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Introduction

About this workbook

This workibook provides an outline of the functionality and use of Wolf EMR from the perspective
of a front-end staff member. Each module is broken into sections based on tasks you perform.

Use this workbook as a reference. It consists of various learning components to help you
explore each feature: demonstrations, discussions, hands-on practice, realistic workflow
scenario training, and evaluation exercises.

Icons used in this workbook

Content Activity

Icon Meaning lcon Meaning

Caution to indicate that you
should use caution when
performing a task

Tip to make your navigation
in the system easier

following content needs extra and other learmers
attention

Best Practice to follow to
ensure you work as efficiently
as possible and achieve
desired outcomes

Activity or scenario to allow you
to practise and apply your
learning

Note to indicate that the a Discussion with your instructor

Evaluation to validate your
understanding

N e L
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Introduction

‘ For optimal hands-on leaming, perform all practice exercises, and complete all
Y scenarios.

An evaluation (short quiz) follows each module. You will be given time to find the
information. All questions will be reviewed by the instructor to validate your overall
understanding of the material.

Getting help with Wolf EMR

There is an abundant amount of information that you will be trained on and there are further
advanced functions that are not covered in this workbook. Please pay careful attention to your
instructor and use this workbook to help you follow along and refer back to. The support does
not stop here!

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 for 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.

) s L ]
%. SN s @ <
Documents  Prackice Configuration  Help  Impork
Search
wialf Likilities
ee Codes Documents EM
User Guides
Billing
g: "Wasted Ge]
For front-end staff
guides aref For practitioners
. Patient Portal
1R Mobile : Co
5 anywher SMART Forms
WCB eForms and Billing
dB Is now Managing Wolf EMR users EM
Newsletter (fall 2015) Acc
an
Third-party contact information
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Introduction

Accessing the Wolf EMR Community Portal

The Wolf EMR Community Portal provides an extensive amount of learning resources, including
articles, user guides, training videos, collaborative forums, and Q and A. To access the
Community Portal, on the Wolf EMR Launch page, click Community Portal.

Accessing Wolf EMR Support

If you cannot find the answer to your question, have your client number handy, and contact the
Wolf EMR support team.

Wolf EMR support team contact information:

/ m Phone: 1-866-879-9653 (option 1)

m Email: WolfEMR.support@telus.com

Requesting 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 Learming 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
m 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

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 knowledge to the next level. These courses are offered onsite or via webinar.,

To arrange further training, contact the Client Care team:
» m Phone: 1-866-879-9653 (option 4)

m Email: Accounts.WolfEMR@telus.com

m Create a Case on the Cases page of the Wolf EMR Community Portal.

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03 3
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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.

For information about the user conference and materials from past user conferences, keep an
eye on the Wolf EMR Launch page.

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03



Managing patients

Introduction to this module

Purpose

In this module you learm how to search for patients, and how to add and modify patient
demographic information.

Objectives

Upon completion of this module, you will be able to:
m Search for a patient
m Add a patient

m Modify patient demographic information
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Managing patients

Searching for patients

You search for patients to perform many day-to-day tasks, including updating demographics,
booking appointments, and viewing patient charts. Although you can search for patients in
different areas of the EMR, you most often search for patients from the Appointment Scheduler.

For multi-location clinics:

/ Before you open the Appointment Scheduler, select your location: On the Wolf
EMR Launch page, in the Location drop-down list, click the location.

= =] 4
@ -~ L .
Location | Wwolf Clinic =
Hel E 1 I t
AR xseét s I Clinic Location 2
T Clinic Locakion 3
| wiolf Clinic

To search for patients from the Appointment Scheduler:

1. Open the Appointment Scheduler: On the Wolf EMR Launch page, click Scheduling
( ﬂ )

2. On the Appointment Scheduler, in the Patient Search area, click Advanced. The EMR
displays the Patient Search window.

ol = Patient Search — /.8 || x
Patient Search &
Q %” Qa A= * = =
Y 5 N » o 'l
Search  Clear Search | SMART | Advanced | Previes Patient Medic Mew ti
Terms Maintenance  Summary  Patient

Advanced Search - Use TAB to move between fields and EMTER. ko run search \/ Default search screen
Last Mame | First Mame Middle Name Eirth Date -
Last Name sounds fike First Mame sounds like
PHMY Chart # Other Id
»f Male Include Inactive
Strest Postal Cade Phone W] Female Cnly Inactive

Search Results | Search History
Recent Searches G0 (29 Search Criteria Recent Patients
Patient Mame
DWW, Rex -
@, Bradley
Sy Myriam v
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Managing patients

)

3. In the Advanced Search area, enter your search criteria, and then click Search ( b ) or,
on your keyboard, press Enter. The EMR displays a list of matching patients in the Search
Results tab.

4. Perform one of the following actions:

To book the patient for an appointment, double-click the patient's name. The EMR
displays the patient in the Appointment Scheduler in the Patient Search area. You can
now book the patient. See “Booking patient appointments” on page 24.

To view or modify a patient's demographic information, click the patient, and then click

Patient Maintenance ( a= ) or, on your keyboard, press F9.

To view the patient’s chart, select the patient, and then click Medical Summary ( ik)
or, on your keyboard, press F7. See “Viewing and entering patient medical history
(Medical Summary)” on page 51

To record the patient’s vitals or visit notes, press F6. See “Entering vitals, measurements,
and visit notes” on page 63.

If you cannot find the patient, you can add the patient: Click New Patient ( —&2). See
*Adding patients” on page 9.

Q Tips for searching for patients
m You can enter part of a patient’s last and/or first name.

m [f you do not know how to spell a patient’s last name, but want to use last name
for the search, select the Last Name sounds like check box. For example, if
you enter “woo”, the EMR produces matches for “Wu”.

m o include Inactive patients (for example, patients who have left the clinic),
select the Include Inactive check box.

m o find recently searched patients: In the Search History tab, in the Recent
Patients area, select the patient.

=
m To use a simplified search criteria entry area, click SMART ( o ).
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Managing patients

| (-4

Practise: Searching for a patient

m Search for a patient using Advanced Search. Select various criteria to narrow
your search.

m From your search results, select a patient, and then open Patient Maintenance.
m Search for a patient using SMART Search.
m From your search results, select a patient to book an appointment for.

m View a list of patients whom you have recently searched.

(-4

Scenario: Searching for a patient

A patient left the clinic last year, but has just moved back to the city and would like
to make an appointment. How can you streamline your search to include only
inactive patients?

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03




Adding patients

Managing patients

If you search for a patient and the patient is not found, from the Appointment Scheduler, you
can add the patient. You must add a patient before you can:

m Schedule the patient for an appointment

m Enter visit notes or other health information for the patient

To add a patient:

1. On the Appointment Scheduler, in the Patient Search area, click Advanced. The EMR

displays the Patient Search window.

2. Click New Patient (

a=
2 ). The EMR displays the Patient Maintenance window with the

Name/Addr/Phone tab open.

3 Patient Maintenance
File “Wiew Options Labels Reports

@] S| | =8

Test, Mother

Add ancther address Delete address

Communication
Home: 111 111

Wiork:

Cel: 222 2222232
Eax:

It Phone:

eMail:

Main Pharmacy:

[ Lab Results )i Documents T PHCO
[ Appoirtments T Billing 1 Mot Used=
* Patient Search ** If HameiAddr.Phone L Other Demographics
METZS Primary Servioe Provider: Referred By Relationzhip
*Eamily,  Test {Eryson, [E—— vI Consultant On File AddEdt o To
Gi Search By (Matme or MSP#) Label
Giver:  Mother AN s Sl R Related To Patient | Relationship
Middle: [ 2hict Applicable= - o
Consultant Physician Use in Biling a3 Default
Chosen Care Team: 'I
- View
Tile: Consultant Mot on Fil
Billing Praov: .
— Mame: Custody Agreement
Address Britizh Columbia i
Primary Address 1at2 Notes:
) FHE: | (9997 328612 | [01uani 997 Bhane: ——
Line 1; 2005 Avenue ¥ Clinic-Defined Forms
L=z N Family Practice Ref | -
I " amily Practice Referts
Birtholate: 22/ug 981
City: Sorerto - ﬂ Search By (Name or MSP#) Catel Login Mame il
Prov. | British Columbia - e # l—JYe—ar _
Sourtry Canada . Chart: 041271 l Get Mext J Eamily Practice Phys Use in Biling as Default Password
] —————  Gtherl: hd
Postal: R2E 310 Type: | Home - -
. Intartt f Dependant |:| *Gender Referral Expiry Date: Referral Motificstion Date: Patient Data Verification
fEtorg] 104pri2012 JERNTG @ Female [ Patient Deta Yerified
I Male Last recording:

Default Locstion:
whinlf Clinic:

Alberta Welnet
AB EHR LLL

3. Using the following table, enter the patient's demographic information.
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Managing patients

Q Tips for entering patient demographic information
m The only required fields are Family (surname) and Gender.
m To jump from field to field, press Tab.

m You do not have to capitalize words. The EMR automatically capitalizes words
for you.

m o enter multiple addresses for a patient, on the Address area, click Add
another address.

m The EMR wams you if a patient is found with the same name or health card
number.

Field Description

Name

*Family Enter the patient’s last name.

Given Enter the patient’s first name.

Middle Enter the patients middle name or initial.

Chosen If the patient prefers to be addressed by another name
other than their first name, enter the patient’s preferred
name.

Note: Wolf EMR displays the chosen name in brackets
whereever the patient name is displayed.

Tip: To add a suffix and/or prefix to the patient's name, click the Other Demographics
tab and then, in the Display with Patient Name area, enter information in the Before
and After fields.

Address

Line 1 Enter the first line of the patient's address.

Line 2 Enter the second line of the patient's address.

City In the drop-down list, select the patient’s city, or enter
the city name.

Prov In the drop-down list, select the patient’s province.

Postal Enter the patient's postal code.
Tip: You do not have to use capitals, or enter a space.
The EMR automatically formats the postal code for you.

Type In the drop-down list, select what the address is for.
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Managing patients

Field Description

Communication

Home Enter the patient's home phone number.

Work Enter the patient’s work phone number.

Cell Enter the patient’s cell number.

eMail It your clinic uses the Patient Portal, enter the patient’s e-

mail address. The patient must have a valid e-mail
address entered in order to register for the Patient

Portal.

Second column

Primary Service Provider In the drop-down list, select the patient’s primary
provider.

Alternate Service Provider It the patient sees more than one practitioner, in the
drop-down list, select the patient's secondary provider.

PHN To enter the patient’'s Personal Health Number, click
PHN.

Note:

m |nthe PHN field, enter only the numbers. Do not
include spaces or hyphens.

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

Birthdate Enter the patient’s birthdate one of the following formats:
m DD MMM YYYY (for example, 16 Dec 2001)

m DDMMYY (for example, 161201)

and then, on your keyboard, press Enter.

Note: The EMR automatically calculates the patient’s
Age based on the birthdate.

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03 1



Managing patients

Field Description

Infant / Dependant 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 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.

Gender Select the patient's gender.
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Managing patients

Field Description

Referred By area

If the patient was referred to your clinic, there are two areas where you can enter a
referring practitioner’s information. The area you enter information depends on whether the
referring practitioner is a General Practitioner or a Consultant (Specialist):

I the patient was referred by a Consultant (Specialist).

1. In the Consultant On File area, in the Search By field, start typing the consultant's
last name and then press Enter.

2. In the Consultant Physician drop-down list, select the consultant.

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

3. In the Referral Expiry Date field, enter the expiry date for the referral (6 months from
the referral date) and then, in the Referral Notification Date field, enter the referral
date.

I the patient was referred by a General Practitioner:

1. In the Family Practice Referral area, in the Search By field, start typing the
physician’s last name and then press Enter.

2. In the Family Practice Physician drop-down list, select the consultant.

3. In the Referral Expiry Date field, enter the expiry date for the referral (6 months from
the referral date) and then, in the Referral Notification Date field, enter the referral
date.

Tips for entering referring practitioners:

m [f you want to use the consultant physician or the family practice physician as the
default referring physician in billing, ensure that you select the Use in Billing as
Default check box.

m [f the consultant or family practice physician is not in your system, you can add them to
the consultant list from the Appointment Scheduler:

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

receives care from.

For multi-location clinics:

» In the Default Location drop-down list, select the primary location that the patient

4. To enter the patient’s next of kin information, click the Other Demographics tab, and then
in the Next of Kin / Contact area, enter the next of kin's name and contact information.

5. To assign the patient a status other than “Active” (for example, to assign the patient as a
“Long Term Care Patient”), click the Patient Status tab, and then click New Status.

6. Click Save (ll J ).

7. To verify the patient's PHN with MSP, click Verify with MSP (l).

Adding patients using Quick Add

If you want to quickly add a patient, and enter only basic information about the patient, you can

use Quick Add.

To add a patient using Quick Add:

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

B9 Patient Quick Add

Mame
*Eamily; | *Gender
) @ Femals
Given | Male
Miclcile

(=

Save

Biling Province: | Alkherta

)

PHM:

Effective Date: 01 )fJans2014
Birth Date:
Phaone:

Chart:

Infart { Dependant [

Default Location: | volf Clinic

Figlds prefixed with * are mandatory

Cancel

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

14
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C

Practise: Adding a patient

1. Add a test patient in the Patient Maintenance window. Ensure you do the
following:

m Enter sumame as “Test”

Enter the first name as your first name, followed by “~-Mother” (for example,
*John-Mother”)

Enter a primary address

Enter a home phone number

Select the patient's primary practitioner

Enter the patient's PHN

Enter the patient’s birthdate

Select the patient's gender

Enter the patient's next of kin contact information

Save the patient information

m Verify the patient's PHN with MSP

2. Add another test patient using Quick Add. Ensure you do the following:

Enter surmame as “Test”

Enter the first name as your first name, followed by “-Baby” (for example,
“John-Baby”)

Select a gender

Enter a home phone number

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03 15
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Adding family members

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

To add a patient's family member:

1. Search for and open the Patient Maintenance window for the patient. See “Searching for
patients” on page 6.

2. On the Patient Maintenance menu, click File > Copy Patient. The EMR displays a Patient
Maintenance window for the family member, with the *Family, Address, Prov, Home
phone number, Primary Service Provider fields populated.

3. Enter the remainder of the family member's demographic information, and then click Save

(ll J ). See “Adding patients” on page 9.

4. If you want to link the family member to the patient, enter a relationship. See “Linking patients
using relationships” on page 16.

Linking patients using relationships

You can create relationships to:
m Link family members
m Define a patient's primary caregiver

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

To enter a patient’s relationships:

1. Open the Patient Maintenance window for the patient. See “Searching for patients” on page
6.

2. In the Name/Addr/Phone tab, in the Relationships area, click Add/Edit. The EMR
displays the Patient Relations window.

16 Wolf EMR Course Workbook for Front-End Staff - Issue 02.03
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File

Existing Relations

From Tao Relationshig Relation Status

[ [ty ] [ Exlit ] [ Save ] [ Delete ] Cancel

Relations for Patient
Wirs. Test, Fay Search

PHM Date of Birth 20Mone 1930 (53] Gender F

Related Patients
*Related Patient

Search

Cthet:

Relationship to Mrs. Test, Fay

Relation ’At‘tnrney - ]
Relation Status I{Unknnwn} v]
Caregiver l v]

3. Perform one of the following actions:
m [fthis is the first relationship you are adding, in the Related Patients area, click Search.

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

The EMR displays the Patient Search window.
4. Search for and double-click the related patient.
5. In the Relationship to area, in the Relation drop-down list, select the relation type.

6. If the relation is the patient's primary caregiver, in the Caregiver drop-down list, click
Primary.

7. Click Save.
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a Practise: Adding a family member
' 1. Add a family member by copying the first test patient you added:

m Enter the first name as your first name, followed by “-Father” (for example,
*John-Father”)

m Enter the patient’s PHN

m Enter the patient’s birthdate
m Select the patient's gender
m Save the patient information

2. Using relationships, link all three patients you created up to this point.

Scenario: Adding a patient (specialist clinics)

(-4

You want to indicate that a new patient was referred by Dr. Bones, but Dr. Bones
isn't in the database. How can you identify Dr. Bones as the referring practitioner in
the EMR?

Removing patients

When a patient leaves your clinic, you can “remove” the patient by changing their status to
inactive. Inactive patients can be searched for and reactivated if needed.

To deactivate a patient:

1. Open the Patient Maintenance window for the patient. See “Searching for patients” on page
6.

2. Click the Patient Status tab.

3. Click New Status, and then in the Status drop-down list, select an inactive-type patient
status (for example, Deceased or Left Practice).

18
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Facilit | Sub Facility inal Biling | Defay | Defautt|  *Status

_

Mewy Patient

Office Patient
Acute Care Patient
Househound

Long Term Care Patient

Deceased

Reason

*Start Date End Date
2iaprizots ||| )

Motes

Meray Status ‘ I Save Status ‘ l Delete Status

4, Click Save Status.
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Evaluation

/0 Complete the following questions.

1. When you add a patient, what are the required fields”?

2. If you are searching for a patient whose last name is hard to spell, can you tell the EMR to
search for patients with names the sound like the name you enter (instead of only patients
whose names start with what you enter)?

3. What are your options for getting help when you have a question?

4, How do you remove a patient?

|~ End of Module
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Introduction to this module

Purpose

In this module you learn how to perform tasks from the Appointment Scheduler, including how
to:

m Search for patients
m Add and modify patient demographic information

m Book and manage appointments

Objectives

Upon completion of this module, you will be able to:
m View and navigate the Appointment Scheduler

m Book a patient appointment

m Manage patient appointments

m Book non-patient appointments

m Block off appointment slots

m Select provider schedules to display by default

m | ock your station from the Appointment Scheduler
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Managing appointments

You can change the view of your Appointment Scheduler to best mest your workflow needs.
You can view multiple practitioner schedules simultaneously for a single day, or you can view
daily, weekly, and monthly schedules for each practitioner.

You can also quickly navigate to a specific date, or jump forward and backward by day, week or

month.

<

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

displays the schedules of your default practitioners. (See “Selecting practitioner
schedules to display” on page 35.) You can view only one practitioner at a time
when viewing their schedule in a week or month view.

Your schedule view and navigation options are available at the top of the Appointment

Scheduler.

,ﬂ\ppm troent:

Calendar  Prosider Datient Eenor:

A wolf EMPR &ppointrment Scheduler - Login as Swetlana

| lepy Dreferpmnea

Conficure  Heln

E| Appt: | Book | | Add Line |

Unfilled

| Artivvedd |

Finizshed ‘ﬂ |Fi|ter: |W|:|If Clinic: v|

09:00

09:00

Wiews | Day | Wieek || Manth | |Refresh | | |Tnda\,n'| | Calendar | El 21-Dec-2015 {(Mon) E|
|ADDC, (=] ¥ i Iu, ey s 0 - i Iuocmr, =E=IE=R vl |
Appointments Appointments Appointments

09:00

Use the following table to change your appointment scheduler view.

View / Action Steps

Week view 1. Click in the practitioner schedule you want to view.
2. On the View menu bar, click Week.

Month view 1. Click in the practitioner schedule you want to view.
2. On the View menu bar, click Month.

Day view On the View menu bar, click Day.

(shows all default practitioners’

schedules)
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View / Action Steps

Navigate to a specific date | On the View menu bar, click Calendar and then, on the
calendar, click the date.

Tips:

m [0 navigate to another month, click <month>, <year>
between the two arrows.

December-2.10

1 December, 2015 3

Sun Mon Tue Wed Thu  Fri Sat

The calendar displays the months of the year. Click the
month you want.

m [0 close the calendar without choosing a date, on your
keyboard, press Esc.

Navigate forward or back a | 1. Display the schedule in a day view.
day

2. Beside the displayed date, click the forward arrow (|l|)

or back arrow ( Iil).

[Fimi=hed | |ﬂ |F|Iter: |IN|:|If Clinic:
] [<] 21-Dec-2015 (Mon) (-]

- | |I"'|nr\1nr wetlans hdly

Navigate forward or back a | On your keyboard, press Ctrl + U, and then:

certain number of days m To move forward, enter the number of days you want to

move forward.

m [0 move backward, enter a minus sign - and then the
number of days you want to move backward. For
example, -3.

Navigate forward or back a | 1. Display the schedule in a week view.
week

2. Beside Week of <Month>, click the forward arrow <|i|)

or back arrow ( Iil).

|r|||| flb".]l |i] |r|||.l=l. |'|"\'L|I| T
iar | [<| Week of December [-|
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View / Action Steps

Navigate forward or back a | 1. Display the schedule in a month view.
month —
2. Beside <Month>, <Year>, click the forward arrow (|i|)
or back arrow ( Iil).
IFIIII III::IJ| |L] |I’IILI:I. |'.‘\'UII I
r | [z] December,2015 |[-]
Navigate back to today On the View menu bar, click Today.

e

Practise: Navigating the Scheduler

Perform the following actions:

m Open a practitioner’'s schedule in a week view

m View the schedule for all default practitioners for September 21
m Jump forward one day to September 22

m Navigate back to today’s date

( (-4

Scenarios: Navigating the Scheduler
Navigate the schedule for the following situations:
m A patient wants to book an appointment on March 15.

m A doctor requests that the patient return in three months for a follow-up.

m A patient wants an appointment four days from today.

Booking patient appointments

<

For multi-location clinics:

Although you can view appointment schedules for all locations, you can book
appointments only for locations that you are assigned to. If you are unable to book
at a specific location, ask your Administrator to grant you access.

To book an appointment for a patient:

1. Search for and select the patient. See “Searching for patients” on page 6.

24
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2. If the patient is new and you cannot find the patient, add the patient. See “Adding patients”

on page 9.

3. On the patient’s practitioner's schedule, right-click an empty appointment slot, and then click
Book. If configured to do so, the EMR displays the Appointment Detail window.

33 Appointment Detail
File  Wiews 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

By SwetaADoc

Type: Reazan: [Office Wisit v] Priarity: [ v] Demand:
*Scheduled
O6/Deci2015 i | Hanam —.A *Length
Location: |wolf Clinic
Confirmed
i=| 1zooam  —= A% confim Methoo: | -
Traffi
rarie Artivedd
Date; 06Deci2015 j 12:00 A = A Walk-In: |:|
Examined Waiting (Min):
12008 =A% Room E
Service
start Mzonam  —— A% Eng lzonam =A%
Finished
1o0an — A E Cyele Time Report
Linked to Yist Record Cancelled
Memo [ Wiritten Ot [ Mon Billable | () =24hrs
Motes: | ] (=24 hrs
) Mo Showy
(") Removed
) Unfilled
Booked: 22Dec/2015 031920 PM Re Booked: Changed: 22/Dec/2015 03:13:20 P

By SwetaADoc

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

(you can skip the remainder of the steps).

4. In the Appointment Detail window, use the following table to enter appointment details.
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Field Description

Service Provider area

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 I 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.

5. Click Save (ll J ).
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Q Tips for booking appointments

If 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.

If 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.

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

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

You can book multiple patients in one appointment slot:

1. After you book the first appointment, on the Appt: menu bar, click Add Line
(Ctrl + 1). The EMR inserts a new line below the current time slot.,

2. Book the next patient as usual in the new space.

If 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.

It 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 non-patient
appointments” on page 32.

( (-4

Practise: Booking patient appointments

Book a patient for a general office visit

After the appointment is booked, modify the appointment reason

| (-4

Scenario: Booking patient appointments

A mother wants to book physicals for her two young children for the same time.
Can you enter both siblings for the same appointment start time? If so, how?
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Managing appointments

Once an appointment is booked, you can:;
m Move the appointment to a new time, day, or schedule
m Cancel the appointment

m Change the appointment’s status (to confirmed, arrived, in exam room, and finished)

On the day of the appointment, you can also monitor where the booked patient is (for example,
if they are in a waiting room, or if they are in an exam room) using the Clinic Day View window.

Moving an appointment to a new time, day, or practitioner

To move an appointment:

1. On the Appointment Scheduler, right-click the appointment, and then click Move (Ctrl + V).
Your cursor changes to a plus sign with arrows on the ends.

2. Navigate to the time, day. and/or schedule where you want to move appointment, and then
click an empty time slot. The EMR moves appointment.

Canceling appointments

You cancel appointments to indicate that a patient did not show up for an appointment, to
indicate that a patient called to cancel an appointment, or to remove an appointment that was
entered in error.

To cancel an appointment;

1. On the Appointment Scheduler, right-click the appointment, click Cancel, and then click
one of the following options;

m Cancel (No Show): If, without a waming, the patient does not show up for their
appointment.

m Cancel (less than 24 hours): If the patient cancels with less than 24 hours notice.
m Cancel (greater than 24 hours). If the patient cancels with more than 24 hours notice.

m Remove: If the appointment was booked in error. (You can only Remove an appointment
that is not yet marked as 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:
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m [f you want to bill the patient for the missed appointment, click Yes. See “Creating bills for
patients” on page 184.

m [f you do not want to bill the patient, click No.

Changing an appointment’s status

‘ You must mark the patient as arrived before you can:
» m Indicate which exam room the patient is in

m Create a bill for the appointment

On the Appointment Scheduler, use the following table to change an appointment’s status.

Confirmed Right-click the appointment, and then click Confirm. The EMR displays a
“C” on the appointment,
Arrived Right-click the appointment, and then click Arrive (Ctrl + A). The EMR

displays an “A” on the appointment, and displays the Verify Patient Details
window.

Tips for “arriving” a patient

m To modify the patient's demographic information, on the Verify Patient
Details window, click Open Patient Maintenance, and then, in the
Patient Maintenance window, modify the information as needed.

m To verify the patient's PHN with MSP, click Verify with MSP.

m o indicate that you have verified the patient's demographic information
click Open Patient Maintenance, and then select the Patient Data
Verified check box.

Wolf Course Workbook for Front-End Staff - Issue 02.03
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In Exam Perform one of the following actions:
Room - , . .

m [f your clinic has exam rooms configured, click the appointment and then,
in the Appt: bar, in the exam room drop-down list, select the exam room.
olf EMR Appointment Scheduler - Login as Sveta ADoc
intrnents  Calendar  Providers  Patients Reports  User Preferences

Appt: | Book Add Line || Unfiled Arrived
Wiews | Day | Week | | Morith | | Refresh) ;
k. Sweta = | Do Mat s, f 23 Foom 23 N
- - 30 Roam 30 —
Appoirtments (3) PR ) ko
0 0900
[ s
The EMR displays the room number on the appointment.

m [f your clinic does not have exam rooms configured, right-click the
appointment, and then click In Exam Room.

Finished Right-click the appointment, and then click Finished (Ctrl + F). The EMR

displays an “F” on the appointment.

Note: Practitioners can mark appointments as Finished as well.

Q

Tip for changing an appointment’s status

If you unintentionally change an appointment’s status (for example, if you
unintentionally change an appointment from Confirmed to Arrived), you can
change the status back:

1. Right-click the appointment, and then click Reset Appointment Status.

2. Right-click the appointment again, and then click the correct status.

Managing clinic traffic

In one comprehensive window, you can monitor which:

m Patients have appointments for today, but have not yet Arrived

m Patients are waiting for a room

m Exam rooms are occupied, and by whom

To monitor clinic traffic:

With the Appointment Scheduler open, on your keyboard, press Ctrl + J. The EMR displays
the Clinic Day View window.
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33 Clinic Day Yiew =N (Eeh ==

Exit}

Appointmernts Patients Yaiting
Time |Patient |F‘rac1'rtiu:|ner Arrived |Appt Time |Patient |F‘rac1'rtiu:|ner
08:45 am * Pharma rep [io Mot Use, Rays b 01:26 pm 11:00 am | Test, Jacelyn ADoc, Sveta
11:40 am | Test, Corene ADoc, Sveta 01:28 pm| 1110 am | Test, Gerardo ADoc, Sveta

Exam Rooms

Rooin Titme Patient Practitioner
26
27 01:11 pm Test, Galen ADoc, Sveta
29 0122 pm Test, Elly ADoc, Sveta
300 0123 pm Test, Leonardo ADoc, Svets

The Clinic Day View window contains read-only information. You cannot enter or
modify information in this window.

V4

The Clinic Day View window contains three main areas:
m Appointments: Displays patients who have appointments for today but have not Arrived.

m Patients Waiting: Displays patients who have Arrived for their appointment, but have not
been moved to an exam room.

m Exam Rooms: Displays patients in Exam rooms. You can see which room a patient is in,
when they moved to the room, and which practitioner the patient is booked with.
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Scenarios: Managing appointments

| (-4

Indicate the steps you follow for the following situations:

m A practitioner has a family emergency and asks you to re-book his last
appointment of the day with another practitioner.

m A patient calls to tell you that they were in a car accident on their way to their
appointment and cannot make it in.

m A patient calls to tell you that they have booked a trip for the week when their
next physical is booked. The patient indicates that they will re-book at a later
time.

m A patient arrives for their appointment.
m A practitioner asks which room their next patient has been placed in.

m A patient does not show up for their appointment.

Booking non-patient appointments

You can book appointments that are not linked to patients. For example, you can book
appointments for:

m Sales representatives
m Staff meetings

m Training and professional development

To book a non-patient appointment:

1. On the Appointment Scheduler, in the Patient Search area, in the Family Name field,
enter a description of the appointment (for example, Pharma Rep).

2. 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 then 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 |f you need to change the appointment details, make your changes, click Save ( l' J )
and then click Exit.

m [f you do not need to change any of the appointment details, click Exit.
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The appointment appears in the Scheduler with an asterisk (*) before the description you
entered in the Family Name field. For example *Pharma rep.

5. Mark the appointment as Non Billable: Right-click the appointment, and then click Memo
(Non-Billable).

‘ The asterisk (*) indicates the appointment is not linked to a patient.
ys

Q Tips for booking non-patient appointments

m [0 view the contact’'s phone number, click the appointment, and then hover
your cursor over the appointment.

Practise: Booking appointments that are not linked to patients
i m Book a staff meeting.

m [ndicate that the staff meeting appointment should not be billed,

Blocking off appointment slots

If you want to block off a practitioner's schedule (for example, for a stat holiday), you can quickly
block off an entire day, a selected time range within a day, or a specific appointment slot. VWhen
you block off appointment slots, the schedule displays “**DoNotBook” in those slots.

Use the following table to block off a practitioner's schedule.

To block off a... Steps

Specific 1. On the practitioner’'s schedule, click the appointment slot.,

appointment siot 2. On the Appointment Scheduler menu, click Providers > Block/

Unblock > Selected Time Slot for <practitioner name> or, on
your keyboard, press Gtrl + L.

A range of 1. On the practitioner's schedule, click and drag to select the
appointment slots appointment slots.
within a day

2. On the Appointment Scheduler menu, click Providers > Block/
Unblock > Selected Time Slot for <practitioner name> or, on
your keyboard, press Gtrl + L.
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To block off a... Steps

Specific date 1. On the practitioner's schedule, click the first appointment slot on
the date you want to block off.

2. On the Appointment Scheduler menu, click Providers > Block/
Unblock > Block Booking for <practitioner name> for
<date> or, on your keyboard, press Ctrl + K.

Q Tips for blocking off appointments:

m You can block off a practitioner’'s schedule only if you are viewing the schedule
in a Day view. You cannot block off a schedule if you are viewing it in a Week or
a Month view.

m [0 unblock appointment slots:
1. On the practitioner’'s schedule, click the blocked off appointment slot(s).

2. On the Appointment scheduler menu, click Providers > Block/Unblock >
Undo Block for <practitioner name>.

Practise: Blocking off appointments

| (-4

On a practitioner's schedule, perform the following actions:

m Block off the entire day for December 25 (or another stat holiday)
m Block off a half day

m Block off one appointment slot

m  Unblock the schedule for the half day and single appointment slot you blocked

off
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Selecting practitioner schedules to display

When you are viewing the appointment schedule in a day view, each practitioner's schedule
displays as a column.

On the Appointment Scheduler, you can customize:
m How many practitioner schedules display at once

m \What practitioner schedules display by default

m Practitioner groups, enabling you to quickly change the practitioners displayed

Setting your default practitioner schedule view

To select which practitioner schedules display by default:

1. Set the number of schedules to display: On the Scheduler menu, click User Preferences >

Schedule Display Settings > Set Max Displayed, and then enter the number of
schedules.

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

2. At the top of each column, in the practitioner drop-down list, click the practitioner whose
schedule you want displayed.

A volf EMPR &ppointrment Scheduler - Login as Swetlana

Appointments  Calendar  Providers Patients Reports  User Preferences  Configure  Hel

[Ex | appt | Book || AddLine | | Untiled || | Arvived Finizhed ‘
Wigwe: | Diay [ Wisek H torth l [Refresh] | [Tnda\,fl [Calendar l 21-Dec-]

[ADDC, Sveta v] Dioctor, Swethana WD v] Do Mat U

ADoc, Sveta Appointments A

D, Rays MD 09:00 0500

nor, Svetlana WD 0915 0915

M, Terrance 09:30 09:30

S, Janna 09:45 09:45

5, Beata 1000 10:00

W, hitch 10:15 1015

|10:n|:| 10:30 10:30

3. When you finish selecting practitioner schedules, save the view: On the Scheduler menu,

click User preferences > Schedule Display Settings > Save Service Providers
Selected.

If you do not save the view, the practitioners you selected are not saved and your

Y Scheduler reverts to the original Scheduler layout after you book an appointment or
close the window.
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Creating practitioner groups

If you have different practitioners working each day, in the Appointment Scheduler, you can
create practitioner groups. Each time you open the Appointment Scheduler, in the practitioner
group drop-down list (located beside the Filter field), you can click the group of practitioners
you want to display without having to manually set them each time.

Rdrmin
s User Preferences  Configure  Help
Finizhed | ‘Firter: |walt Clinic | [ Thursday -

fonc

= 21-Dec-2015 (Mon) oy

na MO vl ADos, Syeta - ednesday
Thursday

ftments Appointments

09:00

Before you create a practitioner group, select a date when you are sure there are
no locums scheduled to work. A locum will replace a practitioner in the group if the
locum is scheduled to work on the selected date.

To create a practitioner group:

1. Set the number of schedules to display for the group: On the Scheduler menu, click User
Preferences > Schedule Display Settings > Set Max Displayed, and then enter the
number of schedules.

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 the practitioner group.

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

8. Click OK.
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Q Tips for managing practitioner groups

m o delete practitioner groups:
In the practitioner group drop-down list, select the group, and then on the
Scheduler menu, click User Preferences > Schedule Display Settings >
Remove group.

m T0 add members to groups:
1. In the practitioner group drop-down list, select the group.

2. Increase the number of schedules (columns) displayed: On the Scheduler
menu, click User Preferences > Schedule Display Settings > Set Max
Displayed.

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

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

group.
m To remove members from groups:

1. In the practitioner group drop-down list, select the group.

2. Reduce the number of schedules (columns) displayed: On the Scheduler
menu, click User Preferences > Schedule Display Settings > Set Max
Displayed.

3. Initialize the screen to clear the practitioners names. On the Scheduler menu,
click User Preferences > Schedule Display Settings > Initialize
Screen.

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

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

group.
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Practise: Scheduler set up

| (-4

Perform the following actions to set up your appointment scheduler:
m Set the number of practitioner schedules to display.

m Select default practitioner schedules to display by default. Select the
practitioners so they appear in alphabetical order across the Scheduler.

m Create a practitioner group. Name the group Wednesday and add four
practitioners to the group.

Scenario: Scheduler set up

(-4

You work in a busy clinic with different practitioners working each day. Five
practitioners work each day. How can you set up your Scheduler to display only
the practitioners working on a particular day?

Scenario: Modifying practitioner groups

(-4

A practitioner changes the days of the week she is working. She is no longer
working on Mondays, but her other working days remain the same. She is a
member of your “Monday practitioners” group. How do you remove her from your
“Monday practitioners” group?

Printing appointment day sheets

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 Appointment Scheduler menu, click Reports > Day Sheet.

2. In the Service Provider Selection drop-down list, select a practitioner's name, or to print
appointments for all providers scheduled for today, select All on screen.

3. If you want to print the day sheet in a landscape format, in the Daysheet Format drop-
down list, select Landscape #1.

4. 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.

5. Click Print.
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Creating appointment notes (alerts) for a patient

You can create a note or an alert to pop-up every time a specific patient is:
m Booked and confirmed for an appointment

m 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 alert can read “Patient is hearing impaired, please
make eye contact when speaking to patient.”

To create an appointment note (alert) for a patient:

1. Open the Patient Maintenance window for the patient. See “Searching for patients” on page
6.

2. Click the Notes tab.
3. In Active Notes area, perform one or both of the following actions:

m |n the Display at Booking and Confirmation field, enter a note to display when the
patient is booked for an appointment, and confirmed for an appointment.

m |n the Display at Arrival field, enter a note to display when the patient is marked as
Arrived,

4. Click Save (ll J ).

Locking your station from the Appointment Scheduler

If you have to step away from your workstation, you can quickly lock your workstation from the
Appointment Scheduler.

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.

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.
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Evaluation

/0 Complete the following questions.

. You can view all practitioner schedules at the same time in week view.

a) True

b) False

. You are booking an appointment for a new patient, so you must first add the patient in the

EMR. What should you do before you add the new patient to the system??

. How do you book an appointment for a pharmaceutical rep lunch-and-leam in the

Scheduler?

. How do you remove an appointment that you made in error?

. You unintentionally changed an appointment status from Confirmed to Arrived. How do you

revert the status to Confirmed?

. How do you change the Scheduler to see only four practitioner schedules at a time?

. To quickly block off a single day in a practitioner’'s schedule, go to the day you want to block

off, click any time slot in a provider's schedule, and on your keyboard press
a) Ctrl + B
b) Ctrl + K
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c) Ctrl + D
d) Ctrl + C

8. How do you create an alert to display when a specific patient is set as Arrived for an
appointment”?

9. Your clinic manager wants to know how many patients are currently in the waiting room.
How do you find this information?

10.You want to print a practitioner's appointment list, but you want to print only his afternoon
appointments. Is this possible?

a) Yes
b) No

11.To lock your workstation from the Scheduler, click Close All Wolf EMR Applications.
a) True

b) False

|~ End of Module
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WorkDesk Overview

Introduction to this module

Purpose

This module introduces you to the WorkDesk. The Wolf EMR WorkDesk acts as a
communication centre between practitioners and the Front End Staff. Messages, medication
refills, referrals, and other tasks are passed between team members.

You use the WorkDesk to monitor, create, and update your clinical tasks, messages, follow up
items, and referrals.

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.

Objectives

Upon completion of this module, you will be able to:

Open the WorkDesk
From the WorkDesk, view your messages, follow up tasks, and other clinical tasks.
Filter the WorkDesk to display tasks related to only selected practitioners

From the WorkDesk, open a patient's Medical Summary (medical chart), or Patient
Maintenance.

Open the quick entry window to enter a patient's medical history.

Recognize what tasks you can perform using the options available in the Data Entry area

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03 43



WorkDesk Overview

Opening the WorkDesk

To open the WorkDesk:

1. On the Wolf EMR Launch page, click WorkDesk u’ . The EMR opens the WorkDesk.

- - MO farkDesk - WarkDesk ? - 0O x
Reference Configure Patients Reports Sign Cut Help i
" Tuesday - February 23, 2016 ~
Xavier R ¥
10:21 am | X

Messages Sign Out ﬂ Medical Summary ‘ Guick Entry Demagraphics |

Date Patient/*To From -

15-Apr-2013 09:43 * AllHon-Providers  Janna S Referrals

02-May-2013 1418 F,Leana Beata C Refetral calls to complete Referral letters

22-May-201313:48 A, Thanh Janna § Hew Reterrl

& N ’ = 6 referral appointments to be made Mo letters to transcribe

22-May-2013 17:45 H, Susanne Janna S 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 ReferralziConsufts

03-Jun-2013 22:55 D, Kraig Janna § Mo Incoming Consutts 1 Incoming Referral

12-Jun-2013 09:02 F.Leana Beata C Mo Declined eReferrals

12-Jun-2013 13:06 S, Lavonda Janna S

12-Jun-2013 13:07 B, Bob Janna 5§ Data Entry Clinic Tasks

12-Jun-2013 13:08 L, Katelin Janna §

Incoming Results

16-Jun-2013 21:21 * All Hon-Providers Janna § P
Vitals Entry 731 Investigations 58 Documents
] I v
Clinical Queues
Mew Manual Resutt
Mo patients to notify
B Sign Out &
Follow Up Tasks g J . Mo Rule Matches (level 5) found in last 7 days. Total rule matches =0
Waccination ol e B Foport
Date Patient?To From © neempEte eperts
19-Feb-2016 B, Bob R, Xavier L Mo charts to pull
N Group Yaccination
19-Feb-2M16 B, Bob R, Xavier Mo OR Bookings to be made
L Feb stE Elleana flXauien Mo patients overdue for PAPMammograms procedures outside guidelines
WCB e-Forms
Mo clinical finding notifications:
Refill Request TelephoneFax Refils
Mo pharmacies to call
Refill Log
Mew Preventive Care
Surgical Booking . - -
All providers Fitter Options

Q Tips for opening the WorkDesk

m \When the WorkDesk opens, the EMR displays the WorkDesk icon _'

toolbar at the bottom of your screen.

in the

m \When the WorkDesk and the Scheduler are both open, you can click the
|

K
WorkDesk icon _' and the Scheduler icon E’j to easily move back and
forth between the programs.

m \When you search for a patient and choose to open the patient's Medical
Summary or Vitals Entry window, the EMR opens the WorkDesk.
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Viewing your tasks

You use the WorkDesk to track and manage outstanding tasks. On a single window, you can
view your:

Messages
Follow-up tasks
Referral tasks

Other clinical tasks (for example, patients to notify, charts to pull, and pharmacies to call for
refills)

The following table summarizes what information you can track in each area of the WorkDesk.

WorkDesk Area Description

Messages In the Messages area, you can view your active messages and create

messages.

Follow Up Tasks | Inthe Follow Up Tasks area, you can view your active follow-up tasks

and create follow-up tasks.

Note: Follow-up tasks are similar to messages; however, they are
created primarily to:

m Instruct or remind a staff member or practitioner to call a
patient or schedule a return 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, or other matters pertaining to the patient’s health.

Referrals In the Referrals area, you can view all outstanding incoming and

outgoing referrals. You can also start a referral.
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WorkDesk Area Description

Clinic Tasks

In the Clinic Tasks area, you can view your other outstanding clinical
tasks, including:

Incoming Results

Clinical Queues

Telephone/Fax Refills

Incoming investigation (Lab) results

Incoming documents

Patients you need to notify for a follow-up appointment
Patient rule matches

Incomplete WCB reports

Charts you need to pull

Patients who are overdue for PAP and Mammogram procedures
(based on guidelines)

Clinical finding notifications

Pharmacies you need to call

Prescription refill log

Filtering the WorkDesk by practitioner(s)

You can filter the WorkDesk by practitioner(s) so that the notifications in the Clinic Tasks and
Referrals areas relate only to the practitioner(s) you select. By default, you see tasks related to

all practitioners.

‘ The following notifications are not filtered:
Vg m Patients Overdue for PAP / Mammograms outside guidelines

m Clinical Findings Notifications

‘ Multi-location clinics
>

If your clinic has multiple locations set up, you can choose to see notifications
relating only to the practitioners in your current location.

By default, you see tasks related to all providers in all of your assigned locations.
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To filter the WorkDesk by practitioner:

1. In the 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:

m [fyou are in a single location clinic: Select the Selected Providers option and then
select one or more practitioners.

'~ Front Dffice WorkDesk Queue Filter Dptions W | = [0

() Al providers

Include inactive

Provider name
3 aa, testPhysicianl, MD =

B, Yanna

Z, Moses, MD FRCPC

Cooley, Cyril

Z, Arthur

F, Allan

H, Chet

H, Zenia

J, Raul

K, Warner M,

L, Argelia, MD FRCPC

M, Terrance M., MD FRCPC

3, Janna 5., MD PhD FRCPC

5, Beata ., MD, FRCPC, Pediatrician

W, Kiera

W, Ellamae

Save Cancel

m [f you are in a multi-location clinic: Select Providers in my current location or select
Selected providers and then select one or more practitioners.

3. (Optional) To include inactive practitioners, select the Include Inactive check box. The
EMR adds all inactive practitioners to the list, shaded in grey.

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 natifications relating only to specific
practitioners, you would see “Filtered by: Selected providers”.

Practise: Viewing your tasks
i m Open the WorkDesk
m Browse through the options available under Clinical Tasks

m Filter your WorkDesk to display tasks related to only one practitioner

m Remove the filter (select All Providers)
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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 detalil later in the course.
»

Viewing a patient’s Medical Summary (chart)

From the WorkDesk you can open a patient's Medical Summary (medical chart). The Medical
Summary contains the patient’s;

m Medical history

m Personal history

m Related messages and tasks
m |nvestigations

m Documents

m Referrals

m Obstetrical history (if applicable)

In the Current Hx, Past Hx, and Personal Hx tabs of the patient's Medical Summary you can
add patient data.

To open a patient's Medical Summary from your WorkDesk:

1. At the top of the 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 with the patient’'s chart information.

Viewing patient demographic information

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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WorkDesk Data Entry options

The following table describes the various Data Entry area options.

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.

New Manual Result Enter, view or modify a patient's manual lab results.

Vaccination m Record vaccinations administered to the patient.

m Record that a patient declined a recommended vaccination.

Group Vaccination Record the administration of a vaccination to a group of patients.
The 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 Open the WCB Report Manager where you can:
m View incomplete WCB reports
m View previously completed WCB reports

m Start a new WCB report
Refill Request Create a medication refill request.

New Preventive Care | Record a preventive care procedure result for a PAP smear or a
mammogram.
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Evaluation

/0 Complete the following questions.

1. How can you navigate back and forth between the WorkDesk and the Scheduler?

2. A practitioner tells you that they are expecting lab results to come in for a patient. Which area
on your WorkDesk can you check to see if the lab results have come in?

3. Your facility hosted a flu shot clinic and you want to record the vaccination for all patients
who attended. Which area on your WorkDesk would you use 1o record a vaccination for a
group of patients?

|~ End of Module
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Viewing and entering patient medical
history (Medical Summary)

Introduction to this module

Purpose

In this module you are introduced to the Medical Summary, the SMART patient banner, and the
SMART menu. The Medical Summary is essentially a patient's medical chart. The SMART
patient banner is located at the top of the Medical Summary and contains a summary of
important patient information in one convenient area.

You learn how to view and modify patient information using the SMART patient banner, and how
to view patient medical information in the various tabs of the Medical Summary window. You
also learn how to add medical history information using Quick Entry.

Objectives

Upon completion of this module, you will be able to:
m Open a patient's Medical Summary

m |dentify what information is available in, and what actions you can perform from, the SMART
patient banner.

m |dentify what information you can view in each tab of the Medical Summary
m Access the SMART menu

m Enter a patient's medical history information using Quick Entry
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Opening a patient’s Medical Summary

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 [f 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 patients” on page 6.

m [f you are working in the WorkDesk, on the tasks area of the WorkDesk, click Medical
Summary. See “Viewing a patient's Medical Summary (chart)” on page 48.

Q Tip for opening a patient’s Medical Summary

If you are in a patient’s medical summary window and want to view another

patient's medical summary, on the top right cormer of the window, click
(Search).

Medical Summary window overview

The Medical Summary is essentially the patient's medical chart. From the Medical Summary,
you can access all of a patient's medical information, including medical history, visit notes, lab
results, and medical reports.

Medical Summary information is grouped into tabs for easy navigation. In tabs containing a
large amount of information, you can use filter options to quickly find the information you want.

SMART patient banner overview

The SMART patient banner is located at the top of the Medical Summary. Here, you can view
the following information about a patient:

m Basic demographic and contact information
m Date of next appointment

m [f the patient has an appointment today, the status of the appointment (for example, Arrived 5
mins, or Exam room 7 min)

m Primary practitioner, referring practitioner, family practitioner, and assigned care team (if
applicable)

m Smoking status
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m Patient status (for example, if the patient is a long term care patient)
m [f the patient is pregnant, and the gestational age

m Most recent vitals

2 Medical Summary EI E3
Test, Casey Forn16-Dec-2001 (14) Sex M PHY 9997 627 885
L) Status  NI&
Hame address Hames (1111111111 AM 209(948%) Iyr3m Pl MWeta Coles, MD.
9997 Test Street, Cell (333 333-3333 Weight  GSlbs (F45%) 3y 3m
Duncan BC F7G 6T4 Worf  (222) 2222222 Helght 335N (17.3%) 3w 3m
18§ o inv. Mo Docs @ toRules Mo Messages L 1Follow Up # Mo Waccinations
= |Prirt Chart =55 |Custom Report U Request Chart {B Change Log
Current Hx | Past Hx | Personal Hx | Communication anestigations Docurnents Referrals|
Problems Current Medications

‘ The vitals that display in the SMART patient banner depend on the age of the
y: patient:

m [f the patient is O to 2 years old, the EMR displays the patient's HC (head
circumference), Weight, and Height, and includes percentiles.

m [f the patientis 2 to 19 years old, the EMR displays the patient's BMI, Weight,
and Height, and includes percentiles.

m [f the patient is 20+ years old, the EMR displays the patient's BMI, Weight, and
BP.

Tip: You can customize what information displays in the SMART patient banner.
On the WorkDesk menu, click Configure > Configure WorkDesk >
Miscellaneous tab.

From the SMART patient banner, you can also perform a number of actions by clicking the
various icons located below the patient's name or along the bottom of the SMART patient
banner (in the notification bar).
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The following table describes icons located below the patient's name.

Icon Description

View patient demographics information

Opens the Patient Maintenance window.

E

View Paper Chart

Opens a scanned version of the patient’s previous paper chart information or
previous medical summary (if available).

Note: This icon displays only if the patient has a scanned paper chart
attached. A document is flagged as a paper chart if the keyword
Medical Summary is assigned to the document.

View Patient Visits

Opens all of the patient’'s current and previous visit notes in one window.

Search Patient Visits

Opens the Visit Record History window, which contains a list of previous
encounters,

Wialf Clinical

Visit Record History © Test, Casey

Encourter Histary (Click on Yisit to Open Form:
Search || AND [

21-Jan-2016

20-Jan-2016

24-Oct-2012 Phone Message

16-Oct-2012

16-Oct-2012 Attention Deficit Dizorder ADD

To view detailed visit notes for an encounter, click the encounter. You can also
use the Search function to find a specific encounter.

Note: When you enter text in the Search field, the EMR searches text in the
visit notes to produce matches.

Patient Notes
Opens the Notes tab in the Patient Maintenance window.

Note: This icon displays only if in the Patient Maintenance window, on the
Notes tab, text is entered in the General Notes area.
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Icon Description

1=l

Patient Photo
Opens patient photo (if available).

Note: This icon displays only if the patient has a photo attached. An image is
flagged as a patient photo if the keyword IDPhoto is associated with
the image.

View patient alerts
Opens special alerts for the patient (if available).

Note: This icon displays only if the patient has one or more special alerts.

»

Custody information

Hover your cursor over the icon to view the patient's custody information.

e

== Medical sumrmary

Ali, Jeff Florencio
e EIAEN
Hane addreslﬁ
3005 MY Colc pfather has custad}f|
JAg o rve. Mo Docs

This icon is available only if in the Patient Maintenance window, in the Name/
Addr/Phone tab, in the Custody Agreement area, information is entered in the
Note field.

o

Patient Portal alert

Indicates that the patient is a Patient Portal user.

Opens Patient Maintenance to the Portal Settings area (if set up).

The notification bar (located at the bottom of the SMART patient banner) indicates how many
investigations, rules, documents, and messages the patient has. 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.

2 Medical Summary EI E3
Test, Casey Forn16-Dec-2001 (14) Sex M PHY 9997 627 885
. ] Status  NI&
Hame address Hames (1111111111 AM 209(948%) Iyr3m Pl MWeta Coles, MD.
9397 Test Street, Cell (333 3333333 Weight B5ks (74.5%) 3yr 3 m
e s———— i e e
18§ o inv. Mo Docs @ toRules Mo Messages L 1Follow Up # Mo Waccinations

e L L ey | Ll —= TR T

Current Hx | Past Hx | Personal Hx | Communication | Investigations | Documents | Referrals

Problems Current Medications
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Click any icon in the notification bar to open the related area in the EMR. For example, click the
Investigations icon to open the Investigation In Basket window for the patient.

‘ The EMR displays the SMART patient banner at the top of most windows relating
y to a patient, including the patient’s:

m Medical Summary

m Vital Entry form

m Messages and tasks

m SOAP Note Examination form, Prenatal forms, and WCB forms
m Medication windows

m Anticoagulation Summary Sheet

Medical Summary tabs

The following table provides an overview of the information available on each of the tabs in the
Medical Summary window.

[ |l TIoTTE
Hame address Hoeee (11111111114 M 3350999%) Jyrim
5980 SE Test Street, Cell (333) 333-3333 Weight BE1KG(A95%) Sy 1m
Old= 4B T1F OE1 ok (222) 222-2222 Hegght 142.5cm (81.6%) Syr1m
i Pending Inw. Mo Docs @ HoFRules 5 Messages __ Mo Falloes Ups # Mo vaccinati

| opict ot |t ot [ | o . =

e " ; =1 = 1

| PastHx| PersonalHx | Communication | Investigations | Documents | Referrals | Obstetrics
FProblems U
Tab Information available

Current Hx: Current History m Problems
m Current medications
m Encounter records
m Allergies

m \accinations

m Blood type
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Past Hx: Past History

Viewing and entering patient medical history (Medical Summary)

Information available

m [nactive problems
m Previous medications
m Procedures and surgeries

m Refuted and terminated allergies

Personal Hx: Personal
History

m Social history

m Harmful substances (for example, smoking history and
alcohol history)

m Family history
m Otherrisks

Communication

Uncompleted and completed:
m Messages

m Follow ups

Investigations

m | abresults
m Manual results

m Preventive care procedures (for female patients)

Documents m Requisition forms and other SMART Forms produced by
the clinic
m Medical reports and other documents attached to the
patient record
Referrals m Qutgoing referrals made for the patient
Obstetrics m Pregnancy history information (for female patients if

applicable)

Q Tips for viewing a patient’s Medical Summary

m o view detailed information about an item listed in the patient's Medical
Summary, double-click the item. For example, to view detailed information
about one of a patient’s allergies, on the Current Hx tab, in the Allergies area,
double-click the allergy.

m On tabs that contain lists with titled columns, you can re-sort the list by any
column. For example, to view a patient’s lab results sorted by test, on the
Investigations tab, in the Test column, click the column header.

m On the Investigations tab and the Documents tab you can quickly find
item(s) using the filter options at the top of the tab.
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| (-4

Scenarios: Medical Summary window overview

For the following situations, indicate where in the Medical Summary you can find
the needed information.

m You want to view a patient's smoking status.
m A patient asks about the status of their referral to an orthopedic surgeon.
m A patient lost their MRI requisition form and needs to have it reprinted.

m A patient wants to ensure that they are up-to-date on their vaccinations and
asks what date they received their last flu vaccination at your clinic.

m You notice that in the patient's SMART patient banner, the patient's Primary
Provider is not indicated. You need to assign the patient to the appropriate
Primary Provider.
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Viewing and entering patient medical history (Medical Summary)

From the Medical Summary, and from most windows related to a patient, you use the SMART
menu to access numerous view, data entry, and other action options.

IHR.

Refill Medications
Yiew INR Summary
Wiew Medication List
Enter Mew Medication
SMART Forms
QuickEntry

Mew Requisition
Fawourite Reguisition
Fawourite Order Set
Mews Problem

Mew Referral

Tew Yaccination
Mew Message

e Fallow-up

T Allergy

Mew Procedure

Mews Manual Result

Mew Preventive Care Resulk

Mew Encounter

View Encounters

Wigw Yitals Enkry Screen (FE)
Vigw Medical Summary (F7)

Wiew Patient Maintenance (F9)

Vigw Special Alerts

To open the SMART menu:

1. On any window related to a patient's medical record (for example, the Medical Summary or
Vital Entry window), right-click, and then click Show All Menu Items. The EMR displays the
SMART menu.

»

The next time you right-click the patient record, the SMART menu will open
automatically. You will not have to click Show All menu ltems.

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03 59




Viewing and entering patient medical history (Medical Summary)

Q Tips for using the SMART menu

m SMART menu options are grouped by what they do. Medication and
prescription-related options are displayed at the top of the menu, action options
are displayed in the middle, while view options are displayed at the bottom.

B You can customize what options display in the SMART menu. If there are
SMART menu options you do not use regularly, you can hide these options: On

the WorkDesk menu click Configuration > Configure WorkDesk (- %), and
then on the General tab, click Manage Right-Click menu.

Entering medical history using Quick Entry

If you want to efficiently add basic medical history information to a patient's Medical Summary,
use Quick Entry. You can use Quick Entry to enter:

m Social history (including smoking and alcohol use)
m Problems

m Medications

m Allergies

m Procedures and surgeries
You open the Quick Entry Form via the SMART menu.

To enter a patient’s medical history using Quick Entry:

1. On any window related to the patient’'s medical record (for example, the Medical Summary
or Vital Entry window), right-click and then, in the SMART menu, click Quick Entry.

‘ If the complete SMART menu does not display, click Show All Menu ltems.
y.

Tip: If you do not have the patient's medical record open, you can open the Quick
Entry window 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.
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The EMR displays the Quick Entry Form window.

Cuick Entry Form

Enter Medical History For: Test, Jodi {Joe)

patient: 15t Jodi Clinic: MD: Janna Somer Schreiber, MD PhD FRCPC [=]

| Social | Problems | Medications | Allergies | Procedures & Surgeries

Iarital Status: Common Law E| Motes:

Significant Cther: Eusebio Baldridge

Occupation:

Incame Type: El
Education: E|
Smoking: 22 Hot Known 27 [+]
Alcohol: El

ﬂ Enter Smoking, Alcohol, and Cther Harmful Substance Histary

4| Erter Family History

Q Tip for entering medical history using Quick Entry

m [f you want to view the patient's Medical Summary as you are entering
information in the Quick Entry window, click the patient's name (which is
displayed in blue).

Practise: Using the SMART menu and entering medical history using
Quick Entry

| (-4

m Open the Medical Summary for a test patient

m Open the SMART menu and browse through the list of options available. Take
note of options that will be important for your daily workflow.

m Using Quick Entry, add “penicillin” to the patient’s allergy list
m Using Quick Entry, add “Diabetes type I’ to the patient’'s problem list.
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Evaluation

/0 Complete the following questions.

1. How do you open the Medical Summary for a patient who does not have an appointment
booked?

2. You are in a patient’s Medical Summary and want to see if there are any notes for the
patient. Where can you find this information?

3. You are in a patient's Medical Summary and want to search for another patient's medical
summary. What is the quickest way to do this?

4. On which tab in the Medical Summary can you add a surgery for a patient”?
a) Current Hx
b) Past Hx
c) Personal Hx

d) Investigations

|~ End of Module
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Entering vitals, measurements, and visit
notes

Introduction to this module

Purpose

In this module, you learmn how to enter a patient’s vitals and other measurements. You also learm
how to enter basic visit notes. You enter a patient’s vitals and visit notes via the Vital Entry
window. Any information you enter is automatically transferred to the practitioner's SOAP note
(or consult letter). The practitioner can then add to or modify your notes as needed.

Objectives

Upon completion of this module, you will be able to:
m Enter a patient’s vitals and measurements
m Enter information in specialized exam templates

m Enter general visit notes in a SOAP form

Entering vitals and other measurements

You can enter a patient’s vitals and other visit notes in the Vital Entry window only if
» the patient has an appointment booked.

To enter a patient’s vitals and other measurements:

1. On the Appointment Scheduler, click the patient's appointment and then, on your keyboard,
press F6.
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Entering vitals, measurements, and visit notes

The EMR displays the Vital Entry (Exam Data) window with the Vitals tab open in the right

pane.

Rules

fresh

5 Messages

Practitioner. Ascending E|

9:30AM BCS
9:45AM BCS
10:00AM THM
10:15AM BCS
10:15AM WMK
B 11:00AM THM
11:30AM WMK

1:00PM J55
B 1:30PM WMK
1:45PM BCS

A Mo Fallowe Ups

Appointment Reason:
Appointment Motes:

# Mo Vaccinstions

Office Visit

[ Marked as Completed

itals | Soap

BR Systalic:
BP Disstolic:

Pulse:

RespRate:

Temp:

Height:
Wyzist Circ:

vyigight:

Bl
Head Circ:

Urine RBIC

[~

Urine S

Preg Test

I
Acuity: QU
Qo
s
wmc (OF Glucometer:
Fesult
Motes:
®om i
®ky Do
®em Ohin
Mitrite Gluc Pratein
=] | [ [«]l [«
Bili Uraokbili
][] =] [=]l [+
[v]
Structured Examinations: E|

WBC

Antenatal Record

Ketanes pH

2. In the Vitals tab, enter the patient’s vitals and measurements.

Q

Tips for entering and viewing vitals and measurements

m The patient's appointment reason and appointment notes display above the
Vitals tab.

m To view the patient's Medical Summary (chart), at the top of the window, click
anywhere in the SMART patient banner or, on your keyboard, press F7.

m You can view specific patient information, and perform actions on the patient
using the SMART menu. To open the SMART menu, on the Vitals tab, right-

click.
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a Discussion: Opening the Vital Entry window.

What are the advantages of using the F6 keyboard shortcut to open the Vital Entry
window"?

Are there workflow situations when it would be more efficient to use the Vitals
button to open the Vital Entry window?

Practise: Entering patient vitals

( (-4

Enter the following vital signs for a patient:
m BP Systolic: 120

m BP Diastolic: 80

m Temperature: 38 Celsius

m Height: 168 centimeters

m Weight: 65 kilograms

m After you enter the patient’'s weight, press Tab or Enter. The EMR calculates
the BMI value and populates the BMI field.

Entering basic visit notes

You use the SOAP tab in the Vital Entry window to enter Subjective, Objective, Assessment
and Plan (SOAP) visit notes.

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: On the Appointment Scheduler, click the patient's appointment
and then, on your keyboard, press F6.

2. Click the SOAP tab.
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5 Messages ___ Mo Fallow Ups # Mo vaccinations
Appointment Reazon: Office Visit
Appointment Motes:
[ Marked as Completed
joner: Ascending [ | vitale | S0P
| E—
nAM BCS
}mm BCS Chief Complairt: | [=]
noAM THM Subjective:
15AM BCS
15AM WMK
noAM THM
04AM MC
30AM WMK
0OPM J55
5PM BCS
Ohjective
Azzessment:
Plan:

3. (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.

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.

ﬂ_q.

5. To save your changes and close the window, click or, on your keyboard, press Alt +

C.
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Practise: Entering information in a SOAP note
o Enter the following SOAP notes for a patient:
m Chief Complaint. back pain

m Subjective: ‘Patient was seen today complaining of pain in their lower back.
Muscle relaxers have not helped.”

m Objective: new injury

Using structured examination templates

You can enter objective visit notes using visit-specific templates called structured examinations.
Structured examinations contain fields specific to a particular problem or type of examination.,
For example, the Allergy Shots structured examination contains fields for Allergen, Strength,
Dose, Injection Site, and Reaction.

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 frack 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).

‘ As with SOAP notes, when you enter information in a structured examination, the
» practitioner sees this information when they open the same structured examination
for the visit. The practitioner can edit or add to the information you entered.

f CAUTION: Two users should never enter information into the same structured
examination for the same patient at the same time.
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To enter information using a structured examination:

1. Open the Vital Entry window: On the Appointment Scheduler, click the patient's appointment
and then, on your keyboard, press F6.

2. At the bottom of the Vitals tab, in the Structured Examinations drop-down list, select an
exam. The EMR opens the structured examination in a new window.

==l Test, Jodi - DOB: 06-Mar-2003 - AGE: 12 years - GEMDER: F - PHM: 3930 @

BP Systolic: | EMl: Cardiac Risk:

BF Diastolic: Height: ®om Oin Patient Hot In Age Range 30 - 75

Pulze: Wizigght: wiky ik
Hga1C:
Cholesteral: 4.20 mmohl 11 -Aug-2003

bltess Trighycerides:  H226 | mmoll | 11-Aug-2005

Crestinine: 29 umoll | 11-Aug-2008

Micraalburmin:
AlbumingCr:

Framinghatm Score:

Last Ophthalmology Consult:

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 retums you to the Vital
Entry window.

G
5. To save your changes and close the window, click or, on your keyboard, press Alt +

C.

Q Tips for entering and viewing data in structured examinations

m [0 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 o 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.
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Practise: Using a structured examination

m In the Structured Examinations drop-down list, select an examination type

(for example, Back).

m Enter the structured examination data.
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Evaluation

/0 Complete the following questions.

. A patient arrives for their physcial and you take their height, weight, and blood pressure.

How do you record this information in the patient's chart?

. When you enter a patient’s vitals, how do you calculate BMI?

. You are entering visit notes for a patient and they tell you that they have a migraine. Where

would you enter this information in the Vital Entry window?

. You are entering visit notes for a patient with diabetes. If your clinic actively manages and

reports on chronic disease management, where do you enter your notes?

|~ End of Module
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Pediatric patient visits

Introduction to this module

Purpose

In this module, you learm how to use the various Wolf EMR features related to pediatric patient
visits.

Objectives

Upon completion of this module, you will be able to:
m Enter a patient’s birth information
m View pediatric growth charts for a patient

m Enter information into Rourke Baby Records

Entering patient birth information

You enter a patient’s birth information in the Patient Maintenance window. Birth information
includes the patient’s place of birth, gestational age, and birth measurements. The EMR uses
the gestational age when displaying adjusted growth charts for the patient.

To enter a patient’s birth information:

1. Open the Patient Maintenance window for the patient, and then click the Other
Demographics tab.

2. In the Birth Information area, enter the patient’s place of birth, gestational age, and birth
measurements.
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SR
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: l:None> v] Displary with Patient Mame Language: Coverage Last Checked Last Login
Gestational Age: weeks Before: English -
Birth Length : - Preferred Language Setti
) ) After - Internal Data nas
Birth Weight : Current Patient ID:
Birth Head 12326
Circumference : cm - Cther
Discharge Weight : P Employmert Pattiert's Maiden Name: InzertDate:
Employer: 2978 prf2008
TR First Vit 7“2@9 =
Dame: Orecupstion: . OSfUgr2008
Phone: Last Visit Unmerge Patient
hotes: . 190Mov 2012

. Best practice

If the patient is a baby or toddler, while you are in the Patient Maintenance window,
verify that the patient's Provincial Health Number is up-to-date:

1. On the Patient Maintenance window, click the Name/Addr/Phone tab.

2. If the patient has received their own PHN number, clear the Infant /
Dependant check box (this check box should be selected only if an infant is
using their mothers PHN).

3. Beside PHN, ensure the patient's health number is entered and correct.

4. At the top of the window, click Verify with MSP (l).

3. Click Save (l' J ), and then click Close (@).

Practise: Entering a patient’s birth information

- Open the Patient Maintenance window, and then click the Other Demographics
tab. Enter birth information for the patient.

Viewing pediatric growth charts

Growth charts are 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:
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m World Health Organization (WHQO) growth charts adapted for Canada

m Centers for Disease Control and Prevention (CDC)

m Canadian Pediatric Endocrine Group (CPEG)

To view a patient’'s growth charts:

1. On any window related to the patient’s record (for example, the Vital Entry window or the

Pediatric patient visits

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:

m The WHO growth chart adapted for Canada, specific to the patient's gender and age.

m The data points and percentiles in a table format to the right of the chart.

£ Test, Jodi - Growth Charts R =T
Home o
= POF|  whaad  mlf¥ |r ;
\ = =
=) 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 FH 9990
“ Nof Yet Asved 11:00 AM Srakus fy
Organization: WHO For Canada - 2 to 19 years: Girls Height-for-age and Weight-for-age percentiles Perc... Age Wk Ht
. hges <+ Fields - Age (Years) BEER R hie
3 [ 9 1z 15 18 g3.3% 7.0 1.
‘Weight-For-Length
t i 27-5ep-2.. 89.1% 7.6 s
0-24 m,., Head Circ-for-Age Height - Height
i e 06-Dec-2.., 85.5% 7.8 1.
I-24m,.. Length-for-Age
e 'ghtf Ag iiz =l a7 12; M lotunz.. 86.8% 8.2 -
-24 .., Weight-for-Age
HIar e s "™ osMarz.. e oo 15
¢ 0-24m,,, Head Circ-for-Age and .., 168 cm i | 168 cmf
S S o . 500 11-5ep-2,,, §2.5% 9.5 Loos
£ 0-24 m... Length-For-Age an /4»-'—'_"'_ '
— BMIgF . J 161 em = el oo, 816% 9.7 Tz
&3 e -ror-Age o —8 o
: ng e g'q 154 cm = — 154 cmf 05-fug-.. 99.9% 5.4 3.
-19y... Height-for-Age 3
: lgy = _ghtf Ag 147 cm el aogunz.. 99.9% 6.3 3.
-19 ... Weight-for-Age
i 1gy - 'ghtf Ag e 140 cm 140eml g mar-z... 99.9% 7.0 4.
¢ 2-19v... Height-for-Age and We. ..
i d d 133 em 27-5ep-2... 99.9% 7.6 5.
128 cm Weitht)  ppec-z.,, 99.9% 7.8 5.
119 em g7er 90k | |o1-3un-z.. 99.9% 8.2 5.
| Hzem ke | osMarz.. 99.9% 90 6.
105 cm = 70 kg F-Aug-..  99.9% 9.5 6.
i
98 cm - 65 kg 11-Sep-2.., 99.9% 9,5 6...
91 60 M-, 9% B
R = . kg 19-Mow: 99.9% 9.7 6
) S4com =T 55 kg
Y‘_ Conneck data points 77 em = - — S0kg
4
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 _,--"' - 20kg
Minor Gridiines seavis b -axis 15kg _I,.-’/ 15 kg
1okg | - 10
Units (3 Imperial (90 Metric (1 Both ks | £
Adjust age by 0 weeks 3 6 9 12 15 18
Age (fears)
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2. To view a different type of chart:
a) Inthe Organization drop-down list, click an organization,

b) Inthe list below the Organization field, click a specific graph type. The EMR displays the
chart.

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.

4. To modify the way the graph looks, in the Current Options area, modify the view options.

5. To view the value and percentile for a data point on the graph, hover your cursor over the
data point.

6. To add percentiles to the patient's chart as exam findings, click Save Percentiles ( L ).

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.

7. To print the growth chart(s), perform one of the following actions:

]
m o print the growth chart(s) on your default printer, click Quick Print ( %( ).

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 (with table) or Print.
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Q Tips for viewing growth charts
m [f the patient's gestational age is entered in the Other Demographics tab of
the Patient Maintenance window, when you 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.

m To zoom in, hold the Shift key and then click the area you want to zoom in to.

m o zoom out, hold the Alt key and then click the area you want to zoom out
from.,

m 70 hide the percentile table, click the ¥ icon to the right of the chart.

m o collapse the patient banner and maximize the growth chart, click the blue up

arrow ﬁ‘ in the top right part of window.

m o attach a growth chart to a referral, you must first save the growth chart as a
document in the patient’s Medical Summary. You can then attach the growth
chart as you do other documents. To save the growth chart as a document,

PDF

click Save To Chart ( 1),

Practise: Viewing a patient's growth chart

m View a patient's growth chart from each organization: WHO, CDC, and CPEG

( (-4

m Adjust the different settings in the Current Options area and see how they
change how the graph looks.

m Zoom in and zoom out of different areas in the chart.
m Show and hide the data points and percentiles table.

m Sort a column in the data points and percentiles table.

m Collapse the patient banner and maximize the growth chart.
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Entering information into Rourke Baby Records

If you enter pediatric patient visit notes into Rourke Baby Records (RBR), you can access the
RBR forms in the Structured Examinations list.

Each examination template is broken into sections (tabs) that correspond to the standard RBR
format.

As with other structured examinations, when you enter information in an RBR

,‘ structured examination, the practitioner sees this information when they open the
same structured examination for the visit. The practitioner can edit or add to the
information you entered.

To enter information in a Rourke Baby Record form:

1. Open the Vital Entry window: On the Appointment Scheduler, click the patient's appointment
and then, on your keyboard, press F6.

2. At the bottom of the Vitals tab, in the Structured Examinations drop-down list, select an
RBR exam. The EMR opens the RBR structured examination in a new window.

Within 1 Week Age at Exam: 1
BIRTH INFORMATION
Gest. | weeks  Birth cm [+]  Birthwt ky [l Head Cire cm [=] Discharge by [
Age Length wt
BIOMETRICS
Height cm =] Weight ka [+ Head Cire cm [ ]

Within 1 Week |Educati0n and Advice | Develapment | Physical Exam | Problems/Plans | Inves‘tigations.ﬂmmuniza‘tion|

PARENT/CAREGIVER CONCERNS

NUTRITION'
Breastfeeding (exclusive) ! Formala Feeding {iron-fortified) ! Stool pattern and urine output
Vitamin D 400 IU/day ! [150 mL(S oz)kgiday 1] EI

Strength of recommendation bazed on literature review wsing the classification of the Canadian Task Force on Preventive Health Care:
Good (bold type)  Fair (ftalic bype) Conzensus (plain type)

Disclaimer: Given the constantly evolving nature of evidence and changing recommendations, the Rourke Baby Record is meant to be used
as a guide onhy.

Resources 1 : General ! Resources 2 : Healthy Child Development : Resources 3. ! GUIDE % Immunization Parent Resources
Immunizationdnfectious Diseases
CREATE PDF PRINT
‘_"_' Create as a PDF and sttach to Chart [ Include ResourcesGuide v = | Prirnt Rourke Baby Record  '=| CQuick Print Rourke Baby Record
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3. Enter the data in each of the exam tabs as needed, and then click Close (@). The EMR
retumns you to the Vital Entry window.

Q Tips for entering information into RBR exams

m The fields in the BIRTH INFORMATION section are synchronized with the
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.

m Each of the check boxes on the Education and Advice and the
Development tabs supports three different states (check mark [discussed
and no concerns], X [if concemns], or clear [not discussed)]). Click a check box
to change the state.

2\Weeks | Education and Advice | Developmert I Physical Exam I ProblemsPlan

[ discuszed and no concerns E ifconcerns: [ if not discussed

. A:

m The state of the check box for certain fields is automatically carried over from
previous visits. You can change the state of these check boxes if needed.

Practise: Completing an exam based on the Rourke Baby Records

' m |n the Structured Examinations drop-down list, select and view some of the
different Rourke structured examinations.

m Browse through the information on the various tabs.

m Enter the structured examination data for an exam.
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Evaluation

/0 Complete the following questions.

1. What organizations can you view growth charts for?

2. You are viewing growth charts for a patient who was born at 36 weeks. How do you view the
patient's growth chart adjusted for their premature birth?

3. If you enter a patients birth information in a Rourke Baby Record exams this information
automatically populates the Other Demographics tab in the Patient Maintenance window.

a) True

b) False

|~ End of Module
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Introduction to this module

Purpose

In this module, you learn how to use the various Wolf EMR features related to prenatal visits. For
prenatal visits, you enter most of a patient's notes in the prenatal record. Each time the patient
returns for a prenatal visit, you add information to the same prenatal record until the pregnancy
is finished. From the prenatal record you can also:

m Calculate the patient’'s estimated date of delivery (EDD) and gestational age based on the
last menstrual period (LMP) or ultrasound

m Access the patient’s ultrasound images

m Open and print informational prenatal handouts for the patient

Objectives

Upon completion of this module, you will be able to:

m View a patient’s pregnancy status

m Open and enter information in a patient's prenatal record

m Calculate a patient’s EDD and gestational age based on LMP

m Calculate a patient's EDD and gestational age based on ultrasound results
m Print or fax a patient’s prenatal record

m Record delivery details and lock the prenatal record at the end of the pregnancy
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Viewing a patient’s pregnancy status

I a patient is pregnant, the SMART patient banner displays “Pregnant” and indicates how far
along the patient is in her pregnancy.

=R e

FHN O 9990
Statns MWEA,

Bornlhd 21993 (22} o
14 mins I Freghant 15wk Bid I

me =111 BMi 251 0d Fri Janna S, MD
el Wieight S5kg Od

e A5 12080 Od Aei Susan M

p Mo Rules 5 Messages _J_ Mo Fallowy Ups

# Mo vaccinstions

»

The SMART patient banner displays pregnancy information only if a prenatal record
has been started for the patient.

Entering information in the prenatal record

You can enter prenatal medical information and visit notes in the Wolf EMR prenatal record. The
prenatal record template is based on the provincial prenatal record. Each time the patient
returns for a prenatal visit, you add information to the same prenatal record until the pregnancy
is finished. You can then print or fax the entire prenatal record to a hospital, midwife, or
consultant. The printed prenatal record looks like the provincial prenatal record.

To enter information in the prenatal record:

1. Open the Vital Entry window: On the Appointment Scheduler, click the patient's appointment

and then, on your keyboard, press F6.

2. At the bottom of the Vitals tab, click Antenatal Record. The EMR opens the Prenatal
window. Each tab on the Prenatal window represents a page of the provincial prenatal

record:

m Part 1; Contains fields specific to a first visit, including medical history and obstetrical

history.

m Part 2; Contains fields specific to the second and subsequent visits, including lab test
results, other investigation results, and discussion topics.

m Part 2 - Visits: Lists all visit records for this pregnancy and allows you to enter a new visit

record or to edit and delete existing ones.

»

The prenatal form includes all information entered for previous visits for this
pregnancy.
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Prenatal
Test, Mother Forn 19-Apr-1984 (31) SexF PHN 0994 H = [
a [ Status NS |
Home adiress Home  (1113111-1111 AMI Fri Dewayne Bryson, M.D. x
5469 Test Street, Cell I¥eipht 185lbs Swr9m
South Hazelton BC Q4K 542 o (222) 222-2222 8P 120/80 3yr7m
8§ Mo inv Recent Docs (@ Mo Rul | Mo Messages __‘_ 1 Foliow Up # Mo Vaccinations E
LMP EDD BY DATES EDD BY LS EDD Gest. Age: PHYSICIAN § MICWIFE MAME
Search: o]
Part1 |Part2 | Part2- Vists | Delivery | Risk Assessment
Hospital Search: Attending pheysicianimicife FAMLY PHYSICIAN Age at EDD
Dewayne Bryson, M.D. [=] Dewayne Bryson, M.0. =
Mother's maiden name Ethinic origin Language preferred Partner's name Age
Kory Colson
Qccupation work hrs fday Mo, of school years completed Ethnic origin of nevwhorn's father Partnet's work
Allergies Medicationsherbals Beliets & Practices
<<Add Hew Allergy=-= =<Add Hew Medication>> -

Almotriptan (Axzert TAB) 125 mg i PO 0D
Almotriptan (Axert TAB) 6.25 mg i PO OD
Betnovate ointment gm  topical BID prn

Medeneat s

Gravida Para Term Preterm Abartion  (nduced  Sportanecusz)  Living

Obstetrical History

Dt Place of hirthf Hrs.in Gest, Type of Prenatal = Birth Present
¥R 2 Abortion labaur ane birth complications o weight Breastfed health +
0
LhP _, Menses Cycle Contraceptives when stopped: 15T ULTRASOLUMD D{I’E EDD Calculstion
:J i © Eob EvUS Overtide
Irreqular Cycle GEST. AGE BY US
kst days: () EDD BY Date
Present pregnancy Medical History Lifestyle & social
no YEs (Specity) | pg ves (specify) | Discussed Concerns Referred
I%F Pregnancy Surgery Diet
Bleeding Folic acid
Mauzea Anesthesia Phiysical activity!
2 restistop work date
nfections or fever UterineiCx procedure
Cther STls finfections QNG oS
i vitatming
E;ii:ﬁtﬂim Aleohol B never [ quit Eﬂ
Farnily history Thrombostmbolic Drinksfwk: before pregnancy: i
no Maternal  Paternal feoay. J o curtent
Heart disease Hypertension Binge drinking no Yes =
(P e =

3. Enter information into the prenatal record as needed.

4. When you finish, click Save & Close ( H*.).
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Q Tips for entering information

To record a previous pregnancy, in the Obstetrical History area, click =],

To edit information on a pregnancy listed in the Obstetrical History area,
double-click the entry.

A grey check box indicates that the patient has not yet been asked about or
screened for an item.

To indicate a Yes answer for an item, select the check box.

To indicate that the patient has been asked about the item, but that the answer
is “no”, click the check box twice. The check box is no longer gray.

When you add an allergy, a medication, or an obstetrical history item through
the prenatal record, the EMR updates the patient's Medical Summary with the
new information, and vice versa.

It you enter a patient's vitals in the Vital Entry window, those vital entries are
automatically populated in the Prenatal Visit Record window.

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 bottom right of the window, click the blue Patient
Handouts link.

If a lab name is displayed (on the Part 2 tab) in blue text (as a link), a result for
the test is available in the patient's chart. To view the result, click the blue link.

To view the Fundus Height Growth Chart, on the bottom right cormer of the Part
2 - Visits tab, click SYMPHYSIS - FUNDUS HEIGHT GROWTH CHART.

Calculating an estimated due date (EDD) by LMP

If you enter the patient's menstrual information correctly in the prenatal record, the EMR
calculates the patient’s estimated due date.

To calculate a patient's EDD by LMP:

1. Open the patient’s prenatal record.

2. Under the Obstetrical 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) In the Menses Cycle area, indicate if the patient's menstrual pericds are regular

or iregular.
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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.

Recording ultrasound results: Calculating gestational age and EDD

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 a patient’s ultrasound results and recalculate the EDD:

1. Open the patient’s Prenatal Record.

2. In the Obstetrical History area, enter information in the following fields:
m 1st Ultrasound date: Enter the date of the first ultrasound.

m Gest. Age by US. Enter the Gestational Age by Ultrasound in weeks and days.

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 If you want 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).

Q Linking an ultrasound image to a prenatal record

When an ultrasound image and/or report comes in, you can attach the file to the
prenatal record. To attach the ultrasound image to the prenatal record:

m Link the ultrasound image to the patient as you do other documents, but assign
Prenatal US as a Keyword or Document Type. See “Managing received
documents” on page 1256.
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Practise: Entering information in the prenatal record

| (-4

m Open the prenatal record for a patient.

m Enter information in the following areas: LMP, Menses Cycle area (enter the
average duration of the patient's cycle).

m |n the EDD Calculation area, select EDD BY Date. The EMR calculates the
EDD date.

m [Enter the First Ultrasound date.

m Enter the Gestational age by US.

m |n the EDD Calculation area select EDD BY US.
m Family History: Add a Family History problem.

m Medical History: Add an allergy. Go to the patient's Medical Summary and
view the allergy you just added.

m First Trimester Topics Discussed: Select some topics.
m Browse through the main areas on the Part 2 tab.
m In the Investigations/Results area, record various test results.

m |ndicate a Lifestyle concern for the patient.

m Open the Part 2 - Visits tab of the Prenatal Record, and then enter a visit note.

Printing or 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.

2. At the top of the window, click one of the following options:

&

m Collate and Print Prenatal Record (J):To print or fax the entire prenatal record as
one document on a selected printer or fax machine. (Note: \When you choose this option
the prenatal record is also saved to the patient's Medical Summary, in the Documents
tab.)
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m Print to Default Printer (‘ﬂ): To print the prenatal record to your default printer.

m Print Prenatal Record (\:): To print or fax each tab of the prenatal record as a
separate document on a selected printer or fax machine.

m Attach Prenatal Form to patient’s chart (E): To save the prenatal record as a PDF
document in the patient's Medical Summary, in the Documents tab. Use this option if
you will be attaching the prenatal form to a referral.

Entering delivery details and closing the prenatal record

Important: \When the patient's pregnancy is complete, always note the delivery

y 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 start a
new prenatal record.

1. Open the patient’s prenatal record, and then click the Delivery tab.

[Part1 |Part2 [ Part 2- visits | Deivery | Risk Assessment |

DELIVERY DATE | @
WEEKS AT DELIVERY ki clays:

HRS. IN ACTIVE LABOUR

DELIVERY TYPE =l
COMPLICATIONS

SEX [=]

BIRTHWEIGHT
PRESEMT HEALTH

2. Enter the patient’s delivery details, and then click u*..

After you enter the delivery date and close the Prenatal record, the EMR locks the Prenatal
record.
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Evaluation

/0 Complete the following questions.

1. You have just received a patient’s first ultrasound results. When the patient was in for her first
visit, she was unsure of her last menstrual period date. How can you calculate a more
accurate estimate for date of birth”?

2. You open the prenatal record for a patient’s first prenatal visit and you notice that information
from the patient’s previous pregnancy (including visit notes) is populated. How do you finishe
the old prenatal record and start a new prenatal record?

3. On the prenatal record, in which tab do you enter a patient’s visit notes?

|~ End of Module
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Introduction to this module

Purpose

In this module, you learn how to use the various Wolf EMR features related to 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. Wolf EMR contains the
following provincial WCB forms:

m Form 8: First Report

m Form 11: Progress Report

You access and manage WCB forms from the WCB Report Manager.

Q Tip: Avoiding refused WCB bills

Always submit your WCB report and associated bill(s) on the date of service. If a
WCB bill is submitted 1-3 days after the service, WCB will reject the bill and you
will not be paid.

Objectives

Upon completion of this module, you will be able to:
m Open the WCB Report Manager

m Start a WCB report

m Finish an incomplete WCB report

m Track and manage incomplete WCB forms for all patients
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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 WCB report for a patient
m View, edit, and complete a patient's 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.

Use the following table to open the WCB Report Manager for a patient.
Appointment

booked? Steps

Yes 1. Open the patient’'s Medical Summary: On the Appointment Scheduler,
click the patient’s appointment and then, on your keyboard, press F7.

2. Anywhere in the window, right-click and then, in the SMART menu,
click View WCB Reports.

No 1. On the 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 Yes. The EMR displays the Patient Search window.

3. Search for the patient and then double-click the patient's name.

The EMR displays the patient’'s WCB Report Manager.

== WiCB Reports For Test, Dion EI@
WCE Report Manager i+

Mewy Reports | Incomplete Reports | Cid Reparts

Test, Dion Al lncompletes
Patient Hame Date Treatment Form Hame Report Sent Initials
Test, Dion Ti20/201% Form § vC
Test, Dion 772002015 Form 11 vC

[Doukle
Click on
Report ta
Edit)
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Entering information in WCB forms

You can enter WCB medical information and visit notes in the WCB forms. The WCB forms in
Wolf EMR are based on the WorkSafeBC forms. From the WCB Report Manager, you can:

m Start a WCB form for a patient

m Add or modify information on a previously started form

Any information you enter displays when the practitioner opens the form. The practitioner can
then enter or modify information as needed.

Please be aware of the following

/ m You must submit a WCB Progress Report if it has been more than four weeks
since the last Form 11 was sent, or if a Form 11 is requested by a WorkSafeBC
Officer.

m Areport is not necessary if the appointment is a follow-up and the worker's
condition is stable.

m [0 be paid for the WCB visit, make sure you submit and bill Form 8 and Form
11 reports within 1-3 days of the service date.
Best practice: Send your WCB reports within 24 hours just to be surel!

m You will not receive payment for any Form 8 or Form 11 reports that are
submitted and billed 7 or more business days following the service date.

Starting a WCB report

To start a WCB form for a patient:

1. Open the patient's WCB Report Manager. See “Opening the WCB Report Manager” on
page 88.

2. Click the New Reports tab.
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5] WCB Reports For Test, Dion IEI@
WCE Report Manager i+
Mew Reports | Incomplete Reports | Old Reparts

Select Report:
Current F_‘a‘tierﬂ: &3 ¥Faorm 8 First Repart
Test, Dion [eoo] ) Form 11: Progress Report

Select Appaintment:

Appt Date  |Reason | Provider
20-Jul-2015 Office Visit Veta C, M.D.
20-Jul-2015 WCB Veta C, M.D.
04-Hov-2010  Flu shot FREE Ethan M,

Service not in Clinic

Mesw Report 8

3. Inthe Select Report area, select the WCB form you want to start.

4. In the Select Appointment area, perform one of the following actions:

m [f the patient was seen in clinic, click the associated appointment.

m If the patient was not seen at your clinic (for example, the patient was visited in the
hospital), at the bottom of the appointment list, click Service not in Clinic, and then in
the Select Physician drop-down list, select a physician.

5. If you are starting a Progress Report and you want to auto-fil most information in the report
based on a previous report for the claim:

a) Inthe Select Claim area, select the claim the report is for. The EMR clears the Do not
pull values from previous claim check box.

Select Claim:

[ Do not pull values from previous claim

12345
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6. On the bottom of the window, click New Report. The EMR displays the selected WCB
form.,

WCB Electronic Forms

Test, Dion FHN 9999 999 939 WCB Rpt Re- | Guick
h &
(- Manager Submit | Prirt é W i EL
Born 22-May-1976 (39) Sex M Status Mo,
123 Test Court, Ao 1-111 Friweta Coles, M.D.
West Vancouver BC LTB SES Co(222)222-2222
14

Interviewe | Clinical Information | Return to Yiork Planning | Biling Status

Physicians First Report [ wicrker's conction of treatment has changed: please describe in Clinical Information Area
WICE Claim kumber: | 20-Jul-2015 @
* Diate of Injury: E
Employer's Infarmation: Employee Information:
* Mame: Test Dion
* Employer Marme: ih
*Gender M [+ *Date of Birth: 22-May-1976
" Adress * PHM: 9999999999
* City: El .
* Address: 123 Test Court
* Postal Code:
* City: West Wancouver
* Telephone:
\nactive * Province: BC El
* Postal Code: L7B 5E8
* Home Telephone: 111 1111111
* &re you the worker's regular physicisn? [ ; *How long has the worker been your patient?
0-6 Months 7-12 Months =12 Months
*iho rendered first treatment’?:
E-Form Fee: 1993?E| Service Location: Service Time Start:
wisit Fee: 100[ | [+ ] Service Time Enct Call Time:

7. If you selected (in the Select Appointment area) an appointment that has SOAP
information, the EMR displays a prompt asking 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 that displays the SOAP information.

Interview | Clinical Information | Return to Work Planning | Billing Slatul Copy from existing exam
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Tip: The information on the Copy form existing exam tab does not get sent to
WCB.
To make sure this information gets sent to WCB:
1. Highlight text on the Copy form existing exam tab.

Tip: if you want to select all the text in the Copy form existing exam tab, on
your keyboard, press Ctrl + A.

2. Copy the highlighted text (press Ctrl + C).

3. Navigate to the appropriate tab of the WCB form, click the field, and then paste
the text (press Ctrl + V).

‘ The original SOAP encounter is not automatically deleted.
y You have the option to keep it or delete it.

8. Enter information into each of the form tabs as needed.

Q Tips for entering information in WCB forms

m The data entry fields exactly match the WorkSafeBC forms. As with the
WorkSafeBC online forms, an asterisk (*) indicates required fields.

The worker's first name, last name, and PHN must match the information on the
worker’s British Columbia CareCard.

m To view the biling status of the WCB form, click the Billing Status tab.

‘ If you selected to pull information from a previous report (Step 5 ), most of the form
Y is auto-filled for you. You can modify this information as needed.

It
9. When you finish entering information on all of the tabs, click . The EMR displays a

prompt asking if you want to send the WCB Report to the billing program.

10. Perform one of the following actions:
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m If the report information is complete, click Yes. The EMR displays a prompt similar to the
following:

WifarkDesk EL

f &% /CE Report has been electranically prepared for subrmission to WCE. It
Y will be sentwith your nest WP 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 ICDA Code: 0173

Fee Code; 19334 ICDY Code: 0173

Fee Code; 19335 ICDY Code: 0173

Do youwish 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. The form is sent to the Billing program and is ready to be billed and submitted.

m [f 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 patient's encounter record: once to indicate
that it is a WCB report, and once 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.)
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Practise: Starting a WCB First Report

| (-4

Find the patient for whom you entered SOAP notes in an earlier exercise.

Start a WCB First Report for that patient. When the EMR displays a prompt asking
if you want to use the exam data to create a new WCB encounter record, click
Yes.

Browse through the information on the following tabs:

Interview

Clinical Information

Return to Work Planning

Billing Status

Copy information from the Copy from existing record tab and paste it on
another tab.

Finishing a previously started WCB form

Reports that have been created but not Sent to Biling 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 patient's WCB Report Manager. See “Opening the WCB Report Manager” on
page 88.

2. Click the Incomplete Reports tab.

94 Wolf EMR Course Workbook for Front-End Staff - Issue 02.03



WCB patient visits

=] 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. Inthe list of incomplete reports, double-click the report. The EMR opens the selected report.
4, In the various form tabs, enter and modify information as needed.

5. When you finish entering information, close the form and send the WCB claim to billing. See
Step 9 and Step 10 in “Starting a WCB report” on page 89.

Tracking and managing incomplete WCB reports clinic-wide

You can track and manage incomplete WCB reports for all patients in the WCB Report
Manager.

To track and manage incomplete WCB Reports clinic-wide:

1. On the 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. The Incomplete Reports tab lists all incomplete WCB reports for your
clinic.

To view a list of incomplete WCB reports for a specific practitioner, in the
Physician drop-down list, select the practitioner's name.

3. To open and modify a report, in the list of incomplete reports, double-click the report. The
EMR opens the selected form.

4, In the various form tabs, enter and modify information as needed.

5. When you finish entering information, close the form and send the WCB claim to billing. See
Step 9 and Step 10 in “Starting a WCB report” on page 89.
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Practise: Tracking and managing incomplete WCB Reports
m View all incomplete WCB reports for every patient in your clinic.
m Filter the results to view only incomplete WBC reports for a specific practitioner.

m Open an incomplete WCB report.
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Evaluation

/0 Complete the following questions.

1. You want to create a WCB Progress Report to update a WCB claim. Which tab do you use
in the WCB Reports Manager?

a) New Reports
b) Incomplete Reports
c) Old Reports

2. What happens when a patient has a SOAP note for the appointment you create a WCB form
for?

3. Why would you copy and paste information from the Copy form existing exam tab to
other fields in the WCB form?

4. It's the end of the day and you are about to verify and send all billing claims to WorkSafeBC.
You want to ensure that there are no incomplete WCB forms that have not been sent to the
billing program. How do you view a list of incomplete WCB forms”?

|~ End of Module
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Electronic requisitions and forms (SMART
forms)

Introduction to this module

Purpose

In this module you learn how to complete requisitions and other forms using Wolf EMR SMART
forms. SMART forms are Microsoft Word-based form templates that can populate patient
information automatically. 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 for other clinics in your area, the form becomes
available on your SMART form list.

You can define which SMART forms are your favourites, making it easier to access your
commonly used forms.

Objectives
Upon completion of this module, you will be able to:
m Use a SMART form
m Access and print completed SMART forms
m Define your favorite SMART forms

m Print patient labels
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Using SMART forms

You can open and fill out a SMART form from almost any window related to a patient. Once
opened, you will notice that the EMR populates most of a patient’s information automatically (for
example, the patient's name, health number, and address). This decreases the amount of time
it takes to fill out the form, and decreases errors. To complete the form, select or clear check
boxes, and enter data into text fields. Once you complete a SMART form, you can print or fax it.

To use 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:

m New Requisition: To select from SMART forms categorized as requisition forms.
m SMART Forms: To select from all SMART forms in your system,

m Favourite Requisition: To select from a drop-down list of SMART forms categorized as
requisition forms and identified as favourites. See “Managing your favourite SMART
forms” on page 105.

If you select New Requisition or SMART Forms, the EMR opens the Send to SMART
Form window.

P = Send to SMART Form =l x
EE‘V Document Configure SMART Forms e
Keyward * '/ Dpen Document
=]
Keyword v | W Linkto Patient - 3
Remove fre Filter

Keyward - ] Mark as Reviewed tes svaurites Documents

Fileer: Tnclude hidden ¢ SMART Form Preview | SMART Form Data

Mame p

» iFavaurites

Diagnostic Tools
Forms

- Letters
(;r Consult Letter
'.’f;)' Letter - Mo Appointrent
’f;r Letter ko Farnity MD from Encounter
'.Q Letter ko Institution From Encounter
'\'{r Letter ko Insurer from Encounter
'.Q Letter ko Patient from Encounter
'f{r Letter ko Referring MD from Encountsr
;;r School Absence
'.KP Wideno Yisit Patient Instructions
(L) wark sbscence
Order Seks

No SMART Form selected

Requisitions
Special Authority Forms

2. In the list of SMART forms, expand the category of forms you want to view (if not expanded
already), and then click the form. The EMR displays the selected form on the right side of the
window.
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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 o find a lab requisition, enter the word “Lab”

m To find a diagnostic imaging requisition, 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.

4. If the patient’'s appointment is not with their primary practitioner, change the provider
information on the SMART form: In the right pane, click the SMART Form Data tab or the
Requisition Data tab and then, in the Provider drop-down list, click the provider with
whom the patient has an appointment.

Filter: Lab Requisition Preview | Reguisition Data
Hame Patient L, Jodi »
- Order Sets
I Provider 5, Janna -
- Chinaak Appaintment

J.\J Under S0 DM-Lab Reg-ABCHHR Referral

) Under 50 HTN&DM-Lab Reqg-ABC

() Under 50 HTN-Lab Reg-aBchHR s Comsultant

() Under 50 MMP-Lab Req-ABChHR i Provider 1 -
- Requisitions CC Pravider 2 -

- AE

Calgary Insurer

) Bin Genetics Lal B0~ g nskitution

) Bio Genetics Lab Reg-aB C Inskitut

J:; ECG Req - Calgary Lab Services
() Lab Req - CLS (REQO01Z) 1pg

o Allow Incomplete Data
(L) Lah Req - CLS (REQI012) 2pa

X

5. Click Send and Close ( w ) or, in the list of SMART forms, double-click the form. The
EMR opens the form in Microsoft Word, with editable check boxes and fields highlighted in
grey.
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@' (=] = HarleyBeard_Lab Req-BC_20150615_0946 - Microsoft Ward o =2
Haome Insert Page Layout References Mailings Rewview Wiew Desigh Layout [~ @
" A A AT Ty == LI | iagaccoi maBbcendl AaBpGepd AashceodE %
Paste B J U - abe X, X ab, = - Change |
- - - Shyles v | kg Select
Clipboa... Font Paragraph Styles Editing
. E
BRITISH ‘ Ministry of Bc MA ﬁ LABORATORY [CFOERING PHYSICIN: ADDRESS, MEP PRAGTITIONER NUMBER =
COLUMBIA | Health OdellD. Duncan, BLD. - 44444
snrsacammsuees sssoowo. REQUISITION o
Wolf Clinic
Yellow highlighted fields must be completed to avoid Fortests indicated in Blue Text, consult provincial 6970 Hinsdale §treet
delays in specimen collection and patient processing. guidelines and protocols [ BCGuidelines ca)
Agassiz, EFOE2  I5FOE
Bill to =% O msp O icec [ iorkSfeBC O PaTENT [ OTHER:
PHM NUMEEF. ICEC / arkSafeBC / RCMP MUMEBER. LOCUN FOR. PHYSICIGN:
9999688067
SURNAWE OF PATIENT FIRST MANE OF PATIENT WSP PRACTITIONER NUMBER
Beard Harley i
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6. Select any check boxes you want, and enter text into fields highlighted in grey.

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.

7. To save the form, click Save ( = ), or press Ctrl + S. The EMR saves the completed
SMART form in the Documents tab of the patient's Medical Summary.

8. To print or fax the form, in the Microsoft Word menu, click File > Print.
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Scenario: Using SMART forms

| (-4

A patient comes in during your walk in clinic hours for a sore throat. The doctor
takes a throat swab and instructs you to send the sample to the lab for testing.
When you produce the lab requisition form, you see that the patient’s primary
provider's name is populating the form instead of the provider they saw. How can
you change the provider information on the form?

Printing patient labels

After you complete and print a requisition form, you can print a corresponding patient label,
either for the accompanying lab sample or for the form itself.

You can print a patient label from almost any window related to the patient (via the SMART
menu).

To print a patient label:

1. On any window related to the patient (including a patient's Medical Summary, or the Vital
Entry window), right-click and then, in the SMART menu, click Print Label. The EMR
displays the Print Label window.

B} Print Label [=23e]

Label | patiert Lab Lakbel v
Ok
Include Inactive

Pravider:
Bravider [\-"eta C,MD. T Locums O

Printer: | Microsaft ¥PS Document vititer (redirected 8) v | Copies:

2. In the Label drop-down list, select the type of label you want to print.

3. Click OK.
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Viewing, modifying, and printing previously completed SMART
forms

After you complete and save a SMART form, the EMR permanently saves the SMART form in
the patient’s chart. If a patient loses their requisition form, or if a company asks you to re-fax a
patient’s form, you can re-print or re-fax the form as needed.

To view and print a previously completed SMART form for a patient:

1. Open the patient's Medical Summary, and then click the Documents tab. The EMR
displays all of the patient's documents and SMART forms.

2. In the 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 RIS
Test, Father Forn 20-Jun-1980 (34) Sex M PHN u
¥ a1 ounter Mang Status  Long Term Care Pa. =i
Haome adress Home  (403) 999-8585 M 212 2d Fri Dana Know-Four, MD lﬁ
1234 Frist Street, Cedt @ Weinht B5kg 2 Fam —
Calgary AB TSR4ESWN iork EF 120080 2d Ref
[0t Unrev. Docs @ 3Rules | 8 Messages _:_ 10 Follow Ups # Mo vacoinations
= | Print Chart 55| Custom Report J Request Chart @_, Change Log I‘: : MetCare

| Current Hx | Past Hx I Personal Hx I Camrmunication

1
Imvest\gatmn5| Documents| Referrals |

[ Hicle SMART Forms

07-Mar-2014 Reviewed
18-Apr-2013  Reviewed

Document Type

=bll=

[+] Search:

Lab Req-AB Cg (2
Lab Req-AB Cg

lak

26D [+] Publish to Portal | Wiew Document Properties

07-Mar-2014

TG 18-Apr-2013

3. In the filtered list of documents, double-click the form. The EMR opens the SMART form in
Microsoft Word.

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.

4. To print or fax the form, on the Microsoft Windows menu, click File > Print.
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Practise: Using SMART forms

m Open a diagnostic imaging requisition form.

| (-4

m Onthe SMART form, select a few check boxes, and enter data into a few of the
text fields.

m Print and save your form.
m Print a patient lab label.

m Navigate to the Documents tab of the patient's Medical Summary, and open
the form you just printed.

Managing your favourite SMART forms

Wolf EMR contains hundreds of SMART forms. With so many forms, it can be challenging to
find the form you want. To make commonly used 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 requisition 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).

To add 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 “Using SMART forms” on page 100.

2. At the top of the window, click one of the following options:

m Add to Favourites ( v )

m Remove from Favourites ( - © )

Practise: SMART form favourites
' m Define a SMART form you use on a daily basis as a favourite.

m Open your favourite SMART form directly from the SMART menu.
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Evaluation

/0 Complete the following questions.

1. When completing a SMART form for a patient, you notice that the patient's old address
populates the form. Can you edit the patient's address directly on the form?

2. When you want to use one of your favourite SMART forms, what is the quickest way to open
it?

3. If a patient misplaces their lab requisition form, where can you find and print a copy of the
original form?

|~ End of Module
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tasks

Introduction to this module

Purpose

In this module you learn 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 one location

Objectives

Upon completion of this module, you will be able to:
m Send a message

m Create a follow-up task

m Manage your messages and follow-up tasks

m Manage your Patients to Notify List

Sending 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 items.
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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 there are any outstanding messages regarding the patient. See “SMART patient
banner overview” on page 52.

To create a message:

1. Perform one of the following actions:

m [f you are sending a message regarding a patient, and you have any window of the
patient’s record open (for example, the Vital Entry window or the Medical Summary),
right-click and then, in the SMART menu, click New Message.

m |f you do not have the patient's record open, or if you are sending a message that is not
regarding a patient message, on the WorkDesk, in the Current Messages area, click

L

The EMR displays the New Message window.

Mews Message For Test, Mother

Gick
Message SAEIEIEIE
0 < ] . Patient X
To: All MD's * From: Staft:
Physician C, Moses MD FRCPC Consultant R, Xavier El
Staff C, Cyril Family Member
Patient <, Arthur Clinic MD
croup | FoAllan
Multiple H, Chet Other
J, Raul =
Test, Mother FH 9990 Please Call Back
Re: Patient | boe t ), B2 will Call Again
pothen Ao D6-Mar-1993 (22} Sex F Status Nig, For Your Information
59380 Test Court, H Py Janna S, MD
Olds 4B T1F OE1 o111 1111111
144 Heil Susan M
Routine K
Message: Important
Urgent -

Notes: @

Response: Message Left

No Answer

O Completed
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Best practice: Always check the message's SMART patient banner to make sure

* you selected the correct patient. Once a message is sent, it is permanently
associated with the selected patient’s chart (you cannot delete it or move it to
another patient).

2. Inthe To areaq, click the type of recipient you want to send the message to, and then click
the recipient(s).

Q Tips for selecting a recipient type

m [0 send a message to a group, click Group. All users in that group receive the
message; however, as soon as one group member completes the message,
the message disappears from the message list of ALL group members.

m [0 send the message to multiple users, and to require that each user views and
completes the message, in the To area, click Multiple, and then click the
recipients’ names.

m To add a message to a patient’'s chart without sending the message to a clinic
member (for example, you want to add a reminder to discuss something with
the patient at their next visit), click Patient.

3. To send the message on behalf of someone else (for example, another clinic user, a patient,
or an external consultant), in the From list, click the type of sender for the message, and
then specify a name, facility, and/or contact information.

4. In the Re area, click one of the following options:
m Please Call Back
m Will Call Again
m For Your Information

5. Using the following table, select the message’s priority level:

Priority Description

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.
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Priority Description

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.

The EMR also displays an Urgent Message pop-up window on the
WorkDesk of the recipient. To see the pop-up, the receiver must have
the WorkDesk open. 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.

Best practice: Mark a message as Urgent only if the recipient must address the
message right away (for example, the message is regarding an urgent phone call
from another provider or from a pharmacy)

6. In the Message field, enter the text of your message.

B

7. Click

a Scenarios: Creating messages
0 Create messages for the following situations:

m A specialist calls to speak with Dr. Smith regarding a patient. Dr. Smith is with a

m You want to inform all clinic practitioners and staff members that the clinic’s

patient, so you offer to take a message. Create a message that is From a
consultant, and is regarding a patient.

Christmas party will take place on December 10 at 6 PM. All staff members
must RSVP by November 30.

Remember, each recipient must be able to respond to the message
individually.
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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 clinic member to call a patient or schedule a return appointment
(recall).

m Serve as a reminder in a patient’s record for a practitioner to talk to the patient about a
particular test result, treatment option, lifestyle advice, or any other matter pertaining to
the patient’s health.

Because follow-up tasks serve such a specific function, they have fewer options
y than Messages do. For example:

m 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 enter text in the Follow-up
Reason field).

Follow-up tasks are saved in patient records — in the Communication tab of the Medical
Summary. The SMART patient banner also displays a notification if there are any outstanding
follow-up tasks regarding the patient. See “SMART patient banner overview” on page 52.

To create a follow-up task regarding a patient:
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, in the SMART menu, click New Follow-

up.
m [f you do not have the patient’s record open, on the WorkDesk, in the Current Follow

Up Tasks area, click # :
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Q You can also start a follow-up from a message. At the top of the Message 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 EMR displays the Follow-ups window.

Follow-ups

Test, M!_Jther P 3990

-«
mEY " | g
Baorn D6-Mar-1993 (22)

Sex FooStatus MR,
5980 Test Court,
Clds A8 T1F OE1

H P Janna 5, MD
o111

1/ Ael Suzan M

TO o C, Moses MD FRCPC
G, Cyril

Practitioner C, Arthur
Staff

F, Allan Urgent
Group H, Chet

J. Raul T

From:
) Practitioner Xavier R |z|
%) Mon -Practitioner

Follovy-up Reazon:

Select Follove-up Date: El Reminder
Diate for Follow-up: 03-Feb-2016 E Patient TCI For Follow Up
Mext Appt:

Maotes:

[ Folicwr Up Done
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Best practice: Always double-check the SMART patient banner on the follow-up

* task to ensure that you selected the correct patient. Once a follow-up is sent, it is
permanently associated with the selected patient's chart (you cannot delete it or
move it to another patient).

2. Inthe To area, click the type of recipient you want to send the follow-up to, and then click
the recipient(s).

3. Using the following table, select the follow-up priority level:

Priority Description

Routine The EMR displays the follow-up task in the recipient’s Follow Up Tasks list
below any urgent follow-up tasks.

Urgent The EMR displays the follow-up task at the top of the recipient’s Follow Up
Tasks list in red, with an exclamation mark () in the first column.

Best practice: Mark follow-up tasks as Urgent only if the recipient must address
the task right away.

4. To send the follow-up on behalf of someone else, in the From area, select one of the
following options:

m Practitioner: If the sender is a practitioner
m Non-practitioner: If the sender is an MOA or other front end staff member
and then, in the drop-down list, select the sender.
5. In the Follow-up Reason area, enter the problem and reason for the follow-up.

6. If the due date is a day other than today, in the first Select Follow-up Date field, enter the
number of days, weeks, months, or years when the follow-up is due. The EMR displays the
calculated date, based on the Select Follow-up Date fields, in the Date for Follow-up
field.

Q Tip: You can also edit the Date for Follow-up field. Click Calendar (g) and
then click the date you want.

7. 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”,

-«
8. Click s
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Scenario: Creating a follow-up task

| (-4

Create a follow-up task for the following situation:

B You receive a message from a physician asking for a patient’s charts from their
previous GP. You create a follow-up task to remind yourself to call the GP’s
clinic tomorrow.

Managing messages and follow-up tasks

You manage your messages and follow-up tasks from your WorkDesk. From here, you can
view, update, modify, complete, or redirect your messages and follow-up tasks.

If you complete some action toward a message or follow-up task, but do not fully complete the
task, you can document the actions you have taken in the message or follow-up task itself.

Also, if you do not have enough time to address a message or follow-up task, or receive one in
error, you can redirect the message or task to another clinic user.

Managing messages

To view and manage 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 (1) in the first column.
m Middle: Important messages displayed in red, with an asterisk (*) in the fist column.

m Bottom: Routine messages displayed in blue.
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L1

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 * &ll Hon-Providers Janna 5 Incoming Results
17-Jun-2013 16251 5, Laurine Hendricks B Vitals Ertry ‘

Meray Manual Resutt j

73 Investigations

Clinical Queues

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

Message List
: Show Guick .
Patient Message for B, Bob Filters ‘ QE print | & ‘ ﬂ_ ‘
¥ Signout Current Messages For. Xavier R As Of: 10-Feb-2016 10:42
Date Patient*Ta From :
! 10-Feb-2016 10:19 * R, Xavier Janna 5 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 § To All Hon-Providers
29-May-201312:22 L, Lucio Janna § B, Bob FHI 9996
30-May-2013 12:59 A, Boyd Janna § [
03-Jun-2013 22:55 D, Kraig Janna 5 Sorn 03-Mar-2004 (11} Sex MStatus NS,
» . " 3534 Classon Avenue, HOTo1409 FriJanna S, MD PR
12-Jun-2013 09:02 F.Leana Beata C Irivan A TS OMY -
12-Jun-2013 13:06 S, Lavonda Janna § " Ret
12-Jun-2013 13:07 B, Bob Janna §
12.Jun-2013 1308 L, Katelin Janna § MES5a08.  Entered by: Janna S, MD PRD FRCPC (12-4un-2013 13.07)
16-Jun-2013 21:21 * All Hon-Providers Janna § This is a message
17-Jun-2013 16:51 5, Laurine H, Emmett
18-Jun-2013 21:23 M, Laurence Janna §
18-Jun-2013 21:26 P, Huong Janna §
18-Jun-2013 21:27 A, Refugia Janna §
19-Jun-2013 11:13 L, Jodi G, Shondra
19-Jun-2013 11:36 * All Hon-Providers Janna § Motes: Mezsage nates
19-Jun-2013 19:00 G, Marlin Janna §
19-Jun-2013 19:07 B, Bob Janna §
Log Completed

Completed: [

Message Left

Mo Answer

ReDirect...

Tip: To reorder your list of current messages by the contents of a column, click the
column header. For example, to order the list by sender, click the From header.
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3. To view and address only certain types of messages:

a) Filter the list of messages to display only the messages you want to address: at the top of

the Message List window, click Show Filters (
on the left side of the window.

Show
Filters

). The EMR displays filtering options

Once you filter the message list, the list remains filtered until you either:
’ m Change the filter criteria.

m Close the Message List window.

4. Using the following table, perform one or more actions to manage a message.

Action Steps

To record steps you have
taken toward the message

In the Notes area, enter the steps you have taken.

To record that you called the
patient, consultant, family
member, and so on, but the
they did not answer

Click one of the following options:

m Message Left: The EMR displays the text “Message
Left: [your name] (current date and time)” in the Log
area.

m No Answer. The EMR displays the text “No Answer:
[your name] (current date and time)” in the Log area.

Tip: You can edit the text in the Log area as needed.

To modify the message text, or
to change the message
priority level

Redirect the message to yourself, You can then edit the
message and priority:

1. Click Redirect. The EMR displays the Redirecting
Patient Message window.

2. Inthe To area, select your name, and then modify the
message details as needed.

e

3. Click
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Action Steps

To pass the message on to
another user

1. Click Redirect. The EMR displays the Redirecting
Patient Message window.

2. In the To field, click the user or group you want to
redirect the message to.

3. In the Notes area, enter any additional notes or
instructions to the receiver.

-+
4. Click ¥

To complete the message
(and remove the message
from your current messages
list)

Click Completed.

To create a follow-up task
based on the message

At the top of the window, click —. The EMR opens
the Follow-ups window with the contents of the
message displayed in the Follow-up Reason field,

5. When you finish managing your messages, on the Message List window, click

Managing follow-up tasks

IL‘ .

To view and manage 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 (1) in the first column.

m Bottom: Routine messages displayed in blue.
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Follow Up Tasks
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Clinical Gueues|
Mewy Manual Result

Mo patients ta ng
Mo Rule Matches

Mo Incomplets

#

Vaccination

Mo charts to pull
Mo OR Bookings
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|
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Mo pharmacies t
Refill Log
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2. In the Follow Up Tasks list, double-click a follow-up task. The EMR displays the Follow-up
List window, with the selected follow-up task displayed on the right, and your full list of
follow-up tasks displayed on the left,

= Followi-ups

2
[« v

.

Sh

Follove-up List rm‘;:;
Signed Out Current Follow Ups for = Ta:

Date Patient”To From To Rou"ne FD“OW Up Xavier R

! 10-Feb-2016  H, Susanne R, Xavier R, Xavie —
10-Feb-2016 R, Xavier 3 G, Marlin e
" " . ~
10-Feb- 2016 L, Lucio R, Xavier RoXavie | "o 23.0un-2008 (5yr 7m)  Sex M Stalus NS
10-Feb-2016 M, Laurence R, Xavier R, Xavie H APR453240

5184 MW Tennis Court,
Redwond Meadows AB CBK 2R3

Frr Janna S, MD Ph
o (31) 87069
i et

Follawy-up Date: 10-Feb-2016

Call patient to book an appointment for a follow up on their lab results

Last Appt:
Mates:

12-Jun-2013 et Appt

Request
Patient TCI

Completed Redirect
Completed By

Completed Date:

From: Xavier R

Creats Date: 2016-Feb-10 13:49:12

Tip: As with messages, you can reorder your list of current follow-up tasks by the
contents of a column: click the column header. For example, to order the list by
sender, click the From header.
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3. To view and manage only certain types of follow-up tasks, filter the list to display only follow-
up tasks you want to address. At the top of the Follow-up List window, click Show Filters

Show
( Filters

). The EMR displays filtering options on the left side of the window.

Once you filter the follow-up task list, the list remains filtered until you either:
/ m Change the filter criteria.

m Close the Follow-up List window.

4. Using the following table, perform one or more actions to manage a follow-up task.

Action Steps

To record steps you have
taken toward the task

In the Notes area, enter the steps you have taken.

To modify the follow-up task
due date or to change the
follow-up task priority level

Redirect the follow-up task to yourself. You can then edit
the due date and priority:

1. Click Redirect. The EMR displays the Redirect
Patient Follow-up window.

2. Inthe To area, select your name, and then modify the
follow-up task details as needed.

-«
3. Click s :

To modify the text describing
the follow up task

In the area below the Follow-up date, edit the text as
needed.

To pass the follow-up task on
to another user

1. Click Redirect. The EMR displays the Redirect
Patient Follow-up window.

2. In the To field, click the user or group you want to
redirect the message to.

3. In the Notes area, enter any additional notes or
instructions to the receiver.

B

4. Click

To complete the follow-up task
(and remove the follow-up
task from your list)

Click Completed.

5. When you finish managing your follow-up tasks, on the Follow-up List window, click

IL‘ .
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| (-4

Scenario: Viewing your messages

You receive a message regarding a patient. Before you respond, you need to
check some notes in the patient's record. VWhat is the quickest way to open the
patient's record from the message”?

| (-4

Scenario: Viewing your follow-up tasks

While viewing your extensive list of follow-up tasks, you decide to reorder your task
list by sender; this way, you can manage all your practitioner-initiated follow-ups
first. How do you accomplish this?

| (-4

Scenario: Redirecting a message

You are on vacation next week, but have several important follow-up tasks that
need to be completed by mid-next week. You don’t have enough time to complete
them before you leave. How can you forward these tasks to another MOA?

Managing your Patients to Notify list

Your Patients To Notify list contains patients who need to be notified for a follow-up appointment
or a referral. Patients display on the Patients To Notify list when:

m A practitioner creates a To Come in (TCI) task regarding the patient (for example, to discuss

an abnormal test result)

m A patient receives an appointment date for a referral and needs to be notified

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 provider's patients, in the Practitioner drop-down list, click the
provider's name.

To view more detailed information about a patient to notify, in the left pane, click an entry for
the patient. The EMR displays the Follow Up Notification or Referral Notification to the right.
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= 3
Patients To Motify: é
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Test Detta Routing BH O ———
H Chandra Fouting Jab No Answer
Y Hertha Routing BH —
L Summer Routine BH O cancelled
Test-R Investigation Rauting RA& -
Group By
e . Gick
Priority  Patient ) =

4. 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 patient is
removed from your Patients To Notify list.

Tip: If you click Pt Notified by mistake, click Pt Notified again.
The patient remains on the 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).

Note: The patient remains on the Patients To Notify List.
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Field Description

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).
Note: The patient remains on the Patients To Notify List.

Custom Enter a custom response specific to this entry.

Response

Notification Log

Enter any notification notes. For example, “provided instructions to
patient’s wife”,

Cancelled

I the notification was entered by mistake, select this check box.

Note: After you close the Patients To Notify list, the patient is
removed from your Patients To Notify list.

Q Tip: Printing a patient notification letter

It you cannot get a hold of the patient via phone, you can mail a notification letter to
the patient instead. To print a notification letter:

1. In the Patients To Notify window, click the patient's name.

2. At the bottom of the window, click Quick Print.

5. 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 “Booking patient appointments” on page 24.

EL‘ .

6. Click

n Group Discussion: For the following scenarios, what type of message or
task do you think is the most appropriate to use? Why?

m A patient has an abnormal CT scan result. Their practitioner wants the patient to
come back for a follow up visit,

m A patient is having compliance issues with their Diabetes nutrition plan. You
want to remind yourself to book an appointment for the patient and to remind
the practitioner to discuss with the patient any setbacks they have and
methods for overcoming them.

m You want to remind another MOA to order lab supplies.
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Evaluation

/0 Complete the following questions.

1. Can you send a message to yourself?

2. In a patient’s record, how do you know, at-a-glance, that there are active follow-up tasks
outstanding for the patient?

3. Can you send a follow-up task to multiple people at once, with each recipient having to
address the follow-up individually”?

|~ End of Module
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Introduction to this module

Purpose

This module covers how to manage incoming electronic faxes and paper documents. You learn
how to find and edit electronic faxes, how to scan paper documents, and how link documents
to patient records.

Objectives

Upon completion of this module, you will be able to:

m Scan documents

m Find and open your clinic’s incoming electronic faxes

m Edit faxed and scanned PDF documents using Adobe Acrobat
m Link a document to a patient's record

m View and modify a document in a patient's record

m Unlink a document from a patient’s record
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Scanning documents (using Fujitsu ScanSnap scanners)

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

m 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.

‘ If you do not have a ScanSnap scanner, follow the instructions provided by your IT
» Hardware provider.

Scanning single-page documents

To scan single-page documents:

=

1. In the lower-right comer of your desktop, click the blue Scan Snap icon ( = ), and then
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.

Single pages should not have content on both sides. If a page is double-sided,
y 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.
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Scanning multi-page documents

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:

L=
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.

a Practise: Scanning documents

m Scan a small pile of sample documents using the ONE FILE FOR EACH
PAGE profile.

m Scan the same pile of documents using the ONE FILE FOR ALL PAGES
profile.

Open your clinic’s Scans folder to see the files each profile produced.

Finding and opening electronic faxes

Before you import faxes into patient records, review all electronic faxes in your incoming faxes
folder.

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, click the incoming electronic faxes link (S:\Scans\Faxes) on your desktop.

. Best Practice: Managing non-patient faxes
m Delete irrelevant electronic faxes.

m Print electronic faxes that are not related to a patient
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Record the steps you must follow to open your clinic’s faxes folder:

1.

| (-4

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)
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.

Linking documents to patient records

You link patient-related faxes and scanned documents to patient records. When you link a
document to a patient record, the document is accessible in the Documents tab of the
patient's Medical Summary. You can also choose to notify the patient’s provider that a new
document is available for the patient.

To link a document to a patient record:

1. On the Wolf EMR Launch page, click Documents ( = ). The EMR displays the
Documents window, with a list of unlinked documents displayed in the left pane.

‘ In the Source area, ensure the correct location of your unlinked documents is
y selected:

W:\WolfData\Unlinked Documents

2. Refresh the list of unlinked documents: In the Documents menu click Options > Refresh
or, on your keyboard, press F5.

3. Inthe left pane, click a document. The EMR displays a preview of the document.
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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 other document editing
options unless you have purchased the PDF editing software from
TELUS Health.

4. In the right pane, in the Attach Options area, select Attach to Patient.
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5. In the Patient Search area, click Advanced, and then search for and double-click the
patient.

6. If the patient search produces no results (because the patient has not yet been added to
your system):

=
a) At the top of the Patient Search window, click New Patient ( —&2). See “Adding
patients” on page 9.

b) Repeat Step 5 .

7. In the Attach these keywords drop-down lists, select one or more keyword to identify the
document.

Q Tips for selecting keywords
m Document keywords help you identify and filter documents in the patient’s
record. See “Viewing and modifying documents in patient records” on page
132.

m You can enter a new keyword, if needed; however, it is best practice to select
an option from the drop-down list. This way, documents are assigned
consistent descriptions and are easier to identify and search for in the patient's
record,

Note: Only users with administrator access can add keywords to the drop-
down list. If there is a keyword that should be added, talk to your
administrator.

m [f the document is an Ultrasound image or report for a prenatal patient, select
the Prenatal US keyword. The document becomes available through the
Ultrasound Images link on the patient's Prenatal Record.

8. In the Document Type drop-down list, select the document type. Document Types help
you identify and filter documents in the patient’s record. See “Viewing and modifying
documents in patient records” on page 132.

9. To link the document to one of the patient's upcoming visits, in the Link to This Appt drop-
down list, select the visit.

10.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.

If you link a document to a referral, the referral status changes from Pending to
y Completed, and reconciles the referral,

11.In the Document Date and Note area, enter the date the document was created. Use the
format: ddmmyy or dd/mmm/yyyy.
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=],

18. If the document is to be reviewed by a provider who is not the patient's primary service
provider, clear the Link to Service Provider check box and then, in the drop-down list,
select the service provider.

12. To add notes about the document, click Note ( |

14. Click one of the following options:

m Link Only: to add the document to the patient’s record and to notify the practitioner to
review the document.

m 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).

a Practise: Linking documents

' Open the Documents program, and then perform the following actions:
m |n the left pane, select a test document
m Search for a test patient

m Review the different options available under the Attach these Keywords
drop-down list.

m Review the different options available under the Document Type drop-down
list.

m Click Link Only

Scenario: Linking documents

( (-4

You are linking a document that contains ECG results for a patient. You want to
make sure the document can be easily identified in the Documents tab of the
patient's Medical Summary. How can you do this?
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Viewing and modifying documents in patient records

You can view documents linked to a patient in the patient's Medical Summary, in the
Documents tab. If you need to modify a document, from the Documents tab, you can:

m Link the document to a referral or to an appointment

m Modify the creation date, keywords, notes, and document type

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.

To modify a linked document's properties:

1. Open the patient's Medical Summary, and then click the Documents tab. The Document's
tab displays a list of all a patient’s linked documents.
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m
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To filter the list of documents, perform one or more of the following actions:

m |n the Document Type drop-down list, select the type of documents you want to view.

m |n the Keyword field, enter one or more keywords that matching documents should

2.

For example, Diagnostic Imaging.

contain.
3. To view a document, double-click the document.
4

. To modify a document’s properties, click the document, and then click View Document

Properties. The EMR displays the Document Properties window.
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Document Properties Lt
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5. In the Document Properties window, enter or modify information as needed, and then click

ELQ.

Unlinking documents from patient records

To remove a document from a patient’s record, you must unlink the document from the patient.
When you unlink a document, you have the choice to either:

m Unlink the document and move the document to the UnlinkedDocuments folder, OR

m Unlink the document and move the document to the DeletedDocuments folder.

n Discussion: Unlinking a document from a patient’s record
Discuss the two options available when unlinking a document.

m In which situations would you Unlink the document and move the document
to the UnlinkedDocuments folder?

m N which situations would you Unlink the document and move the document
to the DeletedDocuments folder”?
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To unlink a document from a patient’s record:
1. Open the patient's Medical Summary, and then click the Documents tab.

2. Click a document, and then click View Document Properties.

7.
3. In the Document Properties window, click Cancel Link ( ).The EMR displays the Select
Action window with the following prompt:

Select action

Click '"Yes' to move document to 'UnlinkedDocuments' folder
i ! % Click 'Mo’ to move document to 'DeletedDocuments’ folder
Click 'Cancel' to exit

Yes Mo Cancel

4. Perform one of the following actions:

m Click Yes to unlink the document and to move the document to the
UnlinkedDocuments folder.

m 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.)

a Scenario: Viewing and modifying documents from a patient’s record
=

You realize that you linked a document to June Smith's record when you wanted to
link it to Jane Smith’s record. How do you remove the document from June Smith's
record and then link it to Jane Smith's record?
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Evaluation

/0 Complete the following questions.

1. You receive an electronic fax that contains information for more than one patient. What are
your next steps”?

2. You want to scan a one-page document that has information on both sides. Which scanning
profile must you select?

a) ONE FILE FOR EACH PAGE
b) ONE FILE FOR ALL PAGES

3. Alfter you link a document to a patient record, where can you view that document?

4. You are linking a document to a patient’s record, but the patient's practitioner hasn't
reviewed the document. How do you link the document to the patient’s record and notify the
practitioner to review the document?

|~ End of Module
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Managing labs and other electronic
investigations

Introduction to this module

Purpose

In this module you learm how to import electronically received labs and other investigations into
Wolf EMR. You use the Import utility to import new electronic investigations and to match
unrecognized patients to 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 only redirect electronic investigations to other
providers in the clinic for review.

Objectives

Upon completion of this module, you will be able to:

m Import electronic investigations

m View and navigate the Import History window

m Manage new patients who are added with investigations

m Redirect investigations to other providers in the clinic (when needed)
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Importing electronic investigations

You can import electronic laboratory results, and other medical reports (depending on which
feeds your clinic is set up for) for all practitioners in your clinic at once. Following import,
providers can review and take action on received investigations.

To receive the most up-to-date results, import 3 times daily. Wolf EMR imports all electronic
investigations released since the last import.

‘ 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
investigations at similar times each day. This way you can ensure that lab
downloads occur at regular intervals.

To import new investigations and reports:

A4
1. On the Wolf EMR Launch page, click Import( ™= ). The EMR imports investigations and

reports from all labs and clinic you are set up to receive electronic imports from, and displays
the imported investigations in the Import History window.
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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

successful. Also lists new patients added with the most recent investigation import.
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‘ Multi-location clinics
»

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:

m On the Import Session header, click the down arrow icon ( - ) and then, in
the list of filter options, click Show All Sessions.

Edit Actions

Irnport Sessions - Session Hiskary

Filter by Type
4 Yesterday

! Default

L 4 Jannas Wedizs am | ¥ Defau |

i 127 files processed, 310 patient. .. Irevestigations A
TCOPD g

I+ Older
Transcriptions

Showe Al Sessions

2. 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,

— 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:

Total
Scare | Last Mame First Mame Middle Mame | PHM Date of Birth | Gender Most Recent Mumber [Home Phone | Address Location
Appointment of Visits
70 DITEST-D SaMUEL THOMAS B | 9433863162 30-5ep-1942 M a AR Location 3

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.

m [0 add the patient to your EMR, click Add as New.
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Allimported investigations must be linked to patient records. If a lab comes in for a

» patient who is not part of a provider's panel, you must still add the patient to your
EMR. You can then deactivate the patient if needed. See "Managing patients
added during investigation imports” on page 141.

‘ Multi-location clinics
» 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 during
investigation imports” on page 141.

Once all unidentified patients are matched, the EMR displays the Import History window
once more.

3. In the Session History area, review the status of your import to ensure the import was
successful.

4. When you finish, click Close (),

Tip: To view the Import History window without importing investigations, on the
Wolf EMR Launch page, click the Maintenance tab, and then click Import

LB

History ( ).

Managing patients added during investigation imports

If new patients are added to your EMR during an investigation import (for example, if you receive
labs for patients seen by a provider in a hospital), from the Import History window, you can:

m Modify patient demographic information

m Assign the patients to a primary MD

m Assign the patients to another location (if you have a multi-location clinic)
m Change the patients’ status

m Deactivate the patients

To manage patients added during an investigation import;

1. Open the Import History window, see “Importing electronic investigations” on page 138.
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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.

4

[Ev
L A=

Irnpott  Hiskory  Prink Copy

Irnport Sessions

4 Yesterday

- Session Hiskory
2 Status

[reiatatd AN w =t e K1 L

Import History — =] x

© 4 Jamnas Yed Bi25 AM
i 127 files processed, 310 pakient, ..

> Older

A New Patients: 303
PHM:
PHM:
PHM:
PHM:
PHM:
PHM:
Mame: YERDEME & Location: Location 3
PHM: 100005101 Mame: J0HM C Location: Location 3
Mame: JEAN-LUIC D Location: Location 3
Mame: DERECK &  Location: Location 3
PHM: 94355563162 Mame: SAMUEL T Location: Location 3
FHE: 10003535114 Mame: GABRIELLE D Location: Location 3

469254114
ooozZe4l14
79244114
BEIZ34114
492417014
FFFFEI009

Marme: MARK P Location: Location 3
Marme: LORETTA P Location: Location 3
Mame: TUXKEDC P Location: Location 3
Mame: WEBEER P Location: Location 3
Mame: JADEM 1 Location: Location 3
Mame: TAYCE S Location: Location 3

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 modify or deactivate the added patients as a group:

a) In the Session History area, on the New Patients header, click % The EMR
displays a list of new patients.
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Mew 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 h 72
[ B, MARGARET F E7
[~ B, LAURA F 37
[ B, FLZIY il o5
[~ B, RON h 72
[~ B, THERESIA F o1
[~ B, MARY F ah
[~ B, HASSAN il 51
[~ B, JANET F 24
[~ BLDTest, Interface?  |M fatal
[~ BLDTest, Interface? | 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 deactivate, 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.

d) Using the following table, select an action to perform on the selected patients.

Action Description

Assign Primary MD To assign the patients a primary provider.

Update Default If your clinic has multiple clinic locations and you want to
Location assign the patients to a particular location, click Update
Default Location.

Note: By default, patients are assigned to the location that
their investigations were ordered from.

Update Patient To update the patients’ status (for example, to long term care
Status (LTC) patients).

Note: If the status you want is not on the list, a user with
administrator authority can add statuses as needed.

Deactivate Selected | To deactivate the selected patients.
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Scenario: Importing investigations

| (-4

One of your practitioners completed a hospital shift a few nights ago. As a result, a
large number of investigations for unidentified patients came in with today’s
investigation import. Because these patients are not patients of the clinic, how can
you deactivate the patients so that they do not appear as part of the provider's
patient panel”?

Redirecting electronic investigations

If a provider receives another provider’s investigation(s) in error, or if a provider is not available to
review their investigations, you can redirect a provider's investigations to another provider in
your clinic.

You can redirect an electronic investigation only if it has not yet been reviewed. If
y you do not see the Redirect button, it means the investigation has been reviewed
or was entered manually.

To redirect an electronic investigation to another provider:

1. Open the patient's Medical Summary, and then click the Investigations tab. The
Investigations tab lists all of the patient’s investigations (both reviewed and un-reviewed).

==l Medical Summary EI 3
Test, Jodi T (Joe) Borr 06-Mar-2003 (12) Sex B PHN 9990234722 Hﬁ
- o Mane Status Nib
Home address Home (1111111111 BM 335(99.9%) Syr2m Fri Janna Schreiber, MD PhD FRCPC [ﬁ
5950 SE Test Street, Cell (333) 333-3333 Ieight B8 1kg (B9.9%) Syr2m
Olds 2B T1F OE1 Work  (222) 222-2222 Helght 142 5om (81 B%) 3y 2m Aef  Susan M. Kuhn
5l Pending inw. Mo Dincs: @ voRules 5 Messages AL W Follow Ups # Mo Waccinations
ﬁprim Chart 5| Custom Repart QRaques‘t Chart 4| Change Log ﬂ MetGare
‘ Current Hx | Past Hxl Personal Hxl Communl:ahon| Imvestigations ‘ Documents | Referrals Obstetrl:s‘
| Investigations =
From Date: | 11-4ug-2008) B2 ToDate: | 21 Mar-2013) B8] Status: == All=»  [o] Test == Al = [ Typer 2= A== [+] O mon-Gragh
Observed Status Test Flag Result Range Facility Review Hote -
21-Mar-2013 Final URINE BACTERIAL CULTURE (-} CLS
15-Jan-2013 Final RDW 13.0 % (1.0 - 16.0) % CLS
15-Jan-2013 Final HEMOGLOBIN 138 glL (M0 -157) gL CLS
15-Jan-2013 Final HEMATOCRIT 0L 0.34-046)LL CLS
15-Jan-2013 Final RBC 5.0 10E121L (3.8 - 5.6) 10E12L CLS =
15-Jan-2013 Final MCHC 3340 (315 - 360) gL CLS
15-Jan-2013 Final PLATELET COUNT 306 10E9/.L (150 - 400) 10E9L CLS
15-Jan-2013 Final WBC H 19.7 10E9L (4.0 - 14.0) 10E9L CLS
15-Jan-2013 Final HEUTROPHILS H 15.2 10E9L (0.8 -7.2)10E9L CLS
15-Jan-2013 Final LYMPHOCYTES 3.5 10E9/.L (1.3 -80)10E9L CLS
15-Jan-2013 Final SEDIMENTATION RATE 9 mmmr @10 mmhr  CLS
15-Jan-2013 Final EOSINOPHILS 0.0 10E9.L (0.0-0.7)10E9L CLS
15-Jan-2013 Final BASOPHILS 0.1 10E9.L 0.0-0.2)10E9L CLS 4
4 m »
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Tip: You can also quickly access a list of un-reviewed investigations (for all
patients) from your WorkDesk:

m 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
Practitioner or by Patient.

2. Double-click the investigation you want to redirect.
3. Click Redirect. The EMR displays the Select Service Provider window.

4. Select the practitioner you want to redirect the investigation to, and then click OK.

Scenarios: Redirecting electronic investigations

' m Dr. Spark informs you that he received an investigation report for a patient, Jane
Cleaver, but Jane Cleaver is not his patient. Jane Cleaver is a patient of Dr.
Kane. How do you remove the investigation report from Dr. Spark’s In Basket
and move it to Dr. Kane's In Basket?

m Dr. Smith calls in sick for today and asks that the provider on duty reviews her
labs for her. How to you move Dr. Smiths un-reviewed investigations to the in
basket of the provider on duty?
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Evaluation

/0 Complete the following questions.

1. Where do you access the Import utility in Wolf EMR?

2. You were on vacation last week, and you want to see when the last lab import occurred.
How do you access this information?

3. You are in the Patient Match Selection Form window and are trying to match a patient to an
investigation. However, none of the listed patients match the investigation. What is your next
step?

4. You are trying to redirect an electronic investigation, but you do not see the Redirect
button? What would be an explanation for this?

|~ End of Module
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Introduction to this module

Purpose

In this module you learn 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

There are several ways to create a referral letter in Wolf EMR, you can use the Referral Letter
Composer or you can use a Microsoft Word template (SMART form).

Objectives

Upon completion of this module, you will be able to:
m |nitiate a referral

Create a referral letter

Send a referral letter

Track and manage referrals after they are sent

Add and modify consultants on your clinic’s consultant’s list
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Initiating referrals

In Wolf EMR, before you create a referral letter, you initiate a referral for the patient. When you
initiate a referral, you specify referral details such as the:

Referral Type

Consultant, clinic, or facility where you are referring the patient

Urgency of the referral

Referral reason

The referral details automatically populate the referral letter. The referral details also help you
track and manage a referral.

To initiate a referral:
1. Perform one of the following actions:

m [f the patient's medical record is open (for example, the Vital Entry window or the Medical
Summary window), right-click and then, in the SMART menu, click New Referral.

m [f you don't have the patient's medical record open, on your WorkDesk, in the Referrals
area, click New Referral, and then search for and select the patient.

The EMR displays the New Referral window.
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== Mews Referral 3

Test, Lar PN 9990 Cancel | Delete

- Lary Log | E&F | 4! [+

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?”

m Joinclude, in the referral letter, visit notes entered for today’s visit, click Yes.
m o start a blank referral letter, click No.

2. In the Referral Type list, click the type that best describes what the referral is for. The EMR
filters the consultant list to display only consultants categorized under the selected type.
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3. Using the following table, search for and select a consultant to refer to.

Search method  Steps

Search field 1. In the Search field, enter one or more criteria to search by (for
example, Pediatrics Kelowna).
Search: Pediatric Vancouver AND ..info
[] Search by Consultant Last Hame only v
*Choose Consultant S, David F. - Favourites
From Favourites g' ig:l:a J J
,7—“";';?::" a S reoATe | pramany
Add Hew Consultant
CC Recipient(=1
Note: Separate each search term with a space.
2. In the drop-down list to the right of the Search field, click either:
m AND: To search for consultants with ALL of the criteria entered.
m OR: To search for consultants with ANY of the criteria entered.
3. In the list of matching consultants, click the consultant you want.
Tip: I you are searching by the consultant’s last name, select the
Search by Consultant Last Name only check box.
Favourite To search your favourite consultants:
consur:tant 1. In the Choose Consultant area, click From Favourites. The
searc EMR displays a list of your favourite consultants.
2. Click the consultant you want.
Tip: You can enter criteria in the Search field to narrow the list. For
example, enter cardiology to view only favourite cardiologists.
Specialty To search for consultants by specialty:
category search 1. In the Choose Consultant area, click By Speciality. The EMR
displays a list of specialties.
2. Click the specialty you want. The EMR displays a list of
consultants for the selected specialty.
3. Click the consultant you want.
Tip: You can enter criteria in the Search field to narrow the search.
For example, enter Vancouver to view only consultants from that
City.
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Q Tips for searching for consultants:

m [f you do not know the consultant you want (for example, you do not know
which specialists are available), search for and select “Next Available
Specialist’. You can specify a consultant at a later time.

m To view consultant notes (for example, on booking procedures or wait times):
Click the consultant, and then hover your cursor over the consultant's name.

A, Kourosh UROLOGY -
A Susan

A Christine b, ORTHO - PEDIATRIC

A, Fobert

B, Collin Mote: 6-8 month wait for elective n=_~1:n3rrals}_0'3‘rr
BCCH, Cardiology CARDIOL OGS &

Note: Consultant notes are added by your clinic. For more information on
how to add or modify a consultant’s notes, see “Adding and
modifying consultants” on page 165.

m To verily that you selected the correct consultant, in the top right comer of the
window, click ...info. The EMR displays details on the consultant you selected.

4, To set the selected consultant as the primary practitioner to receive the referral, click Set as
Primary.

5. If applicable, enter practitioners to be CC'd on the referral letter: Search for and select a
consultant, and then click Add to CC.

6. To define the Priority of the referral, click either Routine or Urgent.

7. 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 the selected
consultant, for the same referral reason.

MD In the MD drop-down list, select the referring provider’s name.

*Referral Reason | Enter the reason and/or diagnosis for the referral.

(Mandatory)
Current Enter any investigations you are awaiting results on (including
Investigations investigations that you have ordered today).
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Field/Check box Description

Booking Notes

Enter notes regarding the appointment booking. For example:
m ‘Refer to cardiology”
m ‘Expected wait time is 4mo”

Note: Information entered here displays in the Notes column in
your Referral Appointments to be made list. This
information does not display in the referral letter.

Consultant Will
Notify Patient of
Appointment

If the consultant’s clinic will notify the patient of the appointment
time, 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.

Tip: If this check box is selected, by default, the patient does not
display in the Appointments to be Made list. To have these
patients to display in the Appointments to be Made list:

1. On the WorkDesk menu, click Configuration > Configure

Workdesk (- ).

2. On the WorkDesk User preferences window, click the
Miscellaneous tab.

3. Beside Send ‘Referral Notification’ task to staff when
‘Consultant to Notify’ option is checked, clear the Apply
Clinic Setting check box, and then select the User Setting
check box.

Enter Text of
Letter

Enter the referral letter content.

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.

2. When you finish entering your letter content, click Minimize

Area(gl).
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Field/Check box Description

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 Billing 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).

8. Perform one of the following actions:

m [0 create and send a referral letter that contains select patient information or attached

=4
documents, click Compose (—|). See “Creating referral letters using the Referral
Letter Composer” on page 154.

m [0 create a basic referral letter that contains the patient’s entire medical profile, but no
attachments (for example, if you are sending the patient to the hospital, and the letter is

&

for the emergency team), click —1. See “Creating referral letters using a Microsoft
Word template (SMART form)” on page 158.

9. When you finish the referral, click

EL‘ .

a Practise: Initiating a referral
O

A provider's patient is experiencing severe abdominal pain for which they cannot
find a cause. The provider wants to refer the patient to a gastroenterologist.

Initiate an urgent referral to a gastroenterology specialist.
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Creating referral letters

After you initiate a referral, you can create a referral letter using the Referral Letter Composer or
using a basic Microsoft Word letter template (SMART form). The method you use depends on
what information you want to include in the referral letter.

Method When to use...

Referral Letter Use if you want the referral letter to have:

Composer m Aftached documents (for example, medical reports)

m Only selected information from the patient's Medical Summary

Microsoft Word | Use if you want the referral letter to have:

template m No attached documents

m [he patient's entire medical history

Creating referral letters using the Referral Letter Composer

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 148,

To create a letter based on a previously started referral:
/ 1. Open the patient's Medical Summary, and then click the Referrals tab.

2. 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. Click Compose (—l). The EMR displays the Referral Letter Composer window.
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o Referral Letter Composer x
=) o & H s 5]
Prink Send ko SMART Farm Atkachrnent Save Cancel Save & Exit
""" (™| Information Recipient Author ol
[w] Client Infarmation Dr. W Caoles , M.D.
.. ¥ Reterral Detail ggm H Sggﬂ
: . ) 3ssiz,
B[] Medical Information 5F 0E2
- [w] Problems CA
-] Current Medications Ehcrggg;i}]g?ggg 8
. ax .
[ Allergies Email Agassiz@nowhere com
&-[] Encounters
=- Invegtlgatlons (Sort By Lab Type) Information Recipient
=[] Inactive Froblems o
- [w] Procedures and Surgeries Dr. Christine A
U E! Dept. of Orthopaedics
&[] Famiky History Vancouver, BC
&[] Harmful Substances }’ﬁ“i"\"i
one
[]--DAIeng . Fax
-] Vaccinations
[]‘-D Referrals CCed Recipients
-] Other Treatments )
Patient
Larry Test PHN: G940
Birthdate: May 16, 1953 Gender: Male
Phone: H: (555) 555-5555 W (666) 666-6666
Senton: | Appointment
Referral Detail
Urgency: Routine
Referral Reason: ACL repair
Current Investigations:
Problems
Mone noted.
[ Letker View
Current Medications
Save Checked Modes as Template
MNene noted.
Tempiate m Lie.
Allergies
Save as Template Mone noted. J
Y -

3. To select what medical history information to include in the letter, in the left pane:

a) Select the check box beside the Medical Summary categories you want to include (for

example, Current Medications).

b) Clear the check box beside the Medical Summary categories you do not want, but are

selected by default.

c) To include only specific items from a Medical Summary category, expand the category,
and then select the items you want.

Wolf EMR Course Workbook for Front-End Staff - Issue 02.03

165




Sending and managing outgoing referrals

Q Tip: ltems that display in the left pane in blue text are customizable. To customize

these items, right-click the blue text.

m Referral Detail: You can modify the Primary and CCed consultants, referral
priority, referral reason, letter text, and current investigations.

m Investigations: You can change the sort order of a patient’s investigations.

m Other Treatments: You can enter details of the patient's non-medication
treatments.

4. To attach documents to the referral letter:

a) At the top of the window, click Attachment ( 7 ). The EMR displays a list of the

patient’s linked documents.

s Attachments — JL.a || 2
Attached  File Mame Date Skatus Keyword One Keyword Twa Keyword ... Mates Physician  Review Date

. P4f10fz014 Reviewed DI Req-Pureform-Ab Cg Dana Kn... Z4/10/2014

1 FatherTest... 24/10f2014  Reviewed DI Req-AHS-AE Dana Kn... Z24/1002014
FatherTest... 22/10f2014  Rewviewed  GP Letter Dana Kn... 22/10f2014
FatherTest,.. Z22/10/Z014 Reviewed  Consult Letker Composer Full Dana Kn... Z2/10/2014
FatherTest... 22/10f2014  Reviewed  GP Letter Dana Kn... 22{10f2014
FatherTest... 22/10f2014  Rewiewed  GP Letter Dana Kn... 22/10/2014
FatherTest,., Zzfl0fz014 Reviewed  Consult letter Dana kKn... Z2/10/z014
FatherTest... 06/10f2014  Rewiewed DI Req-Pureform-abCg Dana Kn... 08/10f2014
Father Test... 01/10/2014 Reviewed M5 Referral etter Dana Kn... 01/10/2014
FatherTest... 01/10f2014  Reviewed  CPX - Female Dana Kn... 011072014
FatherTest... 01/10/2014  Rewviewed  Mote - Work Abscence Dana Kn... 01f10f2014
FatherTest,.. 01/10/2014 Reviewed  Mote - Work Abscence Dana Kn... 01/10/2014
Sunflawer_... 24/09/2014 Ficture Fallowi,.,
FatherTest... 07/03/2014  Rewviewed  LabReg-AB Cg(Zpg) Dana Kn... 07/03/2014
FatherTest,.. 07/03/2014 Reviewed  CPX - Femalz Dana kKn... 07/03/2014
FatherTest... 07/03/2014  Reviewed  Mote - Massage Dana Kn... 07/03f2014
FatherTest... 0&/03/2014 Staff Rewi... Consult Letter Composer WOLF COMPOSER.CO... Marked as re... 06/03)2014
Father Test... 06/03/2014  Reviewed  e-M3 Referralletter David Kn... 06/0372014
S.toapptr... 27/08/2013 Cardilagy Repart test
6. linkto co... 27/08/2013 Cardilogy Report

»

You can attach only files that are available in the Documents tab of the patient’s
Medical Summary.

b) Select the documents you want to include with the referral letter.

c) Click Close (- * ).
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5. To print, fax, or save the referral letter as a PDF, click Print ( = ) and then, in the Print
Referral window, perform one of the following actions:

Tip: To view what the letter will look like when it prints, select the Letter View
check box.

m o send the referral letter to your default printer or fax machine, click Quick Print.
m [0 print to a specific printer or fax machine, click Print.

m [0 save the referral letter as a PDF file, select the Collate to PDF check box, and then
click Quick Print.

‘ If you are printing or faxing the referral letter, ensure that the Collate to PDF check
» box is cleared.

6. To close the Referral Letter Composer, click H .

7. To indicate that the letter is completed, in the referral window, select the LETTER
COMPLETED check box. The EMR adds the patient to the Referral Appointments to Be
Made list.

EL‘ .

8. Click

a Practise: Creating and printing a referral letter

You have initiated a referral to a gastroenterologist and now you want to compose
and send the referral letter.

Create a referral letter using the Referral Letter Composer. Include in the letter:
m The patient’'s problem list

m Al of the patient’'s current medications

m The patient’'s past surgeries and procedures

m Two of the patient’s investigations

m An attachment such as a CT scan

Print the letter, and mark the status as completed, printed, and sent in the New
Referral window.
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Creating referral letters using a Microsoft Word template (SMART form)

To create a referral letter using a Microsoft Word template (SMART form):

1. Initiate a referral and complete the New Referral details. See “Initiating referrals” on page 148.

To create a letter based on a previously started referral.
/ 1. Open the patient's Medical Summary, and then click the Referrals tab.

2. 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.

L3
2. Click . The EMR opens Microsoft Word with your referral letter text inserted in a letter

template.
Horne Thsert Page Layout References Mailings Reviews i e Developer [A] @
= % aral - v = iE % . % oy
= B 7 U ~ae x, X = b=- i
Paste Quick Change tng
b PR
SR | - A Aat | A i Styles ™ Stylesw | 7
Clipboard Fant Paragraph Shyles
KL SRR i
FY
Re: 1234 Frist Street
DOB: Calgary, AR TIR4E3W
PHN: H {03 99555 A ©

Reason For Refermal: Suzpected heart issues.
Current Investigations:

Fatient has had difficulty breathing, shortness of breath. Complaining of dizziness Examination.;
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.

Thank you for seeing this patient in consuttation. | look forvwardto your assessmernt.

Sincerely,

Dana Knowe-Faour, WD

3. Enter or modify letter text, or modify the format of your letter using the various tools available
in Microsoft word.

4., To print or fax the referral letter, click File > Print.

5. Click Save ( = ), and then close the window. The EMR saves the letter in the Documents
area of the patient's Medical Summary.
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6. To indicate that the letter is completed, in the referral window, select the LETTER
COMPLETED check box. The EMR adds the patient to the Referral Appointments to Be
Made list.

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:
m Referral appointments to be made
m Referral notifications (Patients To Notify list)

You can also monitor and manage all of your clinic’s un-reconciled referrals from the Referral
List.

Tracking and updating referrals awaiting appointments

Using the Appointments To Be Made list, you can track patients who are waiting for consult
appointments.

When you are notified that a patient has been booked for an appointment with the consultant,
from the Appointments To Be Made list, you can update the referral with 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 view and update referrals awaiting appointments:

1. On your WorkDesk, in the Referrals area, click <#> referral appointments to be made.
The EMR displays the Appointments To Be Made window.
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2. Inthe left pane, click the patient. The EMR displays the patient’s referral details.

Consultation &ppaintments
Appointments To Be Made: Quick
PP B ¥ o 2 ‘ & ‘
Appointments: Practtioner: ==2LL=» =] Routine Referral 27 Sep-2012 .. edit referral
Urgeney |Patient Date [MD |G ~ [H, Keren Trn 9995
Urgent C, Babette 22-0ct-2012 ADH Pike -
Urgent €, Chasidy 25-0ct-2012  EHQ  Ladki o 25-May-1982 (33) e F o Shatus NS
Routine  C, Brent 14-Jan-2012 DB | Leith 5273 M Blake Averus, H T5B5E8521 o Walsrting M, WD
Routine  §, Lavonna H-Jan-2012 HJ Lacaille Christing Lake BC R4P 9Z0 [
Routine | G, Jerrold 29-Mar-2012 | CBD Blokmanis 1 [(998) 854-3751
Routine  H, Leonida 29-Mar-2012 EHQ Luciuk =
Routine | €, Frankic 08-May-2012 EHQ  Leith Sabrina G ENDOCRINGUOG
Routine | B, Lakiesha 14-Jun-2012 DE  Duorak $06-9156 .edit
Routine M, Lane 03-Aug-2012 ADH Brown
Routine M, Jacqualine 08-Aug-2012 M5 Belle Conzuttant Note: 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 - . .
Routine | W, Emmitt 04-Sep2012 | LJC Bovard Referral Reason: Consultation problem
Routine B, Holhy 0§-S5ep-2012 HJ  Yu
Routine P, Renata 11-Sep-2012 RCS Sudol
Routine | M, Aja 12-Sep-2012 DB Kur Hever Seen Before
Routine M, Charla 12-Sep-2012  ADH  Whittaker I igati Bloodwork ding witl
xﬁ::z :;’,3‘:_’3‘::: ;zgzsjz:g mg :ﬁ”;e [ Consultant Wil Matify For &ppointment?
Routine M, Jimmie #1-Sep-2012  EHO UBC Billing Freterral Sert
Routine  H, Keren 27-Sep-2012 VRM Gill Appoirtment Dste and Time:
Routine B, Zachery 30-Sep-2012 VWC  Taylor . ) 3
Routine L, Princess 02-0ct-2012  RCS  Sidhu Booking Notes: Patient Instructions:
Routine L, Dierdre 03-0ct-2012 EHQ  Lefaivre Consuttation notes Consultation patient instructions
Routine T, Laronda 09-0ct-2012 RCS Gul
Routine K, Hgoc 10-0ct-2012 TP Ramiji
Routine R, Bridget 11-0ct-2012 ADH BCW
Routine  H, Hichole 12-Oct-2012 L Bovard A
Routine  H, Affred 16.0ct 2012 EHQ  Leith Pt Notified ) ) Quick | g
Routine M, Jed 16-0ct-212  EHQ Chan Cancel Appt ROGAFEMIED LS | pyg
Routine 0, Emmaline 16-Oct-2012 M5  Seal
Routine | S, Kenna 16-0ct-2012 VRM Gill Linked Documents:
Routine P, Abe 21-0ct-2012 WC  Boyle i
Group By
Priority Consultant | 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.

4. If you have notified the patient of their appointment, click Pt Notified. The EMR adds the

following information to the Response Log: Patient Notified (<your name>/MM/DDD/
YYYY HH:MM).

5. I the referral is considered complete, reconcile the referral:

a) At the top of the referral detall area, click ...edit referral. The EMR displays the Existing
Referral window.

*
b) Inthe Reconcile Date field, enter a date, and then click ﬂ :

manually reconcile a referral. When the consult report or letter is linked to the
patient’s referral, the EMR reconciles the referral automatically. See Step 10 in
“Linking documents to patient records” on page 128,

‘ If you are expecting a report or letter back from the consultant, you do not have to
y.
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6. To close the Appointments to be Made window, click

e

. The EMR removes the patient

from the Appointments To Be Made list. If the patient has not been marked as notified, the

EMR adds the patient to the Patients To Notify list.

Managing patients who need to be notified of appointments

The Patients to Notify list contains all patients who have an Appointment Date and Time
entered in the referral but have not yet been notified. VWhen you contact the patient, from the
Patients to Notify list, you can record that the patient has been notified.

To manage patients who need to be notified of booked appointments:

1. On your Workdesk, in the Referrals area, click <#> referral notifications. The EMR
displays the Patients To Notify window, filtered to display only referral notifications.

. Click a patient in the list. The EMR displays the patient’s referral details.

=5 Patient Motifications For Referrals or Follow Up Appointments E3
Patients To Notify & ‘IL*‘
Practitioner <ANY> [=] Type Referral [=] = =
Referral Notification

Patiert Matne |Urgert | ApptDste  [MD | Mt Appt -
B Regenia Routing ADR
E fllena Rovtine JLH A, Stuart Frin 9999
L Barry Routine ILH 15;3;’; ;i;.::nr:!lﬂli ;::ZII)"l Sext MHSfafus (IS STERTD
< Bii Routine RCS Eriense Lour, fveta b,
e — Rauting EHa Darcy BC ESH 1x4 I/CV (432) BEV-B153
M Humberta Routing EHG
I Wirgil Routine EHG Feterral  Consultation problem
M Anastasia Routing [z] Reason:
M Cancica Routing  18-Mow-20M12 DB Leslie D PLASTIC SURGERY
W Wilber Routine | 13-Nov-2012 | 0B esiie
L Sharen Routine | 21-Mov-2012 | LIC aEE £ Narth ‘ancouver
W Jean Routing | 04-Dec-2012 | YRM Consuttant Mote:
M Starr Routing | 04-Dec-2012 MS call or pt can cal
&, Wendal Routing | 05-Dec-2012 M st
M Coletta Routine | 08-Dec-2012 TP . " .
= Cheriss Routine | 11-Decom? DR Appoirtment Consuttart Will hlotify Fn.r Appnmtmx.ant .
N &l Routine  11-Dec-2012 DB Llot=s Pafient Instructions:
P Chasty Routine | 12-Dec-2012 | ADN Consultstion notes Consuitation patiert instructions
< Many Routine  13-Dec-2012  ADR
F Darrell Routing | 18-Dec-2012 WKW
B Angelique Routing  19-Dec-2012 MS "
= Bee Routine | 20-Dec.2012 TP Custom Response: otification Motes:
C Braclly Routine  02-Jan-2013  ADR A
T Mariann Routine | 02-lan-2013 | A puNptiiied
S Rigoberta Routing  03-Jan-2013 TP Responze Log:
C Stacey Routine | 08-Jan-2013  MJ Message Left
L &nclre Routine | 08-Jan-2013  EHG |
[ Donnell Routine | 10-Jan-2013 vy No Answer
¥ Brock Routing  11-Jan-2013  ¥C
Jloshua Routing | 14-Jan-2013  EH O Cancelled
P Dallas Routine | 18-Jan-2013 | JLH -

Group By Linked Documents:

T - Quick
Priority ~ Patient it | 2
4 13
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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 natification notes.

Cancelled If the notification was entered by mistake, select this check box.
\When you close the Patients To Notify window, the EMR
removes the patient from your Patients To Notify list.

Q Tip: Printing a referral notification letter

If you have made numerous calls to a patient, and still cannot reach the patient,
from the Patients to Notify window, you can print a referral notification letter:

m |n the Patients to Notify list, click the patient and then, at the bottom of the list,
click a print option.

O Alets Routine JES
i Fletcher Routine IS5

Group By

g Gick
Priority  Patient ot | &

4. If the referral is considered complete, reconcile the referral;

a) In the Patients to Notify window, click the patients SMART patient banner. The EMR
opens the patient's Medical Summary.

b) Click the Referrals tab and then, in the list of referrals, double-click the referral. The EMR
displays the Existing Referral window.
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ﬂ! .

c) Inthe Reconcile Date field, enter a date, and then click

<

“‘Linking documents to patient records” on page 128,

If you are expecting a report or letter back from the consultant, you do not have to
manually reconcile a referral. When the consult report or letter is linked to the
patient’s referral, the EMR reconciles the referral automatically. See Step 10 in

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 using the Referral List:

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.

Click on & column hesder to sort, double-click on the referral to open

29-0ct-2014 Consultation  ABC Pediatrics Paediatrics

g
Test, Baby Daughter Ao 15-Jun-2013 (1 yr 4m) Sex F o PHIN S| e
es N Caregiver Wr, Test, bwan Vet Encownt. Nane 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|

Patient complains of shortness of br

DK 28-May-2014 Consultation Test, David Allergist test 30-Jun-2014
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 04-May-2014
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

(]
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Q Tips for viewing the Referral List

m o 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.

m [fthe list of referrals is extensive, you can filter the list using the options available
in the Filters for Referral List area.

m o re-sort the order of the referral list, click the header of the column you want
to sort the list by.

2. 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.

3. To reconcile a referral, in the Existing Referral window, in the Reconcile Date field, enter a
date.

manually reconcile a referral. VWWhen the consult report or letter is linked to the
patient’s referral, the EMR reconciles the referral automatically. See Step 10 in
“Linking documents to patient records” on page 128.

‘ If you are expecting a report or letter back from the consultant, you do not have to
y.

Scenario: Viewing the Referral List

A particular specialist seems to be lagging in their response time for booking
appointments. You want to view all referrals you have sent to this specialist to see
if this is indeed the case. How can you view a list of all un-reconciled referrals for
that specialist?

( (-4

Managing consultants

You can refer patients only to consultants or clinics who are in your clinic’s consultant list. If the
consultant you want is not in the consultant’s list, you can add a consultant as you create a
referral. If you find the consultant you want, but see that any of the consultant’s details are
incorrect, you can edit the consultant’s details from a referral.

If you refer to a particular consultant regularly, you can identify the consultant as a favourite,
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Adding and modifying consultants

To add or modify a consultant:
1. Start a referral. See “Initiating referrals” on page 148.
2. Perform one of the following actions:
m o modify a consultant:
a) In the consultant search area, search for and click the consultant.
b) Click ...info. The EMR displays the Consultant Information window.
c) Click ...edit. The EMR displays the Edit Consultant Information window.

m [0 add a consultant, under Choose Consultant, click Add New Consultant. The EMR
displays the ENTER New Consultant window.

=5| Consultants £3
ENTER Mew Consultant W | Hew | ¢
Last Mame: | Address;
First Name: Address (2
Title: Dr. Address (3
City: E|
Province: British Columbia E|
General Office: Organization:
Pager: Departmerit:
CellMobile:
Haome: Email:
Fax: Detault viord
Template:
Prac #: Motes:
Speciaty: E|

3. Enter or modify the consultant’s information.

Q Tips for entering consultant information:
m Always enter a Title (for example, Dr., Mr., Mrs.).

m Jo document special referral instructions for the consultant (for example, on
booking procedures or wait times), in the Notes area, enter the instructions.

¢

4. Click . The EMR updates your clinic’'s consultants list.
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Adding consultants to your favourites

To add a consultant to your favourites list:

1. Initiate a referral, and then search for and select a consultant. See “Initiating referrals” on
page 148.

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 w | Qe

Conzuftant Mame:

Test, Chitra Dr. (230} 111-1111 0

Specify scope of favourite consultant:

For clinic o)

For Dana Knoww-Four )

3. In the Specify scope of favourite consultant area, click one of the following options:
m For clinic: To add the consultant to the Favourite Consultants list of all users in the clinic.

m For <your name>: To add the consultant to your Favourite Consultants list only.

Practise: Adding consultants to your favourites list

' m |nitiate a referral to a consultant you regularly refer to.

m Add the selected consultant to your favourites list.
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Evaluation

/0 Complete the following questions.

1. When initiating a referral to a pediatrician, how can you search for a list of Kelowna-based
pediatricians?

2. If you are creating a referral letter using the Referral Letter Composer, can you add specific
lab results to the printed letter? How?

3. How do you view a list of the referrals that have been un-reconciled for more than four
months?

|~ End of Module
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Introduction to this module

Purpose

In this module you learn how to track, manage, and respond to incoming referrals in Wolf EMR,
No matter how referrals are received, you can track incoming referrals using:

m The 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.

Objectives
Upon completion of this module, you will be able to:
m Link an incoming referral to a patient and notify the provider to review the referral
m Jrack referred patients using patient lists
m Send SMART form notification letters to referring clinics

m Record notifications and phone calls made to patients and referring clinics using
messages

m Manage declined referrals

Linking incoming referrals to patients

When you receive a referral letter, your first step is to link the document to a patient record 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.
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After you define a referral document as an Incoming Referral, the referral displays in the
provider's Incoming Referrals list.

If you do not define the document as an Incoming Referral, the referral letter
y displays in the practitioner's New Documents list instead.

To link an incoming referral to a patient:

L~
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 128. The following exception applies to referral letters:

m |n the Document Type drop-down list, select Incoming Referral.

3. If the patient is not yet in your system, you can add the patient from the Documents window:

=
a) Inthe Patient Search area, click Advanced, and then click New Patient ( —&2 ) 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:

m |n the Patient Maintenance window, ensure you record the patient’s referring
provider, and the referral expiry date.

m [f 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.

c) Inthe 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.

Practise: Linking referrals to patients

' m Scan a test document and then link the document to a test patient as an
incoming referral.
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Viewing and responding to accepted, declined, and “need more

information” 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 “Managing messages” on page 114,

2. From the message, you can perform one or more of the following actions:

m 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 (=#= ). See “Managing
declined referrals” on page 180.

m Add the patient to a patient list (appointment waiting list). See “Tracking referred patients
using patient lists” on page 172.

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 179.
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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:
m Enter notes
m Assign a category and priority

m 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

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 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 - =] x
2 2 2 233 B BRe D
7 | { [ 1 o Y 1l
o & =
d & . - P & D M H=
Add Patient  Edit Patient  Remove with  Remove no  Restol Copy Patient  Book Appointment  Book Export  Print Manage

History History akient oL se ko 5y Lists

List  Pod 1 - Waiting list ~ | Provider Any Pravider ~  [[] Include removed with history patients Total patient count 4
| T Clear Start Date From: ¥ To: G
Fatient Previous App...  MNext App... | Home Phone ‘wiork Phone otes Category Priotity = Threshold Status | # Days onList  Provider Start Date &
FTest, Emmitt ¢ 31/0ct2011 (9991 999-9999  (555) 555-5555 Fx Reefill Urgent Overdue 1 day 8 days Schreiber, Janna  25/Apr/2016
Test, Suzie 28/ Jun/z2012 (BO6) GEG-GE6G Menkal Health  Semi-Urgent Due In 13 days 1 day Castleberry, Mo...  02/May/2016
Test, Wayne {1113 111-1111 P Routine DueIn 10days  20days Keller, Warner 13/Aprf2016
Test, Mather 09/Iulfz013 P Faoutine Due In 30 days 0 days Schreiber, Janna  OGMayfZ016
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Adding patients to 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 [f you 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 [f 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.

= Test, Mother Assigned Lists = =] pd

X & 2 & B H

Add List  Remove with  Removeno  Restore

* Lisk name v MNotes

Provider i.ﬂ.m.y Pro.vider.

Category
Pricrity  Routine
From | 19/Feh/z016 -

Upto

Include lists when patient was removed with histary

List Marme List Type Provider Frorm &« UpTo Motes Cakegory Prioriky * #Dayson... Thr
2} Waiting Lisk Schreiber, Janna  19/Febf2016 Avwailable For aft,.. Routine Odays Dug

If the patient is currently on one or more patient lists, the list information is
y displayed at the bottom of the Assigned Lists window.

3. In the Assigned Lists window, select the List Name, Provider, and Category (if
applicable), and enter any Notes.
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4. Click Save and Close (H).

Viewing patient lists

You can view your clinic’'s patient lists from the Appointment Scheduler. You can sort a list 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 or, on your keyboard,
press Ctrl + W. The EMR displays the Patients on List window with the general Waiting List
displayed.

Patients on List - o x

d & & 28 2 B HBEL

Add Patient  Edit Patient  Remove with  Remove no  Hest Copy Patient  Book Appointment  Book to | Expart Prink Manage [
History History Patier LS bo CSW Lists

IManage

List  ‘Waiting List = Provider Any Provider w  [[]Include removed with history patients Total patient count 2

| : Clear Start Drate From: - [ Toi -

Patient Previous &pp... Mext App... Home Phone ‘Work Phone Motes Category Priority  «  Threshold Status | # Days on List  Provider Stark Date =
Test,WaynE (1113111-1111 Routing 0 days Schreiber, Janna  03Mayf2016
Test, Jordon 19/Navj2012 (3037 303-3030 Routine 0 days Castleberry, Mo... 03May/2016

‘ m By default, listed patients are sorted first by priority (with Urgent patients
» displaying at the top), and then by the date patients were added to the list
(patients who have been on the list longer are displayed higher on the list).

m The Threshold Status column indicates if patients are Near Due or Overdue
for appointments.

2. If your clinic has more than one patient list, in the List drop-down list, select the patient list
you want 1o view.

3. To display only patients assigned to a specific provider, in the Providers drop-down list,
click the provider's name.

4. To view detailed information about a patient, click the patient's name, and then perform one
of the following actions:

m o view the patient's demographic information, press F9. The EMR displays the Patient
Maintenance window for the patient.

m o view the patient's Medical Summary, press F7.

m o view or enter the patient's vitals for today, press F6.
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Q Tips for viewing and using patient lists

m [0 sort the list by the contents of a column, click the column header.

m o filter the list using a search term, 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.

m o filter the list by the contents of a column, hover your curser over the column

header, click the T icon, and then click the item you want to filter the list by.

m o filter the list to display only patients who were added to the list during a
specific time frame, in the Start Date From field and the To fields, enter the
date limit.

m o move a column, click a column header and then drag the column to its new
location.

Note: As soon as you close the Appointment Scheduler or the Patients on List
window, the columns revert back to their default positions.

m o modify a patient’s list details, click the patients name, and then click Edit
™
Patient (€% or, on your keyboard, press Ctrl + G.

m o copy the patient to another list, click the patient's name, and then click Copy

Patient ( _.'3 ).

m Joremove a patient from the list, click the patient's name, and then click one of
the following options:

m Remove no History (:J): To permanently remove the patient
from the patient list.

m Remove with History (-gﬁ): To remove the patient from the list,
but allow users to view the patient when the Include removed with
history patients check box is selected. You can restore this patient
to the list if needed.
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Booking appointments from patient lists

When an appointment slot becomes available, you can search your patient list(s) for a patient to
fill the appointment. You can then book an appointment from the Appointment Scheduler (see
“Booking patient appointments” on page 24), or from the patient list itself.

‘ If you book an appointment from the Appointment Scheduler, the EMR prompts
Y you to remove the patient from the patient list automatically.

To book an appointment from the patient list:

1. Open the patient list, and find the patient you want to book. See “Viewing patient lists” on
page 174,

2. Click the patient, and then click Book Appointment ( HE ) or, on your keyboard, press
Ctrl + T. The EMR displays the Available Time Slot Search window.

wallaple 1Ime »l0T search Tar 1est, Yo

*Practitionsr (Check @ Al Sslected () Any Selected ) Search Criteria
= Templates
Practitionzr Location: [v’\l‘olf Clinic Loct v]
 Moses Day of Week: ’«Any day= -
F, Claire Time Type: [<Any> -
5, JannaSomer *Lookin #of Days 10 *Get # of Time Slats: 10
5, Rome —
T Olga *Start From: 1BMari2015 log:1z am =
W, hitch *Minutes Between Time Slots: 30
*Minimum Time Slot Langth:
Specific Time

_ Hr_hfin Hr hiin

*After this time 'g “g | *Before this time '1;-' ”D |

Resutting Time Slots

3. Inthe Available Time Slot Search window:
a) Select the practitioner(s) you want to book the patient with.
b) Enter your search criteria, and then click Search.

c) Inthe Resulting Time Slots area, click the appointment slot you want and then click
Book.
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| (-4

Practise: Tracking referred patients using patient lists

From the Appointment Scheduler, search for, and add three test patients to
your general Waiting List.

Open the Waiting List.
Re-sort the list by patient name.
Modify information displayed in the Notes column for one of the listed patients.

Remove a patient from the list with History.

( (-4

Scenario: Adding patients to patient lists

You are adding a patient to your Priority 2 list for a surgery. How do you indicate in
the list what surgery the patient is waiting for?

| (-4

Scenario: Viewing patient lists

You have an appointment opening and want to book a patient who has been
waiting the longest for an opening. How do you determine what patients have
been waiting the longest?

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:

m You receive the referral

m You require additional patient information before the referral can be accepted

m The referral is accepted or declined

m 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.
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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 naotification 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.

2. In the 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.
o ¥ Send to SMART Form b o || x
|EV Document Configure SMART Forms Lo
B Keyword Appointment notification + wf Open Document -
o Keywaord r W/ Lirk ko Patient v - =
Send and add ko Remove fram Filker
Close Keyword x ‘/ Mark as Reviewed Fawvaourites 3 O Documents

Filter: SMART Form Preview | SMART Form Data

Mame
Favourites
- - ABC Pediatric Centre
» Diagnostic Tools

b Forms FL ol
- Letkers

Appointrment notification

b i Appoinkrment notification 1% Ao A8c,
Consult letter :'
iy Consult letker e
p_) Consult Letter : -
'.';,’;r Letker - Mo Appaoinkrment : ELONEITE R T S

'\:{J' Letker o Family MD from Encounter
&,r Letter to Institution From Encounter reetly,
C{ Letter to Insurer from Encounter
'.'K;J Letter to Patient from Encounter
'\'F.‘J Letter to Referring MO From Encounker
Physio Referral Letter TG
e Physio Referral Letter T
'.",’.:l School Absence
Sevmour Alzheimers Referral

ey SEvmour Alzheimers Referral

TEST M1 1

WhiWiolfdatal TemplatesiLetters\Appointment notification.dokt
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0
3. Click Send and Close (& ) 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.

4. Enter or modify information in the letter as needed.

5. 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.

6. 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 messages” on page 114.

MESSA02  Ertered by Janna S, MD PRD FROPC (19-Fek-2016 14:00)

Patient Accepted - P2

[Hotes:

Lo Meszsage Left: with patient Xavier R (19-Feb-2016 14:32) - C eted
g Sent appointent date and time ta referring clinic.| BASES

lMessage Left

Completed: [ Mo Answer

Relirect...
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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.

Practise: Sending notifications to referring clinics

' m Open and fill out a SMART form letter indicating that your clinic requires more
information before the referral can be accepted.

m Save the letter to the patient's Medical Summary Documents.

Scenario: Recording calls to clinics

| (-4

A provider sends you a message indicating that a referral is accepted and that the
patient is to be booked right away. You call the patient to give them their
appointment information, but you receive an answering machine. How do you
record in the patient’s record that you called and left a message?

Managing declined referrals

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 177). 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.

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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Evaluation

/0 Complete the following questions.

1. You receive a faxed referral, How do you notify the provider to review the incoming referral”?

2. Can you send a referral to a provider for review without adding the patient to your EMR?

3. You receive a message from a provider indicating that a referral is to be rejected. How do
you remove the patient from your clinic’s roster?

4. When you book an appointment for a patient who is on the Waiting List, does the EMR
remove the patient from the Waiting List automatically?

|~ End of Module
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Introduction to this module

Purpose

This module introduces you to patient billing for uninsured services. You learn how to create a
bill, how to record a payment (or a partial payment) to a bill, and how to reverse a payment.

»

This module covers only basic information about biling patients directly. For
detailed information on billing in Wolf EMR (including provincial biling), be sure to
participate in the billing training, or see the Wolf EMR Billing User Guide.

Objectives

Upon completion of this module, you will be able to:

m Create a patient bill

Print an invoice or receipt
Record a payment toward a patient’s bill
Reverse a payment to a patient’s bill

Write-off a patient’s bill
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Creating bills for patients

In Wolf EMR you can create bills, print invoices, and print receipts for services billed directly to
patients.

To create a bill for a patient:

1. On the Wolf EMR Launch page, click Billing ($ ). The EMR displays the Billing window.

2. If you are creating a bill for a day other than today, click Calendar, and then click the Service
Date.

3. In the provider drop-down list (located in the top left corner), click a provider.

The main area of the window displays today’s billing list for the selected provider.

The billing list includes all patients with booked appointments with the selected
Y provider for the selected date.

4. In the billing list, click the patient you want to bill. The right pane displays the bill entry area.
Here you can enter or modify a bill.

8 Billing (=N Eol =)
File Edit VWiew Options Reports Help
[ L .J ay [MewBil =] caterar ] | Retresn |
ICDIes‘ “eta v] Friday, September 25, 2015 *Payes # [quqmwem payes number -]
= = = = *Bil Tor [Med\ca\ Services Plan BC v]
Service Date Patient Len. Invoice® Fee Icog Units| % Bill $% Billect
25/2ep/2015 0820 Test, Freeman Dwayne 28 10 1
25/2ep/2015 0900 Test, Harlan 65 10 1 Tl
25/Sep/2015 0930 Test, Jeanett 91 10 1
25/5ep/2015 0350 Test, Lory 43 had 1 *Fee Code J Desc s Billed *Locum
25/Sep/201510:50  Test, Caralynn 65 " 1 ooo@ 1 Ho %
25/5ep/201511:20  Test, Quinn 53 77 1
25/Sep/201514:00  Test, Garry 39 77 1 [ ']

[ Hospital [ v, Hnits: 1
*CDI Code fDesc

Service Location

*Location [A-Prammnners Office - In Community v]
< n 3
Previous Billing Facilit -
Search By Y [<tnkniawn ]
From gipovi2ote [T smimepems [ [Mad\na\ Services Plan BC v] Modity Settings
Billing 10 Service Date Service To In & Insurer Fee 108 Bill 3% Bill &ctj | Paid $5

5. If the patient is not on the billing list:
a) Click New Bill. The EMR displays the Patient Search window.

b) Search for the patient and then double-click the patient's name.
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In the bill entry area (right pane), the EMR displays the patient's name in the New Bill

Patient field.

6. Use the following table to enter information in the bill entry area.

Field Description

Bill To

In the Bill To drop-down list, select Patient.

Fee Code/Desc

1. In the Fee Code/Desc field, enter the fee code or service
description, and then press Enter.

2. In the drop-down list below, click the appropriate 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.

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 biled amount in the Bill $$ column in the
biling list.

Rate (field to the right of
Fee Code/Desc)

If you want to charge a different rate than the default, in the
Rate field, modify the amount.

7. Click Save. The EMR displays the following prompt: “Are all services entered for this bill?”

8. Perform one of the following actions:

m If all services are entered for this bill, click Yes.

m 0 add more services to the bill, click No. The EMR inserts another line into the original
bill. Repeat Step 6 and Step 7 .

The EMR opens the Invoice Detail window.
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B3 Inwvoice Detail
File

@ O

Invoice Information
Billed: |25 97

Payment Detail
*Amourt: o5 g7

MSF Date:

Paic: | ng Due:|2g.97 Date: |42Decizona

*Payment 12Deci2014
Drater

‘ NOT PAID ‘

“thethod: -qap - | Adjust bill ta match payment

i | Numier: | save || Distrioute

M Deposit Date: j | Prirt | Reverse Pmt Fefund Pmt

Paidl Date

Paid § | Payment Methoc Mumber Deposit Date MSF Payme

4

Fields prefixed with * are mandatory

" [3

9. Using the following table, in the Invoice Detail window, enter payment information.

Field Description

*Amount Ensure the payment amount is correct.
If you are entering a partial payment, enter the actual paid amount.
Method In the drop-down list, select the method of payment.

Note: Options in the drop-down list can be customized by your
clinic. Users with administrative authority can add additional
options (for example, Visa).

Payment Date

If payment was received on a day other than today, enter the date of

payment, or to select a date from a calendar, click j .

Number

If the payment is by cheque, enter the cheque number.
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Description

NOT PAID It 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
payments to patient bills” on page 188.

The EMR displays a prompt asking if you want to print the invoice.

10.Click Save. The EMR displays the payment in the lower pane of the Invoice Detail window.
11.7o print a receipt, click Print.

12.Click Exit.

Q Invoice Tips:
m 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.

m [f you bill a patient in error, you can delete the bill as long as no payments have
been recorded to the invoice:

1. On the Billing window, In the billing list, click the patient’s bill,

2. In the Biling menu, click File > Delete Bill.

Practise: Creating a bill for patient
o m Create a bill for a patient.

m Use your clinic’s fee code for a missed appointment.

m Indicate that the bill is not paid.
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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 when you receive payment.

»

Record a payment as soon as you receive it. The EMR cannot report which bills
were paid or not paid unless you record them in the system.

To record a payment to a patient’s bill:

1. Open the Patient Maintenance window for the patient.

Q

from:

Tip: How you open the Patient Maintenance window depends on where you are in
Wolf EMR at the time of payment. You can open the Patient Maintenance window

m Appointment Scheduler: See “Searching for patients” on page 6.
m WorkDesk: On your WorkDesk, click Demographics.

m Billing window: On the Billing menu, click View > Patient Maintenance.

2. Click the Billing tab. The Billing tab displays a list of bills created for the patient.

B Patient Maintenance
File Wiew Options Labels Reports
alol =
L, Casey
[ * Patiert Search * it Mame/AddrPhone it Cthe
f Lab Results T Documents T
Appoirtmerts If Billing: I <ot
Search By
Service Date From: j Service Date To: j
Insurer: I -
Physician: I -
Search
Service Date Service To I # Inzurer Bill 55 Bill Al Paid 55 Paicd &0 Paicl Date Fee 1C09 Phi
OdMowi1s 40272 Cther Insurer 60.00 oo 50.00 Odowi2015 1002 Cal
ZHOCHN 2 39955 Patient 3000 o0 1001 Cal
160t 2 39863  Patient F0.00 oo F0.00 16cti2012 100 Cal

w

. Click the bill you want to record a payment for and then, click View > Invoice Payment or,

on your keyboard, press Ctrl + P. The EMR opens the Invoice Detail window.

4. In the Invoice Detail window, enter payment information. See Step 9 in “Creating bills for
patients” on page 184.

~N O O

. Click Exit.

. To print a receipt, click Print.

. Click Save. The EMR displays the payment in the lower pane of the Invoice Detail window.
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Practise: Adding a payment to a patient’s invoice

| (-4

m Find the bill you created for the missed appointment.
m Make a partial payment and save the invoice.

m Open the invoice again and indicate that the patient has paid in full.

Scenario: Adding a payment to a patient’s invoice

| (-4

A patient is picking up a letter from their practitioner today, so you have already
created the bill for this service. However, when the patient arrives they can only pay
$20 toward their $50 bill. How do you record the $20 payment that the patient
made today?

Scenario: Creating a bill for a patient and adding a payment to a patient’s
invoice

( (-4

Donna’s visit today was for a Driver's Medical, for which your clinic charges $150.
How do you create the invoice and record her payment?

Reversing payments

If you record a payment for a bill in error, or enter the wrong payment information, 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.

To reverse a payment to a patient’s bill:

1. Open the Patient Maintenance window for the patient, and then click the Billing tab. See
Step 1 1o Step 2 in “Recording payments to patient bills” on page 188.

2. Click the invoice you want to reverse a payment for and then, on the Patient Maintenance
menu, click View > Invoice Payment or, on your keyboard, press Ctrl + P. The EMR
opens the Invoice Detail window.

3. In the lower pane of the Invoice Detail window, click the payment you want to reverse.
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4. Click Reverse Pmt. The EMR treats the payment as unpaid. If you scroll to the right of the
payment row, you can see the Payment Reversal Date.

Eile
Invoice Information
Billed: Paid: Due: Date:
|.un | l!e|7u.m | e: [28/0ct2011 ‘ NOT PAID ‘
Payment Detail
*Amount: 7g *Methed: Cash Y] [] Adjust bill to match payment

4 LU ¢

Fields prefixed with * are mandatory

5. Click Exit.

a Practise: reversing a payment
v m Find the invoice that you added a payment to.

m Reverse the payment.

Scenario: Reversing a payment

| (-4

You enter a payment for a patient bill and realize that you entered Cash instead of
Cheque. How can you modify the payment method?

190 Wolf EMR Course Workbook for Front-End Staff - Issue 02.03




Billing patients for services

Writing-off bills
You write-off a patient bill if;
m You know you will not receive payment for the bill.

m You receive only a partial payment for a bill, but you want to mark the bill as complete (that is,
you want to accept the bill as fully paid).

m You created the bill in error. For example, you created the bill for the wrong patient.
When you write-off a partially paid bill, the EMR notes the unpaid portion as written-off,
To write-off a patient bill:

1. Ifa payment has been applied to the bill, and the payment is to be written-off as well, reverse
the payment before you write-off the bill. See “Reversing payments” on page 189.

2. Open the Biling program: On the Wolf EMR Launch page, click Billing ($ ).
3. Search for outstanding patient bills:

a) On the billing menu, click View > Receivables (or 100% Paid). At the top of the billing
list, the EMR displays two Receivables for drop-down lists.

% Billing
File Edit ‘View Options Reports Help
2] L J fs [ Mew il (Detaiis | (=] calender |[Tooay |[= | [Refresn |
Receivables for.
[Cnles, \eta vl [ v]
Patient Inwoiced | Fee ICD9 Units| % Bill §% Bl

10ct2015 09:20  Test, Candi 31 100 %70 1 100 2879
190ct201510:00  Test, Jaime 63 16100 414 1 100 34.23
190ct2015 10:30 Test, Sam &1 1
190ct2015 10030 Test, Shauna 54 1

b) In the left drop-down list, select the practitioner you want to view bills for, or to view bills
for all practitioners, click <All Service Providers>.
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c) Inthe right drop-down list, select Patient. The EMR displays the Query Options window.

Query Options
Fitter By
Date Selection Service Recipient
Do sl Date Type @) All Patients
- @) Bill Creation Date ) Selected Patient
30+ ") Service Date zzarch | |
3 -EB0
DB1-90  CErom OfiJans1987
a0+ UpTo 07 Mow/2015
@ All
Cancel I l QK l

d) In the Date Selection area, click All.

e) Click OK. The EMR displays all unpaid and partially paid patient bills in the billing list area
of the Billing window.

f)

4. Inthe list of outstanding patient bills, click the bill you want to write-off and then, on the Billing
menu, click File > Write Off > This Invoice.

5. In the WriteOff Reason window, select one of the following options:
m Uncollectible: If you know you will not receive payment for the outstanding bill amount.
m Mistake: If there was an error on the bill or if the bill was created in error.

The EMR writes off the bill, and displays the word WriteOff in the Remitted column of the
billing list.
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Scenario: Correcting bills

| (-4

Joe is in for a drivers medical with Dr. Baker. As Joe waits for his medical, you have
him pay for the visit and you record a payment for the invoice. Dr. Baker falls
behind on her patient visits and Joe ends up waiting for 2 hours. Joe asks for his
money back and leaves. How do you reconcile the bill in the EMR?
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Evaluation

/0 Complete the following questions.

1. You need to bill a patient, but you do not see the patient in the billing list. What are your next
steps?

2. You can record a partial payment on an invoice that you previously created.
a) True
b) False

3. You recorded a payment of $50 towards a patient's invoice in error. How can you correct
this?

|~ End of Module
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Questions?

WOoIfEMR.Support@telus.com

&,

L Wolf EMR Community Portal at:
https://telushealthcommunity.force.com/wolfcommunity

1-866-879-9653 (Option 1)

000

=7 TELUS |HEALTH

Information for Life.


https://telushealthcommunity.force.com/wolfcommunity
https://telushealthcommunity.force.com/wolfcommunity
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