
Once the pat ient  i s  h igh l i ghted or  in  the 
pat ients '  chart  se lect  the Discharge Tab   

Se lect  the Discharge Transfer  f ie ld  and choose 
the appropr iate  dest inat ion  

Se lect  the Discharge Date   

Se lect  the Pat ient  Dispos i t ion and choose the 
appropr iate  Transfer  opt ion   

C l ick  on Add New to enter  an admiss ion set  or  
any add i t iona l  new orders  or  sets  

Once the pat ient  has  arr ived in  the new 
dest inat ion ,  the rece iv ing  prov ider  wi l l  re lease 
the transfer    

When complete ,  se lect  the red “Submit” ,  rev iew 
orders ,  and save wi th  P IN 

Rev iew a l l  orders  that  wi l l  be needed for  the 
pat ient  once the transfer  i s  complete 

Rev iew a l l  orders ,  change s tatus  to cont inue i f  
that  order i s  to  cont inue upon transfer  

I f  not  defau l ted ,  se lect  the admit t ing  serv ice  
from the drop down 

Al l  admiss ion order sets  conta in  the “Admit  to”  
order 

Cl ick  on Add New to enter  an admiss ion set ;  a l l  
beg in  wi th  “Admit”  or  any add i t iona l  new orders  
or  sets   

Some i tems are prese lected .  You can dese lect  
any order that  i s  not  app l icab le .  [ - ]  fu l l y  
expanded i tem;  [+]  expandable  (more info 
ava i l ab le)    

Cont inue to add any add i t iona l  orders  requ ired 
for  the pat ient  

When complete ,  se lect  the red “Submit” ,  
rev iew orders ,  and type your P IN and press  the 
ENTER key   

F i l l  in  the d iagnos i s   

Note :  Discharge Transfer  i s  fu l l y  managed through 
the Discharge P lan by the send ing  prov ider  

Note :   Interna l  vs  Externa l  d i spos i t ions  refers  to wi th in  or  
outs ide to Ha l ton Hea l thcare .  Transfer  between s i te  
e .g .  GH to OTMH = Interna l .  Transfer  to out  of  Ha l ton 
fac i l i ty  e .g .  OTMH to Tr i l l ium = Externa l  

Note :  For  c l in ic  referra l s  change the drop-down opt ion 
bes ide “add me” to Outs ide

Note :  for  admiss ions  from the Emergency ,  a l l  medicat ions  
wi l l  need to be entered new 

Note :  Pat ient  must  have a  Ha l ton Hea l thcare 
account  number

Note :   For  new admiss ions  from the Emergency there 
wi l l  be a  requ ired COVID Suspect  leve l  and Screen 

The fo l lowing f ie lds  are ava i l ab le  in  the Discharge rout ine :  

Discharge i s  used for  interna l  t ransfer .  
Medic ine/Surgery  to CTC/Rehab/Menta l  Hea l th  v ice  
v i sa  and inpat ient  transfers  from any of  our  three 
hosp i ta l  s i tes  to another .  

Direct  Admits ,  Repatr ia t ions ,  Day of  Surgery ,  
Gestat iona l  Diabetes  Cl in ic  to  Materna l  
Chi ld /Newborn 

Th is  rout ine can be used at  any part  of  the pat ient ’ s  
s tay .  I t  a l lows the care team to p lan for  the d i scharge 
of  a  pat ient ’ s  v i s i t .   The f ie lds  in  the Discharge P lan 
wi l l  f low into the Discharge Summary note .   Once the 
pat ient  i s  h igh l i ghted c l i ck  the  Discharge  button from 
the main  menu.  

Pat ient Dispos it ion:  Se lect  the appropr iate  
d i spos i t ion from the l i s t .The d i spos i t ion se lected wi l l  
determine which add i t iona l  f ie lds  are d i sp layed in  the 
Discharge rout ine .  

Prescr ipt ions :  This  f ie ld  wi l l  l ink  to the Reconc i le  
rout ine .  

Discharge Order :  I f  d i scharge i s  based on cr i ter ia  
be ing  met ;  prov ide that  in format ion in  the ‘Discharge 
Condi t ions ’  f ie ld  of  the order .

Reconci le  Problems:  This  f ie ld  can be used to qu ick ly  
reconc i le  problems and move spec i f i c  problems to 
pat ient  medica l  h i s tory .

Fina l ize :The f ina l i ze  button should be checked by the 
phys ic ian  respons ib le  for  the d i scharge .  A checked 
f ina l i zed button s ign i f ies  the d i scharg ing  phys ic ian  i s  
f in i shed wi th  the home medicat ion reconc i l i a t ion and 
prescr ipt ion  

 

Referra ls :  Enter  any app l icab le  referra l s  to  other  
phys ic ians  or  c l in ics  post-d i scharge .   The care team 
invo lved wi th  the d i scharge process  wi l l  ass i s t  wi th  
book ing  these referra l s .  

Discharge TransferDischarge Rout ineAdmiss ion/Manage Transfer Cont inued

Hold Queue

Ei ther  Omit  or  Cont inue the order 

Note defau l t  s tatus  i s  Omit  

Se lect  Add New Event  type 

Se lect  the Event  Reason and Fac i l i ty  

Se lect  Add New to enter  an admiss ion set ;  or  any 
add i t iona l  orders  or  sets  

Once the pat ient  i s  h igh l i ghted or  once in  the 
pat ients  chart  se lect  the Order button 

When complete ,  se lect  the red “Submit” ,  rev iew 
orders ,  and save wi th  P IN 

Se lect  “carrot”  button bes ide 
Current /His tor ica l  tab



Once the pat ient  i s  h igh l i ghted or  once in  the pat ients '  

chart  se lect  the Order button 

Cl ick  on the Transfer  tab

Se lect  whether  th i s  i s  a  New Admiss ion or  not  

Al l  prev ious  orders  on the pat ient  wi l l  be defau l ted to 

STOP on transfer  

Reconc i le  meds when ava i l ab le .  Home medicat ions  wi l l  

appear  under the Reconc i le  tab ,  or  whi le  in  the 

Transfer  rout ine under the Transfer  Medicat ion header 

I f  no ,  f i l l  in  reason for  transfer  

Cont inue ;  ma inta in ing  current  dose ,  route ,  and 
frequency whi le  in  hosp i ta l  

Hold ;  pat ient  not  to rece ive th i s  medicat ion whi le  in  
hosp i ta l ,  or  changes  to dose ,  route ,  and/or  
frequency requ ired dur ing  s tay   

Note :  Orders  wi th in  manage transfer  wi l l  not  be act ive  
unt i l  processed by rece iv ing  area .  I f  orders  are requ ired 
for  a  pat ient  pr ior  to be ing  transferred ,  th i s  i s  done 
through the Current  tab 

Admiss ions  from the Emergency department ,  Transfers  to 

and from the ICU,  L&D to Postpartum,  Postpartum Baby to 

SCN are managed through the Transfer  Rout ine .  

Type in  prescr ibed med,  se lect ,  and c l i ck  on a  s tr ing .   

You must  a lways  inc lude a  Quant i ty  and Reason for  Use 

wi th  each prescr ipt ion ;  you can a l so add Ref i l l s .  

Cont inue to add meds ;  C l ick  on Done when f in i shed and 

Submit ;  c l i ck  under RX Pr inter  and se lect  the Defau l t  

Pr inter ;  enter  your P IN.   

Discharge Prescr ipt ions  are located in  the Discharge 

Rout ine .   C l ick  on the ‘Prescr ipt ions ’  f ie ld  to open the 

Discharge Orders  Rout ine .  

The prov ider  wi l l  have the opt ion to cont inue or  s top home 

medicat ions  and/or  v i s i t  medicat ions .   The prov ider  a l so has  

the opt ion to order add i t iona l  prescr ipt ions  for  the pat ient .   

New medicat ions  wi l l  need a  durat ion or  quant i ty .  

T ip :  Once the MRP has  completed the Medicat ion 
Reconc i l i a t ion and a l l  prescr ipt ion for  d i scharge ,  they need 
to c l i ck  the ‘F ina l i ze ’  button in  the Reconc i le  Rout ine .   
Th is  wi l l  ensure the Home Medicat ions  report  can be 
pr inted for  the pat ient .  

Pr int ing  Rxs :  C l ick  the Pr inter  button and se lect  
‘Pr int  Sect ion ’  opt ion from the l i s t .  Add checkmark 
in  the ‘Prescr ipt ions ’  opt ion and c l i ck  Pr int .  

T ip :  See the Discharge Rout ine sect ion of  th i s  gu ide for  
deta i l s  on each Discharge E lement   

T ip :Use the ‘Reca l l ’  feature to import  the act ive  Problems 
from the most  recent  Progress  Note .  

PHYSICIANS 
QUICK REFERENCE 
GUIDE 

Admiss ion/Manage Transfer 

Hold Queue

Discharge Rout ine 

Quick Reference Guide Topics :

Admiss ion/Manage Transfer 

Discharge Summary

Prescr ipt ions

Comment :  saved to pat ient  chart  and can be 
v iewed in  future v i s i t s  

Discharge Summary 

Prescr ipt ions 

To d ischarge your pat ient ,  go to Document  and 
se lect  template  ‘Discharge Summary/F ina l  Dx’ .  The 
template  conta ins  the fo l lowing sect ions :  

Discharge Diagnos is :  Cl ick  the ‘Add’  button to access  
the Problem & His tory  widget  to import  the pat ient ’ s  
act ive  problems .   Document  the fo l lowing for  each 
problem in  your Summary :   

C l ick  the Cont inue button on the home med 

Cl ick  the ‘Rx ’  button to f lag  i t  as  a  new scr ipt

Cl ick  the Cont inue button on the medicat ion 

Enter  a  Durat ion or  Quant i ty  for  the scr ipt

Cl ick  the ‘Add New’  tab 

Cl ick  the ‘Add New’  tab 

P lan :  i f  app l i cab le  

Use the Search too l  to  locate the medicat ion 

Se lect  an order s tr ing  from the search too l

Enter  the requ ired f ie lds  (ex .  Durat ion ,  Quant i ty ,
Reason)  

Cl ick  the ‘Queue ’  button to add another  new 
home medicat ion 

Cl ick  the ‘Queue & Ex i t ’  button to return to the 
Prescr ipt ions  window 

Cl ick  the ‘Submit ’  button 

Type your P IN and press  the ENTER key 

Enter  a  Durat ion or  Quant i ty  for  the scr ipt  

New scr ipt  for current Home Medicat ion:    

New scr ipt  for current Vis i t  Medicat ion:    

New scr ipt  for new home medicat ion:     
Past Medica l  History :  th i s  sect ion wi l l  automat ica l l y  
import  from the pat ient ’ s  chart .  

Course Whi le in Hospita l :  Inc ludes  separate sect ions  
for  Summary ,  Invest igat ions ,  and Intervent ions .   

Discharge Plan:  th i s  sect ion l inks  the prov ider  to the 
Discharge rout ine .  The Discharge Summary wi l l  
inc lude a  br ief  l ine  i tem for  each of  the e lements  in  
the Discharge rout ine .    


