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

Bar 
o Go to the start of the URL (left hand side – when I click on the URL I press the 

HOME button which automatically brings me to the start of the url) 
o 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 
o Student ID number 
o Description of problem and what you have attempted to do to resolve 

 



Power Chart Handbook for Student 
Nurses 

 

Page 5 of 39 

 

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://www2.northernhealth.ca/accountrequest  

The following web page should appear: 
 

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

http://www2.northernhealth.ca/accountrequest
http://www.northernhealth.ca/accountrequest
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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 I agree to the Northern Health Policies and Click the Verify Account button 

 
 

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

 
 

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

 

 
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 
• Student number 
• Description of the problem and what you have attempted to do to resolve  

mailto:ITS.UserAccess@northernhealth.ca
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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 
 
 

mailto: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 

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

and click okay 

 
 

https://iportal.northernhealth.ca/
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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.  

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

 

https://iportal.northernhealth.ca/Browse/cistrainingsupportsite/default.aspx
http://iportal.northernhealth.ca/clinicalresources/CIS/Cerner%20User%20Guides/Forms/AllItems.aspx
http://iportal.northernhealth.ca/clinicalresources/CIS/Cerner%20User%20Guides/Forms/AllItems.aspx
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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  

 

https://nhalibrary.andornot.com/
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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.  

mailto:ITS.UserAccess@northernhealth.ca
mailto:its.servicedesk@northernhealth.ca
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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:  
 

• Sharing of Usernames and Passwords 
• Not logging out when leaving a computer unattended, which might allow inappropriate 

use of electronic information systems.  
• Accessing health records that are not required of them to conduct the duties of their job.  
• 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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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 
 

 

 
 
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. 

 
5. Enter your username in the User name field. 

6. Hit the TAB key. 
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7. Enter your password in the Password field. 

8. Click OK button, or hit ENTER key. 

9. 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.  
 
 

 
1. Click Yes. 
2. A window for New Logon will open. 
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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 
mouse or 
keyboard) 

What happens What you do to continue 

15 minutes Screen powers off 
Wiggle the mouse to bring your 
screen up again exactly where you 
left it 

60 minutes 

2 minute warning 
appears to 

disconnect Citrix 
session (suspend 

session) (Will hear a 
beep when the 

message appears) 

Repeat logon procedure at any 
workstation.  The session begins 
exactly where you left off. 

62 minutes Citrix session is 
disconnected 

Repeat logon procedure at any work 
station. Session starts at beginning  

 
 

Regular Workstation 
Inactivity 
(no use of 
mouse or 
keyboard) 

What happens What you do to continue 

60 minutes 
(different on each 

workstation) 

2 minute warning 
appears to disconnect 

Citrix Session (suspend 
session) 

Only the person who was last logged 
on can unlock the workstation. 
Everyone else has to power the 
workstation off and back on again, and 
then login again 

62 minutes Citrix session is 
disconnected 

Double-click on the HLN system icon.  
The Session begins exactly where you 
left off. 

15 minutes later Citrix session 
terminated 

Double-click on the HLN system icon.  
The session starts at the beginning. 
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Logging Off 
 
Below is the recommended process for logging out of Power Chart.  This will properly close your 
session in Power Chart.  
 

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

 
 

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 
 

1. Click on the Pt List Tab  

2. Click on the List Maintenance Icon   
3. The Modify Patient List window will appear.  
4. Click New (bottom right) 
5. A patient List type window will appear 

 

 
 

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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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 
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Building a Custom List 
 

1. Follow the instructions from steps 1-5 within the Building a Location List  
2. A patient List type window will appear.   
3. Click on Custom 
4. Click on Next 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click Next to add filters.  (Filters can be added later) or Click Finish 
7. The Modify Patient Lists window will appear. 
8. Highlight the name of your list within the Available List  
9. Select the Green arrow to move the list over to the Active List 
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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 
 

1. This function can be done only if you have a location list built 
2. Click on the name of the location list tab  
3. Click on the patient’s name 
4. Click on the Copy icon (top right hand side)  

 

 
 
 

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

 
 

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 
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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 

 

 
 

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 
 

 
 

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  

2. Click on the List Maintenance Icon   
3. The Modify Patient List window will appear 
4. Highlight the name of the list within the Active list window (right side) 
5. The Green Arrow will light up in the middle of the window 
6. Click on the Green Arrow.  This will move the list over to the Available List window (left 

side) 
7. Right mouse click on the list name and select Delete Patient List  
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8. A pop up window will appear asking if you wish to delete this list.  Do you wish to 
continue?  Select Yes  

 
 

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.  
 

 
 

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

1. Click on the Patient List tab 
2. Select the Print Icon OR go to the Task menu>Print  
3. 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 
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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. 

        
 
 
 
Interactive View 
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 

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. 
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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 
 

Section 
Items 
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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:  

• 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.  

 
 
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.  
• The Arrow will adjust the start date backwards or the number of results backwards 



Power Chart Handbook for Student 
Nurses 

 

Page 35 of 39 

 

• The Arrow will adjust the start day or the number of results forward 
 

 
 



Power Chart Handbook for Student 
Nurses 

 

Page 36 of 39 

 

 

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.  
 

 
 

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

 
 

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.  

 
 
 

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.  

 
 

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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