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Log-in Information

Below is your Northern Health student account login information. Please keep a copy of this
information for future reference.

Name: Use Mail Merge Fields
Username: Use Mail Merge Fields
Password: Use Mail Merge Fields
PIN: Use Mail Merge Fields

Remember to activate your account before trying to log-in.
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Quick Reference Sheet

For more details, please refer to the pages contained in the handbook.

Accounts for NH must be activated before your first login. Please see the next page on how
to activate your account. Once you complete the online process it may take 1-2 days before
your account is ready for the first login. It is best to activate your account a couple of days
before you head to your clinical site (you can activate the account from home, school, etc.).
Please note the password provided is temporary and your first login MUST be on a Northern
Health computer within the Northern Health network at which time you will reset your
password.
If you either had a previous ID with NH or are a current NH employee - and we were able to
verify that it was to remain active — you will use that same log-in (in these instances you
would have had correspondence with someone from your program). If you have any
problems trying to access your account contact the ITS User Access team at 1 888 558
4357 option 5 then option 2
If you have password or userID problems — please follow the instructions in the handbook
on how to contact NH'’s helpdesk. Remember — when asked for your PIN has been included
on the page with your username and temporary password.
There is currently some HTML coding issues within the iPortal page. This only becomes an
issue when you are accessing iPortal from outside of NH. The issue presents itself by
indicating that certain pages are not accessible. The current fix for this is:

o When you receive the “connection has timed out” message

o0 Click on the URL that your browser is attempting to go to by clicking on the Address

Bar
o0 Go to the start of the URL (left hand side — when | click on the URL | press the
HOME button which automatically brings me to the start of the url)
0 You will need to type the following at the beginning followed by the rest of the URL:
= https://

If you have not accessed your account in 90 days you will be locked out and need to contact
IT to have it reset. Ensure that you know your pin number in case you are asked for it.
Problems with userID’s and passwords MUST to be addressed by NH through their
helpdesk. In the event that you are unable to get the issue resolved within NH please email
the delegate at your education institution responsible for student IT access with the following
info:

o NH userID name

o0 Student ID number

o0 Description of problem and what you have attempted to do to resolve
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External User Accounts

Activating Your Northern Health User account

Accounts for Northern Health must be activated before you first login. Once you complete the
online process it may take 1 -2 days before your account is ready for the first login. It is best to
activate your account a couple of days before you head into your clinical site.

You can activate this account from home or an external computer. This account cannot be
activated from a northern health computer

1. Open your web browser (Internet explorer)
2. Navigate to http://www?2.northernhealth.ca/accountrequest
The following web page should appear:

@ hitp://wwwn2.northernhealth.ca/accountrequest/ L-ex = Northern Health External A... *

File Edit View Favorites Tools Help

K7)
}(‘ northern health

Welcome to the Account verification website.
Please fill out the following information and your account will be activated:

First Name:
Last Name:
User Name
PIN
Contact Email:
Contact Phone #:
Please read the following Northern Health Policies and Procedures before proceeding:
Information SystemAccess Confidentiality of Data
ElectronicMessaging InternetAcceptableUse

[711agree to the Northern Health Policies.

*If this webpage does not open, please try navigating to:
http://www.northernhealth.ca/accountreguest

If you still can’t access the account verification website at this point, please contact the
Northern Health ITS Service Desk at 250-565-2784 or 1-888-558-4357
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3. Enter your First and Last Name, Northern Health username (ex. jdoe), 4 digit PIN
number (Student ID last 4 digits) , email address, and phone number.

4. Read the Information System Access, Electronic Messaging, Confidentiality of Data, and
Internet Acceptable User policies and procedures.

5. Select the | agree to the Northern Health Policies and Click the Verify Account button

nealth.ca/accountrequest/ (2 Northern Health External A... %

Help

1 health

\Welcome to the Account verification website.
Please fill out the following information and your account will be activated:

First Mame: John

LastName: Doe

User Mame 1Doe

PIN: 4687

Contact Email. Jjohn_doe@mail.com

Contact Phone # 250-555-5555

Please read the following Northern Health Policies and Procedures before proceeding:
Information SystemAccess Confidentiality of Data
ElectronicMessaging InternetAcceptablelUse

gree to the Morthern Health Policies.

6. After selecting the Verify Account button you should see the following screen:

& http://www2.northerhealth.ca/accountrequest/default.aspx & Northern Health External A... %

File Edit View Favorites Tools Help

)
}(‘ northern health

Thank you! Your account will be reviewed and activated.

From this point, your user account will be activated within 1-2 business days. If you require
further assistance please contact the Northern Health ITS Service Desk at 250-565-2784 or 1-
888-558-4357

Please note that you will not necessarily be sent an email saying that your account has been
activated. It is best to check after 2 days to ensure it has been activated. Your first network login
will need to be done from a NH network computer.
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How to Activate PowerChart Access

Your first log in into PowerChart MUST be on a Northern Health Computer and within the
Northern Health network at which time you will be required to re-set the password.

Follow the steps below once you have logged into an NH computer.
If you are already a current Northern Health employee, you do not have to complete this step.

PowerChart Password re-set process

When you first log into PowerChart you will see the “pop up” below. This step allows you to set
a password to allow Single sign on. Single sign on means that once you have logged into a
Desktop computer you can click on the PowerChart icon without entering another username and
password.

1. Click Yes and the “New Logon for Cerner Millennium” window displays:

Citrix Password Manager il

\_?;) Would you like Citrix Password Manager to remember your logon information For this application?

= No |

User Mame :

Password

Domain :

FROD

oK
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2. Enter in your username and for the password, type in your username in all lower case
3. Click Finish

Mew Logon for Cerner Millennium il

Citnix Pazsword Manager has detected an application that is requesting
logon credentials. Enter your logon information and chick Finish bo submit
your credentials,

UszemameAD: Iusername

Pazzsword |sessssss

Domain(1}: [PROD

password is the same as
username (all lowercase)

< Back Finizh Cancel Help

You should now be logged into PowerChart, and you're Citrix Single Sign is configured. From
now on, when you click on the PowerChart icon, PowerChart will open automatically.

Troubleshooting User ID or Passwords

Problems with User ID’s and passwords must be addressed by NH through the Help Desk.
Remember: You will be asked for your PIN number along with your Username and temporary
password.

For Access Related Issues only contact:

Phone: Help Desk at 1-888-558-4357 and press option 5 and then option 2” or via email .
Email: ITS.UserAccess@northernhealth.ca

In the event you are not able to get the issue resolved within NH please contact your instructor
with the following info:

NH userID name
e Student number
o Description of the problem and what you have attempted to do to resolve
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Current Employee with Northern Health

If you are currently an active employee of Northern Health and will be working in this capacity
during your schooling, you will use your normal log in when accessing PowerChart.

You will see a pop-up box asking you to “Establish Relationship,” while you are in your student
role select “Nurse-Student”

If you are having problems with this step please contact the ITS Access team
Phone: Help Desk at 1-888-558-4357 and press option 5 and then option 2”
Email: ITS.UserAccess@northernhealth.ca
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Iportal

How to Access Iportal from a Non-NH Computer

1) Open Internet Explorer (note: only use IE to access Iportal)

2) Type https://iportal.northernhealth.ca in the address bar and hit enter

r":: Google - Windows Internet Explorer

———

\\E—}r 1@! | https:jfiportal northernbealth, caf ‘

File  Edit Wiew Faworites Tools  Help T~

3) When prompted for credentials enter nirhb\ and your username, enter your password
and click okay

Connect to iportal. northernhealth.ca

%

Connecting to iportal.northernhealth. ca.

User name: nirnbusername V|

Passward:

[C]remember my passward

x [ ]
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IPortal Links
Below are some links to information on Iportal regarding the use of PowerChart:

https://iportal.northernhealth.ca/Browse/cistrainingsupportsite/default.aspx
At this link you will find videos on how to use PowerChart functionality.

CIS Training Support Site
VWelcome to the CIS Training Support Site! ﬁz

As a new site to the Provider Solutions portfolio we are currently working towards supporting CIS training throughout
Morthern Health. In this site you will find current documentation that will help to support yvou. the facility trainer. As we are
a new unit to the Clincial Information System team we will be expanding and updating this site as we grow.

Located below are quick access buttons to training outlines, assessments, classroom handouts and training guides for
whichever avenue of training you are involved in. We will be advancing this website regularly so please check back for
updates on a regular basis!

B -
Nursing Facility Message Center
Trainers J . Information
>
E-Learning
- h )
/ Adding Enhanced View ||~ = eHealth Viewer
Allergies Information = Information
>
-
Allergy Training
Log
>

http://iportal.northernhealth.ca/clinicalresources/CIS/Cerner%20User%20Guides/Forms/Allltems
.aspx

View All Site Content Diagnestic Imaging User Guides
Laboratory User Guides

Pharmacy User Guide

PowerChart / QuickReg User Guides
Registration / HIMS User Guides

iPortal = Clinical Resources = Clinical Information Systems = Cerner User Guides

Lists
Documents

Training Documents

Cerner User Guides e e TR

CIS Calendar tems Type MName Modified
. ﬂ Health Link Merth Anatomic Pathology User Guide 13042010 4
Pictures
'ﬁ Health Link Morth ESM User Guide 2300272010 1
ClI5 Home
HLMN Contacts ﬁ Health Link Merth General Laberatory User Guide 280520101
Discussion Board 'ﬁ Health Link Merth HIMS User Guide 2600320101
Newsletters, ﬁ Health Link Merth Laboratory Downtime User Guide 280520101
reports, and tools
Sl ] Health Link North Laboratory Manager User Guide 1500412010 1
FAQs
B o 'ﬁ Health Link Marth Micrebiclegy User Guide 15404720101
owerChar
. . 'ﬁ Health Link Morth Pharmacy Supply Chain User Guide How to manuals for 240212010 2
HLMN Application PowerChart
Demo Videos ) Health Link North PharmNet User Guide 240220102
CIS Laboratory ) Health Link Nerth PowerChart User Guide 20/04/2010 3
(LETEERETD ) Health Link North Quick Registration User Guide 2800212010 8

IS Madical
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Other iportal links of interest:

Policies, Procedures & Clinical Practice Standards (DST’s)

Policies, Procedures & Clinical Practice Standards (DSTs) are located on OurNH, the new

Northern Health intra-net site. To access OurNH use the link below then select the Policies &

Procedures tab. Policies can be located by keyword search, title or category.
http://ournh.northernhealth.ca/Pages/home.aspx

Library

https://nhalibrary.andornot.com/

Issue with logging onto Iportal when not on a NH network

If you are not on a Northern Health Network and are having issues accessing the NH Iportal
page then follow these steps: (i.e. you receive a “connection has timed out” message)

1. Click on the URL that your browser is attempting to go to by clicking on the Address Bar
2. Go to the start of URL (left hand side. Tip: Press the HOME button which automatically
brings me to the start of the URL)
3. Type the following into the beginning of the URL:
https://

4. Complete the rest of the URL information
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How to Contact Help Desk (Service Desk) in NH

For Access Related Issues only contact:

Phone: Help Desk at 1-888-558-4357 and press option 5 and then option 2”. This will take you
to the ITS Access Team.

Email: ITS.UserAccess@northernhealth.ca

Calling for general Help on PowerChart.

1) Call the service desk at 250-565-2784 or 1-888-558-4357
2) Listen to the prompts: for Xerox press “1” for the Service Desk press “2”

3) Explain the details of your incident to the Service Desk Agent and provide your first
name, last name, phone number, location and the computer number. Include how you
can be best contacted as response time may be delayed.

4) Once the ticket is logged you will receive an email with the ticket number
Email
1) Open a new email message in outlook

2) Type its.servicedesk@northernhealth.ca in the “To” field

3) Add a subject and a description of your problem to the body of the email, make sure to
include any error messages, location, phone number and computer number

Voicemail
1) Call the service desk at 250-565-2784 or 1-888-558-4357
2) Select option 2
3) If you are placed in the queue you will have the option to leave a voicemail by pressing 1

4) Leave a voicemail after the beep containing your first name, last name, computer
number, phone number and location

Note: In the event you will be asked to verify your identification the last 4 digits of your
student ID# are to be used.
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Troubleshooting Problems

Northern Health accounts need to be accessed every 90 days or else you will be locked out. If

you happen to get locked out call IT and they can assist you. Be sure to have your Pin number
(last 4 digits of your student ID) handy as they may request it.

Accessing OurNH or iPortal from a non-NH computer can be done by visiting Northern Health’s
website then clicking on OurNH or iPortal at the bottom of the page.

If you are having difficulties accessing OurNH from a non-NH computer, it may be because your
internet browser is not compatible. Instead of Internet Explorer, try using Safari, Google Chrome
or Fire Fox.
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Confidentiality

Any person accessing the Northern Health computers must be aware and agree to Northern
Health's Data Access and Confidentiality Contract.

A screen shot of the contract is on the following page.

Auditing
Northern Health utilizes a number of systems that include confidential and private information.
All information generated within the organization is private and is for the sole purpose of the
business of Northern Health. In order to meet legislative requirements, Northern Health has
auditing capabilities and conducts periodic audits to assist with investigation of inappropriate or
unauthorized access to electronic health records as directed/conducted by the NH Privacy
Office.

For example: some practices that would not be considered privacy-complaint and may instigate
a review are:

e Sharing of Usernames and Passwords

e Not logging out when leaving a computer unattended, which might allow inappropriate
use of electronic information systems.

e Accessing health records that are not required of them to conduct the duties of their job.

e Using the electronic health record system for accessing their own record or records of
family or friends.

For further information on Privacy and Security, visit the NH Iportal site:

https://iportal.northernhealth.ca/CorporateResources/privacy/Pages/default.aspx
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Please review the Data Access & Confidentiabity Acknowledoement required to access to Morthern Health computer
systems.

Your access may be reviewed and revoked pending acceptance of the admowledgement.

1 adknowledge that all information to which I may have access to or learn about through my relationship with the
Morthern Health Authority (MH) is strictly confidential and not to be communicated to anyone in any manner except as
authorized by NH policy, and when so authorized, it will be in compliance with the Freadom of Information and Protection
of Privacy Act of British Columbia (FIPPA).

I further acknowledge that information is not to be copied, altered, printed, interfered with, destroyed or taken, except

upon authorization and in accordance with established policy and the FIPPA. I understand that compliance with
confidentiality is a fundamental condition of my computer system access privileges and employment with NH.

I have read, understood and agree to abide by the following:

» [ acknowledge that my username and password is equivalent to my legal signature and is not to be shared with
anyone. I will be held accountable for all activity performed under my access account. Upon loss or suspected
disdosure of my password to another individual T will immediately inform the appropriate authority as follows:

O NH staff contact the ITS Service desk at 1-888-553-4357 or e-mail servicedesk @northernhealth.ca

. Lhonmnﬂebmofmacmssmm.lﬂmeuuthmumhasbemmpeﬂvbmed off from the
computer systems. I will not leave my workstation logged on and unattended unless locked

# [ wil treat al electronically stored data and printed documentation as strictly confidential,

#» [ will only access data which relates directly to my job functions on a “need-to-know” basis and use such
information only for and to the extent required by the business purposes I am authorized to perform.

# [ wil not access my personal health record or the health record of any member of my family, co-worker or any
ather individual for whom I am not providing direct care as a requirement of my employment. I understand that
I can access my personal health information through other established procedures through the appropriate
Health Records Department.

# [ wil only share personal information with individuals who “need to know" and who are also involved in providing
health care services to the patient/dientfresident as a requirement of their employment.

# I will use my network access privieges (induding Internet and E-Mail) in an ethical and professional manner, for
the purpose of NH related business andfor as authorized by policy.

# [ wil not, by any methods, remove any electronic data or software from any MH fadility without proper
authorization.

# [understand that all of my computer system activity (e.g. accesses, searches) is monitored and recorded in an
audit trail and that random compliance audits will be conducted and potential breaches investigated.

# [n the event of a suspected or confirmed privacy or seourity breach, I will immediately inform the IPO office at
1-866-565-2999 (local 5822) or e-mal privacy @northernhealth.ca

# [ hereby admowledge that failure to comply with these terms can lead to disciplinary action, which may indude
termination of access, termination of employment, termination of contract, withdrawal of privileges and for

& [ have reviewed and understand the content contained in the Information Privacy & Security eLearning Module
provided.
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PowerChart

Logging into PowerChart

We are using a sign in process called Single Sign-on. This means you will only be required to
log onto the Northern Health network with your username and password. The Power Chart icon
will display on your desktop. Simply click on the Power Chart to open the application. You will
automatically be logged in without being prompted for a username and password.

Power Chart icon

-
/

r )
[l

PowerChart

Tips and Tricks

1. Wiggle the mouse if the screen is black.

2. If nothing appears on the screen (the screen remains black), turn on the device by
pressing the power button on the top of the box attached to the back of the screen.

3. If someone else is logged onto the workstation (it is NOT at the CTRL-ALT-DEL
screen) ensure you log that person out first before you login.

4. When the CTRL-ALT-DEL screen appears, hold both the CTRL key and the ALT key

down at the same time and press the DEL key once.

Welcome to Windows

?%‘!‘,s’ Press Ctrl-Alt-Delete to begin,

Requiting this key combination at startup helps keep your
computer secure, For more infarmation, click Help.

iHele

5. Enter your username in the User name field.
6. Hit the TAB key.
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Log On to Windows

Copyright & 1985-2001
Microsoft Corporation

User name: |Enter Username |

Passwoard: Fnler Password |

[ 0K ] [ Cancel ] [ Options == |

Enter your password in the Password field.

Click OK button, or hit ENTER key.

When the system starts up completely, you will see your HLN icons.
10. Double click on an icon to open the appropriate application.

If on a Thin Client you may need to do the following:

Note: A Thin Client is a computer which depends heavily on some other computer (its server)
to fulfill its traditional computational roles. This stands in contrast to the traditional desktop
model which is designed to take on these roles by itself.

Citrix Password Manager |

§ ? } Wauld waou like Citrix Password Manager ta remember yaour logon information for this application?

1. Click Yes.
2. A window for New Logon will open.
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New Logon for Citrix Program Meighborhood Agent n

Citris Pazsword Manager haz detected an application that is requesting
logoh credentials. Enter your logon information and click, Finish to submit
wour credentials.

Username/I0: |YDurUserName - Same asyour
network logon

[l

Pazzword: |-nuu-

Confirm Passward: |"uuu

Damain(1); |NIRHE

< Back | Finizh | Cancel ‘ Help ‘

3. Enter the same username and password you used to log into the computer in the

Username and Password fields.
4. Enter your password again in the Confirm Password Field.
5. Type NIRHB in the Domain field.
6. Click Finish.

Your desktop will appear with the appropriate Power Chart and Internet icons
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System Timeouts

Thin Client Workstation

Inactivity
(no use of What happens What you do to continue
mouse or
keyboard)
Wiggle the mouse to bring your
15 minutes Screen powers off screen up again exactly where you
left it
2 minute warning
appears to
disconnect Citrix Repeat logon procedure at any
60 minutes session (suspend workstation.  The session begins
session) (Will hear a | exactly where you left off.
beep when the
message appears)
62 mi Citrix session is Repeat logon procedure at any work
minutes . . : 2
disconnected station. Session starts at beginning

Regular Workstation

Inactivity
(rr:]?)ﬁ;eeg: What happens What you do to continue
keyboard)
: . Only the person who was last logged
60 minutes 2 minute warning on can unlock the workstation
: appears to disconnect :
(different on each o : Everyone else has to power the
: Citrix Session (suspend . :
workstation) : workstation off and back on again, and
session) . .
then login again
Citrix session is Double-click on the HLN system icon.
62 minutes . The Session begins exactly where you
disconnected
left Off.
15 minutes later Citrix session Double-click on the HLN system icon.
terminated The session starts at the beginning.
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Logging Off

Below is the recommended process for logging out of Power Chart. This wi
session in Power Chart.

1. Close any open charts
2. Select the Exit Icon or go the Task Menu>Exit

Il properly close your

Task Edit  Wiew Patient  Chart  Links  Help
| =1 Message Center 2] PAL £ PtList &3 Multi-Pt Task List 7o oH

i Close the Charts
T Tear off L3 attach Ml Exit & P " = S Batch

ZLLTEST AEBM .. X

Patient

=

hange Password
Reparts

Task Edit  Mew Patient Chart L

Lad

Chart  Links Inbox Help

| 4 Ptlist 52 Multi-Pt Task List

E xit a PM Conversation - @B.

| =1 Message Center PaL *,1?} Pk List &

" Tear OFF TEL .ﬁ.ttan:{ M Exit |& prc
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Timeframe Selection

Once Power Chart opens you will be presented with a timeframe selection window which set up
the timeframe for your Patient Access List (PAL). Generally a 12 Hour shift is acceptable.

1. Choose a shift from the prefabricated or enter your own time range by selecting “Select a
Time Range”.

M Timeframe

—f* Select a Shift

12 Hour Diay Shift (700 - 1300]
2 Hour Dap Shift (700 - 1500)
3 Hour Evening Shift [1500 - 2300]

—{" Select a Time Fange

Fram; IWEB I—E
[ = 1= —

ok I Cancel |

Note: The shift selections will vary depending on the time of day it is. You will not see the
evening selections in the day time and vice versa. Setting the time frame sets the view for your
PAL and Pt List and displays within the Information Bar of the PAL and Pt List

2. Click OK.
3. The Organizer will open.
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PAL and the Pt List

The difference between a Patient List (Pt List) and a PAL is that a Pt List is a static list that
displays patient and location information. The PAL is an interactive list, based on and built from
the Pt lists that are available. Information within the PAL is visible at a glance or can be
accessed thru an icon as the new information is available

Building and Maintaining Location and Custom Patient Lists

Patient lists help you organize and easily access a large amount of patient data. You can view
patient lists based on a customized criteria or a patient location. These two types of patients’
lists are the most commonly used. You can build up to 10 different patient lists.

Location lists: designate a specific location such as a nursing unit, and lists all patients
currently located in that unit. You cannot add or remove patients to or from the list

Custom lists: Patient entries are not generated automatically. You must manually enter the
patients you want on the list. You can add patients to or remove patients from the list
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Creating a Location List

Click on the Pt List Tab

Click on the List Maintenance Icon £
The Modify Patient List window will appear.
Click New (bottom right)

A patient List type window will appear

arown B

Patient List Type x|

Select a patient list type:

Customn

Laocation
Provider Group
Wisit Felationship

< Back | = | Eitwzh | Caticel I

6. Double click on Location

7. Double mouse click on the name of the Facility or select the + sign to open the “tree”
Double mouse click again on the Facility Name or the + sign to view the names of the
locations within the facility

8. Highlight the name of the location or nursing unit. This information will flow into the
“Name” field at the bottom.

9. Select Next to complete the filters or Proxy. This can be done after the list is built. To
skip this step click on Finish

10. Click Finish
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{Location Patient List o | B

3

Select a location:

#-fH Lakes Districk Hospital & Health Centre -
B Mackenzie & District Hospital & Health Centre

B Masset Hospital

+]-gH§ McBride & District Hospital

¥-¢H Mills Memorial Hospital

B Prince George Regional Hospital

Jubilee Lodge

PiERH Withdrawal Management Lnit - I
Phoeniz: Medical Lab
=1-ff# Prince George Regional Hospital-Inpatient Highlight the Location I
: --@ 1st Floor Day Care Surgery

29 1st Floor Inkensive Care Unit

&5 15t Floor Maternity

&% 1st Floor Meonatal Intensive Care Lpi
Znd Floor Family Medicine Linit

t 2% 2nd Floar Internal Medicine Unit

Select Nextor Finish

L

FAERN
7 s
Mame [Limited to 50 characters) |2nd Floar Family Medicine Lnit / \

Back Finish I Cancel | |:

11. The Modify Patient Lists window will appear.

12. Highlight the name of your list within the Available List

13. Select the Green arrow to move the list over to the Active List
14. Select OK and the list will now appear as a tab in the Pt List.
15. All patients registered to this location will appear on the list

N % Modify Patient Lists x|

Auwailable lists: Active lists:

2nd Floor Family Medicine Unit Test
| Allvisit Relationships

Highlight the name of the location

Selectthe Green Arrow

ol
o 2]

Mew Ok I Cancel I

Power Chart Handbook for Student Page 25 of 39

Nurses ‘“./(‘ northel‘n health



Building a Custom List

Follow the instructions from steps 1-5 within the Building a Location List
A patient List type window will appear.

Click on Custom

Click on Next

pPwpbPE

Patient List Type x|

Select a patient list type:

Custom
Location
Provider Group
izt B elationship

s

Eack I Mewt I Eiriish I Cancel I

5. The Custom Patient List opens. Enter a name of your choosing for your custom list.

Custom Patient List x|

Enter a name for the list; [Limited to 50 characters)

| Your Patient List Name

Back I [t | Firizh | Cancel

Click Next to add filters. (Filters can be added later) or Click Finish
The Modify Patient Lists window will appear.

Highlight the name of your list within the Available List

Select the Green arrow to move the list over to the Active List

©CoNo
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10. Select OK and the list will now appear as a tab in the Pt List. (for picture see steps #11-
14 within the Building a Location)

11. No patients will appear on this list automatically. You need to add and remove
them as required

Adding patients to the Custom List

Copy and Paste feature

This function can be done only if you have a location list built
Click on the name of the location list tab

Click on the patient’'s name

Click on the Copy icon (top right hand side)

Pwn P

LE» N |SEBRE @S

Copy

5. Click on the Name of your Custom List to open up the window
6. Click on the Paste icon

PE» ARG 6B D 8@H B

7. Click on the Refresh Button to refresh the screen. Your patient will appear on your list

Note: Instead of the Copy and Paste feature you can right click on a patients name in the
Location list and select Add to a Patient List and select the name of the Custom list

Al Patients

ame Foom |Bed| Age Sex |Medical Service|  MAM Enc# |Lengtl
ZZZTEST. FSl AZI04 A Medicine 11-07594-92 001130796 152
TESTFAMILY, ERROR AZ205 A 23years Male  Medicine 11-0790-93 001130042 346
ZZZTEST, BLOODF BANK RO207 & duess Male | Medicine 11-0785-75 001129474 452
ZZZTEST, MEDITECHAE MIDDLE Patient Snapshat. . Medicine 11-0757-74 001131488 39.5
Z7Z, JAMESTRANCURRENTTwO Pravider Information... Medicine 90-4540-02 001131445 43.C
PASTORAL, VISIT isit List. .. Medicine 11-0796-69 001131301 56.5
ZZZTEST, MEDITECHCAP : — Medicine 11-0795-32 001131568 17.5
ZZZTEST, GAYLORD f:dad‘;\':l';;esijf:';'z:f Medicine 90-4761-43 001130877 99.
FMU, UHMEC Medicine 11-07594-21 001130673 193
CLINICALDOCS, FINAL Sart... Medicine 11-0791-23 001130102 339
ZZZTESTING, FUMCTIONALT MOFSI Hide Dbestetrics 90-4571-19 001129679 417
PHARMTEST, SUMNY-FMU CERT Custormize Columns. .. Medicine 11-0785-30 001128674 545
ZZZ, TESTOPZ Add ta a Patient List Test POT128650 5471
ZZZTEST. MEDITECHAR Copy Chr4+-C Christing's Custom List 01131583 14.2
ZZZPHARMTEST, PGRHFMUFIVE CEF povre P N Orares 001131504 29.C
ZZZTESTING, ROBIN Medicine 11-0790-28 001130792 153

Cpen Patient Chart 3
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To add individual patients via the Search function

1. Click on the name of your Custom list
2. Click on Add Patient icon. This will open the Patient Search Screen

|| 2E»aGle R0 @H s

3. Search for the patient and select the correct encounter and select OK
4. Select refresh the screen and the patient will appear on the list

Note: The patient’s encounters (visits) within this list will not update. In other words, if this
patient comes in for another visit, this new encounter will not appear on this list. You need to
remove the old encounter and add in the new encounter.

To remove individual Patients from a Custom List

1. Click on the name of your Custom list

2. Click on the name of the patient you wish to remove from your list. Patient's name is
highlighted in yellow (This function does not remove the patient from the system. It only
affects your list).

3. Click on Remove Patient icon

P E» =T

SEERR @AFALD

Rermove Patient

4. Select refresh and the patient will be removed from the list.
Note: Building, adding and removing patients within a custom list need to be maintained by you.
Removing a Location or Custom list tab

1. Click on the Pt List Tab

Click on the List Maintenance Icon =

The Modify Patient List window will appear

Highlight the name of the list within the Active list window (right side)

The Green Arrow will light up in the middle of the window

Click on the Green Arrow. This will move the list over to the Available List window (left
side)

Right mouse click on the list name and select Delete Patient List

ook wnN

™~
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£ Modify Patient Lists i x|

Avalable ts: Auctive lists:

: - Test

Dielete Patient List A1l Visit Relationships

2nd Floor Family Medicine Linit

= g
o

8. A pop up window will appear asking if you wish to delete this list. Do you wish to
continue? Select Yes

Delete Patient List x|

LD Conkinuing will permanently delete this patient list,
\‘/ Do ol wish ko conkinue?

Displaying the Patient List in the PAL

Patient lists can be displayed individually in the PAL which provides key patient and workflow
information. The PAL allows you to view visit information such as results, allergies and patient
demographic data.

1. Right-click anywhere in the information bar OR go to the Options Menu.

Task Edit  Wiew Patient Chart  Links Options  Patient List  Help
=1 Message Center B PaL f;‘l Pt Lisydi-ljt Task: List Ej shift Assignment 55 eHealth Viewer H

- @ Batch Charge Entry 3 Cocurnents {; Patier

Rt mouse click in the Blue bar or

select Change Pt Listin the Options
drop down
|zzzTestunit \
Change Patient List. ..
Name Change Timeframe. .,

ZZZTEST, CAREMETZ

FFATCCT TADCRICTID RIAICCI

2. Click Change Patient List...
3. Click on an Available Patient List.
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Printing a Patient list

Click on the Patient List tab

Select the Print Icon OR go to the Task menu>Print

Alternatively, within the Task menu you can select Print screen. This feature however,
will only give you a print out of the Pt List screen

wnN P

N T ————
Trmmiiian Pt Ust G P Task List ™7 Shit Assigrament 1 abisakh iewer i =) explosertaeen iﬁ,mg
Bikch Charge Eniey. —J Documents. {3 Pationt Prodct Iy @ Encounter Location Hitory iewer S 1 - totes 39 chorge esary. [ Gokutaor o tossa Serder % eciox B cces anagement cifics [§
RaRecent -l

.zﬂznam ™

FEBUNEY S & DDRE @@ D

 Task | Edt  view Patient Chart Lrks  Patier £3 Access Management Office !
Change Password ;t Pt List &d Mulki-PE T [ *Recent = | Mame - ¢h
HEpeiis Exit A% PM Conversatior _d Print |2 2 minutes ago
Prink L MRP Print
Refresh e Frint
Exit \‘- Prink Screen
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Viewing the Flowsheets

Flow sheets: Lab, Imaging, Other Tests, Recent Results

PowerChart contains 4 Flow sheets; Lab, Imaging Other Tests and Recent Results, which
display the patient results. Information found within these flow sheets are either entered by a
department (Lab, X-ray, Pathology) or by the forms filled out by a clinician. The information is
then displayed for reference. All flow sheets have the same basic components, however the
display and information found in each may differ

Flow sheets have two main sections, the Navigator bar and the Interactive view Section.

Mavigator

| CBC and Differential

| Coagulation - General

| Chemistry - General
Carchiac Stuclies
Urinalysis

Crossmatch Summary

Transfusian Summary

Rautine Testing

Pathalagy Reparts

Interactive View

Navigator Bar

Displays the categories or time frames of the pathway.
Allows you to show or hide categories or time frames. It also
brings a category or time frame and its components to the
top of the components list displayed to the right on the
window.

¢ If the boxes are checked, the component is in view.
¢ If the box is unchecked, the component is not viewed.

To customize your view only, check the categories you would
like to see.

The main section of the view is the interactive view itself. This is where the results are
displayed in a spreadsheet format similar to a flowsheet. Along the left side are section
headings with individual items underneath, such as the section heading CBC and Differential
and the item WBC. Along the top are the date and time columns. Result values are displayed
in the individual cells for section items and date and time.

Section

Heading Power Chart Handbook for Student
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Section

Items

WE#s

Feutra Auto
Lymph Auto
IMaonao Auto
Eps Auto

2 Man
Lymph Man
Monagte Man
Eas Man
Basophil Man
RBEC Marph
FIt Comment

—  Lab View

CBC and Differential

2012-07-13 {2012-07-13 |2012-07-17 |2012-07-17 [2012-07-17 |2012-07-17 2012-03-17
02:24 MST | 02:09 MST | 15:31 MST [ 14:46 MST | 11:15 MST [ 11:14 M5T | 10:55 MST

L33 o 4.0

“Lici 4.40 *{c) 5.00
i 140

(<l i 0.45

i 0.0 “Hid 5.0

g 29.3 "L 25.0

325 320

12.0 e 12.0

"L 25 "L g 150

L1.3

L3

0.2

0.1
ia 2.6
i 1.4
g 0.0
g 0.0
i 0.0
MR

Pit Cammen

Lab FlowSheet

Lab results are displayed in individual cells within the flowsheet. Lab results may be preceded

with the following letters:

L = Low
H= High

C= Critical result

* = Comment

(c) = Corrected results/details
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=1 Print ¥ 1 minute:

i
Flowshest: Lab View v [ Level:  Lab View . [
Navigator 7] — ‘2012—09—26 |2012—09—26 |2012709714 |2012—08—01 ‘2012—08—01 |2012—08—01 |2011—11—23 |2011711723 ‘2011—10—16 |2011—J
I 21:47 FDT | 21:41 PDT | 07:45 PDT | 08:04 PDT | 07:25 PDT | 07:21 PDT | 10:11 PST | 10:00 PST | 04:06 FDT | 03:49
CBC and Differential
Chemistry - General [ wee 10.0 10.0 10.0 10.0 10.0
I°] reC 5.00 5.00 5.00 5.00 5.00
Bl it =] Hab 130 140 130 130 140
24 Hour Urine 0] Het Ldg Lo.14 L1 L0.10 L 0,10
: ; 0] mev 100.0 100.0 100.0 100.0 1000
Miscellaneous Fluids 5] Mt 300 300 Y 150 W0
Routine Cultures [] McHC L300 L 300 FL 350 350
e ) RDW L340 13.0 150 13.0 L 100
Platel=t 350 350 350 350 350
Routine Testing Meutra Man H75 438 44 4.2
Lymph Man 25 14 14 H3a
Pathology Reports Managyte Man 00 His H11 H19
Eos Man 0.0 H11 H13 0.0
Basaphil an 0.0 Ho.a 0.0 0.0
Blasts Man H0.5
Myelo Man Ho4
Pragran Man Hi.4
Meta Man Ho.5
Left Shift Present
Macracytosis Present
Chemistry - General
I"| Creatinine
IC] GFR
I_| sodium Lvl
I_| Potassium Lvl
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Adjusting the Time Frames in Power Chart

The Grey Colored Bar (AKA Time Frame Filter) can be adjusted to narrow or expand your

searches for results. This Time Frame Filter can be found in the following tabs:
e Documents

Forms

Assessments

Vital Signs

Surgery/Anesthesia

Lab

Imaging

Other Tests

Recent Results

MAR

MAR Summary

Adjusting the Time Frame

Time Filter (A.K.A Blue Bar) — Filters results by a chosen option.

1. Right click over the Time Filter OR select the Change Search Criteria from the Options
menu.

2. Click on “Set to Today” or Change Search Criteria

3. If the Change Search Criteria was the option chosen, select an option within the Result
look up box.

Time Frame Bar
1. Right click within the Grey Bar
2. Select either Change Search

Criteria or Set to Today
Flowsheet: Lab View - E] Level: Lab . \ - More @ Table () Group () List
Ki \
Change Search Criteria...
Navigator B | — 2012-10-28 (201 Set to Today '8 |2012-10-28 |2012-10-28 |201:
f 1 418 POT A-f T 30 pNT 327 POT >

4. Date Bar will change to today’s date, or will update to your selection.
Note: This change will only affect your view within PowerChart

Searching for and Finding Results
1. Click the arrows at the end of the Time Filter.
e The Arrow will adjust the start date backwards or the number of results backwards
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o The Arrow will adjust the start day or the number of results forward
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Printing Labels from PowerChart

To print labels from PowerChart, follow these steps:

1. Click on the Documents icon from the toolbar (whether in the Organizer or the Patient

Chart).
2. The Person Mgmt: Documents window displays.

E| Person Mgmit: Documents o =]
Task Edit  Action Yiew Help
| BE | 7N
— Persondencounter infarmatian: [ualitied documents:
M ame:
Sew Age: Race:
SSM: FARM:
FIM MER: Finanzial clazs:
Encounter type: ted service:
Location:
[Ready [cert [lmittest [ 2008-0714 | 1233

3. Click on the Search icon & from the toolbar.
4. The Person Search window displays. Search for the patient that needs labels printed off.
5. Type in the patients encounter # within the Encounter # field within the Person Search

window. This will return the exact patient and encounter number. This is the
recommended search.
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M Person Search Pl s

MH #:

Last Mame: & . U = I
TESTING .,i TESTIMG, JO 105475593 1970-10-00 Female 37 Vearz
i £ Testing, User 3

First N ame: 7 Testing, User 8

LISER 7 Testing, User ¥

Bitth D atefweaye-mime-dd): 7 Testing . User 6

IM—EB 7 Testing, User5
BC Heakh #: @ Tecting, User 3

I—L[ 7 Testing . User 25
£ Testing, Uzer 24
Gender: 1 Testinn |lesr 73 i
| 3 L I :
Encourtes t: g | visitig [EncT Med Servi
105482 34 00074214 D00Z74214-0000  DQuipatient MaszetH Emegency C
Hizbeaical BRM: f

Prowvincial Health #:

Search |  Ress [Click on the encounter

6. If you search by a patients name; Click on the patient's name and then click on the
correct encounter within the encounter window (even if there is only one encounter, you
must click on it).

7. Click OK. All the patient's encounter information will fill in on the Person Mgmt:
Documents window.

8. Click on NIRH_Label.
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ﬂ Person Momt: Documents = |EI|5|
Task Edit | Ackion  ‘Wiew Help
B & »w
— Person/encounter infarmation: [ualified documents:
Mame: o Armbulatony Care
[TESTING, USEF: 4 E
S Age: Race: - Eror
IFemaIe |48 Years I
S5M: MBM:
| | 10548234
FIr MER: Financial clags:
000274214 |Frovincial Health
Encounter type: Med service:
IDutpatient IEmergenc_l,l
Location:
IMasset H /M azzet Clinic/CLIMIC-MASH
[Ready et [lmitest [ 2008-07-14 [ 1205z

9. Click on the print icon = from the toolbar.
10. The Print window displays.

Frinter: Murber of copies:

[ — - | [

Document nanme;
HIRH_Label

k. Cancel Set Default

‘| Ready |2002-07-14 | 12:06

11. Select a printer from the drop down menu. Printer name fills into Printer field.
NOTE: To save printers to your Favorites folder, skip to step #13 before printing off your labels.
12. Enter the number of labels you need to print off into the “Number of copies” field.

13. Click OK.
14. Labels are printed to the designated printer.
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How to add a label printer to your favourites

To save certain printers to your Favorites folder for quick access, follow the steps below:

15. Once you have your printer name displayed in the Printer field (from step #9), right click
on the Printer field.

Printer: MHumber of copies:

=1 =

Filter Type r

Set as Default

| Add to Favorites
Clear Enkry
Refresh list

k. Cancel | Set Default

| Ready |2008-07-14 | 13:09

16. Click Add to Favorites.

17. Repeat steps 9, 13 and 14 until all designated printers are added to your Favorites
folder.

18. Right click on the Printer field.
19. Hover the mouse over Filter Type and another menu will display. Click on Favorites.

X
Prirter: Mumber of copies:
PRG245 P01 - |
| Favnrm
Set as Defaulk w all
add to Favorites Prinker
Clear Enkry Fax
Refresh list
k. I Cancel | Set Default |
| Feady [2008-07-14 | 1312

20. When you click on the drop down menu for the Printer field, you will only see the printers
that

21.. If you need to see all the printers connected to the system, right click on the Printer
field. Using your mouse hover over Filter Type. Click on All.

22. The drop down will again display ALL the printers.
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