow Ups # Mo Waccinations

A 1 al
= | Prirt Chart 55| Custom Report J Request Chart @_, Change Log I‘: »| MetCare

| Current Hx | Past Hx | Personal Hx I Camrmunication

T
Imvest\gatmn5| Documents| Referrals |

[0 Hicle SMART Forms Document Type el L=

07-Mar-2014 Reviewed

18-Apr-2013  Reviewed Lab Req-AB Cg

Lab Req-AB Cg (2

[+ Search  lleb aND [«] Publish to Portal

“iew Document Properties

07-Mar-2014
TG 18-Apr-2013

4. In the filtered Documents list, double-click the form you want. The EMR opens the SMART
form in Microsoft Word.

&

Tip: At this point, you can add to or edit information in the SMART form if needed.
If you save your changes, the previous version is overwritten in the patient’s
Documents.

Note: If the practitioner has an eSignature on the form, the form is saved in the
Documents tab as an un-editable PDF. You therefore cannot edit forms
that contain eSignatures.

5. To print the form:

a) On the Microsoft Windows menu, click File > Print. Microsoft Word displays the print
properties window.
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b) In the printer drop-down list, click the print or fax machine you want.

=

a) Click Print ( ).

SMART form favourites

Wolf EMR contains hundreds of SMART forms. With so many forms, it can be difficult to find the
form you want. To make common SMART forms easy to find, designate these SMART forms as
favourites. Favourite SMART forms display at the top of your SMART forms list. You can also
open favourite SMART forms using the Favourite Requisition option on the SMART menu.

You can add SMART forms to or remove SMART forms from your favourite’s list when you open
SMART forms for patients (via the Send to SMART form window).

Note: If you remove a Clinic Favourite from your favourites list, the SMART form will
» still display on the favourites list of other users in the clinic.

To add a SMART form to or remove a SMART form from your favourites list:

1. Open the Send to SMART form window and then, in the left pane, click the form. See Step
1 to Step 3 in “Opening SMART forms” on page 307.

2. At the top of the window, click one of the following options:

= Add to Favourites ( ot )
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Remove from Favourites ( - © )

Tip: You can also add and remove SMART form favourites without having to open
a SMART form for a patient (via the Wolf EMR Maintenance):

1. On the Wolf EMR Launch page, click the Maintenance tab.

2. Click Configure My SMART Forms ( a). The EMR displays the Configure
My SMART Forms window, with a list of available SMART forms displayed in the
left column,

3. Click the form, and then click Add to Favourites ( v ) or Remove from

Favourites ( © )

Using your favourite SMART forms
To use a favourite SMART form:

1. On any window related to a patient’s record (for example, the Medical Summary window or
Vital Entry window), right-click and then, in the SMART menu, hover your cursor over
Favourite Requisition. The EMR displays a list of your Favourite SMART forms.
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IHR

SMART Forms
ke QuickEnkry

Hﬂu Mew Requisition

3y Sex M PHN
Statns Long Ten

P Dana Knowe-Four, bO
Faks

Ref

Mo Yaccinations

| Favourite Requisition

01 Reg-Pureform-ab g

Fawourite Order Set

Mew Referral

= Mew Yaccination
2l Mew Message
Ell i
Mew Fallow-
Lal B e Follow-up

H Mew allergy

Ol Reg-RCAssoc-Ab Cg
Gyne Cyio Req-AB Cg
Micro Reg-AB Cg

MRI Req-AE g

Ulkrasound Req-Suntidge-AE Cg

Yirology Reg-a6 Coy

2. Click the form that you want. The EMR opens the form in Microsoft Word.

3. Complete and print the form. See “Completing SMART forms” on page 310.

in the Send to SMART Form window.

Q Tip: Your favourite SMART forms also display at the top of your SMART forms list

Hiding SMART forms

I there are forms in your clinic’s list of SMART forms that you know you will never use (for

example, forms from another region), you can hide those forms from your list. In hiding these
forms, it becomes easier to find forms that you do use.

To hide a SMART form:

1. On the Wolf EMR Launch page, click the Maintenance tab.
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2. Click Configure My SMART Forms ( L ). The EMR displays the Configure My SMART
Forms window, with a list of available SMART forms displayed in the left column.

o Ed Configure My SMART Forms = o 4
[[El= Configure SMART Farms “>
#
=] | =3
Use Clinic Add ko Remove from Filker Manage

Defaults Documents Signature

Configure

Marme +  Enabled Cliric Ena...  Favou | SMART Farm Preview

b ~  iFavourites

(L) DI Req-EFW-AE Cg

(i) DI Req-Mayfair-aE Cg
'\';(I DI Reqg-Pureform-AE Cg
(&) Ped LS Req-EFW-AB Cg
() schoal Absence
Diagnostic Tools

Mo SMART Form selected
Forms

Letters
Order Sets
Requisitions

S ESENESENES

Special Authority Forms

3. If your list of forms is extensive and you cannot find the form you want:

a) Click Filter Documents ( - ). The EMR displays a Filter field above your SMART
form list.

b) Inthe Filter field, enter a search term. (For example, “MRI".) The EMR filters the SMART
form list to display only SMART forms containing your search term.

4. In the filtered SMART forms list, click the form you want. The EMR previews the form in the
right pane.

5. Inthe list of SMART forms, beside the SMART form you want to hide, clear the check box in
the Enabled column.

6. When you are finished hiding SMART forms, click Close ( X ).

SMART forms, you can enable the SMART form by selecting the Enabled check
DoX.

Q Tip: If you later decide that you want the SMART form to display on your list of
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Order Sets

It you fill out certain requisition forms with similar information for specific groups of patients (for
example, you select the same core base of lab tests for most diabetic patients), you can create
customized copies of these SMART forms with check-boxes and text fields pre-populated.

Also, if you commonly complete a set of requisition forms together, you can customize SMART
forms to combine multiple requisition forms, enabling you to open all forms together in one click.

Customized versions of SMART forms are called Order Sets. You can create as many Order
Sets as you want for one form.

Order Sets display as “house forms” (with a house icon) in your list of SMART forms.

Mame

k|- i Favourites

Central Access and Triage Form-CHAMP
CPX - Female
CPX - Male
&) CT Procedures Use Form-AE
':‘:J DI Req-Purefarm-&6 Cq
Diabetes Lab req
W) Gyne Cyto Reg-aB Cg
5} Handicap Parking Placard Form-AE
(L) Medical Exam-MyO-AE
5} Micro Reg-Dvnalife-ag (1pg)
() MRIRen-AE Cg

b Diagnostic Tools

4 Forms

Note: House forms are forms that have been created or modified by your clinic.
) These forms are not maintained or updated by TELUS Health.

When you open an Order Set SMART form for a patient, you can edit the pre-populated data as
needed before printing and saving the form.

For more information on how to create an order set, see the Wolf EMR SMART Forms User
Guide.

Using Order Sets
To use an order set:

1. On any window related to a patient’s record (for example, the Medical Summary window or
Vital Entry window), right-click and then, on the SMART menu, click one of the following
options:

m New Requisition: To view only SMART forms categorized as requisition forms.

m SMART Forms: To view all available SMART forms in your system.
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m Favourite Order Sets: To view only order set SMART forms defined as favourites.

The EMR displays the Send to SMART Form Window with a list of available SMART forms
displayed in the left column.

2. In the list of available SMART forms expand the Order Set folder, and then click the form
you want. The EMR displays your selected form on the right side of the window.

3. Complete the SMART form. See “Completing SMART forms” on page 310.

Printing patient labels

After you complete and print a requisition form, you can print a corresponding patient label for
the accompanying lalb sample or for the form itself.

You can print a patient label from the patient’'s medical record (via the SMART menu), from the
patient’s appointment, or from the Patient Maintenance window. See “Printing a patient label” on
page 43.
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Chapter 8

Clinic communications and tasks

In this chapter you leamn how to create and manage messages and tasks. Wolf EMR contains
an intra-office communication feature similar to e-mail. Using this feature, you can:

m Create messages for yourself and other clinic users
m Create follow-up tasks for yourself and other clinic users
m Manage all of your tasks and messages from a centralized location on your WorkDesk

This chapter also covers how you can manage the following tasks from the Clinical Queues
area on your WorkDesk:

m Patients you need to naotify for a follow-up appointment

m Patient Rule Matches

m Incomplete WCB Reports

m Charts you need to pull

m Patients who are overdue for a PAP/Mammogram procedures outside of guidelines

m Clinical finding notifications

Creating messages

In Wolf EMR, you create messages primarily to:

m Inform users that they have received calls from patients, patient family members, external
consultants (specialists), and so on.

m Notify clinic members of upcoming events (such as staff meetings), policy changes, and
other non-patient related notifications.

You can create a message from your WorkDesk or from a patient’s record. You can create a
message regarding a specific patient, or you can create a non-patient message.

Messages regarding patients are saved in patient records, both in the Communication tab of
the Medical Summary, and in the encounter list. The SMART patient banner also displays a
notification if a patient has any outstanding messages.
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Creating messages regarding patients
To create a message regarding a patient: (If a patient's chart is not currently open)
1. Perform one of the following actions:

If you have any window of the patient’s record open (for example, the Vital Entry window
or the Medical Summary), right-click and then, on the SMART menu, click New
Message.

If you do not have the patient's record open:
a) On the WorkDesk, in the Messages area, click Enter New Message( # ). The EMR

displays a dialog box with the following prompt: “Patient Message? - SELECT YES,
Intraoffice Message Not Related to a Patient - SELECT NO”

b) Click Yes. The EMR displays the Patient Search window.
c) Search for and select the patient.
The EMR displays the New Message window with:
The From field defaulted to Staff and your name selected in the Staff drop-down list.
The Re field defaulted to Patient.
The patients SMART Patient Banner displayed in the middle of the window..
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Mews blessage For Test, hother

Gick
n
Vessage ABIEIEIE
TO: <<All MD's>> - From- Patient Staff:
Physician C, Moses MDFRCPC * | Consultant R, Xavier El
Staff C, Cyril Family Member
Patient C, Arthur Clinic MD
e Falan
Multiple H, Chet Other
J, Raul i

Test, Mother FHIu 9990 Please Call Back

Re: [Patient | ™ ¢ ) B will Call Again
el Fosn O6-Mar-1993 (22) Sex F_tatus N For Your Information
59580 Test Court, H Fridanna 5, MD
Cilds &8 T1F OE1 o
[t et Susan M
Routine K
emenge: Important
Urgent -
Notes: QE
RESPOHSEZ Message Left
No Answer
O Completed

Best practice: Always double check the SMART Patient Banner on the
message o ensure that you selected the correct patient. Once a message is sent,
it is permanently associated with the selected patient’s chart (you cannot delete it).

Tip: If you want to view detailed information about the patient, in the middle of the
New Message window, click on the SMART patient banner. The EMR displays the
patient's Medical Summary.

2. Inthe To area, click the type of recipient you want to send the message to. The EMR
displays a list of associated users and groups.
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The following table describes the different user types available in the To list, and how they
affect the user list you can choose from:

Recipient type Result

Physician All practitioners display.
You can send a message a specific practitioner or to All MD’s.

Note: If you send a message to All MD’s, only one message is
created. After one of the recipients views and completes
the message, it disappears from all other users' message
lists.

Staff All MOAs, and other front end staff display.

You can send a message a specific staff member or to All
Employees (all staff members).

Note: If you send a message to All Employees, only one
message is created. After one of the recipients views and
completes the message, it disappears from all other users'
message lists.

Patient No user’s receive the message on their message list, so NO users
display in the list to the right. Instead, the EMR attaches the message
to the patient's Medical Summary, and any user can reference and
complete the message from there.

Tip: Use Patient as the recipient type when you are creating a
message to document calls made to patients. See “Creating a
message to document a call made to a patient” on page 328.

Note: Commonly used as “reminders” to perform tests or
treatments on, or provide council to a patient during their
next visit.
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Recipient type Result

Group

All messaging groups display.

If you send a message to a group, all users belonging to that group
can view the message. By default, after one user completes the
message, the message disappears from the message list of ALL
group members. (For example, you send a message to all MOAs to
perform a task, but you only require that one person actually
completes the task.)

If you want each user in the group to view and complete the
message individually, select the Resolve groups to individual
addresses check box. (For example, there is a staff meeting this
week and you want all clinic members to know.)

For information on how to use and create messaging groups
(security groups), see Wolf EMR Online Help.

Multiple (AB
and BC)

All practitioners and front end stalff display. Click each user you want
to send the message to.

Note: The message is sent to the selected users for each to view,
and complete individually.

Multiple (NWT))

When you click this option, the EMR displays the following:

Create a copy for each recipient check box (selected by
default): The functionality of this check box is the same as that of
the Resolve groups to individual addresses check box (when
To: “Group” is selected): if this check box is not selected, then
when any recipient marks the item as completed, it is marked as
completed for all recipients.

Address Book button: Use the Address Book to select the
recipient(s) of the message. See “Using the Address Book (NWT
only)” on page 326.

3. In the list of users and groups, click the user(s) you want to send the message to.

4. To send the message on behalf of someone else:

a) In the From list, click the type of sender for the message. The EMR displays different
fields, to the right of the From list, depending on your selection.

b) In the field to the right of the From list, specify a name or facility.
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The following table describes the From options, and case examples for each option.,

Origin type Fields displayed Purpose and case example
Patient The EMR displays a Patient Indicates that the recipient is to follow
Search window. up with the patient directly.
Search for and select the Example: A patient wants more
patient. information on diabetic programs
available in your city. You don't have
the information readily available now,
SO send you yourself a message to
provide the information to the patient
during their next visit,
Consultant The EMR displays a Indicates that the recipient is required
Consultant drop-down list. to contact a consultant.
Search for and select a Example: A consultant’s office leaves
consultant's name. you a phone message indicating that
they require a patient's diagnostic
reports before they can book an
appointment. You send a message to
yourself as a reminder to fax the
reports to the consultant’s office.
Family The EMR displays a Name Indicates that the recipient is required
member and Phone text field. to contact a patient’s family member.
Enter the family member’s Example: A practitioner sends you a
name and phone number. message, requesting that you contact
the daughter of one of their geriatric
patient’s.
Clinic MD The EMR displays a Clinic Indicates that a clinic practitioner is the
MD drop-down list. message sender, and that any replies
Select a practitioner’s name. are to be made to that sender.
Staff The EMR displays a Staff Indicates that a front end staff member
drop-down list. is the message sender, and that any
Select a front-end-staff replies are to be made to that sender.
member’'s name.
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Origin type Fields displayed Purpose and case example
Other The EMR displays a Name Indicates that the message recipient is
and Phone text field. to contact an individual or facility (that

, is not nsultant, or family member.
Enter the person’s name or $ not & consultant, or family member.)

facility and phone number. Example: You send a message to
yourself to follow up with a diagnostic
imaging centre on the status of a
report a practitioner is waiting for.

5. In the Re area, click one of the following options:
Please Call Back
Will Call Again
For Your Information
6. In the Priority list, located below the Re line, click one of the following options:
Routine: The EMR displays the message at the bottom of the recipient's message list.

Important: The EMR displays the message in the recipient’'s message list in red, with an
asterisk (*) in the first column, and lists the message above Routine messages in the list.

Urgent: The EMR displays the message in the recipient's message list in red, with an
exclamation mark (1) in the first column, and lists the message at the top of the list.

‘ Note: If you select Urgent, the EMR displays an Urgent Message pop-up window

> on the WorkDesk of the recipient. The receiver must have the WorkDesk open in
order to see the pop-up. This pop-up window re-appears about every 10 minutes
for front end staff, and every 1 minute for practitioners, until the recipient completes
the message.

message right away.

' Best practice: Mark a message as Urgent only if the recipient must address the

7. In the Message field, enter the text of your message.

8. If you have not performed any actions toward the completion of a task requested in the
message, leave the Notes, and Response fields blank.

‘ Note: The Notes and Response ficlds of the message are generally reserved for
) recipients to add notes on updates and actions they have done to complete a
task.

If you do complete actions toward the task, then you can input your actions in the
Notes and Response ficlds. The recipient can see and add to these notes.
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Ity
9. Click Save & Close ( ).

Using the Address Book (NWT only)

326

When you create a message, you can use the Address Book to specify multiple message
recipients.

To use the Address Book:

1. Start a message. See Step 1 in “Creating messages regarding patients” on page 320.

2. In the To field, click Multiple. The EMR displays the Create a copy for each recipient
check box (selected by default), and the Address Book button.

Mew Message For: &, Bmber

Message

To: Address Book F
Physician
Staff
Patient

[

| Create a copy far each recipient

[ Adeoclk Mmbar

Note: If the Create a copy for each recipient check box is selected, each
y recipient views and completes the message individually.

3. If you want the EMR to mark the message as completed for all recipients when any recipient
marks the item as completed, clear the Create a copy for each recipient check box.
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Click Address Book. The EMR displays the Address Book window with a list of all the
active staff and practitioner users.

Address Book X
Search Mame || 4
MName « Title Clinic Name Address Business Phone
B, Yanna . ‘wolf Clinic 2805 SE Knight Ca... =
C, Moses, MD FRZPC Dr Wolf Clinic 2805 SE Knight Co...
Z, Cyril D Waolf Clinic 2805 5E Knight Co...
C, Levi wolf Clinic 2805 SE Knight Co...
C, Arthur D wiolf Clinic 2805 5E Knight Co...
F, Allan W, Dr “wolf Clinic 2805 SE Knight Co...
3, Shondra Location Three MT
H, chet 1, Dr Wolf Clinic 2805 SE Knight Co...
H, Emmett Waolf Clinic 2805 5E Knight Co...
H, Zenia &. Dr wolf Clinic 2805 SE Knight Co...
1, Raul D wiolf Clinic 2805 5E Knight Co...
K, Warner M, Location Twao NT
L, Argelia, MD FRCPC D, Wwolf Clinic 2805 SE Knight Ca...
M, Terrance, MD FRZPC Dr Wolf Clinic 2805 SE Knight Co...
R, Bavier Location Five NT
5, Janna, MD PhD FRCPC Dr. wolf Clinic 2805 SE Knight Co...
5, Beata, MD, FRCPC, Pediatrician Dr. Location Three T
W, Kiera “wolf Clinic 2805 SE Knight Co...
W, Ellarae Dr Wwolf Clinic 2805 SE Knight Ca...
‘W, Mikch, MO, FRCPC, Pediatrician L, “walf Clinic 2805 3E kKnight Co,., i
1@
874 Cancel

4. (Optional) To search for a person, in the Search Name field, enter part of their name (first
or last) or other information (for example, their specialty). As you enter the text, the EMR filters
the list to display only matching recipients.

5. Specify the message recipients. Use any of the following methods:
Click a person and press Enter. Repeat for each recipient.
Double-click a person. Repeat for each recipient.

To select more than one person, hold down the Control key, click each person and then
press Enter.

To select more than one person, click the first person, hold down the Shift key, click the
last person and then press Enter.

Tip: After you select your recipients, you can click To ( e ) instead of

pressing Enter.

6. To remove a person from the recipients list, perform one of the following actions in the To
field:

Click a name and then, on your keyboard, press Delete or Backspace.
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Place your cursor to the right of the person’s name and then, on your keyboard, press
Delete or Backspace.

7. When you finish adding recipients, click OK. The EMR closes the Address Book window.

8. Complete the message. See Step 4 to Step 9 in “Creating messages regarding patients”

on page 320,
Note: If the Create a copy for each recipient check box was selected, the EMR
) displays the following dialog box:
Aftention ! %

I."'_"‘.I You have selected multiple recipients for this message.
@ Thiswill create multiple copies of the same message.
Do you wish to proceed ¢

Yes Mo

9. C(Click Yes.

Note: \When you use the “To: Multiple” option and you clear the Create a copy for each
recipient check box, the To column and field show the recipients of the message.

vi Cotter As OF 01-Lpr-201512:43

Routine Message 4

From_C L eui

To:  C, Leui; R, Xavier; Raul, ) I

emon, Jodi FH 9990234722

o C Levi; R, Xavier; Raul,J

LT .

Born D6-Mar-2003 (12) Sex FOStatus Mis
5980 SE Oriental Court, H Fridanna S, MD
Olds A8 T1F OE1 [

1 Aeil Susan M

MESSA08. Ertered by: LeviC (01-fpr-2015 12:38)

Example of a message to multiple recipients when you *clear® the "Create a copy
for each recipient” check box.

Creating a message to document a call made to a patient

Since the EMR attaches messages regarding patients to their Medical Summary, you can
create messages to document calls made to a patient (or any other tasks you completed for the
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patient). You, and other users, can then refer to these completed tasks in the patient's Medical
Summary.

Tip: You can easlly reference messages that document completed tasks in the
patient's Medical Summary under the:

Current Hx tab, in the Encounters list

Communication tab, in the Messages list

When you create the message, ensure that you select Patient as the recipient type in the To
field. After you document the call you made (or other tasks you completed), select the
Completed check box in the Response area of the message.

To create a message to document a call made to a patient:
1. Start amessage. See Step 1 in “Creating messages regarding patients” on page 320.
2. In the list of recipient types in the To field, click Patient.

3. Inthe Message, Notes and Response areas document the call you made or other tasks
you completed for the patient.

4. In the Response area, select the Completed check box.

e+
5. Click Save & Close ( ) 1o save the message to the patient's Medical Summary.

Creating a message that is not associated with a patient

To send a message that is not associated to a patient:

1. In the Messages area of your WorkDesk, click Enter New Message (il ). The EMR
displays a dialog box with the following prompt: “Patient Message”? - SELECT YES.
Intraoffice Message Not Related to a Patient - SELECT NO”

2. Click No. The EMR displays the New Message window, with:
The From field defaulted to Staff and your name in the Staff drop-down list.
The Re field defaulted to Other.

For Your Information, selected on the Re line.
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Mewe Interoffice Message ...

Message FIEIEIE

. <<All MD's>=> - . Patient 3
To: From: Staff.
Physician C, Moses MD FRCPC Consultant R, Xavier El
Staff C, Cyril Family Member
Patient C, Arthur Clinic MD
oo F,atlan
Muttiple H, Chet Other
J, Raul A
= Please Call Back
Re: Patient will Call Again
Eﬂ- For Your Information
Routine K
Important
Message: p
Urgent -

Notes: ﬁ

Response: Message Left

No Answer

O Completed

3. Inthe To area, click the type of recipient you want to send the message to. The EMR
displays a list of associated users and user groups.

4. Click the user(s) you want to send the message to. For more information, see the table in
Step 3 of “Creating messages regarding patients” on page 320. This table describes the
different user types available in the To list, and how they affect the user list you can choose
from,

5. To send the message on behalf of someone else:

a) In the From list, click the type of sender for the message. The EMR displays different
fields, to the right of the From list, depending on your selection.

b) In the field to the right of the From list, select or enter a name or facility.
6. In the Re field, leave Other selected.

7. Complete the message as you would for a patient-related message. See Step 5 to Step 9
in “Creating messages regarding patients” on page 320.
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Creating follow-up tasks

Follow-up tasks are similar to messages in how they are created and used, however, they are
created primarily to:

m Instruct or remind a staff member or practitioner to call a patient or schedule a retumn
appointment (recall).

m Serve as areminder in a patient’s record for a practitioner to talk to the patient about a
particular test result, treatment option, life style advice, or any other matter pertaining to
the patient’s health.

Note: Because follow-up tasks serve such a specific function, they have fewer
y> options than Messages do. For example:

= You cannot send follow-up tasks to several users at once to complete
individually. You can send a follow-up task only to a single user or security
group. As soon as one member of the recipient group views and completes the
task, the task disappears from the follow-up list of all group members.

m Follow-up tasks have fewer From options, than messages do. You cannot
indicate that the message is originating from a patient, family member,
consultant, or any other external source (unless you directly write it in the
Follow-up Reason field.)

To create a follow-up task:
1. Perform one of the following actions:

m If you have any window of the patient's record open (for example, the Vital Entry window
or the Medical Summary), right-click and then, on the SMART menu, click New Follow-
up.

m |f you do not have the patient’s record open:
a) On the WorkDesk, in the Follow Up Tasks area, click Enter New Follow-up (il ).
The EMR displays a dialog box with the following prompt: “Patient Follow Up?”
b) Click Yes. The EMR displays the Patient Search window.

c) Search for and select the patient.
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The EMR displays the Follow-ups window.

‘ Note: You can also start a follow-up from a message. At the top of the Message
Vg

window, click Create New Follow Up Based on Message (il).

Use case: A practitioner sends you a message to contact a patient regarding an
abnormal lab result. You call the patient, but you discover that the patient has gone
overseas for three months. On the message, you click Create New Follow Up

Based on Message (él) to create a follow-up task. You delay the due date of
the task to three months from today.

The Follow-ups window displays:
The patient's SMART patient banner.

The From option defaulted to Non-Practitioner and your name selected in the drop-
down list.

The patient's next booked appointment date/time displayed beside Next Appt.

task to ensure that you selected the correct patient. Once a follow-up task is
saved, it is permanently associated with the selected patient's chart (you cannot
delete it.)

. Best practice: Always double check the SMART patient banner on the follow-up
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Followe-ups

Test, Mother PN 9990
(. £y .
Aorn 06-Mar-1993 (22) Sex FoStatus Nia,

525980 Test Court, H Frrdanna 5, MD
Clds A8 T1F OE1 o111
54

Aet Suzan M

TO . C, Moses MD FRCPC -

= Routine ___
Practitioner C, Arthur

Staff F. Allan Urgent
Group H, Chet

J. Raul h

From:
) Practitioner Ravier R IE‘
) non -Practitioner

Fallovy-up Reazon:

Select Follove-up Date: Reminder

Date for Follow-up; 03-Feb-2016 E Patient TCI For Follow Up
Mext Appt:

Motes:

[ Faollow Up Done

Tip: If you want to view detailed information about the patient, at the top of the
Follow-ups window, click the SMART patient banner. The EMR displays the
patient's Medical Summary.

2. Inthe To area, click the type of recipient you want to send the follow-up task to. The EMR
displays a list of associated users or groups.

3. Click the user or group you want to send the follow-up to.

4. The following table describes the user types available in the To list, and how they affect the
user list you can choose from:

Recipient type Result

Practitioner All practitioners display.

Note: You can only select one practitioner.
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Recipient type Result

Staff

All MOA's, and other front end staff display.

Note: You can only select one front-end staff
member.

Group

All security groups, programed into your system.

Vg

Note: Sending a follow-up to a group

It you send a follow-up to a group, all users belonging to that group can view the
follow-up, however, once the message is completed by one user, the follow-up
disappears from the follow-up list of ALL group members.

If you want each user in the group to view and complete the task individually, then
Create a message instead. See “Creating messages” on page 319.

5. To send

the follow-up on behalf of someone else:

a) Select one of the following options:

Practitioner: If the sender is a practitioner.

Non-practitioner: If the sender is an MOA or other front end staff member.

b) In the drop-down list, select the sender.

6. In the Priority list, click one of the following options:

Routine: The EMR displays the follow-up at the bottom of the recipient’s follow-up list.

Urgent: The EMR displays the follow-up in the recipient’s message list in red, with an
exclamation mark (1) in the first column, and lists the follow-up at the top of the list.

*

Best practice: Mark a follow-up as Urgent only if the recipient must address the
follow-up right away.

7. In the Follow-up Reason area, enter the problem and reason for the follow-up.

8. If the due date is a day other than today:

a) In the first Select Follow-up Date field, enter the number of days, weeks, months, or
years when the follow-up is due.

b) Inthe Select Follow-up Date drop-down list, select either: days, weeks, months, or
years. The EMR displays the calculated date, based on the Select Follow-up Date
fields, in the Date for Follow-up field.

<

Note: You can edit the Date for Follow-up field. Click Calendar (ﬂ) and then
click the date you want.

334
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9. In the Notes area, enter notes regarding actions you have taken toward completing the
follow-up task. For example, “Informed patient during their visit that | will contact them to
book an appointment if results are abnormal”.

i+
10. Click Save & Close ( ). The follow-up displays in the recipient’s Follow-up List.

To Come In tasks

A To Come In task (also known as a Recall list) is a special type of follow-up task that
practitioners can use to order a patient to come in for a visit.

Two actions occur when a To Come In task is created:

m You (MOA/Front end staff) receive a notification to contact the patient to book an
appointment. The notification appears as a task in your patients to notify list in the
Clinical Queues area of your WorkDesk. See “Managing your Patients To Notify list” on
page 360.

m The practitioner receives a follow-up task, reminding them which topics to discuss with,
or actions to perform on the patient when they come in for the follow-up visit.

Note: The Follow Up Task also displays in the patient's SMART patient banner to
p remind the practitioner of topics to discuss or actions to perform.

As an MOA/Front end staff EMR user, you can create a To Come In type of follow-up task to
accomplish the following two actions:

m Add patients to your Patients To Notify list, as a reminder to yourself to book the
appointment.

m Create a follow-up task to remind the patient's practitioner to talk to the patient about a
particular result, advice, or treatment options.

Some common instances that you can use To Come In tasks for, include:
m Following up with a patient on an investigation result.

m Following up with a patient on an over-due preventive care text. For example, an overdue
pap smear, mammaogram, or colonoscopy.

Creating To Come In tasks
To add a patient to your Patients To Notify list, and to create a practitioner follow-up:
1. Start a follow-up task. See Step 1 in “Creating follow-up tasks” on page 331.

2. Inthe To field, click Practitioner, and then click the practitioner’'s name in the list to the right.
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3. Select the priority, reason, and due date for the follow-up. See Step 6 1o Step 8 in
“Creating follow-up tasks” on page 331.

‘ Note: Enter a due date only if the follow-up is not due today.
Y 4

4. In the_Follow-up Type list, on the right side of the follow-ups window, click Patient TCI for
Follow Up. The EMR displays additional fields in the bottom right of the window.

Followe-ups

Test, Mother PN 9990
(. £y .
Aorn 06-Mar-1993 (22) Sex FoStatus Nia,

52980 Testl Court, H Frrdanna 5, MD
Clds A8 T1F OE1 o111
54

Aet Suzan M

TO . C, Moses MD FRCPC -

= Routine ___
Practitioner C, Arthur

Staff F. Allan Urgent
Group H, Chet

J. Raul h

From:
) Practitioner Ravier R IE‘
) non -Practitioner

Fallovy-up Reazon:

Select Fallowe-up Date: E|

Date for Follow-up; 04-Feb-2016 E | Patient TCI For Follow Up |
Mext Appt:

Motes:

[ Faollow Up Done

5. In the Notes area, enter notes on actions you have taken toward completing the follow-up
task.

6. Below the Notes area, click either Routine or Urgent as the priority. The selection defaults
to the priority you set for the follow-up. The EMR displays the selected priority in your
Patients To Notify list with the TCI task.

7. In the Note area, enter notes on any actions you have already taken toward completing the
patient to notify task.

336 Wolf Front End Staff User Guide - Issue 02.05



Clinic communications and tasks

Inty
8. Click Save & Close ( ). The follow-up displays in the following locations:

= On your WorkDesk in the patients to notify list, as a notification to contact the patient to
book the appointment

m In the practitioner's Current Follow-up Tasks list

m  On the Notification bar of the patient's Medical Summary, as a reminder to the practitioner
to address the follow-up item with the patient during their appointment.

Managing your messages and follow-up tasks
You manage your messages and follow-up tasks from your WorkDesk. From here, you can:
m View your active and completed messages and follow-up tasks.
m  Update or modify your messages and follow-up tasks.
m Complete your messages and follow-up tasks.

m Redirect your messages and follow-up tasks to other users.

Viewing your messages

You can view your messages from a list ordered by due date and priority. You can also reorder
your list of messages by patient, sender, and receiver.,

If your list of messages is extensive, and you want to minimize your list to only display specific
types of messages, you can filter your list of messages, by sender, urgency, topic, and so on.

To view your messages:

1. On your WorkDesk, locate the Messages area. Your messages are listed chronologically in
the following order:

m Top: Urgent messages displayed in red, with an exclamation mark (!) in the first column.
m Middle: Important messages displayed in red, with an asterisk (*) in the fist column.

m Bottom: Routine messages.
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Xavier R
Messages Sign Out ﬂ Medical Summary ‘ @
Date Patient*To From .
! 10-Feb-2016 10:19 * R, Xavier Janna § Referrals
* 10-Feb-2016 10:19 F, Leana Beata C Referral calls to comp)
* 10-Feb-2016 10:20 H, Susanne Janna § New Referral ‘ .
29.-May- 20131222 L, Lucio Janna § = § referral appointmy
30-May-2013 1259 A, Boyd Janna S Lticatcplistony ‘ 104 referral notificat
03-Jun-2013 22:55 D, Kraig Janna 5 Incoming Referrals
12-Jun-2013 09:02 F, Leana Beata C Mo Incoming Consutts
12-Jun-2013 13:06 5, Lavonda Janna 5 Mo Declined sRefarrald
12-Jun-2013 13:07 B, Bob Janna S
12-Jun-2013 13:08 L, Katelin Janna 5 Data Entr]r Clinic Tasks
16-Jun-2013 21:21 * &l Nu!'l-Pruuiders Janna-S Incoming Results
17-Jun-2013 16251 5, Laurine Hendricks 5 Vitals Ertry ‘ 731 Investigations
4 i 3
Clinical Queues

Meray Manual Resutt j

2. In the Messages list, double-click a message. The EMR displays the Message List
window, with the selected message displayed on the right, and your full list of messages

displayed on the left.

Message List

Completed: [

Patient Message for B, Bob how ‘ T | S| g ‘ ﬂ_"‘
[¥ Signout Currert Messages For: Xavier R As Of: 10-Feb-2016 10:42

Date Patient’*To From To q

! 10-Feb-2016 10:19 *R, Xavier Janna § Routine Message 4

* 10-Feb-2016 10:19 F,Leana Beata C From: Janna S, MD PhD FRCPC

* 10-Feb-2016 10:20 H, Susanne Janna S To All Hon-Providers
29-May-2013 1222 L, Lucio Janna 5 B, Boh PHN 9996
30-May-201312:59 A, Boyd Janna § Gen BN
03-Jun-2013 22:55 D, Kraig Janna S Sorn 03-Mar-2004 (11) Sex M Slatus Nig
12-Jun-201309:02  F,Leana Beata C s loacpien 7 a0 R e, M
12-Jun-2013 13:06 5, Lavonda Janna S 14 Ret
12-Jun-2013 13:07 B, Bob Janna §
12-Jun-201313:08 L, Katelin Janna § MESSAUEe.  Entered by: Janna S, MD PHD FRCPC (12-Jun-2013 13:07)
16-Jun-2013 21:21 * All Hon-Providers Janna 5 This is a message
17-Jun-2013 16:51 5, Laurine H, Emmett
18-Jun-2013 21:23 M, Laurence Janna S
18-Jun-2013 21:26 P, Huong Janna §
18-Jun-2013 21:27 A, Refugia Janna §
19-Jun-2013 1:13 L, Jodi G, Shondra
19-Jun-2013 11:36 * All Hon-Providers Janna § Motes: Message notes
19-Jun-2013 19:00 G, Marlin Janna §
19-Jun-2013 19:07 B, Bob Janna §

Log: Completed

Message Left

Mo Answer

ReDirect...

3. To re-order your message list, click a column header. The EMR re-orders the list
alphabetically or chronologically based on the column selected.
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4. To address specific groups of messages at once, filter the messages list to display only the
messages you want to address. At the top of the Message List window, click Show Filters

Show
( Filters

Message List

Fatient WMessage for Bolden, Bob

Type
> Sent {7 Received
(e Currently Mine

Fram
() Practitioner
() Mon-Practitioner
) Person
() Consuttant
() Family Mamber
() Cther
= Any

=]

CoOoC®O| 4

Date
1 19-Jun-2013 19:07

1 19-Jun-2013 19:00

Meszage Date

To:

lessage or Notes contain text

Status  Pending [+|  Urgency  <<All=x El
Re: ) Patient () Inter office {+1 Both
MOA
Include Meszages for Groups
Show Signed Out
EXACT text [=]
Patient*To From -

Bolden, Bob
Goldberg, Marlin

12-Hou-2014 0:00

Janna Somer Schreibe..

Janna Somer Schreibe..|

The following table describes your message filter options:

Filter How to use

Select one of the following options:

Type

Sent: The EMR displays only active messages that you originally

sent.

Received: The EMR displays only active messages you received.

Currently Mine: The EMR displays only active messages that are

currently assigned to you,

). The EMR displays filtering options on the left side of the window.

Message Date

In the To field, enter a due date (using the format; DD-MMM-YYYY
H:MM). The EMR displays only messages with due dates earlier than,

or on the date entered.
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Filter How to use

Status In the Status drop-down list, click one of the following options:

<<All>>: The EMR displays all of your current and historic
messages.

Pending. The EMR displays all of your active messages
(messages not yet marked as complete.)

Complete: The EMR displays all of your historic messages
(messages that have been marked as complete.)

Urgency In the Urgency drop-down list, click one of the following options:

<<All>>: The EMR displays messages with any priority level
assigned.

Urgent: The EMR only displays messages with a priority level of
Urgent.

Important: The EMR only displays messages with a priority level of
Important.

Routine: The EMR only displays messages with a priority level of
Routine.

From In the From area, select the sender type. The EMR displays only
messages that have the same sender type defined in their From area.

The EMR also displays different drop-down lists and input fields to the
right of the From sender type options, depending on your selection.
Select and input information into these fields to filter the list even
further.

Re In the Re area, select one of the following options:

Patient. The EMR only displays messages regarding a patient.

Inter office: The EMR only displays messages that do not regard
a patient.

Both: The EMR displays both patient and non-patient related
messages.

To In the To area, select the receiver type. The EMR displays only
messages that have the save receiver type defined in their To area.

The EMR also displays different drop-down lists and input fields to the
right of the To receiver type options, depending on your selection.
Select and input information into these fields to filter the list even
further.
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Filter How to use

Include To view messages that were sent to messaging groups in which you
Messages for are a member of, select the Include Messages for Groups check
Groups DOoX.

To only view messages that were sent to you directly (not through
message groups), clear the Include Messages for Groups check
box.

Show Signed Out | To view messages that belong to an absent MOA/Front Desk user
who you covering for, select the Show Signed Out check box.

Message or To view only messages that contain specific text in either the
Notes contain Message or Notes area;
text

In the Message or Notes Contain Text field, enter a search term.

In the drop-down list to the right of the text field, click an option
describing how closely the search term must match the actual
message text.

Q Tip: You can specify multiple message list filter criteria simultaneously.

5. In the filtered message list, click a message. The EMR displays the selected message on
the right. The message list remains filtered as you select each message.

Note: Once you filter the message list, the list remains filtered until you either:
e Change the filter criteria.

Close the Message List window.

i+
6. When you finish viewing your messages, click Save & Close ( ).

Updating or modifying your messages

If you complete some action toward a message, but do not fully complete the task, you can
update the message to document the actions you take.

Also, if you do not have enough time to address a message, or receive a message that does
not pertain to you, you can redirect the message to another clinic user.

To update a message:

1. In the Messages area on your Workdesk, double-click the message you want to update.
The EMR opens the Message List window with the message displayed on the right.

2. In the Notes area, enter the steps you have taken toward completing the task.
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3. To indicate that you have called a patient, but did not talk to the patient directly, click one of
the following options:

Message Left: The EMR displays the text “Message Left: [your name](current date and
time)” in the Log area.

No Answer: The EMR displays the text "“No Answer: [your name](current date and time)”
in the Log area.

4. In the Log area, edit or enter text as necessary, to indicate your actions taken toward
completing the task.

5. Perform one of the following actions:

i+
If you are finished updating the message, click Save & Close ( ). The EMR saves

your changes to the message and the message remains in your Messages list.

If you want to send the message to another user to complete, follow the steps below:

a) At the bottom of the message, click Redirect. The EMR displays the Redirecting Patient
Message window.

b) In the To field, click the user or group you want to redirect the message to.

c) Inthe Notes area, enter any additional notes or instructions to the receiver.

It
d) Click Save & Close ( ). The EMR removes the message from your Current

Messages list, and adds the message to the receiver's Current Messages list.

Completing your messages
To complete a message:

1. Inthe Messages area on your Workdesk, double-click the message you want to complete.
The EMR opens the Message List window with the message displayed on the right.

2. Inthe Notes area, enter any notes on the steps you have taken toward completing the task.

. Completed .
3. Click Completed ( ). If the message is a group-addressed message, the

EMR displays a dialog box with the following prompt: “Completing this Message will cause
the message to NOT display for other recipients of this message. Do you still want to
Complete this message”?.”

4. To complete the message, click Yes. The EMR removes the message from your Current
Messages list. The EMR also removes the message from the Messages list of all group
members if the message was addressed to a group (without the Resolve groups to
individual Addressees check box selected).
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Viewing your follow-up tasks

Similar to messages, you can view your follow-up tasks from a list ordered by due date and
priority. You can also reorder your list of follow-up tasks by patient, sender, and receiver.

If your list of follow-up tasks is extensive, and you want to minimize your list to only display
specific types of follow-up tasks, you can filter your list of follow-up tasks, by sender, urgency,
topic, and so on.

To view your follow-up tasks:

1. On your WorkDesk, locate the Follow Up Tasks area. Your follow-up tasks are listed
chronologically in the following order:

m Top: Urgent messages displayed in red, with an exclamation mark (!) in the first column.

m Bottom: Routine messages displayed in blue.

TO-—JTOIT-ZU0TY ZTZ0 PO, TTOOTTg AT SOTTET SCITE Yitals Entry

T3 Investigati

4 LI k

Clinical Gueues|
Mewy Manual Result

Mo patients ta ng

Follow Up Tasks Sign Cut +] Mo Fle bt
Vaccination

Date Patient/*To From o (e

! 10-Feb-2016 H, Susanne R, Xavier . Mo charts to pull
) ) Group Waccination
10-Feb-2016 G, Marlin R, Xavier Mo OR Bookings
Mo patients owver
10-Feb-2016 M, Laurence R, Xavier WCH e-Forms

Mo clinical finding

Telephone/Fax {

10-Feb-2016 L, Lucio R, Xavier |

Refill Request
Mo pharmacies t
Refill Log
Mery Preventive Care
Surgical Booking )
All providers
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2. To view detailed information about a follow-up task, double-click a follow-up task. The EMR
displays the Follow-up List window, with the selected follow-up displayed on the right, and
your full list of follow-ups displayed on the left.

Follow-ups
Sh
Follov-up List Fittore ‘ b ‘ e ‘
Signed Out Current Follow Ups for = To:
Date Patient”To From To Rou"ne FD“OW Up MOA
! 05-Hov-2014 A, Amber testPhysician1 aa, MD  MOA, S
05-Hov-2014 A, Cira testPhysician1 aa, MD  MOA, Z, Raleigh i 9992
05-How-2014  Z, Raleigh testPhysician1 aa, MD “B‘om 1;-Nnu-199!l 14 S M Stetus it
05-Hov-2014 A, Kristofer testPhysician1 aa, MD MOA, 2575 SE 13th Street, H 479312364 Fri Besta S, MD
05-Hov-2014 A, Piper testPhysician1 aa, MD  MOA, Wancouverl AB MSS 8 c
05-Hov-20014 A, Jess testPhysician1 aa, MD  MOA, W fet
05-How-2014 A, Janina testPhysiciand aa, MD MOAa, Follow-up Date: 05 Hou-2014
05-Hov-2014 A, Amber MOA, MOA,
Call patient.
Last Appt: 10-Oct-2008 Mend Appt:
Mates:
Request
Patient TCI
Completed Redirect
Completed By
Completed Date:
From: testPhysician1 aa, MD
- = Create Date: 2014-How-05 10:58:52

Response log

Note (for the TCI)

Cancelled check-box

Patient Notified check-box

The additional fields for a To Come In task are;

‘ Note: If the selected follow-up originates from a To Come In task, then the EMR

» displays additional fields and check boxes. These fields and check boxes are
directly linked to the Patients to Notify task on the front end staff's WorkDesk.
Any notes and selections you make here reflect on the Patients to Notify list.

3. To re-order your Follow-up List, click a column header. The EMR re-orders the list
alphabetically or chronologically based on the column selected.

4. To address groups of follow-up tasks at once, you can search for and view only specific
types of follow-ups at a time. At the top of the Follow-ups window, click Show Filters

Show
( Filters
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). The EMR displays filtering options on the left side of the window.
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Followe-up List

Type
" Sent () Received

{#) Currently Mine

From

) Practitioner
) Mon-Practitioner

Follaw Up Date

Status PendingE Urgency  <<All=> E

<cALLz>
Showy Inactive Users

(=) Perzon
Tao
] MOA
O]
o Include Follow Ups for Groups
0 O show Signed Out
i

Date Patient*To From
1 05 How 2014 Acosta, Cira testPhysician
| 05 Hovw 2014 Acevedo, Jess testPhysiciani
1 05 How/ 2014 Abraham, Janina testPhysiciani
1 05 How/ 2014 Ziegler, Raleigh testPhysiciani
1 05 How/ 2014 Aguiar, Kristofer testPhysiciani
| 05 Hovw 2014 Abernathy, Piper testPhysiciani
1 ! D5How2014 Adcock, Amber testPhysiciani
1 05 How/ 2014 Adcock, Amber MOA,

12-Hou-2014

aa, MD

aa, MD
aa, MD
aa, MD
aa, MD
aa, MD
aa, MD

[~]

To

MOA,
MOA,
MOA,
MOA,
MOA,
MOA,
MOA,

The following table describes your Follow-up List filter options:

Filter How to use

Select one of the following options:

Type

Sent: The EMR displays only active follow-up tasks that you

originally sent.

Received: The EMR displays only active follow-up tasks that you

have received.

Currently Mine: The EMR displays only active follow-up tasks

that are currently assigned to you.

Clinic communications and tasks
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Filter How to use

Follow Up Date

In the Type area, select Received or Sent.
(This enables the To field. The EMR also displays the From field.)

Type . Followy U Date
(O Sent (3 Received From: | To | 12-Hov-2014 |
) Currently Mine

Status PendingE Urgency  <<All== E

In the To field, enter a due date (using the format: DD-MMM-YYYY
H:MM). The EMR displays only follow-up tasks with due dates earlier
than, or on the date entered.

To view follow-up tasks within a range of dates: In the From field,
enter the start of the date range. In the To field, enter the end of the
date range.

From

In the From area, select the sender type. The EMR displays only
follow-up tasks that have the same sender type defined in their From
area.

The EMR also displays different drop-down lists and input fields to
the right of the From sender type options, depending on your
selection. Select and input information into these fields to filter the list
even further,

To

In the To area, select the receiver type. The EMR displays only follow-
up tasks that have the save receiver type defined in their To area.

The EMR also displays different drop-down lists and input fields to
the right of the To receiver type options, depending on your
selection. Select and input information into these fields to filter the list
even further.

Include Follow

To view follow-up tasks that were sent to groups in which you are a

Ups for Groups | member of, select the Include Follow Ups for Groups check box.
To only view follow-up tasks that were sent to you directly (not to
groups), clear the Include Follow Ups for Groups check box.

Show Signed To view follow-up tasks that are currently being viewed by and are

Out signed out by other users, select the Show Signed Out check box.

Note: You can view, but cannot complete, follow-up tasks that are
currently signed-out by other users.

Q Tip: You can specify multiple Follow-up List filter criteria simultaneously.

346
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5. In the filtered Follow-up List, click a follow-up. The EMR displays the selected follow-up on
the right. The Follow-up List remains filtered as you select each follow-up.

Note: Once you filter the Follow-up List, it remains filtered until you either:

» Change the filter criteria.

Close the Follow-up List window.

i+
6. When you finish viewing your follow-up tasks, click Save & Close ( ).

Updating or modifying your follow-up tasks

If you complete some action toward a follow-up tasks, but do not fully complete the task, you
can update the follow-up task to document the actions you take.

Also, if you do not have enough time to address a follow-up task, or receive a follow-up task
that does not pertain to you, you can redirect the follow-up task to another clinic user.

To update a follow-up task:

1. In the Follow Up Tasks area on your Workdesk, double-click the follow-up you want to
update. The EMR opens the Follow-up List window with the follow-up displayed on the right.

2. In the Notes area, enter the steps you have taken toward completing the task.

3. Perform one of the following actions:

Ity
If you are finished updating the follow-up, click Save & Close ( ). The EMR saves

your changes to the follow-up and the follow-up remains in your Follow Up Tasks list.

If you want to assign the follow-up task to another user to complete, follow the steps
below:

a) At the bottom of the follow-up, click Redirect. The EMR displays the Redirect Patient
Follow-up window.

b) Inthe To area, click the user, or group, you want to redirect the message to.

c) Inthe Notes area, enter any additional notes or instructions to the receiver.

Ity
d) Click Save & Close | ). The EMR removes the follow-up from your Follow Up

Tasks list, and adds the follow-up to the receiver's Follow-up List.

Completing your follow-up tasks

To complete your follow-up tasks:
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1. In the Follow Up Tasks area on your Workdesk, double-click the follow-up you want to
complete. The EMR opens the Follow-up List window with the follow-up displayed on the
right.

2. In the Notes area, enter the steps you have taken toward completing the task (optional.)

3. Select the Patient Notified check box (if not selected already.)

Note: A patient remains on the Front end staff's Patients to Notify list, until the
‘* Patient Notified check box is selected. If you have followed up with a patient on

a follow-up item, than there is no need for the patient to remain on the Patients to

Notify list. For this reason, always select the check box if it is not already selected.

4. Click Completed. If the follow-up is a group-addressed follow-up, the EMR displays a
dialog box with the following prompt: “Completing this task will cause the task to NOT
display for other recipients of this task. Do you still want to Complete this task?.”

5. Click Yes. The EMR removes the task from your Follow Up Tasks list. The EMR also
removes the message from the Follow-Up List of all group members if the task was
assigned to a group (without the Resolve groups to individual Addressees check box
selected).

Managing messages and follow-up tasks for a specific patient

You can view at-a-glance if a patient has any outstanding active messages or follow-up tasks.

You can also view a patient’s historic messages and follow-up tasks if you need to reference
them during a visit. If you happen to find that one of a patient's messages or follow-up tasks are
marked as complete, but should not be, then you can reactivate the message.

Viewing a patient’s active messages and follow-ups

348

From a patient's Medical Summary, you can see at-a-glance if they have any active messages
or follow-up items. You can then view, update, and complete a patient’'s messages and follow-
up tasks from the Medical Summary.

To view a patient’s active messages and follow-ups:

1. Open the patient's Medical Summary window. See “Opening a patient's Medical Summary”
on page 163.

2. To view active messages pertaining to a particular patient:

a) On the Notification bar, below the SMART Patient Banner, click # Message(s) (—)
(where # = the number of active messages for the patient). The EMR displays the
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Messages For: [Patient name} window, with a list of the patient’'s current (active)
messages on the left side of the window.

b) It the patient’s list of active messages is extensive, and you want to search for a specific
message or group of messages, click Show Filters. The EMR displays filter options
above the list of messages.

‘ Note: The filters available are the same as the filters available when you are
) viewing your full list of active messages. For tips on how to use the various list
filters, see “Viewing your messages” on page 337.

c) To view a specific message, in the patient's Current Messages list, click a message. The
EMR displays the message details on the right side of the window.

d) To update or modify a message, follow Step 2 to Step 5 in “Updating or modifying your
messages” on page 341.

e) To complete a message, follow Step 2 to Step 4 in “Completing your messages” on
page 342,

e

3. To view active follow-ups pertaining to a specific patient:

f) Click Save & Close ( ) when you are finished.

a) Below the SMART Patient Banner, on the Notification bar, click # Follow Up(s) (=)
(where # = the number of active follow-up tasks pertaining to the patient). The EMR
displays the Follow-ups for: [Patient name} window, with a list of the patient’s current
(active) follow-ups on the left side of the window.

b) If the patient’s list of active follow-up tasks is extensive, and you want to search for a
specific follow-up task or group of follow-up tasks, click Show Filters. The EMR displays
filter options above the list of follow-up tasks.

‘ Note: The filters available are the same as the filters available when you are
) viewing your full list of active follow-up tasks. For tips on how to use the various list
filters, see “Viewing your follow-up tasks” on page 343.

c) To view a specific follow-up task, in the patient's Follow-ups list, click a follow-up task.
The EMR displays the follow-up task details on the right side of the window.

d) To update or modify a follow-up task, follow Step 2 to Step 3 in “Updating or modifying
your follow-up tasks” on page 347.

e) To complete a follow-up task, follow Step 2 to Step 5 in “Completing your follow-up
tasks” on page 347.
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e

a) Click Save & Close ( ) when you are finished.

Viewing a patient’s historic messages and follow-ups
To view a patient’s historic messages and follow-ups:

1. Open the patient's Medical Summary window. “Opening a patient's Medical Summary” on
page 163

2. Click the Communications tab. The EMR displays a list of both active (incomplete) and
historic (completed) messages and follow-up tasks pertaining to the patient.

Note:
g m A C beside the date indicates the message or follow-up task is complete.

m An | beside the date indicates the message or follow-up task is incomplete.

3. To view detailed information about a patient's message:

a) In the Messages list, double-click a message. The EMR displays the Messages For
[Patient name} window, with the message open on the right and a full list of the patient’s
messages on the left,

b) If the patient’s list of messages is extensive, and you want to search for a specific
message or group of messages, click Show Filters. The EMR displays filter options
above the list of messages.

Note: The filters available are the same as the filters available when you are
p viewing your full list of active messages. For tips on how to use the various list
filters, see “Viewing your messages” on page 337.

¢

4. To view detailed information about a follow-up task:

c) Click Save & Close ( ) when you are finished

a) In the Follow Ups list, double-click a follow-up. The EMR displays the Follow-ups for
<Patient name> window, with the selected follow-up displayed on the right and a full list
of the patient’s follow-ups on the left.

b) If the patient’s list of follow-up tasks is extensive, and you want to search for a specific
follow-up task or group of follow-up tasks, click Show Filters. The EMR displays filter
options above the list of follow-ups.

viewing your full list of active follow-ups. For tips on how to use the various list
filters, see “Viewing your follow-up tasks” on page 343.

‘ Note: The filters available are the same as the filters available when you are
Vg
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e

) when you are finished

Reactivating completed messages and follow-up tasks

To reactivate a completed message or follow-up for a patient:

1. Open the patient's Medical Summary window. “Opening a patient's Medical Summary” on

page 163

2. Click the Communications tab. The EMR displays a list of both active (incomplete) and
completed messages and follow-up tasks pertaining to the patient.

Note:

g m A C beside the date indicates the message or follow-up task is complete.

m An | beside the date indicates the message or follow-up task is incomplete.

3. Inthe Messages, or Follow Ups list, double-click the completed task you want to
reactivate. The EMR displays either the Messages for [Patient name} window, or the Follow-
ups for [Patient name} window, with the selected message or follow-up task displayed on

the right.

4. If you are reactivating a message, clear the Completed check box. The EMR enables an

option for Redirect.

5. Click Redirect. The EMR displays a new message or follow-up task window with the task
details duplicated from the original message or follow-up task.

6. In the To areaq, click either the user or group you want the message or task to be assigned

to.

‘ Note: You can select your own name as a message or task recipient.
»

7. Edit or add information to any of the message or follow-up fields.

8. Click Save & Close |

e

) when you are finished.

Communicating with patients via the Patient Portal

It your clinic is set up for Patient Portal messaging, you can:

m Send messages to patients

m Delete messages that were sent to patients
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m Track if patients have viewed their messages

Sending messages to patients

To send a message to a patient via the Patient Portal:

Clinic communications and tasks

m Receive messages from patients (if practitioners redirect Patient Portal messages to you)

Any clinic user can send a message 1o a patient via the Patient Portal. VWhen you send a
message to a patient, you are indicated as the sender. You cannot send a message on behalf

of another user. You send messages to patients using the same messaging system you use to
send messages to clinic members in Wolf EMR.

When patients receive a Patient Portal message, they are notified by e-mail. Patients can then
log into the Patient Portal to view their message(s).

1. Open any window of the patient's chart (for example, the Medical Summary, or Vital Entry

window). If the patient is a Patient Portal user, the EMR displays a Patient Portal icon ('i) in

the SMART Patient Banner.

=3 Medical Summmary

A, Dorgey
own =) et E

Hame godress Haome  G24847286
5481 5 Bay Ridge Place, Cell  [536) 846-6229

Caraling AR O7J 7R3 Wiori (2400 431-6637

OB to e Mo Docs @ HoFRules (] Mo Messal

= | Print Chart =y |Custom Report u Recuest Char

Current Hx | FPast Hx | Personal Hx | Cormmunication | Investigation

Message For: <patient name> window.

2. Right-click and then, in the SMART menu, click New Message. The EMR displays the New
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3. In the To area, click Patient. The EMR displays options for publishing the message to the
Patient Portal.

Mew Message For: A, Dorsey

Cluick
Message Pt | 2 X | B
To: From: :‘"‘"’ltﬂ . Clinic. ND:
. onsultan
Physician 2 S, Janna, MWD =
Staff ™ Publish to Portal Family Member [=]
Stalf
Grou|
fMultiple [ Other
A, Dorsey = 9997 Please Call Back
Re: EEIN | JO @ Will Call Again
Other Eorn OF-Jun.1904 (21) Sew M Strtus NIA For Your Information
5481 5 Bay Ridge Face, H B24847256 Mich W, WD, FRC..
Carpine AB O7J 7X3 T (536} B46-6229
(240} 4316637
Important :
. mpo n
Message: p
Urgent -

Notes: @

REBPOHSEI Message Left

No Answer

O Compiated

‘ Note: If the Patient Portal messaging options do not display, the patient is likely not
»

set up as a Patient Portal user. Ensure the Patient Portal icon ("') is displayed in
the SMART patient banner.

4., Select the Publish to Portal check box. The EMR selects your name in the From area and
changes the From area to be unavailable for editing.

‘ Note: You cannot send messages on behalf of someone else.
Ve

5. In the Regarding field, enter the reason or subject for the message.

6. In the Message area, enter the message bodly.

G
7. Click Close & Save Message ( ). The EMR sends an e-mail to the patient indicating

that a message is available in the Patient Portal. The patient can log into the Patient Portal to
view the message. See “Viewing messages from patients” on page 355.
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Verifying that a patient has viewed a message
To verify that a patient has viewed their message:
1. Open the message:

a) Open the patient's Medical Summary.

Clinic communications and tasks

b) Click the Communications tab. The EMR displays a list of the patient's completed and

outstanding messages in the left pane.

Vg

Note: All Patient Portal messages are marked as complete as soon as they are
sent 1o a patient (as indicated by a C to the left of the message).

¢) Double-click the message. The EMR displays the Patient Message for <patient name>
window, with the selected message's details displayed in the right pane.

Messages For: Abrams, Dorsey

Showr Cluick
Patient Message for A, Dorsey Fitere [ B | ‘ = ‘ ﬂ"ll
Curreni Messages For- A, Dorsey As Of: 18-Dct-2015 1513

L. _From To z
pr— Routine Message 4
€  03-Dec-2007 1649  Mitch C Guillen, § Fram janna §, MD Ph FREPC
€ 17-Aug-2005 1500  Bosley, D All Hon-Providers T A Dorsey

A, Dorsey 900

- N L

Zorn 07-Jun-1994 (21) Sex W Stitus NIA

5481 Ridge Place, | 824847256 Fri Witch W, MD

Caroline &8 D7) 73 C (538) B4B-6229

LU (348) 4315637

Sue

Notes:

Log:

Message:

re: rash
Hi Doresey
Hope your rash is doing better today.

Enterad by Janna Schreiber, MD Phll FRCPC (16-Oct-2015 15:12)

Wessage Opened: Dorsey &, dorsey (16-0et-2015
15:13)
Email

Det-2

Completed [

Completed

nt; 1o Dorse ADmn’B, u kumar, g.com (18-
% ppliumar Bishes. cam{ Wessage Lef

5 15:12)

Pubilish ta Portal. (4 Mo Answer

2. Inthe Log area of the message, scroll down to view information on:

m When the message was sent and who sent the message

m The date and time that the message was opened

Megsage Dpened Dorsey & dorsey (16-0c-201E
15:13)

Emai Senl: to Dorsey A& Ukuman@els. com (16
-0ct-2015 15:12)

Complelzd. [#]  Publsh to Portal

Log:

=

| Completed

Message Left

4 L) ¥

Ho Answer
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Removing a message from the Patient Portal
If you send a message in error (for example, if you send a message to the wrong member of a

family), you can remove the message from the Patient Portal,
To remove a message from the Patient Portal:;
1. Open the message:
a) Open the patient's Medical Summary.
b) Click the Communications tab. The EMR displays a list of the patient's completed and

outstanding messages in the left pane.

‘ Note: All Patient Portal messages are marked as complete as soon as they are
) sent to a patient (as indicated by a C to the left of the message).

¢) Double-click the message. The EMR displays the Patient Message for <patient name>
window, with the selected message's details displayed in the right pane.

2. At the bottom of the message detail area, clear the Publish to Portal check box.

Routine Message 4
Fram: janna §, MD PhD FRCPC
To: A, Dorsey
A, Dorsey ) 8Ee2
P LY
Sorn OT-Jun-1994 (24} Sex N Stetus Ni&
5431 S Bay Ridge Place, { B24BAT2O6 Fri Witch W, MO
Cargling A8 OF) 7X3 C (536) B46-6229
11 (240) 4216637
MeSSA08.  Entered by Janna 5. MO PO FRCPC {16-Dct.2015 15:-12)
re: rash
Hi Doresey
Hope your rash iz doing better today.
Sue
Nates:
o Message Opened: Dorsey A, dorsey (16-0c-2015 -
Log: 255 5 Completed
Emad Seni: to Dorsey A, U kumarg@iels, com (16 k-
-0ct-20185 15:42) - Message Lefl
Completed [#|  Pubish to Portal % Ha Answer

ol

3. Click Close Form (

Viewing messages from patients
At this time, only practitioners can receive Patient Portal messages from patients. When they

receive a Patient Portal message, the message displays in their Wolf EMR messages list.
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It the practitioner does not want to manage messages originating from the Patient Portal, they
can redirect patient portal messages to you.

To view Patient Portal messages that were redirected from a practitioner:

1. Open your outstanding Wolf EMR messages: Open the WorkDesk, and then on the blue
banner (located at the top of the window), click # Current Messages (where # = the
number of your outstanding messages). The EMR displays the Message List window.

2. In your list of outstanding messages, click a message that contains a patient name in the
From column. The EMR displays:

m The message title: Patient Message for <patient name> at the top of the window
m The message contents in the right pane

m Patient Portal" beside Entered by:

Message List

Cuick

Patient Message for A, Dorsey Show e

Filters

EIEE

o[®

-E Signout  Current Messages For: Mitch W, WD, FRCPC, Pediatrician As Of: 16-0ct-2015 15:21
zay

Routine Message 4

From: A, Dorsay
To:  Mitch W, MD, FRCPC, Pediatrician
A, Dorsey Sr 9992

- \
Sorn OT-Jun-1994 (24) Sex N Satus WA
5481 5 Bay Ridge Place, | B2484T258
Caroline AB D7) 7X3 - (536) B46-6229

e ri 37

Fri Witch W, MD, FRC..

Message.  Entered by 4, Dorsdy (Patient Partal)

Hi Dr Janna
Thanks for your interest!
Sue

Notes:

Log: Comrgleled

|

Message Lefl

Comgletzd [ No Answer

Redireet

J

3. Perform one of the following actions:
m To redirect the message to another staff member, click ReDirect.

m To mark the message as viewed and to remove the message from your list of
outstanding messages, click Completed.

Note: If you want to send a reply to the patient, you cannot reply directly from the
> message. Instead, you must compose a new message 1o the patient. See
“Sending messages to patients” on page 352.
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Covering absent staff members’ messages and tasks

In the case that you, or another staff member is absent from the clinic (for example, for vacation
or leave) you and other staff members can easily cover the messages and tasks for the absent

person using the Sign Out feature. If you sign out another user, you automatically receive the
users:

Messages
Follow-up tasks
Electronic lab results notifications

Electronic documents notifications

Setting up coverage for users

You can Sign Out, or “cover-for”, another staff member for a defined period of time, and vice
versa. Once set up, coverage starts and ends automatically.

To set up coverage for a staff member:

1. On the WorkDesk menu, click Sign Out > Sign Out. The EMR displays the SignOut

window.
Wifolf ERR
SignOut: W | R+
Sign Ot Type
) Practitioner
{*) Mon Practitioner
User List: Sign Out Ta: Coverage Starts
BCC Master 05-Hou-2012 11:16 |
BCC Master Emmett H
Emmett H LewiC Coverage Ends
Levi C Sho_ndra G {*) Open ended
Shondra Xavier R ) Until end of dary
Xavier R
) 24 hours
B
Motes:
Coverage Histary

2. Under Sign Out Type, leave Non-Practitioner selected.
3. In the User List, click the user to be covered (the user who will be absent).

4. In the Sign Out To list, click the user who will receive the absent user’'s messages and
tasks.
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5. In the Coverage Starts area, click Open Calendar <ﬁ>_ The EMR displays a calendar.
6. On the Calendar, enter a coverage start time in the HR, MIN, and AM/PM fields.

7. Double-click the date that the coverage is to start (the first day that the user will be absent.)
The EMR populates the selected date and time into the Coverage Starts field.

8. In the Coverage Ends area, click either:

Open ended: The EMR forwards the absent user's messages to the covering user until
you manually end the coverage.

Until end of day: The EMR forwards the absent user's messages to the covering user
until the end of the Coverage Starts date.

24 hours: The EMR forwards the absent user's messages to the covering user for 24
hours after the Coverage Starts date and time.

Open Calendar (g): The EMR displays a calendar. On the Calendar, enter a coverage
start time in the HR, MIN, and AM/PM fields. Double-click the date that the coverage is
to start (the first day that the user will be absent.) The EMR populates the selected date
and time into the Coverage Ends field.

9. In the Notes field, enter any notes regarding the coverage.

e

10. Click Save & Close (

Identifying coverage status of staff members

If you are a Signed out staff member, or are a staff member who has signed out another staff
member, you can see a natification on your WorkDesk during the time that the coverage is
active.

To identify if you are either signed-out or have signed out another staff member:

1. In the blue banner on the top of your WorkDesk, identify if either the follow text displays:

“[staff member} is signed out to you until...”: Indicates that you currently have another
staff member signed out (you are covering for another staff member.)

“Currently signed out to [staff member name] until...”: Indicates that you are signed out by
another staff member,
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“You are covering multiple persons”; Indicates that you are covering for more than one
staff member.

Tip: If you are covering for multiple users and want to view which users you are
covering for:

On the WorkDesk menu, click Sign Out > Sign Out History

Q Tip: If you want to stop covering for another user, you can delete the coverage:
On the WorkDesk menu, click Sign Out > Sign Out History. Click the line that

WK
indicates the coverage, and then click Delete Coverage ( ).

Signing in
If someone else is covering for you, you can sign in to end that coverage. After you sign in, the

person covering for you no longer receives your messages and tasks. Also, the EMR removes
the notification from their WorkDesk indicating that they are covering for you.

Tip: Coverage ends automatically if a Coverage End date is defined. However, if
you return earlier than the Coverage End date, or the Coverage End date is
open-ended, you can sign in to receive your messages and tasks,

To signin:

1. On the WorkDesk menu, click Sign Out > Sign In. The EMR displays a dialog box asking
‘Do you want to Sign In?”.

2. Click Yes.

Managing your Clinical Queues

Your WorkDesk is the communication centre between practitioners, and staff members. Not
only can you view all of your messages and follow-up tasks from your WorkDesk, but you can
also manage other tasks such as patient's to notify and charts to pull.

You can manage the following tasks from the Clinical Queues area on your WorkDesk:
Patients you need to notify for a follow-up appointment or referral
Patient Rule Matches
Incomplete WCB Reports
Charts you need to pull

Patients who are overdue for a PAP/Mammogram procedures outside of guidelines
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m Clinical finding notifications

Clinical Queues
2 patients to notify

Mo Rule Matches (level 5 found inlast 7 days. Total rule matches =0
2 Incomplete WCE Reports

& charts to pull

Mo OF Bookings to be made

Mo patients overdue for PAPMammograms procedures outside guidelines

Mo clinical finding notifications

The following sections describe how to manage these tasks from the Clinical Queues area on
your WorkDesk.,

Managing your Patients To Notify list

Your Patients To Notify list contains a list of patients who you need to notify for a follow-up
appointment or a referral. The Patients To Notify list includes patients with:

m To Come in (TCI) follow-ups

m Referrals with appointment dates

To view and manage your Patients To Notify list:

1.

On your WorkDesk, in the Clinical Queues area, click <#> patients to notify (where # =
the number of patients to notify for follow-up appointments). The EMR displays the Patients
To Notify window.

. To view only a particular practitioner’s patients, in the Practitioner drop-down list, click the

practitioner's name.

In the Type drop-down list, click one of the following options to filter the type of items in the
list:

m All: The EMR displays follow-ups and referrals.
m Referral: The EMR displays only referrals.
m Clinic (default): The EMR displays only follow-ups.

. In the Group By area, click one of the following:

m Priority (default): The EMR lists the patients by the urgency of the Follow-up or referral.

m Patient: The EMR lists the patients in alphabetical order by their last name.
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5. In the left pane, click an entry for a patient. The EMR displays the Follow Up Notification or
Referral Notification to the right.

B= 3

Fatients Ta Maotify: é

Practitioner <AHY=> IZ‘ Type Clinic IZ‘ = =

Follow Up Motification
Patiertt Mame |Urgert | Appt Dste WD | Mext Appt -
Test il Urgert DK | — -
A Cartta Urgent AL Test, Amy FH 123451;
Urgent 1] wes 2 \
-May- 5 Stabns
5 AL GroeLt i 25;; 1351 gwe: ;?;1 o " Ef'ﬁ) Tﬁ 1114 A1 Johnny Yelora, |
idi : et Stre f H - v/ dohnny Yelcro,
e fotting EE Calgary &8 12T 212 c Fam
C Lyman Rauting RA& W Rei
R Aida Routine RCP
C Krystal Routing RCP Folloyy g Due for PAPS Follow Up (Result: Ho
W Kenya Routine =DM Reaszon: Interpretation)
A Michel Raouting RCP
B Janette Routine RCP
R Mignon Routing Jab Motes:
P Tiffary Routine RCP
B Jutta Routing BH
O Penny Routing RCP Date: For Follow Up: 01-Apr-2014 Urgent
F Sue Routine EH
W Hertha Routine BH Bzt Aot
Test Amy Raouting DaD -
Devlin A D, MD _______'
Test Shaurte Routine RCP : B0k ARROTHEND
G Alzida Routine Dy
S Ruth Routine RA&,
P Cyndi Roting RA, —
= Ruth Roltine R, Custom Responze: Matification Motes:
E Artory Routine R . Due for PAPS:
Sy AR o Pt Notified | IMMEDIATE FOLLOW UP
Test Trayr Routine oD Response Log: REQUESTED
Test Frank Routine BH Message Left
Test Deta Routine =1] —_—
H Chandra Routine Jab No Answer
Y Hertha Routing BH
L Summer Routine BH [ cancelled
Test-R Investigation Routing R -
Group By
= . Guick
Priority ~ Patient e (=

6. Use the following table

to enter information into the Response Log:

Field Description

Pt Notified

Click this button to indicate that you notified the patient. The EMR
adds the following information to the Response Log: Patient
Notified (<your name>/MM/DDD/YYYY HH:MM).

Note: After you close the Patients To Notify list, the EMR
removes the patient from your Patients To Notify list.

Message Left

Click this button to indicate that you called the patient and left a
message. The EMR adds the following information to the
Response Log: Message Left (<your name>/MM/DDD/
YYYY HH:MM).

No Answer

Click this button to indicate that you called the patient, but there
was no answer. The EMR adds the following information to the
Response Log: No Answer (<your name>/MM/DDD/YYYY
HH:MM).

Custom Response

Enter a custom response specific to this entry
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Field Description
Notification Log Enter any notification notes.

Note: If the notification was entered by mistake, select the Cancelled check box.
» After you close the Patients To Notify window, the EMR removes the patient from
your Patients To Notify list.

7. To book an appointment for the selected patient;

a) In the Follow Up Notification area, click Book Appointment. The EMR opens the
Appointment Scheduler with the patient's name selected in the Patient Search area.

b) Book the patient for an appointment. See “Using patient lists (waiting lists)” on page 108.

*
8. Click Save & Close ( ﬂ ).

Printing your Patients To Notify list
To print your Patients to Notify list:

1. Open your Patients To Notify List and filter the list to display the information you want to print,
See steps Step 1 to Step 4 in “Managing your Patients To Notify list” on page 360.

2. On the top right side of the Patients to Notify List window, click Print (%).
The EMR displays the Print Patient Notification window.

o =

Wifolf Clinical Records

Print Patient Motification List ﬂj-
GIlick
Fram: 2013-Feb-27 E Print %
To: |
Update Printed List of Patients &z Matified

3. Inthe From and To fields, enter dates.
4., Select the Update Printed List of Patients as Notified check box, if required,

5. Click one of the following print options:

QAick
Quick Print (M): To print to your default printer.

Print (@ ): To specify a printer and printing options.
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e

6. Click Save & Close (

Removing a patient from your Patients To Notify list through a follow-up task

Tip: When a To Come in task (TCl) is created, the EMR creates a follow up task

Q and adds the patient to the Patients To Notify list. You can therefore remove a
patient from your Patients To Notify list either through the associated follow-up task
or through the Patients To Notify list itself.

To remove a patient from the Patients To Notify list through a follow-up task:

1. In the Follow Up Tasks area on your Workdesk, double-click the follow-up you want to
remove from your Patients To Notify list. The EMR opens the Follow-up List window with the
follow-up displayed on the right.

2. Perform one of the following actions:
m If you contacted the patient, select the Patient Notified check box.
m if the patient was added to the list in error, select the Cancelled check box.

The EMR removes the patient from your Patients To Notify list.

e

3. Click Save & Close (

Managing patient rule matches

Rules are searches that automatically trigger reminders and natifications for practitioners and
front office staff if a patient matches any rule criteria. For example, an active rule may indicate
that a patient needs a follow-up scheduled, or a patient's COM Hypertension Billing is
incomplete. You can filter the rule matches results, and then take the appropriate action,
depending on the rule match. You can learn how to create rules and manage rule matches in
follow-up training.

To manage rule matches:
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1. On your WorkDesk, in the Clinical Queues area, click <#> Rule Matches (where # = the
number of R). The EMR displays the Rule Matches window.

Rule Matches

A, Geri P 9996
Aorn 13-Jul-1971 (42) Sex F Status Nis
13595 E 75th Street, H 507818030 Fr Dorte P, MD
Balzac AB M1E 6%0 (03] 243-4311 Team
Il 9E99TET112

Fitter

Service Provider: << ALL == E| [ Include Inactive Matching Rules: << ALL == IZ|
O Showe &l Rules Save as Defaults
Wwith an upcaming appaintment in - o Days [] Rule Days Count: 7 Rule Priorities Level: 5 - Default [+ ]
Filter by Role -l =
Patient Hame Rule Text Start Action Taken Priority Role -
Pt may not have had a pap smear in the last 3 years 13-Aug-2013
A, Dominique Colon screening due 13-Aug-2013 ]
A, Jazmin Colon screening due 13-Aug-2013 5
This patient is over age 65 and has no bone density on fi 13-Aug-2013 5
A, Danica Pt may not have had a pap smear in the last 3 yvears 13-Aug-2013 5
A, Heville Colon screening due 13-Aug-2013 5
A, Lala Colon screening due 13-Aug-2013 Hew Message 5
This patient is between the ages of 50 and 69 and does r 13-Aug-2013 5
A, Martin This patient is diabetic and does not have an Alc on file i 13-Aug-2013 5
A, Stefanie This patient is between the ages of 50 and 69 and does r 13-Aug-2013 5
A, Vicente This patient is diabetic and does not have an Alc on file i 13-Aug-2013 5
This patient is over age 65 and has no bone density on fi 13-Aug-2013 5
A, Jude This patient is between the ages of 50 and 69 and does r 13-Aug-2013 5
Colon screening due 13-Aug-2013 3
A, Rodney This patient over age 65 does not have a pneumococcal v 13-Aug-2013 5
This patient is over age 65 and has no bone density on fi 13-Aug-2013 5
A, Beverlee This patient is between the ages of 50 and 69 and does r 13-Aug-2013 5
A, Laree On coumnadin and Ho 03.01H billed in last month 13-Aug-2013 5
A, Clarisa Pt qualifies for care plan as has one group A and one grc 13-Aug-2013 5
This patient is between the ages of 50 and 69 and does r 13-Aug-2013 5
Colon screening due 13-Aug-2013 5
A, Scot Colon screening due 13-Aug-2013 5
A, Hoella Colon screeninn due A3-Ann-2013 5 =

14135 hatches Found
Rule Engine Status

Rules were last processed on April 17, 2013 at 4:03 am with Mo Errors.
Rule Engine Scheduled to Run: Mightly st 340 on WY R E' under user account WOLFMEDIC AL

2. Use the following table to filter the rule match results.

Filter Description

Service Provider Select the Service Provider from the clinic.

Include Inactive Includes rule matches that have inactive service providers

Matching Rules Select the Rule that you want to match against. The pre-
defined rules are listed.

Show All Rules Show all rules with no filters applied

With an upcoming Includes only patients who have an upcoming appointment in

appointment in <x> the specified time period. Use the text field and drop-down list

<timeperiod> to specify the number of days, weeks, or months.

Rule Days Count Matches in the last 'x' number of days
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Filter Description

Rule Priorities Level | Scale of 1-9, where 1 is the highest, 5 is the default and 9 is
the lowest. You can set up priority levels using Practice Search.

Note: The selected priority filters Rule Matches by the priority
number selected and above. For example, if you
select 4, the rule matches that are displayed have
priorities 4 and above (1, 2, 3).

Filter by Role Show rules that have a specific security group/role assigned.

Rule Defaults Save the Rule Days Count and the Rule Priority Level
values as defaults for this practitioner

Note: To have these changes take effect and to appear filtered in the Rule Match
» notifications, you need to close and reopen your WorkDesk.

3. In the Rule Matches list click a rule match, and then click one of the actions in the Action
drop-down list;

Create Lab Reguisition
Create New Allergy
Create New Follow-up
Create New Message
Create New Problem
Create Rule Exemption
Refill Medications

View All Patient Rules
View Medical Summary
View Patient Overdue

“reate New Allergy [w]

The following table describes each of the rule actions.

Action Description

Create Lab Requisition Opens the Requisitions window, where you can select a
Requisition form and open a lab requisition

Create New Allergy Opens the Clinical Records window, where you can
Create an allergy for this patient

Create New Follow-up Opens the New Follow-ups window, where you can
create a follow-up

Create New Message Opens the New Message window, where you can
Create a message

Create New Problem Opens the Problems List window, where you can create
a problem
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Action Description

Create Rule Exemption Opens the Rule Exemption window, where you can
create a rule exemption

Refill Medications Opens the Prescriptions window, where you can refill
the patient's medications

View All Patient Rules Opens the Rule Matches window, where you can view
all available rule matches. This is the same window
opened for the Active Rules

View Medical Summary Opens the patient Medical Summary window

View Patient Overdue Opens the CDM Flowsheet window, where you can
search for any overdue patients.

4. The Rule Engine Status area, informs you when Rules were last processed, if there were any
errors and when the Rule engine is scheduled to run.

¢

5. Click Save & Close (

Managing incomplete WCB reports

You can see, at a glance, how many WCB reports are incomplete from the Clinical Queues
area on your WorkDesk.,

Clinical Giueues
2 patients to notify

Mo Rule Matches (level ) found inlast ¥ days. Total rule matches =0
2 Incomplete WCE Reports

& charts to pull
Mo OF Bookings to be made
Mo patierts overdue for PAPMammograms procedures autzide guidelines:

Mo clinical finding notifications

When you click the <#> Incomplete WCB Reports link, the EMR displays the WCB Manager
window with the Incomplete Reports tab open. You can then select and finish each
incomplete WCB report. See “Tracking and managing incomplete WCB Reports clinic-wide” on
page 296.
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Managing chart requests

You can see, at a glance, how many paper charts you need to pull from the Clinical Queues
area on your WorkDesk.,

Clinical Queues
2 patients to notify

Mo Rule Matches (level 5 found inlast 7 days. Total rule matches =0
2 Incomplete WCE Reports

& charts to pull
Mo OF Bookings to be made

Mo patients overdue for PAPMammograms procedures outside guidelines

Mo clinical finding notifications

When you click the <#> charts to pull link, the EMR displays the Chart Requests window. You
can use the Chart Requests window to keep track of the charts you need to pull. You can also
send a notification to a practitioner if you are unable to locate the chart.

To manage chart requests:

1. On your WorkDesk, in the Clinical Queues area, click <#> charts to pull (where # = the
number of charts to pull). The EMR displays the Chart Requests window. For each request,
you can see the patient's name, paper chart number (if your clinic files charts by number),
the patient's date of birth, and the requesting practitioner.

CHARTS

iZhan Reguests

A, Piper Unable to
Lacate Chart

Chart# QBT0OT79 CoB 15-Aug-2007 MD: Vanna B

Linahle to
A, Amber Locate Ghart | € Chart Pulled

Chart# BB51128 [oB:| 06-Hov-1992 MO testPhysician1 aa, MD

LUnahble to
J, Myles Lovate chart | ) Chart Pulled

m

Chart# 372641 C[oB| 02-Dec-2005 MD: Arthur C

LInahle to
L, Edgar Lovate Chart | €3 Chart Pulled

Chart # 998087 DoB 25-Jun-2008 MD: Chet H

i Unahle to
Z, Raleigh Locate Chat | O Chart Pulled

Chart# 821138668 C[oB:| 13-Hov-1999 WD testPhysician1 aa, MD

2. After you locate the patient's record and give it to the requesting practitioner, select Chart
Pulled beside the patient's name. The EMR will remove these patients from the Chart
Reqguest window when you close the window.
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3. Leave the Chart Requests window open and continue to pull charts and mark them as
pulled.

4. If you cannot locate a chart, click Unable to Locate Chart. The EMR displays the following
prompt: “Notify Physician that chart cannot be located”?”

5. Perform one of the following actions:

If you want to notify the practitioner, click Yes. The EMR opens a new message window
for the practitioner. The Message field contains the following text: “Unable to locate this
patient's paper chart as requested.” Click Save & Close to send the message.

If you do not want to notify the practitioner, click No and then click Save & Close to
close the Chart Requests window.

Managing overdue PAPs and mammograms

You can see, at a glance, how many patients are overdue for PAPs or mammograms from the
Clinical Queues area on your WorkDesk. \When you click the <#> Patients overdue for
PAPS/Mammograms procedures outside guidelines link, the EMR displays the Patients
Overdue for Preventive Care Tests Outside P.C. Guidelines window. From this window you can
see the recommended due date for the procedure, and you can indicate if the follow-up
procedure has been completed.

To manage overdue PAPs and mammograms:

1. On your WorkDesk, in the Clinical Queues area, click <#> Patients overdue for PAPS/
Mammograms procedures outside guidelines (where # = the number of patients with
overdue procedures). The EMR displays the Patients Overdue for Preventive Care Tests
Outside P.C. Guidelines window. You can see the patient's name, the practitioner's name,
and the patient's home and business phone numbers. The F/U Due field displays the
recommended date for a follow-up in red text. (This date is calculated based on the
healthcare guideline.) This date gives you an idea of when to book the patient’s
appointment,

Q Tip: Click the Follow-up button (@) if you want to send yourself a reminder to

book an appointment for the procedure. If you select a follow-up type of Patient
TCI for Follow Up, the EMR adds the patient to your Patients to Notify list.

2. If a follow up has been completed, select the F/U Done? check box. This patient does not
appear on the Patients Overdue for Preventive Procedures the next time you open the
Patients Overdue for Preventive Care Tests Outside P.C. Guidelines window.

¢

3. Click Save & Close |
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Managing clinical finding notifications

When practitioners, such a nurses, enter a New Manual Result and set the status of the result
as Staff To Call, the item appears as a clinical finding notification on your WorkDesk. When
you click the clinical finding notifications link, the EMR opens the Manual Results window,
with a list of patients who you need to phone to notify of test results.

To manage clinical finding notifications:

1. On your WorkDesk, in the Clinical Queues area, click <#> clinical findings notifications
(where # = the number of clinical findings). The EMR displays the Manual Results window.

2. Perform one of the following actions:

If you have called the patient and notified them of the results: Document your call in the
Patient Instructions and Callback field (for example, enter “Called patient”.

If you have not yet called the patient to notify them of the results: Click Call Patient. The
EMR opens a new Message window where you can send yourself a message as a
reminder to call the patient with the result.

e

3. Click Close Form (
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Chapter 9

Managing incoming documents

Medical reports and other documents may come to your clinic via:
= Mall

m Fax

m and/or Electronic import

When a document comes via mail or paper fax you scan the document, and then link the
document to the appropriate patient record. When a document comes via electronic fax you
view and, if needed, edit the document before you link the document to a patient record. VWhen
a document comes via electronic import , the document is automatically linked to a patient’s
record, but displays in the ordering provider's Investigations/Documents In Basket for review,

Managing incoming electronic faxes

It your clinic receives faxes electronically, you should first view and, optionally, edit the faxed
documents before you import them into the EMR. For example, faxes may be irelevant to
patients, have upside-down pages, contain cover-pages, or have information relating to more
than one patient. Using a PDF editing application (for example, Adobe Acrobat), you can edit
documents before they are linked to patients.

Best Practice: Review and edit all incoming electronic faxes before you link them
to a patient’s record.

Finding and opening electronic faxes

The location of the incoming faxes folder is unique to your clinic. Your instructor will show you
the location of your faxes folder.

The incoming electronic faxes folder typically resides on one computer in the clinic, while other
computers contain mapped drives to the faxes folder. If this is the case, to open the electronic
faxes folder, on your Desktop, click the incoming electronic faxes link (S:\Scans\Faxes).
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' Best Practices:
m Open and review all faxes before importing them into the EMR.
m Delete irrelevant electronic faxes.

m Print electronic faxes that are not related to a patient.

Scanning documents (using Fujitsu ScanSnap scanners)

Best Practice: After you scan and import documents into Wolf EMR, retain the
hard copies for 7 days following the scan date. After 7 days, you can then destroy
the hard copies.

When you scan documents using a ScanSnap scanner, the process you follow depends on
whether you are scanning single-page documents or multiple-page documents:

m Single-page documents: You place an entire pile of single-page documents into the
scanner at once. The scanner scans all the documents, and then saves each document as
a separate PDF file.

m  Multi-page documents: You can scan only one multi-page document at a time. The
scanner scans both sides of each page, and then saves the pages together as a single PDF
file. Blank pages are removed automatically.

Q Tip: Before you start scanning, divide your documents into two separate piles:
m One pile for the single-page documents

= One pile for the multi-page documents. (Attach each multi-page document with
a paperclip to keep them separated.)

Note: A one-page document with information on both sides is considered a
multi-page document.

‘ Note: If you do not have a ScanSnap scanner, follow the instructions provided by
> your [T Hardware provider.

Scanning single page documents

To scan a single-page document:
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5
1. In the lower-right corner of your desktop, click the blue Scan Snap icon ( ;) and then in
the Profile menu, click ONE FILE FOR EACH PAGE (or the equivalent: the profile name
may differ depending how your Scan Snap profiles are set up).

2. Place up to 10 single page documents in the scanner.

‘ Note: Single pages should not have content on both sides. If a page is double-
) sided, then scan the page as a multi-page document.

3. On the scanner, press the blue Scan button. Your scanned documents are saved to
S:\Scans.

Scanning a multi-page document

Tip: You do not have to flip over the pages to scan a double-sided document. The
scanner automatically scans the back pages of the document.

To scan a multi-page document:

=
1. In the lower-right corner of your desktop, click the blue Scan Snap icon ( = ), and then
click ONE FILE FOR ALL PAGES (or the equivalent: the profile name may differ depending
how your Scan Snap profiles are set up).

2. Place the multi-page document in the scanner.

3. On the scanner, press the blue Scan button. Your scanned document is saved to
S:\Scans.

Editing faxes and scans using external PDF editing applications

If you want to edit a faxed or scanned document (for example, to remove a fax cover page, or to
separate a faxed document into multiple documents) using an external PDF editing software
application (for example, Adobe Acrobat), you must open, edit and save the document from the
Scans or Faxes folder. You can then attach the document to a patient’s record in Wolf EMR.

Tip: For instructions on how to edit PDF documents using Adobe Acrobat,
download the handout for Editing faxes and scans using Adobe Acrobat.
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Linking documents

You can link electronic faxes and scanned documents to a patient’s record. You can also link
documents to a specific problem as a resource or handout. If you assign effective keywords to
documents you link to patients, you can easily identify and find the document you are looking
for in the patient's Medical Summary.

Q Tip: You can also link an identification photo to a patient’s record.

Linking documents to patient records

When you link a document to a patient record, that document becomes available under the
Documents tab in the patient's Medical Summary.

To link a document to a patient record:

1. On the Wolf EMR Launch page, click Documents ( = ). The EMR displays the
Documents window.

374 Wolf Front End Staff User Guide - Issue 02.05



Managing incoming documents

2. On the left side of the window, click a document. The EMR displays a preview of the
document.
S S

File  Wiew Minimize Fle  Maximize File  Options  Help

Attach Options

Source
52w [WCidcabuds3LIDDT Clinics DEMO_AR_EM ] fle  Edt  View Document Comments  Todls @ Citieniosk | (@) Attach To Patiert
; Attach To Problem

(‘jvv\:}\ i window - belp Patient Search
2 A B an - [% . - = Famil
B Uniink ents H oo Y ity oG -
¥ 'jJ :FL = Given
. . PHM
® ZoomIn v| 1] o] <o B1% v i@ v} [+
* @ & & ° o
X . on
Beta Test Referral 2013-11-02.xml l@
Betty Johnson Referral 2013-11-03 xml
12x_template pdf
PHC-REOD1 Pulmonary Function Lakb Reguisition (R. Apr 1i
PHC-REOD1 Pulmonary Function Lak Reguisition (R. Apr 1i
PHC-REOD1 Pulmonary Function Lak Reguistion (R. Apr 16
Wiolf Applications Shortcuts A8 - Copy (3)_1 pdf
Wiolf Applications Shortcuts A8 - Copy (3)_1_1 pdf
Wiolf Applications Shortcuts A8 - Copy (3)_1_2 pdt
Facsimile |
Atordion T
Dr. J Smith
D [LT—
don 15, 2016 Attach these Keywords
Fax rube Humber of cages. fciuding coms
(123) 456-TB90 2 -
ABC MRI Compary 2l
-
Texd starts hers
Document Type

CONFIDENTIALITY NOTICE o
m in individual or enéy o which Link to This Appt
651 1o copymaht

The cansents of this
Itis addrassad. and

oo

Link ta this Consukstion

-
Document Diate and Mote
21,59 %x27.94cm  « | FH - [ =

}'—' COptions = 1 of 1
|| Link to Service Provider
U] 55 = .-

W i alfelstailinkedDocumentsi\2016-02
Link and
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Q Tip: Editing documents from the Documents window

If you do not have an external PDF editing application, and a document is up-side-
down, in the Document’s window, you can rotate the document before you link it to
a patient’s record:

1. In the left pane, select the document you want to edit. The EMR displays the
selected document.

2. Above the document preview, click Document > Rotate Pages.

Note: From the Documents window, you cannot use any other document
editing options unless you have purchased the PDF editing software from
TELUS Health.

3. Inthe right pane, in the Attach Options area, select Attach to Patient.
4, In the Patient Search area, enter the Patient's Name, PHN, Chart #, or date of birth.
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5. In the search results, click the patient's name.

associate the document with an inactive patient, click the Advanced button to
perform an Advanced Patient Search. The Advanced Patient Search has more
options to narrow your search.

Q Tip: If there are too many patient names in the search results, or if you want to

6. Inthe Attach these Keywords drop-down list, select a keyword to describe the document,
for example ECG. You can also type a keyword in the field. You can attach a maximum of
three keywords to describe the document. See “Using keywords” on page 377.

7. In the Document Type drop-down list, select the document type.

Q Tips:
The document type helps you identify and filter documents in the patient's
record.

If you start to type the Document Type, then the EMR automatically takes you to
that area of the list.

Note: You cannot free-type a value into this field.

8. To link the document to one of the patient's upcoming visits, in the Link to This Appt drop-
down list, select the visit,

9. If the document is related to a referral (for example, a consult letter, or appointment
confirmation), in the Link to this Consultation drop-down list, select the referral.

Note: If you link a document to a referral, the referral status changes from
» Pending to Completed, and reconciles the referral,

10. In the Document Date and Note area, enter the date the document was created. Use the
format; ddmmyy or dd/mmm/yyyy.

11. To add notes about the document, click the Note icon ( @ ). The EMR displays a note
entry window. Type your notes and close the window when finished.

12. The Link to Service Provider check box is selected by default. When this check box is
selected, the EMR links the document to the patent's primary service provider. If the patient
does not have a primary service provider, or you want to link the document to another
service provider:

a) Clear the Link to Service Provider check box and then, in the drop down list below,
click the service provider who you want to link the document to.

183. In the bottom right corner of the window, perform one of the following actions:
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Click Link Only to add the document to the patient’s record and to notify the practitioner
to review the document.

Click Link and Reviewed to add the document to the patient’s record without notifying
the practitioner (typically used for scans that the practitioner has already viewed).

Using keywords

When you link a document, you use keywords to describe or categorize the document. These
keywords help identify, or “label” the document and make it easier for you to find the document
in a patient’s chart.

=3l Medical Summary EI 3
Test, Jodi T (Joe) forn 06-Mar-2003 (12) Sex B PHN 0990234722 Hﬁ
(on Jrme Mane Shatus NS
Hame address Home (1117 111-1111 BMI 33.50(999%) 3yrZm P Janna Schrelber, MD PhD FRCPC lﬁ
5950 SE Test Street, Cell  (333)333-3333 Weight BB.1kg (99.9%) 3y 2m
Olds A8 T1F OE1 ek (222) 222-2222 Heigit 142 5cm (81 6%) Syr2m Fef Susan M. Kuhn
[§§ Pending Inv. Mo Docs @ Mo FRules 5 Messages __ Mo Follow Ups # Mo vacoinations
ﬂPrin{ Chart =15| Custom Repart QRequest Chart g Change Log ﬂ MetCare
Current Hx | Past Hi | Personal Hx | Caornrmunication |—Invest\gations‘ Documents | Referrals | Obstetrics|
[ Hide SMART Forms ~ Document Type <ALL» [«] Search: &M [] Publish to Partal | View Document Properties
Date Status Document Type Keyword One Keyword Two Keyword Three  Content Type Hotes MD  Review Date -
19-Jun-2013  Reviewed Diagnostic Imagige MRI Brain and spine J55  19-Jun-2013
13-Apr-2013  Reviewed Consult Letter Heuro Clinic JSS  0F-May-2013
19-Mar-2013 Reviewed Cardiodiagnosticg Cardio Clinic JS5  1M-Apr-2013 =
13-Mar-2013  Staff Revie Diagnostic Imaginc Xray R: wrist 18-Mar-2013

Some keywords result in the document becoming available through a specific link in the EMR.
Other keywords result in an icon appearing in the EMR. The following table contains some
examples of keywords and how they affect the EMR.

Keyword Result

Prenatal Form When you link a document with the keyword Prenatal Form, the
document is available through the Patient Handouts link on the
Prenatal Record for ALL patients.

Important: Ensure that the document does not contain any patient-
specific or other confidential information.

Examples of Prenatal handouts might include dietary education or
breast feeding tips.

Prenatal US When you link a document to a patient, with the keyword Prenatal US,
the document becomes available through the Ultrasound Images link
on the Prenatal Record. You can also view the document from the
Documents tab in the Medical Summary.
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Keyword Result

IDPhoto When you link a photo to a patient with the keyword IDPhoto, a
camera icon (!I)appears in the following locations in the EMR;

Below the patient's name on the Patient tab on the Physician
WorkDesk (Patient Resources area on the SMART Patient Banner)

Below the patient's name in the Medical Summary (Patient
Resources area on the SMART Patient Banner)

Under the Documents tab in the Medical Summary

Click the camera icon to display the photo.

Medical When you link documents such as previous important paper chart
Summary information or previous medical summary information with the keyword
of Medical Summary, you can view the document from the
Documents tab on the Medical Summary.

Important: You can link many documents to the patient's Medical
Summary using this keyword although only the last linked document is
displayed by clicking the button (with a picture of an open book) that is
displayed next to the patient's name on the Patient tab on the
Physician WorkDesk.

Medical Image When you link a document to a patient's Medical Summary with the
keyword of Medical Image, the document appears on the
Investigations tab in the Medical Summary.

PAPs or When you link scanned documents of previous PAP or Mammogram
Mammogram results to a patient's Medical Summary with the keyword of either
PAPS or Mammogram, the document appears in the Preventive
Procedure Results section on the Investigations tab, in the Medical
Summary.

‘ Note: You can select a maximum of three keywords for each document or photo.
»

Best practice: Although you can free-type keywords in the Attach these

* Keywords field, try to use keywords from the drop-down list instead. This way,
documents are input with consistent descriptions and are easier to identify and
search for in patient records.
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Note: Only users with Administrative rights can add keywords to the Attach these
» Keywords drop-down list.

Linking documents to problems as resources or handouts

When you link a document to a problem, then that document is easily accessible directly from
the SOAP Form when that problem is selected in the Assessment section.

You can link a document to a problem to use as a quick resource either for the practitioner or as
a handout for the patient.

To view the document, simply click the View Linked Documents link beside the problem. You
can also print the document if you want.,

To link a document to a problem:

1. On the Wolf EMR Launch page, click Documents ( = ). The EMR displays the
Documents window.

2. Inthe left pane, click a document. The EMR displays a preview of the document.

3. In the top right comer of the window, in the Attach Options area, select Attach to
Problem. The EMR displays the Problem Search area and a Problem field.

4. In the Problem field, enter the problem that you want to link the document to, and then on
your keyboard, press Enter.

5. In the search results list, click a problem.

Tip: If there are no search results, try entering only one word to describe the
problem, or the first few letters of the problem.

6. In the Attach these Keywords drop-down list, click a keyword to describe the document,
You can also type a keyword in the field, for example Diabetes handout. You can attach a
maximum of three keywords to describe the document.

7. In the Document Type drop-down list, click a document type.

8. Inthe Document Date and Note area, enter the document's date (the date it was created).
Use the format: ddmmyy or dd/mmm/yyyy.

9. To add notes about the document, click the Note icon ( |—T ). The EMR displays a note
entry window. Type your notes and close the window when finished.

10. The Link to Service Provider check box is selected by default. When this check box is
selected, the EMR links the document to the patent's primary service provider. If the patient
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does not have a primary service provider, or you want to link the document to another

service provider:

a) Clear the Link to Service Provider check box and then, in the drop down list below,
click the service provider who you want to link the document to.

11. Click Link and Reviewed.

Viewing and modifying documents from a patient’s record

After you link a document to a patient’s record, you can view and modify the document. You
can modify the document’s properties, for example you can change the keywords or add
notes. If you add a document to a patient's Medical Summary in error, you can unlink that
document (and then link it to another patient), or you can delete the document. If you delete a
document linked to the patient’s record, you can always retrieve it from the
DeletedDocuments folder. You can also publish documents from a patient’s record to the
Patient Portal.

Viewing all documents linked to a patient

You can view documents linked to a patient from the Documents tab in the patient's Medical
Summary. To open and view a document, simply double-click a document in the list.

To view all documents linked to a patient:

1. Open the patient's Medical Summary. See “Opening a patient's Medical Summary” on page
163.

2. Click the Documents tab. The Documents tab lists all of the patient's documents.

==l Medical Surmmary EI 3
Test, Jodi T (Joe) Fori 06-Mar-2003 (12) Sex B OPHN 9990234722 hﬁ
M= [} Mext Encounter: Mone Status NS
Home address Hore (11171111111 AM 3350(9898%) 3yrZm Fri Janna Schreiber, MD PhD FRCPC Lﬁ
5080 SE Test Street, Cef  (333)333-3333 Weight  BAAkg (99.9%) 3y 2m
Olds AB T1F OE1 Work  (222) 222-2222 Helght 142.50m (316%) Syr2m Aef Busan M. Kuhn
[§i Pending Inv. hla Docs @ HoRules 5 Messages AL Ho Follow Ups # Mo Waccinations
= | Print Chart | Custom Repart Jﬁeques‘t Chart e Change Log ﬂ MetCare
| Current Hx | Past Hx | Fersanal Hix | Comrmunication Invest\gatinns‘ Documents | Referrals | Ohstetrics‘
[ Hide SMART Forms  Document Type =l L= Search anD [+] Publish to Portal | “iew Document Properties |
Date Status Document Type Keyword One Keyword Two Keyword Three  Content Type Hotes MD Review Date -
19-Jun-2013  Reviewed Diagnostic Imaginge MRI Brain and spine J55  19-Jun-2013

155 07-May-2013
455 M-Apr23 =
18-Mar-2013

13-Apr-2013  Reviewed Consult Letter Heuro Clinic
19-Mar-2013 Reviewed Cardiodiagnostice Cardio Clinic
13-Mar-2013  Staff Revie Diagnostic Imaging Xray R werist

3. Double-click the document you want to view.

Modifying a document’s properties

After you link a document to a patient's Medical Summary, you can edit the document’s
properties to do the following:
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Link the document to a referral or to an appointment
Change the date of the document

Add keywords and notes to remind you of the contents or purpose of the document as well
as make the document easier to find in the future.

Change the document type
To modify a linked document’s properties:

1. Open the patient's Medical Summary. See “Opening a patient's Medical Summary” on page
163.

2. Click the Documents tab. The Documents tab lists all of the patient’s documents.

3. Click a document, and then click View Document Properties. The EMR displays the
Document Properties window.

Docurnent Properties

Document Properties W Qe

¢ WolfData'BogusData'scrambled.txt

Link to Referral |

[+ ]

Link to Appoirtment

Diocument Date: Motes:
Document Linked: 07-har-2012
Keywords hARl E|
Keyweords E|
Keywords [=]
Document Type Dizgnostic maging E|
Review Status: Revienned
Corntert Type:
Revigw Date: 07 -Mar-2012 19:21
HLY Meszage Detailz: 2 WOT received electronically from dats sources

Lemon, Jodi
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4. Use the following table to modify the document's properties.

Field Description

Link to Referral In the Link to Referral drop-down list, click the referral that you
want 1o link the document to. The EMR marks the referral as
Completed.

Link to Appointment | In the Link to Appointment drop-down list, click the
appointment that you want to link the document to.

Document Date Enter the date the document was received.

Keywords Click a keyword from the Keywords drop-down list or type in a
keyword in the field. You can enter up to three keywords.

Document Type In the Document Type drop-down list, click a document type.
Specifying a document type helps you to identify and filter
documents in the patient’s record.

Notes Add notes to remind you of the contents or purpose of the
document,
Publish to Portal Select this check box if you want to publish the document to

the Patient Portal.

For mor information on publishing documents to the Patient
Portal, see “Publishing documents to the Patient Portal from the
Medical Summary” on page 385.
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Note: If the document was received via electronic import, the EMR displays
» additional document details and messages in the HL7 Message Details area.

Document Properties

Document Properties | R 1

\tpssqglgal.wolfden.wolfmedical.comWolfDATAWM1_AB_PRV_Sevim'LinkedDocuments'2016
-06\TextReport_20140206_000000.pdf

Link o Referral | ]
Link to Appoirtment (]
Document Date: 0B-Feb-2014 Motes:

Document Linked: 13-Jun-2016

Keywords Surgical Operation Note

Keywords Final | =

Keywords [=]

Document Type Transcription Report E]

Review Status:
Content Type:  pdf
Reviewy Date:

HL7 Message Details: Report Name: Surgical Operation Note
Report Status: Final
Facility TxnlD: 98984202
Sending Application: Excelleris
Sending Facility: TRANSPHC
Ordering Provider: MEDIC, 1AM
Copied To: MDCARE, BOB
MEDIC, AN

DOWHNSPOTO, ZEUS

You cannot modify this information.

It
5. Click Save Document Settings and Close Form | ).

Unlinking a document from a patient's record

If you want to remove a document from a patient’s record, you must unlink the document from
the patient’'s record. When you unlink a document from a patient’'s record, you have the choice
to either:

= Unlink the document and move the document to the UnlinkedDocuments folder, OR
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Unlink the document and move the document to the DeletedDocuments folder.

<

page 385.

Note: You can retrieve the document from the DeletedDocuments folder, if
necessary. See “Retrieving a document from the DeletedDocuments folder” on

To unlink a document from a patient’s record:

1. Open the patient’'s Medical Summary. See “Opening a patient's Medical Summary” on page

163.

2. Click the Documents tab. The Documents tab lists all of the patient's documents.

==l Medical Surmmary

Test, Jodi T (Joe)
{aPad

hlane

Forn 06-Mar-2003 (12)

Sex F FHN 9990234722

Status  hig

Home audress
5980 SE Test Street,
Clds AB T1F OE1

Harme (111111111
Cell  (333) 333-3333
Work  (222)222-2222

EM] 3350999%) 3vr2m
Weight BBk (99.9%) 3w 2m
Height  142.5cm (51.6%) Syr2m

FriJanna Schreiber, MD PhD FRCPC

Aef Suzan M. Kuhn

[§j Pending Inv. hloy Dioess: @ HoRules 5 Messages AL e Follow Ups # Mo Waccinations
= |Print Chart =5 | Custom Repart Jﬁequas‘t Chart | Change Log ﬂ Metcare

| Current Hx | Past Hx | Fersanal Hix | Comrmunication

[ Hide SMART Forms Document Type ETNEY

Search:

Invest\gatinns‘ DUCUFFIEmS| R’eferra\sl Ohstetrics‘

2np [+] Publish to Portal

“iew Document Properties

Date Status Document Type Keyword One Keyword Two Keyword Three  Content Type Hotes MD Review Date -
19-Jun-2013  Reviewed Diagnostic Imaginge MRI Brain and spine J55  19-Jun-2013
13-Apr-2013  Reviewed Consult Letter Heuro Clinic J55  07-May-2013
19-Mar-2013 Reviewed Cardiodiagnostice Cardio Clinic J55  M-Apr-2013 =
13-Mar-2013  Staff Revie Diagnostic Imaging Xray R werist 18-Mar-2013

3. Click a document and then click View Document Properties. The EMR displays the

Document Properties window.

4. In the Document Properties window, click Cancel Link ( o ). The EMR displays the Select

Action window with the following prompt:

Select action

Click 'Cancel' to exit

Click 'Yes' to move document to 'UnlinkedDocuments' folder
i ! % Click 'Me' to move document te 'DeletedDocuments’ folder

Cancel

5. Perform one of the following actions:

Click Yes to unlink the document and to move the document to the

UnlinkedDocuments folder.

Click No to unlink the document and to move the document to the DeletedDocuments
folder. (You can retrieve the document from the DeletedDocuments folder if necessary.
See “Retrieving a document from the DeletedDocuments folder” on page 385.)
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Retrieving a document from the DeletedDocuments folder

To retrieve a document from the DeletedDocuments folder, you simply move the document

from the DeletedDocuments folder to the UnlinkedDocuments folder. Once the document
is in the UnlinkedDocuments folder, you can link that document to a patient’s record or to a

problem.

To retrieve a document from the DeletedDocuments folder:

1. Open the DeletedDocuments folder. In most cases, the DeletedDocuments folder is
located in Wolf Lair/Data/DeletedDocuments.

2. Click the document you want to retrieve.
3. On your keyboard press Control + C to copy the document.

4. Open the UnlinkedDocuments folder. In most cases, the UnlinkedDocuments folder is
located in Wolf Lair/Data/UnlinkedDocuments.

5. On your keyboard press Control + V to paste the document into the UnlinkedDocuments
folder.

Note: Ensure that the document is in the UnlinkedDocuments folder before you
> go to the next step.

6. Go back to the DeletedDocuments folder.
7. Click the document you retrieved.

8. On your keyboard press Delete to delete the document.

Publishing documents to the Patient Portal from the Medical Summary

Documents, such as medical reports, that reside in the Documents area of a patient's Medical
Summary are not automatically published to the Patient Portal. You must select which
documents are to be published.

From a patient's Medical Summary, you can select one document or multiple documents at
once to publish to the Patient Portal.

To publish documents to the Patient Portal from the Medical Summary:

1. Open the patient's Medical Summary. See “Opening a patient's Medical Summary” on page
163.

2. Click the Documents tab.

Wolf Front End Staff User Guide - Issue 02.05 385



Managing incoming documents

3. Click Publish to Portal. The EMR displays the Publish documents to Patient Portal window
with a complete list of the patient's documents.

! Publish docurnents to Patient Portal EI@
Adcock, Amber o1 06-How-1992(22) Sex F P 9994587530
K Status
2678 W Gatling Place Home M 22,7 (72.8%) ByrZm Frimary Mitch C. Whited
Drumheller A T3P 6R3 CA call Waight 53.2 kg (41.4%) Byrzm
Wik (523) 865-9077 87 100/60 Gyr2m
Instructions Far the Provider [ MOA:
Flease select the Documents you lke to publish on the Patient Portal, You may also enter any Mokes to Patient (Max 40 Characters), Changes will be automatically saved when this form is closed.
Paortal Date - Status Document ... Keyword One  Keyword Two  Keyword Three  Content Type Motes MO Review Date Motes To Patient
» 22-Jan-2010 Reviewed scrambled M 22-Jan-2010 -
17-Apr-2009 Revigmed scrambled M 17-Apr-2009
05-Feh-2009 Reviewed scrambled T 05-Feb-200%
16-0ct-2003 Reviewed scrambled T 16-0ct-2008
17-Juk-2005 Reviewed scrambled pdf MW 20-Jul-2008
04-Jun-2008 Reviewed scrambled T 04-Jun-2003
31-Dec-2007 Reviewed serambled T 31-Dec-2007
Z5-Aug-2007 Reviewed scrambled MW 2B-Aug-2007
20-Aug-2007 Revigmed scrambled M 21-Aug-2007
01-Jun-2007 Reviewed scrambled M 01-Jun-2007
05-Feb-2007 Reviewed scrambled T 05-Feb-2007
31-Jan-2007 Reviewed scrambled T 01-Feb-2007
18-Jan-2007 Reviewed scrambled T 19-Jan-2007
08-Der-2006 Reviewed scrambled T 08-Dec-2006
Z3-Mov-2006 Reviewed scrambled T 23-Nov-2008
O&-Movy-2006 Reviewed scrambled T 07-Nov-2008
05-5ep-2006 Reviewed scrambled MW (05-5ep-2006
27-Jun-2008 Reviewed scrambled T 28-Jun-2006
15-Mary-2006 Reviewed scrambled MW 15-May-2006
01-May- 2006 Reviewed scrambled Mip 01-May-2008
25-Apr-2006 Reviewed scrambled MW 25-Apr-2006
13-5ep-2005 Reviewed scrambled scrambled M 13-5ep-2005 —

4, Inthe list of documents, select the check box beside each document you want to publish to
the Patient Portal.

5. To add notes to the patient regarding a particular document, in the Notes to Patient

column, enter your notes to the patient.

6. When you finish selecting documents, click Close ). The EMR displays a dialogue box
with the following message: “Selected document(s) have been published/updated via the
Patient Portal”.

7. Click OK.
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Managing incoming electronic investigations

In Wolf EMR, you use the Import program to import new electronic investigations and to match
unrecognized patients to investigations. Once you import electronic investigations, the ordering
providers are automatically notified to review the investigations.

As a front end staff member you cannot mark imported labs as reviewed. If a provider is
unavailable to review their investigations, you can redirect electronic investigations to other
providers in the clinic for review.

Importing iNnvestigations and reports
The following sections explain how to:
m Import investigations and reports
m  Match patients to investigations

m Manage patients added with an investigations import

Importing new investigations and reports

You can import electronic laboratory results, and other medical reports (depending on which
feeds your clinic is set up for) for all providers in your clinic at once. Following import, providers
can review and take action on received investigation results and reports.

To receive the most up-to-date results, import 3 times daily. Wolf EMR imports all electronic
investigations released since the last import.

Note: Any Wolf EMR user can download electronic investigations, no matter their
> role or security access. However, each user who downloads investigations must
be configured to do so.

Tip: Assign specific users to be responsible for manually downloading lab
investigations at similar times each day. This way you can ensure that lab
downloads occur at regular intervals.

To import new investigations and reports:
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hd

1. On the Wolf EMR Launch page, click Import( ™= ). The EMR displays a dialog box with the
following prompt: “Are you sure you would like to import new investigations at this time”?”

2. Click Yes. The EMR imports investigations and reports from all of the lab and diagnostic
imaging companies that you are set up to receive electronic imports from, and displays the
imported investigations in the Import History window.

+

Ee
T A=

Import  Hiskary  Print Copy

Import Sessions
e
i 1 files pracessed, 60 patien. ..

Lo

A Jamew
13 files processed, 99 patie. ..

A Jame W 11720z
1 files processed, 32 patients
Jame W
1 files processed, 7 patients
Jame W 117120z
9 files processed, 83 patients

i
4
A MadgeH

1 files processed, 94 patients
A Jamew 1162012
& files processed, 93 patien. ..
A& Jame W
16 files processed, 107 pati. ..
A Jamew 11jzf2012
1 files processed, 66 patien. ..
& Jame W
7 Flles processed, 102 patie. ..
A Jamew 1112012
10 files processed, 97 patie. ..
& Jame W
9 Fles processed, 100 patie. ..
A Jamew 0/30f2012
10 files processed, 74 patie. ..

1gj2012 .
Wizi2012
ez o
1jsj2012
1jzjzoz

10/31 2012

-

Import History i a h .4

Session History
£ Status
Import successfull
2 Mew Patienks: 2 o
PHM: 9033169743 Marme: TIMOTHY W
PHM: 9367930329 Mame: DARRELL M
I+ Session Information
Ertors: 0
[- Warnings: 1
Additional Information: 0
[» Physicians: 16
[+ Patient Linking {Automatic): 58

4 [ Excelleris (EXC): 1

[> Other: 8

Location: Walf Clinic

Location: Walf Clinic

The Import History window contains the following information:

m Import Sessions: A list of users who have imported investigations, and on what dates
and times those imports occurred.

m Session History: A status summary of your imports. Indicates if the current import is
successiul. Also details information on new patients added with the most recent
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investigation import, including patient names, provincial health numbers, and clinic
location (if your clinic has more than one clinic location).

Viewing investigation import information for multiple locations:

b 4

If your clinic has multiple locations, by default you see investigation import
information only for locations that you are assigned to.

To view import information for all clinic locations:

= On the Import Session header, click the down arrow icon ( . ) and then

the list of filter options, click Show All Sessions..

Edit Actions

Import Sessions - Session Hiskary

Filter by Type
4 Yesterday

: Default

-4 Jamnas wedmzsam | ¥ Defau {

: 127 files processed, 310 patient... Inwvestigations d
TCOPD g

[ Older
Transcriptions

Show Al Sessions

e

in

3. If the import contains an investigation belonging to a patient who cannot be identified in your
system, the EMR opens the Patient Match Selection Form window. This window displays

the imported patient information, and a list of possible patient matches below.

perform one of the following actions:

m To match the investigation to a patient in the Similar Patient Already On File list,
double-click the patient's name.

— Patient In Import File
Last Mame : LAB
First Marne : BOY Middle Mame : Add az Mew |
FHW : 9433863162 PHM Wer.: DOE: 10-Jun-1996 Gender: M Home Phone: 4564564561
Address : PO BOX 34, GIBSONS. BC
Similar Patients Already On File:
Most R i Total
Scare | Last Mame First Mame Middle Mame | PHM Date of Bith | Gender | o o= MEE8M I Nymber  |Home Phone | Address Location
Appointment of Visits
70 DITEST-D SaMUEL THOMAS B | 9433863162 30-5ep-1942 M a AR Location 3
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To add the patient as a new patient in your system, click Add as New.

Note: If your clinic has multiple clinic locations, the patient is automatically

‘* assigned to the ordering physician’s primary location. You can manually assign
imported patients to another location if needed. See “Managing patients added
with investigation imports” on page 391.

Once all unidentified patients are matched, the EMR displays the Import History window
once more.

4. In the Session History area of the Import History window, review the status of your import
to see if your import was successful or not.,

‘ Note: If there are any errors, the Session History window provides instructions to
y contact the Wolf EMR Support Team for further assistance.

5. To view detailed information for a previous import, in the Import Sessions area, click the
import. The EMR displays detailed information for the import in the Session History area.

Tip: If the import you want is not available in the list, click the arrow to the left of
Older. The EMR displays a complete list of previous imports.

Irnport Sessions - Session Hiskary

4 Yesterday

4 lannas Wied 525 AM
127 files processed, 310 pati...

4 Older
4 lannas 42112015
12 files processed i
4 lannas /3002015
13 files processed
4 lannas /3002015
4 Moses C 2/1712015
4 lannas 1/2/2015

6. To expand the Session History area, click History ( D). The EMR hides the Import
Sessions area.

7. To display the Import Sessions area, click History ( |]) once more,

8. When you finish reviewing the status of your import, click Close ( X ).
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Tip: If you want to view the Import History without importing investigations, you can
access the Import History window from Wolf EMR Maintenance:

m Onthe Wolf EMR Launch page, and then click the Maintenance tab, and then
click Import. History.

®O@m %

S Home Maintenance Reports
¢ 9 - 9

Impart Configure My | Configuree My Canfigure
History SMART Forms | Label Prinkers | My Defaulks

Imp... SMARTF... Printing Referrals

4l

Managing patients added with investigation imports

If new patients are added to your EMR with an investigation import (for example, if you receive
labs for patients seen by a provider in hospital), from the Import History window, you can:

m  Modify patient demographic information

Deactivate the patients

Assign the patients to a primary MD

Assign the patients to a location

Assign the patients to a care team

Change the patients’ status

Create follow-up tasks for the patients
To manage patients added with an import:
1. Open the Import History window, see “Importing investigations and reports” on page 387.

2. Inthe Import Session area, click the import you want to view and manage new patients for.
The EMR displays information for the selected import in the Session History area, including
a list of patients added to your system with the import. The list of patients includes:

= Patient names

m Provincial health numbers
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The clinic location the investigation was ordered from (displays only if your clinic has
multiple clinic locations)

=
L =

Import  Hiskory  Print Copy

Edit

Import Sessions

4 Yesterday

-

d

i) Janas Wed :25 AM
i 127 files processed, 310 patient, ..

I Older

Import History — [=]
oy
Actions
Session History
A Status
Ioport cnccecchll
i| 4 Mew Patients: 303 4
PHM: 469254114 Mame: MARK P Location: Location 3
PHM: 559264114 Mame: LORETTA P Location: Location 3
PHM: 379244114 Mame: TUXEDC P Location: Location 3
PHM: 669234114 Mame: \WEBBER P Location: Location 3
PHM: 492417014 Mame: JADEM 1 Location: Location 3
PHM: 777789009 Mame: TAYCE S  Location: Location 3
Mame: YERDEME & Location: Location 3
PHM: 100005101 Mame: JO0HMN C Location: Location 3
Marme: JEAN-LUC [+ Location: Location 3
Mame: DERECK &  Location: Location 3
PHM: 9433863162 Mame: SAMUEL T Location: Location 3
PHM: 100035114 Mame: GAERIELLE D Location: Location 3 N

3. To view or modify a patient's demographic information, double-click the patient's name. The
EMR displays the Patient Maintenance window.

4. To manage the imported patients as a group:
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a) In the Session History area, on the New Patients header, click ':k . The EMR opens
a window displaying the list of new patients.

Mews Patients - Patient List - Practice Search
File Selection Wiew
|Name |Sex |Age |Last Yisit

[ A, GAY LA F o4
[~ A, GREEN h o5
™A MARIL F o7
[~ A, PATRICK h 53
™A GL F 34
[~ B, Scott f! 72
™ B, MARGARET F E7
[~ B, LALRA F 37
[~ B, FUIZY il o5
[~ B, ROM h 72
[~ B, THERESIA F o1
[~ B, MARY F ah
7B, HASEAM il 51
[~ B, JANET F 24
[~ BLDTest, Interfacel M 55
[~ BLDTest, Interface2 |F 36
[~ B, JOSIE F o9
[~ B, HEMRY h a4
303 matching patients [hone are exenmpted).

b) Select the check box beside the patients you want to modify, or to select all patients,
click Selection > Select All.

c) In the menu, click Selection. The EMR displays a list of actions you can perform on the
selected patients.

Wolf Front End Staff User Guide - Issue 02.05 393



Managing incoming electronic investigations

d) Using the following table, select an action to perform on the selected patients.

Action Description

Add to
Followup List

To create a follow-up task for the selected patients:

1. Click Add to Followup List. The EMR displays the New Follow
Up for Selected Patients window.

Mew Follow Up for Selected Patients

Fallow Up Prablem:

Confim that this patient should remain as an active patient in the syster

Fallowup Type: Urgency: Azzigned To:
* Physician Reminder i+ Routine " Patient's Attending MD
™ Patient to Come In i Urgent * “ou

" Group

|Highest provider securﬂ

ok | Cancel |

2. Enter the following information, and then click OK:
Follow Up Problem: Enter a description for the follow up task.

Follow up Type: To assign the follow task(s) to a particular user
or to a group, click Physician Reminder, or to create a to Come
In task, click Patient to Come In.

Note: For more information on To Come In (TCI) tasks, see “To
Come In tasks” on page 335.

Urgency: Click Routine or Urgent.

Assigned To: Click the user or group the task(s) are to be

assigned to.

Assign Primary | To assign the patients a primary provider, click Assign Primary MD.
MD
Assign Care If your clinic has care teams set up in Wolf EMR, and you want to
Team assign the patients to a particular care team, click Assign Care

Team.
Update Default | If your clinic has multiple clinic locations, and you want to assign the
Location patients to a particular location, click Update Default Location.

Note: By default, patient’s are assigned to the location that their
investigations were ordered from.
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Action Description

Update Patient
Status

To update the patients’ status:

1. Click Update Patient Status. The EMR displays the Change
Patient Status for Selected Patients window.

Status:

B3 Change Patient Status for Selected Patients

I -

[l

Physician: |

Facility |

Sub Facilty |

Reazon:

L Led Lo

Start Date Discharge Date

| = |

[~ Autopsy
Motes:

Default Fee Code: Default ICD Code:

[ Reset Final Biling Date

Ok Cancel

2. In the status drop-down list, click the status.
3. Complete the remainder of the fields, and then click OK.
Note: The information required depends on the status selection.

Note: If the status you want is not available on the list, a user with
administrator authority can add statuses as needed.

Deactivate
Selected

To deactivate the selected patients, click Deactivate Selected.

Printing a list of new patients added during the current import session

You can print a list of new patients added during the current import session:
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1. Open the Import History window. See “Importing investigations and reports” on page 387

2. On the ribbon bar, click Print > Print New Patients. The EMR prints the New Patient
Summary report.

+ Ii
Es

\ D —
-4 &
Import  Hiskary | P

ink Copy  View Details § Cpen Folder

i
-

| “& Print Mew Patients
Import Sessions ion Hiskary

Redirecting electronic investigations

If a provider receives another provider's electronic investigation(s) in error, or if a provider is
covering for another provider, you can redirect investigation(s) to another (in clinic) provider.

Note: You can redirect an electronic investigation only if it has not yet been
p reviewed. If you do not see the Redirect button, the investigation has been
reviewed or was entered manually.

To redirect an electronic investigation to another provider:

1. On your WorkDesk, in the Incoming Results area, click Investigations. The EMR opens
the Investigation/Document In Basket window with a list of un-reviewed investigations
displayed. You can filter the list, for example, by provider or by patient.

2. Click the investigation, and then click Redirect. The EMR displays the Select Service
Provider window.

3. Select the provider you want to redirect the investigation to, and then click OK. The EMR:
m Moves the investigation to the selected provider's Investigation/Document In Basket.

m Populates the investigation Note field with the following message: “Redirected by <your
name> on <date>.”
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Moving an investigation to another patient’'s chart (Administrators)

If an electronic investigation is linked to the wrong patient’'s chart, you can move the
investigation to the correct patient chart.

Note:

» Only users with administrative authority in Wolf EMR can move electronic
investigation results and reports from one patient to ancther.

When you move an investigation, if the investigation is an update to a previously
received investigation, the original investigation is moved to the new patient’s
record as well.

To move an electronic investigation to another patient’s chart:

1. On your WorkDesk, in the Incoming Results area, click Investigations. The EMR opens
the Investigation/Document In Basket window with a list of un-reviewed investigations
displayed.

Tip: Using options in the left pane, you can filter the list of investigations to display
only a specific provider's or a specific patient’s investigations. You can also choose
to display investigations that have been reviewed (by clearing the New check box).

2. Click the investigation, and then click Move to Different Patient Chart.
fed=] =
Maove to Different

reler Mewy Giuick
-
Patient Chart Lah Tests % Prirt % ‘ EI‘

@ Redirect Patient Summary

Service Provider : Terrance M, MD FRCPC

r-Z01:3

The EMR displays the Patient Search window.

3. Search for and select the patient you want to move the electronic investigation to. The EMR
displays a dialog box asking for your reason for moving the investigation.

Reason: Moving Investigation to Different Patient Chart @

Please enteryour reazon(s), It is required and will oK
be included to the office message thatwill be sent -

to provider wehio is responsible for reviewing the

selected investigation or document,
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4. Enter your reason, and then click OK. The EMR:
m Moves the electronic investigation to the selected patient’s chart.

m Sends a message to you and to the ordering provider indicating that the investigation has
been moved. (The message displays in your Messages List.)
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Chapter 11

Sending and managing referrals

In this chapter you leamn how to send and manage referrals to external consultants and clinics.
When you refer a patient to an external consultant, you initiate a referral in Wolf EMR. When you
initiate a referral:

m Wolf EMR tracks where the patient is in the referral process (for example, if the referral letter
needs to be completed, or if the patient is waiting for an appointment date/time)

m You create a referral letter from the referral

You have three choices on how you create a referral letter. You can use Basic Referral, you can
use the Wolf EMR Referral Letter Composer, or you can use a SMART Form letter template.

Wolf EMR also has an eReferral feature. If your clinic has eReferral set up, you can send and
receive referrals electronically to and from other Wolf EMR clinics. When you send an eReferral,
the receiving clinic can import sections of the patient's Medical Summary that you choose to
share.

Initiating referrals

Before you create a referral letter, you initiate a referral for the patient first. When you initiate a
referral, you specify referral details such as the:

m Referral Type

m  Consultant, clinic, or facility where you are referring the patient
= Urgency of the referral

m Referral reason

The referral details you enter automatically populate the referral letter. The referral details also
help you track and manage actions you take towards a referral.

You can initiate a referral via the SMART menu, or from your WorkDesk.
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To initiate a referral:
1. Perform one of the following actions:

If you have any window of the patient's medical record open (for example, the Vital Entry
window or the Medical Summary window), right-click and then, in the SMART menu,
click New Referral.

If you don't have the patient's medical record open:

a) On your WorkDesk, in the Referrals area, click New Referral. The EMR opens the
Patient Search window.

b) Search for the patient and then double-click the patient's name.

The EMR displays the New Referral window.
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== Mews Referral 3

Test, Lar PN 9990 Cancel | Delete

o Log | G | @0 I

wee ~ Refarral | Refarral

Born 16-May-1953 (62) Sex M Status NI

342 STest Street, A [555) 555-5555 Fri Shona b

East Vancouver BC K7D 4C1 [

¥ (EEE) BEE-GEEE

Referral Type: Search: ARND E| .dnfe
|:| Search by Consuftant Last Mame only

Investigation : Manage

*Choose Consuttant H o Favourites

Massage Therapy

Medicallmeging | | _From Fevourites || | accupunciure =
Physiotherapy it il
Prysiotners By Specialty Addiction Medicine Setas
Py Allergist Primary
w Allergy & Clinical Immunology =
Add Hew Consultant

CC Recipient(s):

Urgent Add to CC
Rermove from fist
O Cancel Appt
[ SeenBefore ? haCx El
*Referral Reason:
Current
Invvestigstions:
Booking Motes:
[ Conzultant Wyill Motity Patient of Appointment:
Appt DatedTime: [ MSP Referral Sent Use Medical Hx
Enter Text of Letter: @5
LETTER COMPLETED
[ Letter [ Edited
[ Dictated [ Prirted
O Typed O Sent
Send to SMART Form Compose § Print
Keywvords: [=] Save and Link File
Guick
Keywvords: [=] Open Document B ‘ B PL:::d =] ‘
Keywords: El htark Lz Reviewed

Linked Documents:

Reconcile Date: E

Disposition
Foutcome:

I a visit note has been created for the patient today, the EMR also displays a dialogue box
with the following prompt: “Use current visit record to build referral letter?”

2. Perform one of the following actions:
To include today’s visit notes in the referral letter, click Yes.

To start a blank referral, click No.
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3. In the Referral Type list, click the type that best describes what the referral is for. The
selection defaults to Consultation.

‘ Note: Based on the Referral Type you select, the EMR filters the consultant list to
p display only consultants categorized under the selected type.

Q Want more Referral Type options?

Users with administrative authority can add, modify, or delete referral types.

To add referral types:

o
1. On the Wolf EMR Launch page, click Configuration ( @ ).

2. On the Configuration menu, click View > Physicians /Service Providers >
Referral Types. The EMR displays the Referral Types Maintenance window.

4. Search for and select a consultant using the Search field, or categorized consultants list:
To search for a consultant using the Search field:

a) In the Search field, enter the consultant’s last name, or to see a list of consultants for a
specific specialty, enter the specialty.

b) To add additional search criteria, press the Space bar, and then enter the consultant’s
first name, specialty, practitioner number, or city (municipality).

C) If you are searching based on a consultants last name only, below the Search field,
select the Search by Last Name only check box. In the search results, the EMR
includes only consultants with matching last names.

Q Tip: You can set the Search by Last Name only check box to be selected by
default:

1. On the WorkDesk menu, click Configure > Configure Workdesk (<7 ).
2. Click the Referrals tab.

3. Beside Search for Consultant Last Name only, clear the Apply clinic
Setting check box, and then select the User Setting check box.

d) Inthe drop-down list to the right of the Search field, click one of the following options:
To search for consultants that contain ALL keywords you enter, click AND.

To search for consultants that contain ANY of the keywords you enter, click OR.
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Search:

*Choose Consultant
From Favourites
By Specialty
By Hame

Add Hew Consultant |

Pediatric Vancouwver

[ Search by Conzuttant Last Mame anly

, Davicd F.

John

Laura

, Clementine PAEDIATRICS

. Stephen QORTHO - PEDIATRIC
, Peter

— = = N

CC Recinierti=s

AN [+] _infa

Mansge
» Fawourites

A A

Set as
Primary

e) Inthe list of matching consultants, click the consultant you want.

To search for a consultant using the categorized consultants list;

a) In the Choose Consultant area, click one of the following:

From Favourites (Default): The EMR displays a list of your favourite consultants.

By Speciality: The EMR displays a list of specialties. Click the specialty you want. The
EMR displays a list of consultants for the selected specialty.

By Name: The EMR displays the entire consultants list in alphabetical order.

Add New Consultant: The EMR displays the Enter New Consultant window. See
*Adding a new consultant when you are creating a referral” on page 433.)

Q Tip: You can set what option is selected by default in the Choose Consultant
area;

1. On the WorkDesk menu, click Configure > Configure Workdesk ( )
2. Click the Referrals tab.

3. Beside Default view of Consultants, clear the Apply clinic Setting check
box and then, in the User Setting drop-down list, select the option you want.

b) In the resulting consultants list, click the consultant you want.

later time.

Q What if | don’t know what consultant is available?

If you do not know the consultant you want (for example, if you do not know which
specialists are available), you can instead select a generic specialist. Search for
and select “Next Available Specialist”.

You, or another staff member, can change the consultant's name in the referral at a
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Tip: If there are notes entered for a consultant (for example, if there are notes on
booking procedures for a specific consultant), you can view these notes from the
list of consultants. To view consultant notes:

In the list of consultants, click the consultant, and then hover your cursor over
the consultant's name. The EMR displays any notes for that consultant as a tool

tip.
A Kourosh UROLOGY -
A Susan
A, Chriztine M. ORTHO - PEDIATRIC
A& Robert
B, Callin Mote: 6-8 month wait for elective referrals LOGY
BCCH, Cardiology CARCIOLOGY i

5. To verify that you selected the correct consultant, in the top right corner of the window, click

...info. The EMR displays the Consultant Information window, with details on the consultant
you selected.

=5 Consultants

2
Consultant Information New ‘ EL"

Dr. Victoria Test Motes:
PAEDIATRICS

1111111111 MSP: 93539

Fax: 222-222-2222

ABC Paedistrics Clinic
Richimoncd BC

WER 1482 it

6. To set the selected consultant as the primary practitioner to receive the referral, click Set as
Primary. The EMR displays the consultant's name in the field below the consultant list.

Q What if | set the wrong consultant as the Primary Consultant?

If you set the wrong provider as the Primary Consultant, click another provider from
the consultants list, and then click Set as Primary again. The EMR replaces the
Primary Consultant with the new selection.

7. If applicable, enter practitioners to be CC'd on the referral letter:

a) Search for and select a consultant. See Step 4. to Step 5. .
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b) Click Add to CC. The EMR inserts the selected practitioners name in the CC

Recipient(s) area.

Tip: To save the primary consultant, ensure you click Set as Primary before you
add CC'd practitioners.

8. To define the Priority of the referral, click one of the following options:

Routine (default)

Urgent

9. Use the following table to enter information in the rest of the window:

Field/Check box Description

Seen Before?

Select this check box if the patient was seen by a practitioner
from your clinic, for the same referral reason.

Note: In the MD drop-down list, click the practitioner that the
patient saw.

MD

Important:
If the patient was not seen before, you must click the referring
practitioner's name in the MD drop-down list.

*Referral Reason

Enter the reason and/or diagnosis for the referral.

Note: This field is mandatory.

Current
Investigations

Enter any investigations you are awaiting results on (including
investigations that you have ordered today).

Booking Notes

Enter notes regarding the appointment booking. Information can
include:

Type of specialist you want to refer to (for example, “Refer to
cardiology”)

Expected wait times for booking. (for example, “Expected wait
time is 4mo”).

Note: Information entered here displays in the Notes column in
your Referral Appointments to be made list.
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Field/Check box Description

Consultant Will
Notify Patient of
Appointment

To indicate that the patient will be notified of the appointment time
from the consultant’s office, select this check box.

The EMR immediately adds an item to your Patients to Notify
list. You then know to call the patient to indicate that they can
expect a call from the consultant’s office.

Note: If this check box is selected, the patient does not display
in the Appointments to be Made list.

MSP Referral Sent

Select this check box if you want to send the referral billing to
MSP. (This is a no charge fee referral 3333.) When you save the
referral, the EMR automatically creates a bill in Biling with the
patient's name, Fee Code, and the Specialist's name to whom
the patient is referred.

Note: If you do not send the referral billing to MSP now, you can
send the referral billing to MSP later, from the Appointments To Be
Made window:

1. On your WorkDesk, click <x> referral appointments to be
made. The EMR displays the Appointments To Be Made
window.

2. In the list of referral appointments to be made, click the referral
that you want to send to MSP for biling. The EMR displays the
referral details in the right pane.

3. In the right pane, select the Billing Referral Sent check box.
The EMR displays the following prompt “Send Referral to
MSP?”

4. Click Yes.

Use Medical Hx

This check box is selected by default. When this check box is
selected, the EMR includes the patient’'s medical summary
information in the referral letter.

If you do not want to include medical summary information in the
referral letter, clear this check box.

10. If you do not want to create a referral letter at this point, under LETTER COMPLETE, select
the Letter check box. The EMR adds the patient to the practitioner’'s Letters to Write list.

11. Click Save & Close Referral (

¢
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If you did not select the MSP Referral Sent check box, the EMR displays a dialog box with
the following prompt “Send Referral to MSP?”,

12. Perform one of the following actions:

m If you want to bill MSP for the referral, click Yes. The EMR automatically creates a bill in
Billing with the patient's name, Fee Code and Specialist's name to whom the patient is
referred.

m fyou do not want ill MSP for the referral at this time, click No. The EMR closes the New
Referral window.

Creating referral letters

After you initiate a referral, you can create a referral letter directly from the New Referral window.
You can create referral letters using the following methods:

m Basic Referral: You enter the text of the letter and then print. You can include medical
summary information in the letter, but you cannot customize the content. You cannot attach
documents to the letter. (Medical summary information is included in letter, if the Use
Medical Hx check box is selected.) See “Creating a basic referral letter” on page 407.

m Referral letter Composer: Allows you to add more information from the patient's medical
summary and to attach documents to the referral letter. See “Creating a referral letter using
the Referral Letter Composer” on page 409.

m SMART Form-based Referral letter: Allows you to include a full medical profile and to
customize the referral letter. You can also format the referral letter using Microsoft Word
formatting tools. You cannot attach other files or documents to a SMART Form-based
consult letter as you can when using the Referral Letter Composer. See “SMART Form-
based referral letters” on page 419.

After you create a referral letter you can print the referral or fax the letter to the Specialist.

Note: Referrals received by Specialists have an expiration of six months. If the
> patient needs to be seen by a specialist after six months, you must send another
referral letter.

Creating a basic referral letter

When you create a basic referral letter, you can include medical summary information in the
letter, but you cannot customize the content. You cannot attach documents to the letter.
(Medical summary information is included in letter, if the Use Medical Hx check box is
selected.)

To create a basic referral letter:
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1. Initiate a referral and complete the New Referral details. See “Initiating referrals” on page 399.

‘ Note: If you want to create a letter based on a previously started referral:
»

1. Open the patient's Medical Summary. See “Opening a patient's Medical
Summary” on page 163.

2. Click the Referrals tab.

3. In the patient’s list of referrals, double-click the referral you want. The EMR
opens the referral in the Existing Referral From <Date> window.

2. In the Enter Text of Letter field, enter the content of your letter.

Q Tip: If the Enter Text of Letter field is too small for your letter content:

1. Click Expand Area (g ). The EMR expands the text area and hides the lower
fields of the New Referral window.

S

2. When you finish entering your letter content, click Minimize Area (—l ). The
EMR minimizes the text area and displays the lower fields of the New Referral

window again.

3. Print the referral letter. Perform one of the following actions:

Click Quick Print to send the referral letter to your default printer or fax machine.

Click Print ( ) 1o select a specific printer or fax machine before printing.

4. Indicate the status of the referral letter. In the LETTER COMPLETED area, select one or
more of the following check boxes:

‘ Note: Most clinics (who do not have stenographers or transcriptionists) use only
) the Sent check box.

The other check boxes, for example Typed and Printed, are used to go back in
forth between the stenographer and the practitioner for review.

LETTER COMPLETED: If you have both written the letter and sent it to the consultant.

Letter: To indicate that a letter needs to be written, but has not been started or finished
yet. The EMR adds the patient to the practitioner's Letters to Write list on their
WorkDesk.

Typed: Indicates that the contents of the letter have been typed. If this check box is
selected, the EMR adds the letter to the Practitioner’s Letters to Edit list.

Printed: To indicate that you have printed the letter.
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m Sent: To indicate that you have sent the letter.

‘ Note: You can indicate the status of the referral later, from the Referrals tab in the
) patient's Medical Summary:

1. Open the patient’s referral from the Referrals tab in Medical Summary window.
(If you are not in the Medical Summary window, see “Opening a patient’s
Medical Summary” on page 163.)

2. Indicate the status of the referral letter.

e

If you did not select the MSP Referral Sent check box, the EMR displays a dialog box with
the following prompt “Send Referral to MSP?”,

5. Click Save & Close Referral (

6. Perform one of the following actions:

m Click Yes, if you want to send the referral billing to MSP. The EMR automatically creates a
bill in Billing with the patient's name, Fee Code and Specialist's name to whom the patient
is referred.

m Click No if you do not want to send the referral billing to MSP at this time. The EMR
closes the New Referral window.

Creating a referral letter using the Referral Letter Composer

The Referral Letter Composer is a letter creation tool. In the Referral Letter Composer, you enter
the basic letter message, select what medical information from the patient’s record to include,
and select what documents to attach to the referral letter. The EMR then produces a
professional letter that includes the information you selected.

To create a referral letter using the Referral Letter Composer:

1. Initiate a referral and complete the New Referral details. See “Initiating referrals” on page 399.

Note: If you want to create a letter based on a previously started referral:

g 1. Open the patient's Medical Summary. See “Opening a patient's Medical
Summary” on page 163.

2. Click the Referrals tab.

3. In the patient’s list of referrals, double-click the referral you want. The EMR
opens the referral in the Existing Referral From <Date> window.
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2. In the Enter Text of Letter field, enter the content of your letter.

Q Tip: If the Enter Text of Letter field is too small for your letter content:

1. Click Expand Area (%l ). The EMR expands the text area and hides the lower
fields of the New Referral window.

S

2. When you finish entering your letter content, click Minimize Area (—l ). The
EMR minimizes the text area and displays the lower fields of the New Referral
window again.

=
3. Click Compose (—l).

If you did not select the MSP Referral Sent check box, the EMR displays a dialog box with
the following prompt “Send Referral to MSP?”,

4. Perform one of the following actions:

Click Yes, if you want to send the referral billing to MSPF. The EMR automatically creates a
billin Billing with the patient's name, Fee Code and Specialist's name to whom the patient
is referred.

Click No if you do not want to send the referral billing to MSP at this time. The EMR
closes the New Referral window.

The EMR displays the Referral Letter Composer window.

410 Wolf Front End Staff User Guide - Issue 02.05



Sending and managing referrals

Client Infarmation

: Feferral Detail

E-[¥] Medical Information

- [w] Problems

-] Current Medications
- [wW] Allergies

-] Encounters

Frn B W
Ll

-1 Inactive Froblems

- [w] Procedures and Sur
- [ Family Histony

B[] Harmful Substances
B[] Alers

-] Vaccinations

&[] Referrals

o Referral Letter Composer - =4
= o & - x W
Prink Send ko SMART Farm Atkachrnent Save Cancel Save & Exit
""" (™| Information Recipient Author -

-] Inwestigations (Sort By Lab Type)

Dr.V Coles , M.D.

6970 H Street

Agassiz, BC

I5F DE2

CA

Phone (219) 343-6818

Fax (344) 408-9587

Email Agassiz@nowhere.com

Information Recipient

. Dr. Christine A
HEnes Dept. of Orthopasdics
Wancouver, BC
VEHIVY

Phone

Fax

CCed Recipients

Save Checked Modes as Template
Tempiate m Lie.

Save as Template

-] Other Treatments
Patient
Larry Test PHN: G940
Birthdate: May 16, 1953 Gender: Male
Phone: H:(555) 555-5555 W: (666) 665-6656
. Appointment
Sent On: , Date:
Referral Detail
Urgency: Routine
Referral Reason: ACL repair
Current Investigations:
Problems
Mone noted.
Letter Yiew

Current Medications

Mone noted.

- Allergies

Mone noted.

The Referral Letter Composer letter displays the following information sections by default:

Information
section

Information displayed

Author

The name, and contact information of the practitioner you selected in
the MD drop-down list (the practitioner who saw the patient before
for the same referral reason or the referring practitioner).

Information
Recipient

The primary recipient’s name and contact information.

CCed Recipients

Name and contact information for any practitioners that are CCed on
the Referral.

Patient

Patient's name and demographic information.
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Information

section Information displayed

Referral Detail The urgency, referral reason, current investigations and referral letter
text that you entered in the New Referral window.

Note: You can add to or edit this information from the Referral
Letter Composer window, if necessary.

To add to or edit the Referral Detall information:

1. In the left pane of the Referral Letter Composer window, right-click
Referral Detail (displayed with blue text).

2. Click Properties. The EMR displays the Referral Detail window.

adl == )
®
Save | Cancel
Conzultant Search Prirmary Consultant
| v | |ABC Pediatrics Set as Primary |
Fricrity CCed Consultants
R outine j Add
Remaowve |
Reazon

Patient complaing of shorthiess of breath during activity and periods of excitment.

Teut of Leter

Cument Investigations

Routine Urine

3. Add or edit information as necessary.

4. If you change the Primary Consultant, click Set as Primary.

5. Click Save (=)

5. To include additional medical history information, in the left pane:
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a) Select the check boxes beside the Medical Summary categories you want to include in
the referral letter (for example, Problems, Current Medications, Allergies, or

Investigations).

b) To include only specific items from a Medical Summary category, expand the category,

and then select the items you want.

OMar 07, 2014 1)
O Oct04, 2013 ()
OJul 23,2013 0
[ Jul 08, 2013 ()
OApr 19, 2013 (thrombophlebitis mi
OApr18, 201 3 {(Abdomen Fullness)

— . e —— ]
= a 4 i P W
Print Send ko SMART Form Attachment Save Cancel Save & Exit
[ Infarmation Recipient Author
[ Client Infarmation Dr Trayr Gabert, CTT
=i Referral Detail 4565 W Jardine Place
L = n . High Prairie, AB
3 [ Medical Information ASX 005
# [ Problems CA
#- [F] Current Medications Phone (§50) 824-2762
SHIErcner Email High Prairieg@nowhere.com
[# Oct 22, 2014 (Thank yvou for refer Information Recipient
[J0ct08, 2014 () RS i
[]Oct01. 2014 (Diabetes Insipidus N | 1S available specialis
OSep03. 2014 CCo Pmsinians
O Aug 13, 2074 (UnNAVAILABLE DU .
Otar 11, 2014 (The 33 years old y Expanded Medical

Summary category

June 20, 1980
H: {403) 999-8888

mshguhans Bu_ﬂﬁyLab Typ 2]

Inactive Problems
[ Frocedures and Surgeries
(7] Family Histary

# [ Harmful Substances

= OAlens

#-[Jvaccinations

= [ Referrals
[ Other Treatments

Referral Detail

Urgency: Routine

Refemal Reason: because he is very sick

Texd of Refemal this is blah blaha bl

Examination : i OBJECT!

Biometrics - Height 50 cm, Weight 2 kg, BMI: 8.0
Attachment(s):5. 1o appt radiclogy_pdf, 6. link 1o consult UTZ

Problems
Note: 2 Masked Recordis) (Froblems)

the medication name.

Tip: Clear any pre-selected Medical Summary check boxes for information you
want to exclude from the referral letter.

For example, if you select the Current Medications, check box, all of the
patient's medications are selected in the expanded list below. You can exclude any
of the patient's current medications listed below by clearing the check box beside
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directly from the Referral Letter Composer window. Instead you must edit the
information from the source.

‘ Note: You cannot edit most information in the Referral Letter Composer window
Vg

For example, you must:
Add or edit allergies in the patient's Medical Summary.
Edit recipient contact information in the Edit Consultant Information Window.

Edit patient information in the Patient Maintenance window.

Tip: ltems that display in the left pane in blue text are customizable. To customize
these items, right-click the blue text.

Referral Detail: You can modify the Primary and CCed consultants, referral
priority, referral reason, letter text, and current investigations.

Investigations: You can change the sort order of a patient’s listed
investigations.

Other Treatments: You can enter details of the patient's non-medication
treatments.

6. To attach documents to the referral letter:

a) At the top of the Referral Letter Composer window, click Attachment ( & ). The EMR
displays the Attachments window, with a list of files available in the Documents area of
the patient's Medical Summary.

g Attachments — Jla || x
Date Status Kesword One Keyword Two Keyword ... Notes Physician  Review Date
.. 24/10f2014  Rewviewed DI Req-Pureform-ab Cg Dana Kn... 24/10f2014

1 FatherTest... Z4/10/2014 Reviewed DI Req-AHS-AB Dana Kn... Z4/10/2014
FatherTest... 22/10f2014  Reviewed  GP Letter Dana Kn... 22/10f2014
FatherTest... 22/10/2014  Rewviewed  Consult Letter Compaser Full Dana Kn... 22/10/2014
FatherTest,.. Z2/10/2014 Reviewed  GP Letter Dana Kn... Z2/10/2014
FatherTest... 22/10/2014  Reviewed  GP Letter Dana Kn... 22/10f2014
FatherTest... 22/10f2014  Rewiewed  Consult letter Dana Kn... 22/10/2014
FatherTest,., 0&/10/Z014 Reviewed DI Reqg-Pureform-Ab Cg Dana kKn... 08/10/2014
Father Test... 01/10f2014  Reviewed  e-MS Referralletter Dana Kn... 01/10f2014
FatherTest,.. 01/10/2014 Reviewed  CPx - Femalz Dana kKn... 01/10/2014
FatherTest... 01/10/2014  Reviewed  Mote - Work Abscence Dana Kn... 011072014
FatherTest... 01/10f2014  Rewiewed  Maote - Work Abscence Dana Kn... 01/10/2014
Sunflower ... Z4/09/2014 Picture Followi, ..
FatherTest... 07/03/2014  Rewviewed  LabReg-AB Cg(Zpg) Dana Kn... 07/03f2014
FatherTest... 07/03/2014 Reviewed — CPX - Femalz Dana Kn... 07/03/2014
FatherTest... 07/03/2014  Reviewed  Mote - Massage Dana Kn... 07/03f2014
FatherTest... 06/03/2014  Staff Rewi... Consult Letter Compaser WOLF, COMPOSER.CO... Marked as re... 060372014
Father Test... DB/03/Z014 Reviewed M3 ReferralLetter David Kn... DE/03/2014
S.toapptr... 27/08/2013 Cardilagy Repart test
6. linkto ca... 27/08/2013 Cardilagy Repart
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b) In the Attached column, select the check box beside all documents you want to include
with your referral letter.

¢) When you finish, click Close (- * ). The EMR displays the selected document('s)

name(s) in the Referral Detail area in the Referral Letter Composer window.

‘ Note: You can attach only files that are available in the Documents tab of the
> patient's Medical Summary.

‘ Note: To attach the prenatal form to a referral letter, you must save the prenatal
y> form as a PDF in the Medical Summary Documents tab. You can then attach the
prenatal form as you do other documents.
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7. To preview the referral letter, on the bottom left of the window, select the Letter View check

Sending and managing referrals

box. The EMR displays the letter in the format it will be printed.

[ Intarmation Recipient

Client Inforrmation

Reterral Detail
=- [ tedical Information
#- [ Problems
Current Medications
- [ Allergies
#- [ Encounters
- Investigations (Sor By Date)
- Inactive Problems
Procedures and Surgeries
&- [ Family Histary
- Harmful Substances
M- Alerts
£
£

+-[Waccinations
+- [ Referrals
O Cther Treatments

W Letter view

Johnny A Veicro, MD
Wolf Alberta Clinic
4565 W Jardine Place
Grande Prairie, AB
A5X 005
Phone:(650) 824-2762 Fax:(735) 8447487

ACH Cardiology
ACH, 1820 Richmond Road SW
Calgary, AB

Phone 855-7358
Fax 955-7621

ce:
August 07, 2015
Dear Sir / Madam

Address: 4001 E Brighton 10th Street
Burlington, AB, L3Q 0M9
(526) 516728

RE: Andrea Demetrius Test
DoB: .

PHN: 9998538348 Tel:
Appt

Urgency: Routine
Referral Reason: Suspected heart murmur

Below is the related medical information of the patient:

Problems

Problem Comments Date

Hypertension
Systolic
*Diabetes Mellitus
-Type 1- Insulin
Dependent

Aug 4, 2015

Aug 4, 2015

Current Medications

MNone noted.

Allergies
MNone noted.

Procedures and Surgeries
MNone noted.

Thank you for seeing this patient in consultation. | look forward to your assessment.

Sincerely

Word.,

Tip: To modify the letter format before it is sent:

1. Click Send to SMART Form ( B ). The EMR opens the letter in Microsoft

2. Edit the letter, and then click Save ( H). The EMR saves the edited letter in

patient's Medical Summary, in the Documents tab.

8. To print, fax, or save the referral letter as a PDF:

a) Click Print ( = ). The EMR displays the Print Referral window, with the referral

attachments indicated with selected check boxes.

b) Perform one of the following actions:
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To send the referral letter to your default printer or fax machine, click Quick Print.
To select a specific printer or fax machine before printing, click Print.

To save the referral letter as a PDF file, select the Collate to PDF check box, and then
click Quick Print.

Note: If you are printing or faxing the referral letter, ensure that the Collate to PDF
y check box is cleared.

9. Click Save & Exit ( ﬁ ).

10. Open the patient’s referral from the Referrals tab in Medical Summary window. (If you are
not in the Medical Summary window, see “Opening a patient's Medical Summary” on page
163.)

11. In the Existing Referral window, indicate the status of the referral letter. In the LETTER
COMPLETED area, select one or more of the following check boxes:

Note: Clinics who do not have stenographers or transcriptionists use only the
) Sent check box.

The other check boxes, for example Typed and Printed, are used to track the
referral as it is sent back and forth between the stenographer and the practitioner
for review,

LETTER COMPLETED: If you have both written the letter and sent it to the consultant.

Letter: To indicate that a letter needs to be written, but has not been started or finished
yet. The EMR adds the patient to the practitioner's Letters to Write list on their
WorkDesk.

Typed: Indicates that the contents of the letter have been typed. If this check box is
selected, the EMR adds the letter to the Practitioner’s Letters to Edit list.

Printed: To indicate that you have printed the letter.

Sent; To indicate that you have sent the letter.

¢

12. Click Save & Close Referral (

Referral Letter Composer templates

In the Referral Letter Composer, you can customize which Medical Summary categories are
pre-selected by default. Default Medical Summary categories can be set for:

The user who starts the referral letter
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Individual consultants whom you refer to
Specialties of consultants whom you refer to
To set a Referral Letter Composer template:

1. Start a referral letter for a patient, and in the Referral Letter Composer window, select the
Medical Summary categories you want to include in the letter template. See “Creating
referral letters” on page 407,

2. In the Save Checked Nodes as Template area, click one of the following options in the
drop-down list:

User (Know-one, David, MDY
Specialty (Dermatology)
Consultant (Adams, Stewart P

| -

Save as Template

User: to indicate that the selected categories are to default for all referral letters that you
initiate on behalf of this practitioner (or that this practitioner creates).

Specialty: to indicate that the selected categories are to default only when you refer a
patient to a consultant with the selected specialty.

Consultant: to indicate that the selected categories are to default only when you refer a
patient to the selected consultant.

3. Click Save as Template.

Tip: After you set default templates for the Referral Letter Composer, you can view
which template the EMR defaults to for each referral letter you create. The EMR
displays the Template in Use in the Save Checked Nodes as Template area
on the Referral Letter Composer window.

Save Checked Modes as Template
Tempiate @ Lsa: LEar (Know-One, Sawid wiy

-

Save as Template
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SMART Form-based referral letters

If you want to include a full medical profile in a referral letter, and you are not attaching any extra
medical information, other than the medical summary, then you can create the letter using a
Microsoft Word-based SMART Form.,

After initiating a referral, you can automatically populate a SMART Form with the referral
information. You can then edit the letter using Microsoft Word formatting tools.

Creating a referral letter using a SMART Form
To create a referral letter using a SMART Form:

1. Initiate a referral and complete the New Referral details. See “Initiating referrals” on page 399.

Note: If you want to create a letter based on a previously started referral:

’» 1. Open the patient's Medical Summary. See “Opening a patient's Medical
Summary” on page 163.

2. Click the Referrals tab.

3. In the patient’s list of referrals, double-click the referral you want. The EMR
opens the referral in the Existing Referral From <Date> window.

2. On the New Referral (or Existing Referral) window, in the Send to SMART Form area, click
an appropriate keyword in one or more of the Keyword drop-down lists.

Tip: If you select keywords for your referral letter, you can search for your referral
letter in the patient's Documents list, using the keywords you select.

3. To start a referral letter using the clinic’'s default SMART Form template, click Send to

SMART Form ( L ). The EMR displays a Microsoft Word-based letter document (SMART
Form), with the text of your referral letter inserted.
4. To start a referral letter using your own customized referral letter SMART Form:

a) Right-click anywhere in the New Referral (or Existing Referral) window. The EMR displays
the SMART Menu.

b) On the SMART Menu, click SMART Forms. The EMR displays the Send to SMART
Form window.

¢) Inthe list of SMART Forms, expand the Letters category.

d) Double click the SMART Form that you want. The EMR displays a Microsoft Word-based
letter document (SMART Form), with the text of your referral letter inserted.
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|E| H L R | RS FatherTest_Consult letter_20141103_0322 doce - Micrasoft Word o =R
Horne Thsert Page Layout References Mailings Reviews i e Developer [A] e
'*“-j 4 arial 10 v D Ttz | EEE A/ % oy
—Ey B I U-dex x B |=E==s 1= it
Paste Quick Change tng
b - v A
- W A Aar | A A - AN | Styles = Styles~ | 7
Clipboard & Fant ] Paragraph ] Shyles ]
KL SRR i
FY
Re: 1234 Frist Street
DOB: Calgary, AR TIR4E3W
PHN: ) (03 S5 N (©)
Reason For Refermal: Suzpected heart issues.
Current Investigations:
Fatient has had difficulty breathing, shortness of breath. Complaining of dizziness Examination.; B
Biometrics - Height: 50 cm, Weight: 2 kg, BMI. 3.0
Current Problems: All problems masked
Medications: Al medicstions masked
Allergies: Mo allergies notedl
Inactive Problems: Al problems masked
Surgeries: Mo surgeries noted =
Smoking: Former smoker. b
Thank you for seeing this patient in consuttation. | look forvwardto your assessmernt.
Sincerely,
Dana Knowe-Four, MD P
b
Yy
8]
F
4 [ it | 3
Pageilofl | Waordsia3 | 88 Englishus) | | [EleEg == 5% =) [ (1)

Tip: The Referral Letter SMART Form can automatically pull information such as
patient demographics, and various aspects of the patient's medical history. You will
learn how to customize your referral letter later in this module.

5. Enter your letter text and modify the format of your letter using the various tools available in
Microsoft Word.

6. To print the referral letter:

a) In the Microsoft Word menu, click File > Print. Microsoft Word displays the print
properties window.

b) In the printer list, click the printer or fax machine that you want.
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c) Click Print (HE':D).

7. Click Save ( = ), and then click Close (@). The EMR saves your referral letter in the
Documents area of the patient's Medical Summary.

Sending and managing referrals

== Medical Suramary

===

Test, _Mother

LY

Born 19-Apr-1964 (51)

Sex F
Status NI

AN 9999 999 999

Home address
123 Test Street,
South Hazeton BC Q4K 542

Home (11171111111
Celf
Waek  (222)222-2222

B
Welght 188l Syr3m
AR 20080 Sy m

Fri Desvayne B, M.D.

2%

8§ ro . Recent Docs @ Mo Rules Mo Messages __ 1 Follow Up # Mo vaccinations
= | Print Chart =55 Custom Report J Request Chart g Change Log
‘ Current Hx | Past Hx | Persanal Hix I Communication \nvestigations| Dacuments | Referrals | Obsletrics|

[ Hide SMART Forms

Document Type oLl [+] Search  Conaut AND [+] Publish to Portal | iew Docurment Properties

Date

16-Jul-2015

16-Jul-2015

Status
Reviewed
Reviewed

Document Type Keyword One
Consult letter

Consult letter

Keyword Two Keyword Three  Content Type Hotes MD Review Date

16-Jul-2015
16-Jul-2015

Vg

Note: You cannot attach other files or documents to a SMART Form-based
consult letter as you can when using the Referral Letter Composer. Instead, print or
fax additional documents separately.

To print or fax attachments with a SMART Form based consult letter:

On the Documents tab of the patient's Medical Summary, print or fax each

document you want to include.

Customizing your Referral Letter SMART form

You can create your own customized SMART form referral letters, both for general referrals, or
for specific types of referrals. For example, you want a referral letter for all cardiology referrals,
and another for all endocrinology referrals. You can customize a Referral Letter SMART form to:

Automatically pull information from the patient’s chart, including the patient's Medical

Summary
Contain headings
Contain pre-written text

And more...

) g

for the entire clinic to use.

Note: You can create a customized SMART form referral letter for your own use or

For complete instructions on how to customize your referral letter, see the Wolf EMR SMART

Forms User Guide.
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Sending and managing referrals

Tracking and managing referrals

You can track and manage new and pending referrals from your WorkDesk. The Referrals area
contains several links to patient lists, including lists of patients who have:

letters to transcribe

letters to print

referral appointments to be made
referral notifications (Patients To Notify list)

You can monitor and manage all of your clinic’s un-reconciled referrals from the Referral List.

You can also view and update a specific patient’s referral information and status in the
Referrals area of their Medical Summary.

Managing referrals with letters that need to be transcribed

422

After a practitioner dictates a referral letter and sets the status as Letter and Dictated, the
EMR adds the letter to your Letters To Transcribe list. You use the letters to transcribe link
to keep track of letters you need to transcribe, and to indicate that you have typed the letter.

To track and update referrals with letters that need to be transcribed:

1. On the WorkDesk, in the Referrals area, under Referral letters, click <#> letters to
transcribe. The EMR displays the Letters To Transcribe window.
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=5 Letters @
. Quick

Letters To Transcribe ||| & ﬂ_"

Practitioner Filter: CRLL > [=] [ Saavedra, Ametta Cher FH 9992013114
X (. »

Letters: - Aoy 16-Dec-194 (73) Sex F_Statys Mis

i opD

= LD 7309 S Kiely Place, H 48378026 £ Rays MD Do Mot Use, MD

Lee Creek BC F1R OU4 [
14/ 235514821

Referral
Reazon:

Maziar Badii CARDIOLOGY
.. details

Possible heart problems]

Appointment: Motes:
Appointment Pending

Investigations Pending:
...edit referral
[] LETTER COMPLETED Letter Type:

Letter ] Edited Printed Letter

) . External Fax
Dictated  [] Printed Internal fax
O Typed O sert

Letter Text:

Use Medical Hx

Linked Documents:

2. Click a patient in the list. The EMR displays the referral details to the right.

3. In the Letter Text field, type the letter.

Tip: You can also use the Referral Letter Composer, Word, or a SMART Form to
type the letter:

E

To use the Referral Letter Composer, click Compose Referral Letter (—).

To use a Word document, click Run Word ( W

).
To use a SMART Form, click ...edit referral, and then in the Existing Referral

L

window, click Send to SMART Form ( ).

4. After you type the letter, perform one of the following actions:
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Select the Typed check box to indicate the letter is ready to be edited.

Select the LETTER COMPLETED check box, if you have also printed and/or sent the
letter.

¢

5. Click Save & Close (

Managing letters that need to be printed or sent

Referral letters that have been marked as Letter, Dictated, Typed, and Edited are ready to
print and send. The EMR adds these letter to your Letters To Print list. You use the letters to
print link to keep track of letters you need to print or send, and to indicate that you have printed
and sent the letter.

To manage letters that need to be printed or sent:

1. On your Workdesk, in the Referrals area, under Referral letters, click <#> letters to
print. The EMR displays the Letters To Print window.
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== Letters @
. Giuick *
Letters To Print B|w| .. & EL
Practitioner Fitter: <<ALL>> L, Alexis P 9999 6
. bes ~
Letters Aorn 27-Dec-1963 (51) Sex M Status Mg,
730 SE Paerdegst Gth Street, A (596) 356-6190 Fer Shaguita C
Main lsland BC W2 BAG c
I 240737365
Referral .
Reason P Ossible heart problems]
Maziar B CARDIOLOGY
.. details
Appointment: fctes:
Appointment Pending
Investigations Pending:
. edit referral
[ LETTER COMPLETED Letter Type:
Letter Edited Printed Letter
External Fax .
i i w] Use Medical H
Dictated O Frinted Internal fax s hedical Hx

Typed [ =ent
Letter Text:

Linked Documents:

2. In the Letters list, click a patient. The EMR displays the referral details to the right. The
Linked Documents area lists referral letters that were created using the Referral Letter

Composer or a SMART Form.

3. In the Linked Documents area, double-click a referral letter. The EMR opens the referral
letter in the Referral Letter Composer or in Word as a SMART Form.,

4. To print the referral letter, perform one of the following actions:

To send the referral letter to your default printer or fax machine, click Quick Print.

To select a specific printer or fax machine before printing, Click Print ( ).

5. After you print and/or send the referral letter, select the Printed and Sent check boxes. (You
can also select the LETTER COMPLETE check box to indicate that all stages of the letter

are complete.
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6. Click Save & Close (

Sending and managing referrals

Indicating that a patient has received a booking date and time for their consult
appointment

426

You use the referral appointments to be made link to track patients who are waiting for
consult appointments and to indicate that a patient has received a booking date and time for

their consult appointment.

After you enter the appointment date and time, the EMR removes the patient from your
Appointments To Be Made list and adds the patient to your Patients To Notify list.

To indicate that a patient has received a booking date and time for their consult appointment:

1. On your WorkDesk, in the Referrals area, click <#> referral appointments to be made.
The EMR displays the Appointments To Be Made window.

2. In the left pane, click the patient. The EMR displays the referral details to the right.

Consultation &ppointments
Appointments To Be Made: Quick
PP E|W || S ‘ Il! ‘
Appointments: Practtioner: ==ALL== [=] Routine Referral 27-Sep-2012 . edit referral
Urgeney |Patient | Date [MD |G + [H, Keren T 9995
Urgent C, Babette 22-0ct-2012 ADH Pike (o gt
Urgent €, Chasidy 25.0ct2012  EHO  Ladki Forn 25-May-1982 (33) e B Siots A
Routine | C, Brent 14-Jan-2012 DB | Leith 5273 N Blake Avenue, H 756589521 P Welerting M, MD.
Routine 5, Lavonna 31-Jan-2012  HJ Lacaille Chrigting Lake BC R4P 820 c
Routine | G, Jerrold 29-Mar-2012 | CBD Blokmanis " (998) 854-3751
Routine | H, Leonida 29-Mar-2012 EHO  Luciuk -
Routine  C, Frankie 08 May-2012 EHQ Leith Sabrina G ENCOCRINOLOGYg
Routine B, Lakiesha 14Jun-2012 DB  Duorak B06-9156 et
Routine M, Lane 03-Aug-2012 ADH Brown
Routine M, Jacqualine 08-Aug-2012 M5 Belle Consuttant Mote; they fax us  Must confirm at least 1 week prior
Routine | B, Hita 04-Sep-2012 DB Kur or it will be cancelled. Bring care card and list of
Routine  H, Shanna 04-5ep-2012  VRM Belle e
Routine | W, Emmitt 04-Sep2012 | LIC Bovard Referral Reason: Consultation problem
Routine | B, Holly 08-Sep-2012 | HJ Yu
Routine P, Renata 11-Sep-2012 RCS Sudol
Routine | M, Aja 12-5ep-2012 DB Kur Hever Seen Before
Routine M, Charla 12-Sep-2012 ADH Whittaker Kk ing witl
xﬁ::s ;”(‘2’;‘:: ;:j::sjz:g m: Km”;B [ Consukant Wil Notify For &ppointment?
Routine | M, Jimmie 21-5ep-2012 EHQ UBC Biling Reterral Sert
Routine  H, Keren 27-Sep-2012 VRM Gill Appointment Date and Time:
Routine B, Zachery 30-Sep-2012 VWC  Taylor . . 5
Routine L, Princess 02.0ct212  RCS Sidhu Eockingaies: Letentinsictions:
Routine L, Dierdre 03-0ct-2012  EHQ  Lefaivre Consuttation notes Consultation patiert instructions
Routine T, Laronda 09-Oct-2012 RCS Gul
Routine K, Hgoc 10-0ct-2012 TP Ramiji
Routine R, Bridget 11-0ct-2012 ADH BCW
Routine M, Hichole 12-0ct-2012 mw Bovard .
Routine  H, Affred 16.0ct.2012  EHQ  Leith Pt Notified ) ) Quick | g
Routine M, Jed 16:0ct-2012  EHQ  Chan Cancel Appt ROAFEIEHLEET | pyp
Routine 0, Emmaline 16-Oct-2012 M5  Seal
Routine 5, Kenna 16-0ct-2012  VRM Gill Linked Documents:
Routine P, Abe 21-0ct-2012 VC  Bovle T
Group By
Priarity Cansultant | Patient |

3. In the Appointment Date and Time field, enter the appointment date and time in the
following format: DD-Mmm-YYYY HH:MM AM/PM.
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e

). The EMR removes the patient from the Appointments To Be

Made list and adds the patient to your Patients To Notify list.

Vg

Note: The EMR also populates the Appt Date/Time field in the patient’s Existing
Referral.

Managing patients who need to be notified of booked appointments

After the patient has received a referral appointment, you indicate when the patient is notified
about the appointment. The referral notifications link opens the Patients To Notify list. This list
contains all patients who have an Appointment Date and Time entered into the referral, but the
patient has not yet been notified.

Manage patients who need to be notified of booked appointments:

1. On your Workdesk, in the Referrals area, under Referral calls to complete, click <#>
referral notifications. The EMR displays the Patients To Notify window.

2. Click a patient in the list. The EMR displays the Referral Notification to the right.

5] Patient Motifications For Referrals or Follow Up Appointments E2
Patients To Motify & ‘ ﬂ_" ‘
i <AHY>
Practitioner <AHY: El Type Referral El Referral Notification
Patiert Mame |Urgent | Appt Date  |MD | Mesdt Appt -
B Regenia Routing ADN
E Allena Routine JLH A, Stuart P 9393
Fouting e ~

L Barry Routing JLH 15;;; ;f\;]r:nrfsgﬁ 5:20)'1 Sl MHS{SMS A oy
= Bibi Routing RCS orietEe Lo, et
F Edwvard Fating EHa Darcy BC ESH1X4 p?,r (432) BE7-B153
M Humberto Riouting EHG
1 Wirgil Routing EHG Reterral  Consultation problem
M Anastasia Routing =) Reason:
h Canclica Routine | 18-hov-2012 DB -
P Wiler Routine | 18-Nov-2012 DB Leslie D S LS
L Sharen Routing | 21-Nov-2012 | LJC A Narth ancouver
W Jean Routing  04-Dec-2012  VRM Consuftant hote:
N Starr Routine  04-Dec-2012 MS call or pt can call
A Hendal Routine | 05-Dec-2012  MJ - it
M Coletta Routing  08-Dec-20M2 TP a a a
= Cherise e Appaintment consuttant Wil Motify For Appointment
M Aldo Foutine | 11-Dec-2012 DB potes Ratientlnstictinnss
P Chasty Routine | 12-Dec-20M2  ADN Consultstion notes ConsLitation patient instructions
i Many Routing  13-Dec-2012  ADM
F Darrel Routing | 18-Diec-20M2 vk
B Angeligque Routine  19-Dec-2012 MS
S Bes Routine | 20-Dec-2012 TP Custom Response: Motification Motes:
i Bracily Routing  02-Jan-2013  ADM .
T Mariano Routine | 02-Jan-2013 v fiotifled
S Rigoberto Routine  03-Jan-2013 TP Responss Log:
C Stacey Routine | 08-Jan-2013 | bl Message Left
L Andire: Routing  08-Jan-2013  EHG -
D Donnell Routing | 10-Jan-2013  vn No Answer
¥ Brock Routine | 11-Jan-2013  WC
Jdashua Routing  14-Jan-2013  SH [ Cancelied
F Dallas Routing  18-Jan-2013  JLH -

Group By Linked Documents:

Priority  Patient uek| =

] +

Vg

Note: Patients who have referrals to clinics that call patients directly with booking
times also display on the Patients to Notify list. You can naotify these patients to
expect a call from the consultant's clinic.
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3. Use the following table to enter information into the Response Log:

Field Description

Pt Notified

Click to indicate that you notified the patient. The EMR adds the
following information to the Response Log: Patient Notified
(<your name>/MM/DDD/YYYY HH:MM).

Note: After you close the Patients To Notify list, the EMR
removes the patient from your Patients To Notify list.

Message Left

Click to indicate that you called the patient and left a message.
The EMR adds the following information to the Response Log:
Message Left (<your name>/MM/DDD/YYYY HH:MM).

No Answer

Click to indicate that you called the patient, but there was no
answer. The EMR adds the following information to the
Response Log: No Answer (<your name>/MM/DDD/YYYY
HH:MM).

Custom Response

Enter a custom response specific to this entry

Notification Log

Enter any notification notes.

Note: If the naotification was entered by mistake, select the Cancelled check box.
» After you close the Patients To Notify window, the EMR removes the patient from
your Patients To Notify list.

¢

4. Click Save & Close (

Managing referrals using the Referral List

You can use the Referral List to view and manage outstanding referrals for the entire clinic. You
can also find a specific patient's outstanding referrals and then modify the referral's information

or status.

To view and manage outstanding referrals;

1. On the WorkDesk menu, click Patients > Referral List. The EMR displays the Detailed List
of Referrals for All Patients window, with a list of outstanding referrals for all patients.

Q Tip: To view a specific patient’s list of outstanding referrals:

In the Filter by Patients area, select Specific Patient, and then find and
select the patient in the Patient Search window.

428
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Click on & column hesder to sort, double-click on the referral to open

29-0ct-2014 Consultation  ABC Pediatrics Paediatrics

DK 28-May-2014 Consultation Test, David Allergist test
Te=t, Fred DK 28-May-2014 Consultation Test, David Allergist allergy
Test, Arm DK 13-May-2014 C i Test, iy icti TEst referral reason
Test, Beta DK 10-Mar-2014 Consultation Access Mental Health *( Psychiatry psychiatry
Test, Beta DK 10-Mar-2014 Physiotherapy ABC test Physio Clinic Physiotherapy physio
Test, Jay DK 10-Mar-2014 Consultation Test, Thomas Urology urology
Test, Jay DK 10-Mar-2014 Consultation Test, Davide Orthopedics hip injury

Patient complains of shortness of br

30-Jun-2014

04-May-2014

4 ]

=
Test, Baby Daughter Ao 15-Jun-2013 (1 yr 4m) Sex F o PHIN S| e
hes Y Caregiver Mr. Test, Irwan  Vext Ercount.. Mone Status MIB
Home address Home (111111111 HC Fri Dana Know-Four, MD
123 Test Sirest, Celi (222)222.2222 Weight Thg (0.3%) 5wk 1d Fam
Wark Hejght B4om (0% 5wk d Ref
19 v ime. Mo Docs @ Mo Rules Mo Messages {1 Follow up # 1 Vaceination
Fitters for Referral List Fitter by Patient
O Incwdeé?ﬁ‘:\f Practitioner:  Dana Know-Four, MD E| From Date: | O6-Mow-2013 EH| To Date: EI (%) Al Patierts
Referral T Al C tant: I
eferral Type <= All == = onsutta ) Spesitic Patiert #
Ieterral Reason: Reconciled: == All == E| DispiCutcome:
Priarity. ==ALL== Speciatty E|

The Referral List displays the following information for each referral:

m Patient

m Patients MD

m Date (that referral was created)

= Type (of referral)

m Consultant (name)

m Speciality (of consultant)

m Referral reason

m Consult date (if an appointment is booked)
= Wait (days since referral was initiated)
m Reconciled (status)

m Disposition / OQutcome (if available)

by.

. To re-sort the order of the referral list, click the header of the column you want to sort the list
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3. If the list of referrals is extensive, you can filter the list using the selections available in the

Filters for Referral List area. The following table describes the filter options:

Filter Description

Include Inactive
Service

To display referrals initiated by a practitioner who is no longer
active in your clinic, select this check box.

Practitioner

To view referrals initiated by a specific practitioner in your clinic, in
the drop-down list, click the practitioner's name.

Referral Type

To displays only referrals with a specific Referral Type selected, in
the Referral Type drop-down list, click the Referral Type that you
want,

Note: All types is selected by default.

Referral Reason

To display only referrals with a specific referral reason, enter the
reason in the Referral Reason field.

Priority To display only referrals with a specific priority level, click either
Urgent, or Routine in the Priority drop-down list.
Note: All referrals is selected by default.

From Date To limit the displayed referrals to a specific date range, enter the
earliest date in the From Date field.

To Date To limit the displayed referrals to a specific date range, enter the
latest date in the To Date field.

Consultant To display only referrals to a specific consultant, click the
consultants name in the Consultant drop-down list.

Reconciled To display only referrals that are either reconciled or not
reconciled, click No or Yes in the Reconciled drop-down list.
Note: All referrals is selected by default.

Disp/Outcome To display only referrals that have the same outcome, enter the
outcome in the Disp/Outcome field.

Specialty To display only referrals that are for a specific Specialty, click a
specialty in the Specialty drop-down list.

All Patients To display referrals for all patients, in the Filter by Patient area,

select All Patients.

Note: This option is selected by default.

Specific Patient

To display referrals for a specific patient, in the Filter by Patient
area, select Specific Patient. The EMR prompts you to search
for the patient.
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4. To view or update a specific referral on the list, double-click the referral. The EMR displays
the Existing Referral window with all details of the referral displayed.

Q Tip: You can enter any updates to the referral on the Existing Referral window.

Note: Any updates you make do not reflect in the Referral List until you close
and re-open the Detall List of Referrals for All Patients window.

EL{.

5. When you finish viewing and managing your referrals, click Close Form (

Managing a patient’s referrals from their Medical Summary

You can view and update a specific patient’s referral information and status in the Referrals

area of their Medical Summary.

To view or update a patient’s referral information:

1. Open the patient’'s Medical Summary. See “Opening a patient's Medical Summary” on page

163.
2. Click the Referrals tab. The EMR displays a list of the patient’'s outstanding and completed
referrals.
| [o]lE] s
Test, Father s 20-Jun- Sex M PHN :
L) higst Encounter: None s ey Status  Long Term Care Pa w
Home address Home  (403) 999-8588 BMI 212 3wk1d 2 Dang Know-Four, MD @I
1234 Frist Street, Cell @ Weight BSkg 3wk 1d Fam
Calgary AR TSRAEIY Iork AP 120080 Sk 1d Ref
13§ o I Unrev. Docs @ 3Rules [] 8 Messages L 10 Follow Ups # Mo Waccinations
iIPrirrl Chart iICustUm Report _ﬂReques‘i Chart g Change Log ﬂ MNetCare

| Current Hxl Past H}{l Persanal Hxl Communication Invesligat\onsl Documents | Referrals |

DK 01-0ct-2014 Consultation Test, Chitra test
DK 06-Mar-2014 Consultation Test, Stewart Dermatology Skin rash
DK 18-Apr-2013 Consultation specialist, next availabl because he is very sick

Showy all referrals

Yes
Ho
Yes

The Referral List displays the following information for each referral:
m Requesting MD

m Date (that referral was created)

m Type of referral

= Consultant's name

m Speciality of the consultant

m Referral Reason

m Reconciled status (Yes or No)

Wolf Front End Staff User Guide - Issue 02.05

431



Sending and managing referrals

m  Consultation disposition or outcome (if available)

3. To re-sort the order of the patient’s referral list, click the header of the column you want to
sort the list by.

4. If the patient’s list of referrals is extensive, filter the list:

a) Above the patients referral list, click Show all referrals. The EMR displays the Detail List
of Referrals window, with the Filters for Referral List area at the top.

b) In the Filters for Referral List area, use the various filters to find the referral(s) you want.
The table in Step 3. of “Managing referrals using the Referral List” on page 428
describes how to use each filter option.

5. To view and or update details of a referral on the list, double-click the referral. The EMR
displays the Existing Referral window with all details of the referral displayed.

Q Tip: You can enter any updates to the referral on the Existing Referral window.

Note: Any updates you make do not reflect in the Referral tab until you close
and re-open the Medical Summary window.

Reconciling referrals

Depending on your clinics’'s workflow, and the consultant you are referring to a referral may be
considered reconciled:

m After a patient has received an appointment with the specialist
m  After the patient has seen the specialist
m After your clinic receives a report from the specialist

To indicate that a referral is reconciled, enter a date in the Reconcile Date field in the patient's
referral,

To reconcile a referral

1. Open the patient’s referral that you want to reconcile. You can open the referral from the
Referral list or from the patient's Medical Summary. See “Managing referrals using the
Referral List” on page 428 or “Managing a patient’s referrals from their Medical Summary” on
page 4371. The EMR displays the Existing Referral window.

2. In the Reconcile Date ficld, enter a date to indicate the referral is reconciled.

¢

3. Click Save & Close Referral (
Yes.

). The EMR changes the Reconciled status from No to

Tip: Any updates you make do not reflect in the Referral tab of the Medical
Summary until you close and re-open the Medical Summary window.
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Managing the external consultant list

You can refer patients only to consultants or clinics that are in your clinic’s consultant list. If the
consultant you want is not in the consultant’s list, you can add a new consultant as you create
a referral,

I you refer to a particular consultant regularly, you can identify the consultant as a favourite. You
can then quickly select the consultant from your favourite consultants list when you initiate a
referral,

Adding and editing consultants when creating a referral

If the consultant you want is not available on the consultants list, you can add a consultant
when you create a referral.

I you find the consultant you want, but see that any of the consultant’s details are incorrect, you
can also edit a consultant's details when you create a referral.

Adding a new consultant when you are creating a referral
To add a consultant to your clinic’s consultants list when you are creating a referral:

1. Start areferral. See “Initiating referrals” on page 399.

2. In the Choose Consultant area, click Add New Consultant. The EMR displays the
ENTER New Consultant window.

=5| Consultants £3
ENTER Mew Consultant ¥ | New EL"
Last Mame: | Address;
First Name: Address (2
Title: Dr. Address (3
City: E|
Province: British Columbia E|
General Office: Organization:
Pager: Departmerit:
CellMobile:
Home: Email:
Fax: Detault viord
Template:
Prac #: Motes:
Speciaty: E|
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3. Use the following table to enter the consultant’s information.

Field Description

Last Name Enter the consultant’s last name.

First Name Enter the consultant’s first name.

Title Enter an appropriate title for the consultant. For example, Dr., Mr.,
Miss.

Dr. is the default.
General Office Enter the consultant’s office phone number.

Note: You can call this number directly using the TELUS Health
Mobile App.

Pager Enter the consultant’s pager number

Note: You can call this number directly using the TELUS Health
Mobile App

Cell/Mobile Enter the consultant’s personal cell phone number.

Note: You can call this number directly using the TELUS Health
Mobile App

Home Enter the consultant's home phone number.

Note: You can call this number directly using the TELUS Health

Mobile App
Fax Enter the consultant’s office fax number.
Prac # Enter the consultant’s Practitioner ID number.

Note: This number is used to identify the consultant when you bill
for the referral.

Specialty In the Specialty drop-down list, click the consultant’'s specialty.

Note: Avoid adding new specialties to the list, unless the entire
clinic agrees to the addition. This ensures consistency
when entering and finding consultants.

Address Enter the consultant’s address. If you want to add additional address
lines, enter this information into the Address (2), and Address (3)
fields.

City In the drop-down list, click the consultant’s city. If the city you want is
not available on the list, enter the city name in the City field.

Province The EMR populates the Province field by default.

Organization Enter the consultant’s company or clinic name.

Department Enter the consultant’s department, if applicable.
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Field Description

Email Enter the consultant's email.
Default Word If you have created customized consult letter SMART Forms (for
Template example, for specific specialties), enter the name of the SMART

Form you want to default to for this consultant.

Note: When you click Send to SMART Form on the New
Referral window, the consult letter SMART form you
specify here displays.

Notes Enter any notes regarding the consultant, or the consultant's referral
policies. For example, “Call before faxing a referral.”

e

4. When you finish, click Save & Close (
consultants list.

). The EMR adds the consultant to your clinic’s

Editing a consultant when you are creating a referral
To edit a consultant on the consultant’s list when you are creating a referral:

1. Start a referral and select a consultant. See “Initiating referrals” on page 399.

2. After you select a consultant, click ...info. The EMR displays the Consultant Information
window.

3. Click ...edit. The EMR displays the Edit Consultant Information window.

4., Edit or add information in the fields as necessary.

e

5. When you finish, click Save & Close (

Defining your favourite consultants

After you search for and select a consultant for a referral, you can add that consultant to your
favourites list. The next time you create a referral to the same consultant, you can then select
the consultant from your favourites list.

To add a consultant to your favourites list:

1. Initiate a referral, and then search for and select a consultant. See Step 1. to Step 5. in
“Initiating referrals” on page 399.
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2. In the Manage Favourites area, click Add currently selected consultant to favourite

list (ﬂ). The EMR displays the Manage Favourite Consultants window, with the selected
consultant's name and phone numbers displayed at the top.

Manage Favourite Consultants " | EI_4'|

Consuttant Mame:

Test, Chitra Dr. 230} 111-1111 )

Specify scope of favourite consuttant:

For clinic Y,

For Dana Hnow-Four )

3. In the Specify scope of favourite consultant area, click one of the following options:

For clinic: The EMR adds the consultant to the Favourite Consultants list of all users in
the clinic.

For <your name>: The EMR adds the consultant to your Favourite Consultants list only.

¢

4. Click Save & Close (

Managing your Favourite Consultants list

When specialists in your area come or go, or when you change your preferred specialists, you
can easily edit your Favourites list to reflect the changes. You can remove a consultant, or
change the scope of a consultant on your Favourites list from the New Referral window.

To manage your Favourite Consultants list:

1. Initiate a referral. See “Initiating referrals” on page 399.

2. In the Choose Consultant area, click From Favourites. The EMR displays your Favourite
Consultants list.

3. Ifyour list of Favourite Consultants is extensive, and you are having trouble locating the
consultant you want to delete or modify:

a) In the Search field, enter the consultants name or specialty.
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b) Press Enter. The EMR filters your Consultant Favourites list to display only consultants
who match your search term.

Search: AND [] .info
[ seanch by Consubant Last Mame only

Manage
*Choose Consultant B, Maziar INTERMAL MEDICIME A Favo[Fre
. B, Richard AWMLY =

From Favourites B, Robert J J
By Speciahty B, Fodney PAEDIATRICS E Set as

B, Thomas Chalaryngalagy Primary

By Hame C, George GEMERAL SURGERY vl

Add Hew Consultant |

o cia

4. In the list of favourites, click the consultant you want to delete or modify.

5. In the Manage Favourites area, click Modify favourite consultant Iist(). The EMR
displays the Manage Favourite Consultant window.

6. To change the scope of the favourite, in the Specify scope of favourite consultant area,
click one of the following options:

For clinic: The EMR adds the consultant to the Favourite Consultants list of all users in
the clinic.

For <your name>: The EMR adds the consultant to your Favourite Consultants list only.

WK
7. To delete the favourite, click Delete consultant from favourites list ( ).

*
8. Click Save & Close ( ﬂ ).

eReferrals

You can quickly and securely send electronic versions of referrals using the Wolf EMR eReferral
messaging system. When you send an eReferral to a consultant, the consultant can open the
referral in the Referral Letter Composer, import attached patient medical information, and then

send you a reply through their Wolf EMR.

You can send eReferrals to consultants who:
Use Wolf EMR
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m Are set up to receive eReferrals

enabled for your clinic. To request access to the eReferral feature, contact the
TELUS Health EMR Customer Care team using one of the following methods:

‘ Note: If you want to send or receive eReferrals, the eReferral feature must be
Vg

m E-mail; accounts.wolfemr@telus.com

m Online Case submission: Available on the Cases page of the Wolf EMR
Community Portal.

m Phone: 1-866-879-9653 (Option 4)

Sending eReferrals

To send an eReferral, you start a referral as normal and use the Referral Letter Composer to
create your letter. When you click Send, the EMR sends the eReferral letter through the secure
eReferral messaging system, with any attachments that you specified.

To create and send an eReferral:

1. Start a referral as normal. See “Initiating referrals” on page 399.

consultant has an E to the right of their name. The E indicates that the consultant
accepts eReferrals.

‘ Important: When you select a consultant for an eReferral, ensure that the
Ve

Manage
sChose Consullai FECRUZ, WeskdayEr General Practice E Famﬂtes
Dk, WEEKDAY Hospital*** E i J
From Favourites ey, Hospitalt E 1 J ﬂ _'I
By Specialty "KG, Weekday Hosphal™* E Set as
ssifchullar, CM HOSPITAL* E Primary
| By Neme “Khullar. SK HOSPITAL™ E

Add Hew Consuttant |
. Recdnientl =T

Indicates that practitioner

accepts eReferrals

2. Create the referral letter using the Referral Letter Composer. See “Creating referral letters” on
page 407,

‘ Note: Consult letters created using SMART forms cannot be sent as eReferrals.
»

3. When you finish composing your letter and selecting any attachments, click Send. The
EMR:

m Displays a dialog box with the following notification: “Sending Message”
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m Creates a PDF document of the Referral letter and specified attachments, and saves the
PDF to the Documents tab of the patient's Medical Summary.

m Sends the referral and attached documents to the consultant.

o Referral Letter Composer

Configure

= [ o ¢ & [ %) [,
Print Send Send to SMART Form History Attachment Save Cancel Save
[v] Client Information - Author
Referral Detail || | Dr. John Coltrane , M.D.
B [ Medical Inform{ o mmunicating with e-MS s
£ [#] Problems
.- [7| Esopha Message Send
. [ Diabete 555-1234
£ ¥ Current Me 5-2345
T ) Sending Message
-] Cimeticli
" ¥ Esomeprazole (Nexium) 40 mg TRNTIER HRcipient
B[] Allergies : Dr. David Wells
EI - = 1234 - Wolf Ave
! prociesydyl Vancouver, BC

The eReferral is now sent to the selected Physician.
. To exit the Referral Composer, click Exit

Note Saving or sending the referral saves the referral as an electronic document. You can view it from the Documents tab in the patient's Medical Summary..

‘ Note: The consultant views the eReferral in the eReferral Letter Composer (not as
) a PDF document).

4, Click Save & Exit ( e ).

Monitoring the status of eReferrals (accepted or declined)

As soon as a consultant’s office accepts or declines your referral, you are notified on your
WorkDesk. You can view and respond to any accepted or declined eReferrals in the Referrals
area of your WorkDesk under the headings:

= Incoming Consults: Lists all accepted eReferrals, and eReferrals with new messages and
attachments from the consultant.

= Declined eReferrals: Lists all declined eReferrals.

Viewing and responding to declined eReferrals
To view and respond to your declined eReferrals:

1. In the Tasks area on your Workdesk, under Incoming Referrals/Consults, click #
Declined eReferrals (where # = the number of declined referrals). The EMR opens the
Investigation/Document In Basket window with a list of declined referrals.

2. To view more information about a declined referral, including any messages from the
consultant, double-click the referral.

3. To respond to the declined referral, click one of the following options:
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To Come In: To assign a task to your Patient to Notify list, and to create a Follow Up

task for the practitioner.

Follow Up: To create a Follow Up task for another clinic member that you specify.

Message: To create a Message for you or for another clinic member that you specity.

included by the consultant’s office.

declined through eReferral, a Status banner displays at the top of the window
indicating that the referral is declined. The Status area also displays any notes

‘ Note: If you open a referral in the Referral Letter Composer window, that was
»

. Referral Letter Composer EIE
Configure
= € & i
Print History | Attachment Exit
Status
11-Jun-2012 4:18 PM: Referral Marked Declined (Service not Provided)
Declined Thank you for your kind referral. Unfortunately | will not be able to see your patient as | do not see patients with
this type of concern.

Author

Dr. John Coltrane , M.D.
1234 - Wolf Ave.
Vancouver, BC

V35 5J9

CA

Phone (604) 555-1234
Fax (604) 555-2345

Viewing and responding to accepted eReferrals
To view and respond to your accepted eReferrals:

1. In the Tasks area on your Workdesk, under Incoming Referrals/Consults, click #
Incoming consults (where # = the number of accepted or updated referrals). The EMR
opens the Investigation/Document In Basket window with a list of accepted referrals

displayed.

2. To respond to the accepted referral, click one of the following options:

Redirect: To redirect the referral response to a practitioner in your clinic,

To Come In: To assign a task to your Patient to Notify list, and to create a Follow Up

task for the practitioner.

Follow Up: To create a Follow Up task for you another clinic member that you specify.

Message: To create a Message for you or for another clinic member that you specity.
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accepted through eReferral, a Status banner displays at the top of the window
indicating that the referral is accepted. The Status also displays any notes
included by the consultant’s office.

a2 Referral Letter Composer =0 EcH ==

Configure

‘ Note: If you re-open a referral in the Referral Letter Composer window, that was
»

+F
History

7

Attachment

Print

2

Create Reply

g |

Exit

Import Dedine

Status

F— 11-Jun-2012 4:01 PM: Referral Marked Accepted
el it Thank you for your referrall

Author

Dr. John Coltrane . M.D.
1234 - Wolf Ave.
Vancouver, BC

V35 5J9

CA

Phone (604) 555-1234
Fax (604) 555-2345

Sending and receiving messages, consult letters, and other documents to and
from consultants

You can send messages, consult letters, and other documents back and forth to consultants
through the eReferral Letter Composer.

When you receive eReferral messages or documents from consultants, they display on your
WorkDesk, in your Incoming Consuls list.

Receiving messages, and other documents

If, after you send an eReferral, you receive messages or documents from the consultant’s clinic,
you are naotified in the Tasks area of your WorkDesk under Incoming Consults. From here,
you can view and respond to messages. The EMR attaches messages and attachments to the
original referral.,

To view messages and attachments regarding an eReferral

1. In the Tasks area of your WorkDesk, under Incoming Referrals/Consults, click #
Incoming Consults (where # = the number of your accepted referrals and referrals with
new messages and/or attachments). The EMR opens the Investigation/Documents In-
basket.
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2. Inthe list of pending and updated eReferrals, double-click the eReferral. The EMR displays
the eReferral in the Referral Letter Composer window, with any messages from the

consultant displayed under Other Treatments.

Family History
None noted.

Harmful Substances

None noted.

Other Treatments
Requested DI Reports attached.

Patient Information

3. To view any new attachments from the consultant (for example, a consult letter), click

.

Attachment (

). The EMR displays the Attachment window.

4. Respond to the message if needed. See “Sending messages, and other documents” on

page 442,

5. When you finish, click Exit ( ﬁ ).

Sending messages, and other documents

Through the Referral Letter Composer, you can send consultants messages and additional

documents after you send the original eReferral,
To send messages, and documents to a consultant’s clinic:

1. Open the patient’s Medical Summary.

N

Click the Documents tab.

w

the Referral Letter Composer window,

4. At the top of the eReferral Letter Composer window, click Create Reply (

opens the Referral Letter Composer in send mode.

In the patient’s list of documents, double-click the eReferral. The EMR displays the referral in

Dy

). The EMR

5. If you want to send a message to the consultant, enter the message as an Other Treatment;

a) In the left pane, select the Other Treatments check box.

442
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b) Right-click the Other Treatments tag (in blue), and then click Properties. The EMR
displays the Description window.

o' Description E\@

Comments

ak. | Cancel ‘
.

c) Inthe Comments area, enter your message, and then click OK.

6. If you want to send a document to the consultant:

a) Click Attachment ( ﬁ} ). The EMR displays the Attachments window, with a list of files
available in the Documents area of the patient's Medical Summary.

12 Attachments - a X

File Marne Diate Skatus Keywaord One Keyword Twa Keyword ... Mates Physician  Review Date
3 FatherTest,.. Z4/10/Z014 Reviewed DI Req-Pureform-Ab Cg Dana kKn... Z4/10/2014

| i FatherTest... 24/10f2014  Reviewed  DIReq-AHS-AB Dana Kn... 24/10f2014
FatherTest... Z2/10/2014 Reviewed  GP Letter Dana Kn... Z2[10/2014
FatherTest... 22/10/2014  Rewviewed  Consult Letter Composer Full Dana Kn... 22{10f2014
FatherTest... 22/10f2014  Rewiewed  GP Letter Dana Kn... 22{10/2014
FatherTest,.. Z2/10/Z014 Reviewed  GP Letter Dana Kn... Z2/10/2014
FatherTest... 22/10/2014  Rewviewed  Consult lstter Dana Kn... 22/10f2014
FatherTest... 06/10f2014  Rewiewed DI Req-Pureform-abCg Dana Kn... 08/10f2014
Father Test.., 01/10/2014 Reviewed M3 ReferralLetter Dana kKn... 01/10/2014
FatherTest... 01/10f2014  Reviewed  CP¥ - Female Dana Kn... 011072014
FatherTest... 01710/2014 Reviewed  Mote - Wiork Abscence Dana Kn... 01/10/2014
FatherTest... 01/10/2014  Reviewed  Mote - Work Abscence Dana Kn... 01/10f2014
Sunflawer ... 24/09/2014 Ficture Fallowi. ..
FatherTest,.. 07/03/2014 Reviewed  Lab Reg-AB Cg (Zpg) Dana Kn... 07/03/2014
FatherTest... 07/03/2014  Reviewed  CP¥ - Female Dana Kn... 07/03f2014
FatherTest... 07/03/2014  Rewviewed  Mote - Massage Dana Kn... 07/03/2014
FatherTest,., 0BJO/Z014 Staff Revi... Consult Letter Composer WOLF, COMPOSER.CO... Marked as re... 06/03/2014
Father Test... 06/03/2014  Reviewed  e-MS Referralletter David Kn... 08/0372014
5. koapptr... Z7/08/2013 Cardilogy Report test
6. linkto ca... 27/08/2013 Cardilagy Repart

‘ Note: You can attach only files that are available in the Documents tab of the
» patient's Medical Summary.

You can attach letters, growth charts, prenatal records, and WCB forms only if they
are saved as documents in the patient's record.
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b) In the Attached column, select the check box beside all documents you want to send.

c) Click Close (- * ). The EMR displays the selected document(‘s) name(s) in the
Referral Detail area on the Referral Letter Composer window.

7. On the Referral Letter Composer window, click Send.

o' Referral Letter Composer
Configure
= & < €
Print Sﬁ\_. Send ko SMART Form History
- Author

+ vl Client Information

[ Referral Detail

& ¥ Medical Inform* Communicating with e-MS

&[] Problems

. [¥]Esophai

. -[v] Diabete
[v] Current Me

Cimetidi

¥ Esomeprazole (Nexium) 40 mg,

= M Allergies

(A Dr. John Coltrane , M.D.
TRAve.

Message Send

Sending Message

Dr. David Wells

The EMR sends a notification to the consultant.

Note: The consultant receives the notification in their Incoming Referrals list.

When the consultant opens the referral, any messages you entered display under
Other Treatments.

—— PTOCEUUTES anyu SUTJETIES
Description

Vg

Family History
None noted.

Harmful Substances
None noted.

Other Treatments

Please send all related DI Reports.

Patient Information

444
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Chapter 12

Tracking and managing incoming referrals
(Specialists)

In this module you learn how to track, manage, and respond to incoming referrals in Wolf EMR.
Depending on your clinic’s processes you may receive referrals through fax, mail, eReferral, or
through a combination of these methods. No matter how referrals are received, you can track
incoming referrals using:

m Incoming Referrals list
m Messages
m Patient lists

Using SMART forms, you can send notifications to referring clinics. Using messages, you can
track calls made in response to referrals.

Linking incoming referrals to patients

\When you receive an incoming faxed or mailed (scanned) referral, your fist step is to link the
document to a patient record (similar to how you link other documents to patients) and assign
Incoming Referral as the Document Type. If the patient is not yet added to your system, you
can add the patient as you are linking the document.

After you define a referral document as an Incoming Referral, the referral displays in the
provider's Incoming Referrals list.

Note: If you do not define the document as an Incoming Referral, the referral
» letter displays in the practitioner's New Documents list.

To link an incoming referral to a patient:

(S
1. On the Wolf EMR Launch page, click Documents ( < ). The EMR displays the Documents
window.

2. Link the referral letter to a patient as you do other documents. See “Linking documents to
patient records” on page 374. The following exception applies to referral letters:

m Inthe Document Type drop-down list, select Incoming Referral.
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3. If the patient is not yet in your system, you can add the patient from the Documents window:

f =
a) Inthe Patient Search area, click Advanced, and then click New Patient ( —&# ) or, on
your keyboard, press F9.

b) In the Patient Maintenance window, enter the patient’s information. See “Adding patients”
on page 9.
Q Tips for adding referred patients:

In the Patient Maintenance window, ensure you record the patient’s referring
provider, and the referral expiry date.

If the referring provider you want is not on the consultants list, you can add
the referring provider to the consultants list from the Appointment Scheduler:

1. On the Appointment Scheduler menu, click Configure > New Referral
Consultant (Quick Add).

2. Enter the referring provider's information, and then click Save.

¢) In the Documents window, search for and select the added patient.

4. When you finish entering information in the Documents window, click Link Only. The EMR
adds the referral to the Incoming Referrals list, and the provider can now review and
respond to the referral.,

Viewing and responding to accepted, declined, and “need more
iInformation” referrals

When you link a referral letter to a patient’s record, the provider is notified on their WorkDesk via
the Incoming Referrals list. The provider can then view and respond to the referral. When the
provider responds to the referral, you receive a message indicating if the referral is accepted,
declined, or requires more information. From the message, you can perform a number of
actions.

To view and respond to your referral-related messages:

1. On your WorkDesk, in the Messages area, double-click the message. The EMR displays
the message details. See “Viewing your messages” on page 337.

2. From the message, you can perform one or more of the following actions:

Modify the patient's demographic information (for example, if the provider declined the
referral, you can change the patient's Status to Inactive): On the message, in the SMART

patient banner, click View patient demographic information (2= ). See “Managing
declined referrals” on page 4562.
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m  Add the patient to a patient list (appointment waiting list). See “Tracking referred patients
using Patient Lists” on page 447.

m Record any calls made or notifications sent to the referring clinic or patient. See
“‘Recording what notifications have been sent to referring clinics” on page 452,

Tracking referred patients using Patient Lists

Wolf EMR patient lists are running lists of patients, where you manually add, remove, and
restore patients as needed. You can use patient lists to track patients waiting for appointment
bookings, and to track patients at different stages in the referral process.

For listed patients, you can:

Enter notes
Assign a category and priority

Book an appointment. See “Booking an appointment for a patient on a patient list” on page
118.

Search for patients and view information such as the number of days the patient has been
on the list and if the patient is overdue or near-due for an appointment booking. See
“Viewing patient lists” on page 112.

When you book a patient who is on a list for an appointment, you can choose to remove the
patient from the patient list automatically.

Your clinic can create as many patient lists as you want, and tailor the lists to suit your referral
workflow. For example, you can have an appointment waiting list for Priority 2 patients, an
appointment waiting list for Priority 3 patients, a cancellations list, a list tracking patients who
have been called (with no answer), and so on.
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Patients on List - || O] X

3 & &2 2 322 B BEReE B B

fidd Patient  Edit Patient Removewith Removena Festore  Copy Padient  Book Appointment  Eookbo | Expart  Print | Manage |
Histary History it ko oy Lists

Actions

List Pod 1 - Wating fist * Provider Any Provider v [7]Incuds removed with histary patients  Takal patient count 4
| v Clear Start Date From: ¥ To: i
'Patient Previous App... MextApp... HomePhone  Work Phane Motes  Cateqary Priotity  + Threshold Status  # Days onlist  Provider Start Date &

 31{octf2011 (399) 999-0939  (555) 555-5555 R Rl Urgent Overdue 1 day & days Schreiber, Janna  25/Aprf2016 |

; 28unj2012 (B6R) AEA-EARE Mental Health  Semi-Urgent DugInl3days 1 day Casteberry, Ma... 02(Mav/2016
Test, Wayne (-1 Py Routine Duelnl0davs  20days Keller, Warner 13/8pr/2016
Test, Mother  09/1)f2013 Py Ruouting Dueln30davs  Odays Schreiber, Janna  O3(May/2016

Adding patients to referral-related patient lists

You can add a patient to a patient list either from the Appointments Scheduler or from the
Patient Maintenance window. Most often, you add a patient to a waiting list after you receive a
provider's response message to the referral. For example, the provider sends a message
indicating that the referral is accepted and that the patient is a Priority 2. You can then add the
patient to your Priority 2 waiting list from the message itself (via the Patient Maintenance
window).

To add a patient to a patient list;
1. Perform one of the following actions:
m [fyou are adding a patient to the waiting list in response to a message, from the message
open the patient’'s Patient Maintenance window: On the message, in the SMART patient
banner, click View patient demographics information (***) or, on your keyboard,

press F9.

m If you do not have a patient message open, on the Appointment Scheduler, in the
Patient Search area, search for and select a patient.

2. On your keyboard, press Ctrl+ G. The EMR displays the Assigned Lists window for the
patient.

3. Enter the patient’s list information, and then close the window. See “Adding patients to
patient lists” on page 110.

448 Wolf Front End Staff User Guide - Issue 02.05



Tracking and managing incoming referrals (Specialists)

Sending and recording notifications to referring clinics and patients

Depending on your clinic’s workflow for managing incoming referrals, you may notify the
referring clinic when:

= You receive the referral

m You require additional patient information before the referral can be accepted
m The referral is accepted or declined

= An appointment is booked

If you send notifications via fax, you can fax a letter using a SMART form.

You can track that you have sent notifications and updates to a clinic by updating the original
message or follow-up task sent by the provider in response to the referral. In a patient
message, you can document that the clinic was called and what was said.

Sending notifications to referring clinics

You can use SMART form letter templates to send referral notification letters to referring clinics.
When a SMART form letter is sent, it is saved in the patient's Medical Summary, in the
Documents tab. This way, you can track what letters were sent and when. You can also re-
send a letter if needed.

To send a natification using a SMART form letter template:

1. On any window related to a patient’s record (for example, the Medical Summary window or
Vital Entry window), right-click and then, in the SMART menu, click SMART Forms. The
EMR opens the Send to SMART Form window.

Tip: You can start a SMART form letter right from a patient message via the

Q SMART menu (right-click menu). For example, if a provider sends you a message
indicating that the referral is rejected, you can create a rejection letter right from the
message.
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2. Inthe list of SMART forms, expand the Letter category, and then click the letter template
you want to use. The EMR displays the selected letter template on the right side of the

window.
2 ¥ Send to SMART Form i o || x
|EV Docurnent Configure SMART Forms
X Keyword  Appointrment notification - wf Open Docurnent -
o Keyword x W/ Lirk ko Patient v - =
Send and Add ko v fr Filker
Close Keyword x | Mark as Reviewed Favourites Documents

Ah0L

[B]

SMART Form Preview | SMART Form Data l

Filker:
. Mame
Favourites
b Diagnostic Tools ABC Pediatric Centre
¥ Faorms i tay
- Letters
Appointrment notification
b i Appointrment notification {¥Fsh0ie,
Consult letter ':' :
b Consult letter e
'.'p’;r Consulk Letker : i
'.f,:l Letter - Mo Appointment : bt e i
() Letter to Family MD From Encounter et

Sremmiy,

fu Letker bo Institution From Encounter

I(;I Letter to Insurer from Encounter

'.'f;r Letter to Patient from Encounter

'\';C.‘J Letter ko Referring MD From Encounter
Phwsio Referral Letter TG

e Physio Referral Letter TG

(L) school absence
Sevmour Alzheimers Referral

&y SEymour Alzheimers Referral

TEET Rt 1

Wi Wolfdatal Templates|Letters\ Appaointment notification.dot

3. If the SMART form is programmed to pull information from the patient's record, but the
information is not available in the current patient's record, the EMR displays a dialog box
similar to the following.

*

Flease supphy missing SMART Form data:

Consulbart
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and then displays the SMART Form Data tab, where you can enter the missing data.

SMART Form Preview  SMART Form Data

Patient -Kirk, James T, »
Provider Gabert, Trayr (MD) -

Appaintrient

Referral

Consultant .

CC Provider 1
CC Provider 2
Insurer

InstiEukion

[ Allow Incomplete Data

Enter the missing data in the fields provided, or, to produce the SMART form without the
missing data, select the Allow Incomplete Data check box.

4. If the SMART form contains an electronic signature, the EMR displays a dialog box with a
prompt similar to the following.

Sign Documenk?

Do wou wish bo add your signature to this Form?

Sigrature For Provider:
Gaberk, Trayr, MD
Documment:

Trayr's Letter
Patient:

Kirk, James T.

This will save the document as a POF file.

To insert your signature, click Yes.

X

5. Click Send and Close ( w ) or, in the list of SMART forms, double-click the form. The
EMR opens the letter in Microsoft Word, with some of the patient and provider's information
populated.

6. Enter or modify information in the letter as needed.

7. To save the letter, click Save ( = ), or press Ctrl + S. The EMR saves the completed
SMART form in the Documents tab of the patient's Medical Summary.
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8. To print or fax the letter, in the Microsoft Word menu, click File > Print.

Q Recording that letters have been faxed

When you fax a notification letter, you can record that the letter was successfully
faxed in the SMART form Document properties:

1. Open the patient's Medical Summary, and then click the Documents tab.

2. In the Documents list, click the SMART form letter, and then click View
Document Properties.

3. In the Document Properties window, in the Notes area, enter “Letter faxed” with
the date and time.

Recording what notifications have been sent to referring clinics

When a provider responds to an incoming referral, you receive a message. In the message’s
Log and Notes areas, you can record any phone calls you made or messages you left with the
patient and/or referring clinic. You can also create numerous follow up tasks from the message.
See "Managing your messages and follow-up tasks” on page 337.

When you have completed your tasks for the accepted or rejected referral, you can then
Complete the message. The message and all actions you documented in the message are
saved in the patient’s record.

Managing declined referrals

452

When you decline a referral, you first notify the referring clinic and/or patient (see “Sending and
recording notifications to referring clinics and patients” on page 174). You can then change the
patient’s status to inactive. It is important that you deactivate the patient so that they do not
appear as part of the provider's panel.

To change a patient’s status to inactive:
1. Open the patient’s Patient Maintenance window, and then click the Patient Status tab.

2. Click New Status.

3. In the Status drop-down list, select an inactive-type status.

‘ Note: The Status options are customized by your clinic. For example, you may
) have an inactive status called “Refused” or “Declined”.

4. (Optionally) Enter a Reason and any Notes regarding the status change.

5. Click Save Status.
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Monitoring incoming referrals

You can view incoming faxed or mailed referrals and eReferrals from the Incoming Referrals
link on your WorkDesk.

faxed or mailed referral documents for them to display in the Incoming Referrals list.

‘ Note: You must select Incoming Referral as the Document Type on incoming
Vg

To view incoming Referrals:

1.

Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

In the Referrals area, click <#> Incoming Referrals (where # = the number of new

Referrals (This number includes faxed or mailed referrals with the Document Type of
Incoming Referral, and eReferrals). The EMR opens the Investigation/Documents In-
basket window a list of un-reviewed incoming referrals displayed.

= Inwestigation/Docurnent In Basket

Becnel, King FiHi 9998379152 Orcer Mewr %
Lah Tests

. ~
Sorn 1-0ct-2002 (12) Sz M Status Nis

2137 MW Garfield Place, /554382116 Fri Beata Schuster, MO F..
High River 8B B&G 5L9 [ Redirect
L BT2514338 Rei

("3 Electronic Investigation

(3 Documents

 Incoming Consutts Mot

(#} Incoming Referrals ) Declined eReferrals

Practtioner:

== ALL == |Z|

O

(&3 Newe () Reviewed
1 &l Documerts

O Date

[ patient iy
Date Keyword One Keyword Two Kevword Three Review Hote Patient Appointment |Service Provider

Search Heywords: AN El

10-Dec-2014 scrambled Becnel, King Schuster, Beata
18-Jun-2013 scrambled scrambled Ellington, Moises Macon, Terrance

3. To review incoming referrals for a specific practitioner, in the Practitioner drop-down list,

click the practitioner's name.

4. Tofilter the list of documents, use one or more of the filter options described in the following

table:
New (default Select this option to display only new incoming referrals that are not
selection) marked as Reviewed.
Reviewed Select this option to display only reviewed incoming referrals.
All Documents Select this option to display both new and reviewed incoming
referrals.
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Filter option Description

Search Enter word(s) in the Search Keywords field and press Enter. The
Keywords EMR displays only incoming referrals containing the word(s) you
entered in the Search Keywords field.

Date Select this check box and enter a date or click the Calendar icon

( g) to select a date. The EMR displays incoming referrals for that
date.

Patient Select this check box and Search for a patient. Use the Patient
Search window or select a patient name from the list of documents.
The EMR displays incoming referrals only for that patient.

In the list of incoming referrals, double-click a referral. The EMR displays the referral in:
m The PDF x-Change viewer: If the referral came in the form of fax or mail (scan).

m The Referral Letter Composer window: If the referral is an eReferral.

eReferrals

Using the TELUS Health eReferral feature, other clinics can send you referrals directly from their
EMR. Incoming eReferrals appear in your Incoming Referrals list along with your faxed and
mailed referrals.

With eReferrals, you can:

Import a patient's medical information into your EMR
View and import referral attachments into your EMR

Accept, or reject a referral at the click of a button, with the referring clinic being notified
immediately. Your front end staff does not have to call or send a letter to the referring clinic.

Send messages and documents to, and respond to messages from, the referring clinic.

Link the referral to an appointment.

‘ Note: If you want to send or receive eReferrals, you must be enabled to do so. To
> request access to the eReferral features, contact the TELUS Health EMR
Customer Care team using one of the following methods:

® E-mail; accounts.wolfemr@telus.com

m Online Case submission: Available on the Cases page of the Wolf EMR
Community Portal.

m Phone: 1-866-879-9653 (Option 4)

454
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Opening and viewing eReferrals
To open and view an Referral:

1. Open the referral as you do for regular referrals. See “Monitoring incoming referrals” on page
453, The EMR displays the eReferral and any associated attachments and medical
information in the eReferral Letter Composer window.

.'I,-.U Referral Letter Composer .

Configure

t”
=

Print
Author

Cr. John Coltrane , M.D.
1234 - Wolf Ave.
WVancouver, BC

V3s 519

CA

Phone (504} 555-1234
Fax (504) 555-2345

&

Create Reply

£
History

@

Import

#

Attachment

&

Accept

&

Dedine

|»

Information Recipient

Dr. David Wells

1234 - Wolf Ave.
Vancouver, BC

V3s 5J9

Phone (G04) 555-1234
Email dwells@wolf.com

CCed Recipients

J
Patient
Edna Danielson PHN: 9994106640
Birthdate: September 8, 1928 Gender: Female
Phone:
Sent On: June 11, 2012 Appointment Date:

Referral Detail

Urgency: Routine
Referral Reason: sdfasfsaf

2. To view attachments that came with the referral, click Attachment ( é@ ). The EMR
displays the Attachment window.

3. Complete one of the following actions:

m To close the eReferral without responding, click Exit ( ﬁ ).

m Jo redirect the eReferral to another practitioner in your clinic, see “Redirecting eReferrals”
on page 456.

m To accept the eReferral, see “Accepting eReferrals” on page 456.
m To decline the eReferral, see “Declining eReferrals” on page 458.

m To request more information, see “Requesting more information from the referring
practitioner” on page 459.
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m To send a message back to the clinic (without accepting or declining the eReferral), see
“Sending messages, and documents” on page 461.

Responding to eReferrals

You can accept or decline an eReferral and the referring clinic is notified immediately. You do
not have to call or send a letter to the referring clinic to let them know about the status of the
referral. Through your EMR you can also send a message to the referring clinic, for example, to
request more information about the patient, or you can redirect an eReferral to another
practitioner in your clinic.

Redirecting eReferrals

A practitioner may receive a consult request, but does not have the availability to accept the
referral. However, if another practitioner in your clinic has room to take the patient, you can
redirect the referral to them. When you redirect a referral, the EMR moves the referral to the
other practitioner's Incoming Referrals list and removes the referral from the practitioner’s
Incoming Referrals list who first received the referral,

To redirect an eReferral:

1. Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

2. In the Referrals area, click <#> Incoming Referrals. The EMR opens the Investigation/
Documents In-basket window a list of un-reviewed incoming referrals displayed.

Click a referral in the list.
Click Redirect. The EMR displays the Select Service Provider window.

Click the practitioner's name who you want to redirect the referral to.

o O~ W

Click OK. The EMR moves the referral to the Incoming Referrals list of the practitioner you

specified. The EMR adds the following note to the referral “Redirected by <your name> on
<date>".

Accepting eReferrals

To accept an eReferral:

1. Open and view the referral. See “Opening and viewing eReferrals” on page 455.

2. On the top of the Referral Letter Composer window, click Accept ( Ea ). The EMR
displays the Accept Referral window.
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3. In the Notes field, enter a message to the referring practitioner if desired

a-' Accept Referral

Rt Thank you for your referrall

(=[O /=)

Cancel |

Y

4. Click OK. The EMR displays an Accepted status header both on your view and on the
referring practitioner’s view in the Referral Letter Composer.

Dr. John Coltrane , M.D.
1234 - Wolf Ave.
Vancouver, BC

V3s 519

CA

Phone (504) 555-1234
Fax (504) 555-2345

o Referral Letter Composer EI@
Configure
= 2y # =
Print Import Create Reply Histaory Exit
Status ol
Po— 11-Jun-2012 4:01 PM: Referral Marked Accepted
Accepted Thank you for your referrall
Author

5. Click Create Reply ( ). The EMR opens the eReferral Letter Composer in Send mode.
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6. Click Send (L;'_"}I ). The EMR sends your response to the referring practitioner’'s Incoming
Consults list. The EMR displays an Accepted status header on the referring practitioner's
view of the Referral Letter Composer.

‘ Important: You must create a reply when you accept an eReferral, in addition to
> clicking Accept. This way, the referring clinic receives a notification. If you do not

click Create Reply ( E‘] ) and enter a message, the referring clinic does not
receive a notification regarding the accepted eReferral.

Declining eReferrals
To decline an eReferral:

1. Open and view the referral. See “Opening and viewing eReferrals” on page 455.

2. On the top of the Referral Letter Composer window, click Decline ( Ea ). The EMR displays
the Decline Referral window.

3. Inthe Reason drop-down list, click your reason for declining the referral, or if the reason you
want is not available in the Reason drop-down list, enter the reason.

4. Inthe Notes area, enter a message to the referring practitioner if desired

- Decline Referral E\@

IMPORTANT

Note: Dedining this referral will sutomatically mark the incoming referral as reviewed™.

This referral will no longer be visible in the incoming document inbox, but can be
viewed an the patient's Medical Summary.

Reason Service not Provided |E|

MNotes Thank you for your kind referral. Unfortunately I will not be able to
see your patient as I do not see patients with this type of concern.

458 Wolf Front End Staff User Guide - Issue 02.05




Tracking and managing incoming referrals (Specialists)

5. Click OK. The EMR:
m Displays a Declined status header in your Referral Letter Composer window.
m Sends your response 1o the referring practitioner's Declined eReferrals list.

m Displays a Declined status header on the referring practitioner’s view of the Referral
Letter Composer.

o' Referral Letter Composer EI@
Configure
& | € 2 W ‘
Print History | Attachment Exit
Status -

11-Jun-2012 4:18 PM: Referral Marked Declined (Service not Provided)
Declined Thank you for your kind referral. Unfortunately | will not be able to see your patient as | do not see patients with
this type of concemn.

Author

Dr. John Coltrane , M.D.
1234 - Wolf Ave.
Vancouver, BC

W3S 5J9

CA

Phone (604) 555-1234
Fax (604) 555-2345

Requesting more information from the referring practitioner

You can send messages to the referring practitioner if needed. For example, if a referring
practitioner has not attached enough information for you to accept the referral, you can request
more information from the referring practitioner.

To request more information from the referring practitioner:

1. Open and view the referral. See “Opening and viewing eReferrals” on page 455.

2. Onthe top of the Referral Letter Composer window, click Accept ( B ). The EMR displays
the Accept Referral window.

3. Inthe Notes area, enter a message to the referring practitioner, detailing what information
you require.

4. Click OK. The EMR:

m Displays an Accepted status header both on your view and on the referring practitioner's
view of the Referral Letter Composer, with your message requesting more information
displayed.

m  Sends a notification to the referring practitioner. This notification displays in the referring
practitioner's Incoming Consults list.
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Importing a patient’s clinical information from an eReferral

It the referring clinic attaches clinical information such as the patient’s problem list, family history,
current medications, and allergies to an eReferral, you can import this clinical information
directly into the patient's Medical Summary in your EMR. Also, if the referring clinic attaches
documents such as diagnostic imaging reports, WCB reports, or prenatal records, you can
import these documents into the Documents tab of the patients Medical Summary.

To import the patient’s clinical data into your EMR at a later time:
1. Open the eReferral:

m If you are viewing and responding to the eReferral for the first time, see “Responding to
eReferrals” on page 456.

m If you are importing the patient's medical information at a later time (for example, during
the patient’s first visit):
a) Navigate to the Documents tab of the patient's Medical Summary.

b) In the patient’s list of documents, double-click the eReferral. The EMR displays the
referral in the Referral Letter Composer window.

2. On the top of the Referral Letter Composer window, click Import (9 ). The EMR displays
the Import Patient Clinical Data window, with a list of clinical information that the referring
clinic attached to the referral.

a- Import Patient Clinical Data ===

™ Select All
--[] Esophageal Reflux Dyspepsia GERD [Previously Imported]
--[] Diabetes Mellitus -Type 1- Insulin Dependent [Previously Imported]
=- vl Current Medications

-[] Cimetidine (Tagamet) 300 mg PO BID [Previously Imported]
-] Esomeprazole (Nexium) 40 mg i PO QD [Previously Imported]
= Allergies

-] proctesydyl [Previously Imported]

--[] dental anesthetic [Previously Imported)]

=- ¥l Procedures and Surgeries

--[] Right Breast Biopsy (Aug 12, 2002) [Previously Imported]

-] modified radical mastectomy (Aug 4. 1997) [Previously Imported]

3. Select the check box beside items you want to import into the patient's chart.

4. Click Import (9 ). The EMR does the following:
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m Displays a dialogue box with the following message: “# records saved to the database
successfully” (where “#” = the number of imported items).

m Imports the selected clinical data into the appropriate areas of the patient's Medical
Summary.

Note: The EMR does not import any Encounters attached in the eReferral into the
» patient's Medical Summary.

Sending messages and documents back and forth to referring practitioners

You can send messages, consult letters, and other documents back and forth to referring
clinics through the eReferral Letter Composer.

Sending messages, and documents
To send messages, and documents to the referring clinic:
1. Open the eReferral;
a) Navigate to the Documents tab of the patient's Medical Summary.

b) Inthe patient’s list of documents, double-click the eReferral. The EMR displays the
referral in the Referral Letter Composer window.

Oy

2. At the top of the eReferral Letter Composer window, click Create Reply (
opens the eReferral Letter Composer in send mode.

). The EMR

3. If you want to send a message to the referring clinic, enter the message as an Other
Treatment:

a) In the left pane, select the Other Treatments check box.

b) Right-click the Other Treatments tag (in blue), and then click Properties. The EMR
displays the Description window.

o' Description E\@

Comments

QK. | Cancel
Y
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c) Inthe Comments area, enter your message, and then click OK.

4. If you want to send a document to the referring clinic:

a) Click Attachment ( f? ). The EMR displays the Attachments window, with a list of files
available in the Documents area of the patient's Medical Summary.

g Attachments =alleci o
Aktached  File Mame Date Stakus Kesword One Kevyword Two Keyword ... Notes Physician  Review Date
.. 24/10/2014  Rewviewed DI Req-Pureform-abCg Dana Kn... 24/10f2014
FatherTest... 24/10f2014  Rewiewed DI Req-AHS-AB Dana Kn... 24/10/2014
FatherTest,., Z2f10/z014 Reviewed  GF Letter Dana kn... Z2/10/z014
FatherTest... 22/10/2014  Rewviewed  Consult Letter Compaser Full Dana Kn... 22/10f2014
FatherTest... Z2/10/2014 Reviewed  GP Letter Dana Kn... Z2/10f2014
FatherTest... 22/10/2014  Reviewed  GP Letter Dana Kn... 22/10f2014
FatherTest... 22/10f2014  Rewiewed  Consult lstter Dana Kn... 22/10f2014
FatherTest,.. 06/10/2014 Reviewed DI Req-Pureform-Ab Cg Dana Kn... 08/10/2014
Father Test... 01/10f2014  Reviewed  e-MS Referralletter Dana Kn... 01/10/2014
FatherTest... 01/10f2014  Rewviewed  CP¥ - Female Dana Kn... 011072014
FatherTest,., 01710/2014 Reviewed  Mote - Work Abscence Dana kn... 01/10/2014
FatherTest... 01j10f2014  Reviewed  Mote - Work Abscence Dana Kn... 01/10f2014
Sunflower_... 24/09/2014 Picture Followi. ..
FatherTest... 07/03/2014  Rewviewed  LabReg-AB Cg(Zpg) Dana Kn... 07/03j2014
FatherTest... 07/03/2014  Rewviewed  CP¥ - Female Dana Kn... 07/03]2014
FatherTest,., 07/03/2014 Reviewed Mot - Massage Dana Kn... 07/03/2014
FatherTest... 06/03/2014  Staff Rewi... Consult Letter Compaser WOLF, COMPOSER.CO... Marked as re... 06032014
Father Test... 0&J03/2014 Reviewed  e-MS Referral etter David Kn... 06/03/2014
S.toapptr... Z7J08/2013 Cardilogy Report: tesk
6. linkto ca... 27/08/2013 Cardilagy Repart

‘ Note: You can attach only files that are available in the Documents tab of the
» patient's Medical Summary.

You can attach consult letters, prenatal records, and WCB forms only if they are
saved as documents in the patient’s record.

b) Inthe Attached column, select the check box beside all documents you want to send.

c) Click Close ( *). The EMR displays the selected document(‘s) name(s) in the
Referral Detail area on the Referral Letter Composer window.
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5. On the Referral Letter Composer window, click Send.

o' Referral Letter Composer

Configure
= = Q_ £
Print Send Send to SMART Form History
[l Client Information . Author
- [¥ Reterral Detail | Dr. John Coltrane , M.D.
=1 [ Medical Informf Communicating with e-MS :
E [¥] Problems
] Message Send
D ! 2 Currant Me Sending Message
- [v] Cimetidi
¥l Esomeprazole (Nexium) 40 mg|

= M Allergies _||' | Dr. David Walls

The EMR sends a notification to the referring practitioner.

‘ Note: The referring practitioner receives the notification in their Incoming
> Consults list.

When the referring practitioner opens the referral, any messages you entered
display under Other Treatments.

[ — PTOCEOUTES ang SUrgeres
Description

Family History
None noted.

Harmful Substances

None noted.

Other Treatments =
Please send all related DI Reports.

Patient Information

Receiving messages, and other documents

If, after you receive an eReferral, you receive other related messages or documents from the
referring clinic, you are notified in the Tasks area of your WorkDesk under Incoming Referrals.
From here, you can view and respond to messages. The EMR also attaches the messages and

attachments to the original referral.

To view messages and attachments regarding an eReferral:
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1. In the Tasks area of your WorkDesk, in the Referrals area, click # Incoming Referrals
(where # = the number of your pending incoming referrals and referrals with new messages
and/or attachments). The EMR opens the Investigation/Documents In-basket.

2. In the list of pending and updated eReferrals, double-click the eReferral. The EMR displays
the eReferral in the eReferral Letter Composer window, with any messages from the referring
practitioner displayed under Other Treatments.

Family History
None noted.

Harmful Substances

None noted.

Other Treatments

Requested DI Reports attached.

Patient Information

3. Toview any new attachments, click Attachment ( é@ ). The EMR displays the Attachment
window.

4. Respond to the message if needed. See “Sending messages, and documents” on page
461.

5. When you finish, click Exit ( ﬁ ).

Linking an eReferral to an appointment

You can link an eReferral to an upcoming booked appointment. Then during the appointment, if
the practitioner is using the Consult Letter Examination form, they can click the Respond to
eReferral link to quickly access and reply to the eReferral.

To link a referral to an appointment:

1. Open the Documents tab of the patient's Medical Summary.
2. In the list of documents, click the eReferral.

3. Click View Document Properties. The EMR displays the Document Properties window.

464 Wolf Front End Staff User Guide - Issue 02.05



Tracking and managing incoming referrals (Specialists)

4. In the Link to Appointment drop-down list, click the appointment that you want to link the
document to.

Note: You can only link a referral to an appointment if you have already booked the
y appointment. If you have not booked the appointment, the appointment will not
appear in the drop-down list.

¢

5. Click Save and Close (
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Chapter 13

MVedications and prescriptions

In this chapter, you learn how to record a patients medications in the Medical Summary. You
also learn how to manage prescription refill requests from pharmacies, and how to manage the
pharmacy list.

Adding medications to a patient's Medical Summary

The following sections explain how to add medications to a patient's Medical Summary using
two different methods:

m  Adding medications using the New Medications window
m  Adding medications using the Quick Entry Form
Workflow examples of when you would add medications include:
= When a new patient joins the clinic, you would enter the patient’'s current medications.

m When an external practitioner prescribes a medication for a patient, you would add that
medication as a reference.

Adding medications using the New Medications window

The following sections describe the main steps you would perform to add medications using
the New Medications window:

m  Opening the Add New Medications window
m Searching for and selecting the medication to add

m  Entering medication details
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Opening the Add New Medications window

Q Tip: You can use the SMART Menu to open the Add New Medications window:

On any window related to the patient (for example, the Medical Summary
window or Vital Entry window) right-click and then, in the SMART menu, click
Enter New Medication.

You can also open the Add New Medications window from the Current Medications area in
the patient's Medical Summary; simply double-click <<Add New Medication>>.

To open the Add New Medications window:

1. Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

2. Open the patient's Medical Summary. See “Opening a patient's Medical Summary”. The
EMR displays the Medical Summary window with the Current Hx tab open.

3. In the Current Medications area, double-click <<Add New Medication>>. The EMR
opens the Add New Medications window.

-3 Add New Medications 3
Adcock, Amber FHi 9994587530 . P
preserne | )| X | [
Aorn 06-How-1992 (22) Sex F Status MIA
2678 W Gatling Place, H £ Mitch Whited, MD, FRCPC, Pecliatri... .
Drumheller 28 T3P 6R3 C Weight 53.2 kg (117.3 Ibs} 6yr 9 m ago
¢ (528) BRS-9077 Ret
Ry Allergies
8] Total Dosage Per Day:
Search § [ Include Generic
O Starts.wrlh Daose farm 0] include OTC
| Q) CoiEh= <Any> 1 Include v
| Drug Category Search Search by ATC categorizs ‘
Druy | atternative medicines P
Categary | analgesics
Searchi  anti-infectives
anticoagulants
anticonyulsants
antidepressants
antidiabetic agents
antiemetic/antivertigo agents
antifungals
antihyperlipidemic agents B
Select medication from list Froblem: |=]
| Dosage Units/Dose: *Duration: Iz‘
prrc 9] *Date Prescribed: 18-Hov-2014 E
lone one - icoagulant:
&M & oD At lart O
BID
TID Manufacturer
# 12 L
aln Incications:
@ i SxDay
dh
& i :Bh Patency:
ash Rank:
Units @ i | qizn Notes
Iz‘ . ghs
[ qam
Route OPM
=l q72h
||||| Lehe h

Searching for and selecting a medication to add
To search for and select a medication to add:
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1. Open the Add New Medications window. See “Opening the Add New Medications window”
on page 468.

2. In the Search field, enter the name or partial name of a medication, and then on your
keyboard, press Enter. The EMR displays a list of medications in the bottom pane.

Best Practice: If you are not sure how to spell a particular medication name, then
in the Search field, enter only the first three or four letters of that name.

This Best Practice saves time and minimizes the chance of spelling errors.

Q Tips for searching for medications:

By default, the EMR displays a list of medications that contain the letters or
words you entered in the Search field. To view a list of medications that start
with the letters or words you entered in the Search field, select the Starts with
option.

Wolf provides an enhanced search where you can add a second or third string
to the search. For example, to search for amoxicillin in capsule form, select
CAP in the Dose form drop-down list. The search results return all amoxicillin
options available in capsule form.,

To exclude generic medication names from the search results, clear the
Include Generic check box.

To include over-the-counter medications in the search results, select the
Include OTC check box.

To include intravenous medications in the search results, select the Include IV
check box.

It there are several medications in the search results with the same name, this
means that there are various dosage types available for that medication. To
view the dosage type and size: In the medication list, click the medication
name, then hover your curser over the medication name. The EMR displays the
dosage type and size as a pop-up message.

3. Inthe medication list, click the medication you want. The EMR displays the medication name
in the blue RX field.

Entering medication details

After you select the medication you want to add, the EMR usually pre-populates the Dosage,
Units, Frequency, Route, Duration, and Date Prescribed fields. You can edit these fields if
necessary.
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You can also associate the medication with a medical problem. After you make this association,
when you view the details of the problem, the EMR displays the medication in the Medications
For This Problem area.

To enter medication details:

1.

Open the Add New Medications window. See “Opening the Add New Medications window”
on page 468.

. Search for and select the medication you want to add. See “Searching for and selecting a

medication to add” on page 468.

Edit the Dosage, Units, Frequency, Route, Duration, and Date Prescribed fields if
necessary.

If the medication is an anti-coagulation medication that requires regular INR testing, select
the Anticoagulant check box.

. To associate the medication with a medical problem, in the Problems drop-down list, click a

problem. You can also add a new problem by clicking <Add New>.

Perform one of the following actions:

If you want to add another medication, click Enter New Medication (@), and then
repeat Step 1. to Step 6. .

If you are finished adding medications, click Save and Close (u‘.:). The EMR adds the
medication(s) to the patient's Current Medications list in their Medical Summary.

Adding medications using the Quick Entry Form

470

You can access the Quick Entry Form by clicking the Quick Entry button on your WorkDesk.
The Quick Entry method can be the quickest way to add a new medication, as you have less

information to enter. After you select a medication to add, the EMR populates many of the fields

with default values (although you can change these fields or leave them blank if you want).

‘ Note: One of the limitations of the Quick Entry form is the lack of additional levels

> of search criteria. For example, if you need to enter a specific dose form, it may be
quicker to add the medication in the Add New Medication window, as you can filter
by Dose form.,

To add a medication using the Quick Entry method:
1.

Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

2. Click Quick Entry. The EMR opens the Patient Search window.
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3. Search for the patient and then double-click the patient's name. The EMR displays the Quick

Entry Form window.

4, Click the Medications tab.

Quick Entry Form

Enter Medical History For, Adcock, Amber

Adcock, Amber

Patient:

R
Search: |

Select medication from list

CrwerRide:

Select »>

Problem:

Default Pharmacy:

Clinic ML

Social | Problems | Medications | Allergies | Procedures & Surgeries

ELQ.

Mitch Cortez Whited, MD, FRCPC, Pediatrician | |

Current Medications:
5-aminosalicylic acid (Salofalk SUPP) 500 mg iREC OD
Acetaminophen/caffeine/codeine {Tylenol Ho 1 300 mg-1
Acylovir ointment (Zovirax ointment) 0 topical
Al hydrozide/Mg hydrozide/simethicone (Antacid with Al
Benzaclin
Cholestyramine (Hovo-Cholamine Light 4 g5 g PWDR) g
Citalopram (Celeza)10mg i P{O 0D
Erythromycin estolate (llogone) 250 mg PO QID
Gardasil 0.5 1M
Hepatitis A vaccine (Havrix) 720
Hepatitis A vaccine (Havrix) 720

M
1]

Start Date:
DiC Date:

19-Hou-2014

=

5. In the Search field, enter the name or partial name of a medication, and then on your
keyboard, press Enter. The EMR displays a list of medications in the lower pane.

6. Inthe medication list, click the medication you want. The EMR displays the medication name
in Rx field in blue text and also displays the medication detalils fields.

7. (Optional) Edit the Dosage, Units, and Frequency fields if necessary.

8. (Optional) To associate the medication with a medical problem, in the Problems drop-
down list, click a problem. You can also add a new problem by clicking <Add New>.

9. (Optional) In the Default Pharmacy drop-down list, click the main pharmacy that the

patient uses.

10. Click Select >>. The EMR adds the medication to the Current Medications list.

11. Perform one of the following actions:

If you want to add another medication, repeat Step 5. to Step 11. .
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Inty
I you are finished adding medications, click Close and Save ( ). The EMR adds the

medication(s) to the patient's Current Medications list in their Medical Summary.

Managing prescription refill requests from pharmacies
The following sections explain how to:
Send a prescription refill request to a practitioner
Manage pharmacy callbacks using the Pharmacies to Call list
View the Refill Log

Reprint a prescription

Sending a prescription refill request to a practitioner

You can send a prescription refill request to a practitioner from your WorkDesk. When you
create a refill request with the status of Pending, the practitioner receives a notification on their
WorkDesk to approve the refill. The refill request appears on the practitioner's WorkDesk on the
Tasks tab under the heading Refill Requests.

To send a prescription refill request to a practitioner:

1. Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

2. In the Data Entry area, click Refill Request. The EMR opens the Patient Search window.

3. Search for the patient and then double-click the patient's name. The EMR displays the
Medication Refills window.
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=l Medication Refills ==
Zapata, Quinton Py 9996TTT488 ﬂf
wos N
Horn 04-Feb-2008 (6 yr 9 m) e M Status NS I
3586 SE Chapel Street, H[344) 634-5083 1 Mitch Whited, MD, FRC...
Brooks 4B Z58 1M4 [
15 Rei
Central Care Pharmacy _ - -
# ) .
Pharmacy: (403)-255-3836 E| 428 9th. Ave 5.E. Calgary T2G 0R9 MD:  Mitch Cortez Whited, MD, FRCPC, Pediat/
Patient Age: 6.8
Date of Last Visit:
MWedications: Refill
Acetaminophen (PODP-Acetaminophen 80 mg5S mL LIQ) mL if
Frovatriptan (Frova TAB) 2.5 mg i PO OD
Haproxen (Apo-Hapro-Ha TAB) 275 mg iPO 0D Refill HiStOW‘
Refill Due | Last Refil |Guartity  |Refilstatus | Called
21-Mow-2014  20-Movw-2014 1 Pending Mo
a5 | Add Medication To List

4. In the Pharmacy drop-down list, click the pharmacy that called to request a refill for the

patient.

5. In the Medications list, click the requested medication to refill. The Refill History area

displays refill information for the medication.

Q Tip: If you do not see the requested medication in the list, you can click (
add the medication to the list.

6. Click Refill. The EMR displays the Prescriptions window.

7. Enter the Quantity and then ensure that Duration and Start Date are appropriate.

EL{.

8. Click Close and Save ( ). The EMR displays a window prompting you to confirm that

you want to save the prescription.

9. Click Yes. The EMR displays a window asking you if you want to print the prescription.

10. Perform one of the following actions:
If you want to print the prescription for the practitioner to sign, click Yes.

If you do not want to print the prescription, click No.
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The EMR retuns you to the Medication Refills window.

Ity
11. Click Close Form. ( ).

Managing pharmacy callbacks using the Pharmacies to Call list

474

After you send a refill request to a practitioner, you must wait until they approve the refill before
you call the pharmacy. You can keep track of which pharmacies to call using the Pharmacies to
Call list. The pharmacies to call link on your WorkDesk displays the number of pharmacies
you need to call. Click the pharmacies to call link to open the Pharmacies to Call list to see
which refill requests are approved.

To manage pharmacy callbacks using the Pharmacies to Call list:

1. On your WorkDesk, in the Clinic Tasks area, click <#> pharmacies to call (where # = the
number of pharmacies you need to call). The EMR displays the Pharmacies to Call list. The
Pharmacies To Call area lists all pharmacies that have patients who require prescription
callbacks.

2. Under the Pharmacies To Call area, click a pharmacy name. The Prescription Refills
pane to the right displays the patients requiring refills and their prescription information. The
status of the refill request appears in red text. A status of Okayed, means the practitioner
has approved the refill request.

Tip: You can click the Edit/Print button to return to the Prescription screen and
edit or print the prescription.
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Pharamacies to Call

Fharmacies to Call

Refill Log

Gick
Prirt

e

Practitioner Filter:

Coop

<<A/LL=>

Fharmacies To Call:

" Central Care Pharmacy | (403)-255-3856
Certral care Pharmac 3056

[403)
(403)-299-443

[«]

Prescription Refills:

Zarate, Colin

Mitch Cortez Whited, MD, FRCPC, Pediatrician

Frovatriptan (Frova TAB) 2.5 mg i PO 0D #30 R x0

Pending
Mote:

Edit/Print | Done

3. If the status of the refill is Okayed, call the pharmacy to refill the prescription and then click
Done. The EMR removes the patient from the list and indicates the patient was called in the

Refill Log.

4, Click Close (

e

Viewing and updating the Refill Log

The Refill Log lists all refill requests in the last four days. You can view the status of the refill

requests and indicate if the pharmacy was called.
To view and update the Refill Log:

1. Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
click WorkDesk.

2. In the Clinic Tasks area, click Refill Log. The EMR displays the Refill Log.
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Prescriptions
All Refill Requests: Last 4 Days (elphabetical by fast name) ﬂ_{-
Adcock, Amhber Pending E
Amoxicillin (Hovamoxin CAP) 250 mg iPO [ Hot Called 21-Hov-14
Mote |
Adcock, Amber Pending
Acetaminophen/caffeine/codeine (Tylenol B [ Hot Called 20-Hov-14
Mote
Bandy, Aaron Okayed
Sertraline (Zoloft) " Called 21-Hov-14
mote Medication note
Jack, Neely Denied
Frovatriptan (Frova TAB) 2.5 mg i PO OD " [ Hot Called 21-Hou-14
Mote Al
Record: [14 1 TlE] of 13

3. To indicate that you called the pharmacy, select the check box beside Not Called. The
EMR changes Not Called to Called.

Ity
4. When you are finished, click Close ( ).

Reprinting a prescription
To reprint a prescription:

1. Open the patient's Medical Summary. See “Opening a patient's Medical Summary” on page
163.
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2. Right-click anywhere in the patient's Medical Summary, and then click Refill Medications.
The EMR displays the Prescriptions window.

Prescriptions

Zapata, Quinton FHN 9996777488 DIC Quick @ n
e Med @ i Prirt EL
Aorn 04-Feb-2008 (6 yr 9 m) Sex M Status NI

3556 SE Chapel Street, H[344) 634-5983 Fri Mitch Whited, WMD) FRC.. Default Pharmacy:

Brooks AB Z58 1h4 IE o (403)-255-3886 | | Certral Care Pharmacy

L=
I Fox Diate: 20-Hou-2014 |
- *Prescribing MD:  Mitch Cortez Whited, MD, FRCPC, Pediatrician
ecicziens May Substitute Generi : N,S bs‘t'rtu,t' [ rirt b d%lt'
il edIcatons

=Refilled™*** Acetaminophen (PDP-Acetamind @ May Su & LEneric € o Sul 1ons

** Frovatriptan (Frova TAB) 2.5 mqg

===Refilled™= Frovatriptan (Frova TAB) 2.5 mg iPO 0D
=:*Refilled***** Haproxen (Apo-Hapro-Ha TAB) 2 *RX: P ( ) 9

Total Dozage Per Day: 2.5 mg

*Hauantity: '] Repests: 0 G;Duration
Long Term Single Rx
Units: TAB [=] ? O sing
. Okayed -
*Start Date: 20-Hou-2014
" E To Come In
Mext Refill: Chart Requested
Mlete: Denied
Previous Medications: ! =
& Refill History 3 Medication History
Mext Refil  |LastRefil  |Quart |Repests |Phanm Called |Refil Status |Initials |
2014-Nov-21 2014-Now-20 1TAB 0 Mo Pending MO

4

Current Refill (Dbl Click to Delete Prescription Entry):

Medhlame |Quant |Repeats |Note
Acetaminophen (POP-Acetaminophen £ 1 mL 1]

Frowvatriptan (Frova TAB) 25 mg iPO1TAB 0

Maproxen [Apo-Mapro-ha TAB) 275 m 1 TAB 0 take with food

Allergies:

3. In the Default Pharmacy field at the top of the window, click the pharmacy that the

prescription will be going to. This Pharmacy will be automatically selected when you print
prescriptions in the future for this patient.

Note: You can select a Default Pharmacy only if Pharmacies are configured in the
y EMR.

4. In the Medications list, click the medication for the prescription you want to reprint.

5. Click the calendar icon beside the Rx Date field and then double-click a date in the
calendar.

6. In the Prescribing MD field, click a practitioner’s name.

7. Click Quick Print.

8. Save and Close ( blf).
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Managing the pharmacy list

The pharmacy list is a handy reference of all of the pharmacies that your clinic uses. You can
access this list to look up pharmacy contact information, such as a fax number. You can also
add a pharmacy to the list or edit the information for a pharmacy on the list if necessary.

Adding a pharmacy to the pharmacy list
To add a pharmacy to the pharmacy list:

1. On the WorkDesk menu, click Reference > Pharmacy/Facility List. The EMR displays
the Facility Information window.

Registration

Facility Information gh | WE | Jle
Facility Type El Chooze Facility: El

2. In the Facility Type drop-down list, click Pharmacy. The EMR changes the Choose
Facility drop-down list to the Choose Pharmacy drop-down list.

L
3. Click Add ( ). The EMR displays an empty pharmacy form.
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Registration

Fharmacy List

Facilty Type  Pharmacy

El Choose Pharmacy:

Marme:

Street!:

Streets:

City:

Province: |
PostalZip:

Phiotfice:

PhFax:

Ehdil:

Dizpenzes Drugs:

PhFax (fax number) fields.

5. Perform one of the following actions:

To add another pharmacy, click Add (

If you are finished adding pharmacies, click Close and Save ( ).

To view and edit a pharmacy on the pharmacy list:

click WorkDesk.

the Facility Information window.

4. Enter the pharmacy’s information. At minimum, enter information in the Name, City, and

B

Viewing and editing a pharmacy on the pharmacy list

1. Open your WorkDesk: On the Wolf EMR Launch page, on the Wolf Programs menu bar,
2. On the WorkDesk menu, click Reference > Pharmacy/Facility List. The EMR displays

3. In the Facility Type drop-down list, click Pharmacy. The EMR changes the Choose

Facility drop-down list to the Choose Pharmacy drop-down list.
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4. In the Choose Pharmacy drop-down list, click the pharmacy that you want to view or edit.

Medications and prescriptions

Registration

FPharmacy List

& | | e

Facilty Type  Pharmacy E| Chooze Pharmacy:

[=]

Central Care Pharmacy
Central care Pharmacy

coop Crowfoot
Coop beddington
coop brentwood

428 9th. Ave S.E. Calga -
428 9th. Ave. 5.E. Calg:

Co-op, Canyon Meadow
COOP OAKRIDGE

Coop Richmond

coop oakridge

coop oakridge

Coop Airdrie

Coop southtrail

Coop Hamptons

coop Airdrie

35 crowfoot way
§220 centre st n.e.

costco heritage gate
Costco 2543 Sarcee Tr. H.W. 561-37:
CostcoPharmacy 2853 32nd street H.e.
Didsbury Pharmacy Didsbury
Drugstore Pharmacy SIGHAL HILL
Drugstore Pharmacy Southport rd -
The EMR displays the pharmacy information.
i+
5. Edit the information as necessary and then click Close and Save ( ).
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Chapter 14

Patient billing

This chapter introduces you to patient billing for uninsured services. You learn how to create a
bill, how to record a payment (or a partial payment), and how to reverse a payment.

Tip: This module covers only basic information about billing patients directly. For
detailed information on billing in Wolf EMR, see the Wolf EMR Billing User Guide
for BC.

Creating a bill for a patient

To create a bill for a patient:

1. On the Wolf EMR Launch page, click Billing ($ ). The EMR displays the Billing window.
2. In the practitioner drop-down list (located in the top left cormer), click a practitioner.

3. Ifyou are creating a bill for a day other than today, click Calendar, and then click the Service
Date.

4. Click New Bill. The EMR displays the Patient Search window.

5. Search for the patient and then double-click the patient's name. The EMR displays the
patient's name in the New Bill Patient field.

6. In the Bill To drop-down list, select Patient, if not already selected.
7. Use the following table to enter information in the rest of the fields.

Field Description
Bill To In the Bill To drop-down list, select Patient.
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Field Description

Fee Code/ | 1. Inthe Fee Code/Desc field, enter the fee code or service description,
Desc and then press Enter.
2. Inthe drop-down list below, click a fee code.
Note: Before you can bill for a service, the service must be entered in
Wolf EMR as a fee code. You typically create custom fee codes
for services and products you charge to patients. See “Managing
service fee codes and fee schedules” on page 197.
Units Enter the number of services performed or products provided. For
example, if the service fee is for vitamins, and the patient is purchasing 3
containers of vitamins, in the Units field, enter 3.
The EMR multiplies the Rate by the number of Units and displays the total
billed amount in the Bill $$ column in the billing list.
Rate (field If you want to charge a different rate than the default, in the Rate field,
to the right | modify the amount.
of Fee
Code/
Desc)

8. Click Save. The EMR displays the following prompt: “Are all services entered for this bill?”

9. Perform one of the following actions:

It all services are entered for this bill, click Yes. An Invoice Detail window is displayed,
where you can mark the bill as paid or not paid and fill in the appropriate payment details.

To add more services to the hill, click No. The EMR inserts another line into the original
bill to allow you to add a second item to same invoice. Repeat Step 7. and Step 8. .

10. In the Invoice Detail window, perform one of the following actions:

I the patient has paid the bill at the time of the visit, click the payment method in the
Method drop-down list, click Save, and then click Exit.

I the patient paid part of the bill, enter the partial payment in the Amount field, click the
payment method in the Method drop-down list, click Save and then click Exit.

I the patient has not paid the bill, click NOT PAID. You can take a payment at a later time
and record it in the EMR. See “Recording a payment to a patient’s invoice” on page 483.

482
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(5 mwoice Detwt

File
o

Invoice Information
Biled: [25.97 Paict |00 | Dustzger | Deter [12peci01e

Payment Detail

*Amount: o5 a7 *Whethod: | -qap ,] [ &djust bil to match payment

Payment 12pecnots [ Nuer: ’ Save ] [ Distribute ]
Drate:

nsFose | X Destome [ [ Pt || FReversepnt | | Refundpmt

Paid Date: Paid § | Payment Methoc Mumber Deposit Date MSF Payme

4 I 4

Fields prefixed with * are mandatory

The EMR displays a prompt asking if you want to print the invoice.
11. Perform one of the following actions:

= |f you want to print the invoice or receipt, click Yes.
Note: Another way to print an invoice is to click the bill in the Billing list, and then on the
Billing menu click File > Print Invoice.

= If you do not want to print the invoice or receipt, click No.

Recording a payment to a patient’s invoice

If you do not receive complete payment at the time you bill a patient (for example, if you bill a
patient for missing an appointment and send the bill by mail), you can record a partial or
complete payment at a later time when you receive payment.

It is important that you always record a payment as soon as you receive it because the EMR
cannot report which bills were paid and or not paid unless you record them in the system.

To record a payment to a patient’s invoice:

1. Open the Patient Maintenance window for the patient:
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i
a) Open the Scheduler: On the Wolf EMR Launch page, click Scheduling (‘zﬂ ).

b) In the Family Name /Portion ficld, enter the patient’s last name, and then on your
keyboard press Enter. Your cursor moves to the Given (first name) field.

c) Inthe Given field, enter the patient’s first name, and then on your keyboard press Enter.

d) In the search results list, click the patient name, and then, on your keyboard, press F9.
The EMR displays the Patient Maintenance window.

Tip: You can also access the Patient Maintenance window from your WorkDesk
and from Billing:

Workdesk: On your WorkDesk, click Demographics.
Billing: On the Billing menu, click View > Patient Maintenance.

The EMR displays the Patient Search window.
Search for the patient and then double-click the patient's name.

2. Click the Billing tab.
3. Inthe patient’s list of bills, click the bill you want to record a payment for.

4. On the Patient Maintenance menu, click View > Invoice Payment or, on your keyboard,
press Ctrl + P. The EMR opens the Invoice Detail window.

5. Perform one of the following actions:

I the patient has paid the full amount, ensure that the correct payment amount is in the
Amount field and then click the payment method in the Method drop-down list.

I the patient made a partial payment, enter the partial payment amount in the Amount
field, and then click the payment method in the Method drop-down list.

Click Save. The EMR displays the payment in the lower pane of the Invoice Detail window.
Click Print. The EMR displays Print Report window

In the Copies field, enter number of copies to print and then click Print.

© © N O

Click Exit. The EMR displays the payment in the Paid column in the Billing window.
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Reversing payments

If you record a payment for a bill in error, you can reverse the payment. You reverse a payment
from the patient’s Invoice Detail window, which you can access from the Billing program, or from
the Billing tab on the Patient Maintenance window.

Note: You can only revers a payment if a deposit has NOT been run for that bill. If
y> the deposit has been done, you must refund the payment.

To reverse a payment:

1. Perform one of the following actions:

Open the Billing program: On the Wolf EMR Launch page, click Billing ($ ). The EMR
displays the Billing window.

Open the Patient Maintenance window, and then click the Billing tab. See Step 1. to
Step 2. in “Recording a payment to a patient’s invoice” on page 483.

2. Click the invoice you want to reverse a payment for.
3. Perform one of the following actions:

If you are in the Billing program: On the Biling menu click File > Enter Invoice
Payment.

If you are on the Billing tab of the Patient Maintenance window: On the Patient
Maintenance menu, click View > Invoice Payment. (You can also press Ctrl + P)

The EMR displays the Invoice Detail window.
4. In the lower pane of the Invoice Detail window, click the payment you want to reverse.

5. Click Reverse Pmt. The EMR displays the following prompt:

WolfBillCommon 3

|el Are you sure you wish to reverse this payment?
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6. Click Yes. The payment is then treated as unpaid. If you scroll to the right of the payment
row, you can see the Payment Reversal Date.

= &
Invoice Information

Biacl: Paid: |.1:H:l ‘ Due:|mm. I Date:

‘ NOT PAID ‘

Payment Detail
*Amount: 7g *Method: Cash 1;] [] Adjust bill to match payment

b

Fields prefixed with * are mandatory

7. Click Exit.
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Questions?

WolfEMR.Support@telus.com

&,

1-866-879-9653 (Option 1)

Wolf EMR Community Portal at )
https://telushealthcommunity.force.com/wolfcommunity

[ ,
= ¢

=7 TELUS |HEALTH

Information for Life.
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