
Note :  Laboratory ,  Microbio logy ,  B lood Bank ,  
Diagnost ic  Imag ing  and Test ing  any changes  to an 
order requ ire  a  s top and reorder Rout ine :  co l lect ion t ime defau l ted to the order ing  

date and t ime,  wi l l  be co l lected once s tat  orders  
have been sat i s f ied

Stat :  co l lect ion t ime defau l ted to the order ing  date 
and t ime

IN.AM: co l lect ion date and t ime for  the next  
morn ing  at  0700

Ser ies  Col lect ion :  se lect  any of  the d irect ions ,  
c l i ck  onto the d irect ion aga in  and e i ther  to a  look 
up ,  or  type in  the d irect ion i f  known:  Q4H,  Q6H,  
days  of  the week ,  or  any combinat ion :  Mo Tu We Th 
Fr  Sa  Su .  Change e i ther  the count  or  s top date to 
ref lect  the co l lect ion

Tip :  Be on the lookout  for  the ye l low “1st . ”  I t  i s  ind icated 
the f i r s t  dose may have an admin t ime further  than 
ant ic ipated .  Cl ick  on i t  to  charge the s tart  i f  needed,  

Note :  bes ide IN.AM there wi l l  be a  count  to ind icate  how 
many days /co l lect ions  th i s  wi l l  occur  for  and can be ed i ted

Note :  Red s tatuses  and dates  ind icated the order i s  set  
to  end wi th in  the next  48 hours  

Tip :  Start  Date/t imes for any orders can be ad justed .  
Quick shortcuts :  T=today ,  N=now, T+1=tomorrow, 
N+6H=in 6 hours .  

Note:  “Condi t iona l  Comment”  NOT used by phys ic ians .  
Only  to be used by hea l thcare profess iona l s  (e .g .  NP) where 
orders  need to be in  a  pending  s tatus  unt i l  counters igned by 
the most  respons ib le  phys ic ian 

Note:  Stat /Urgent  consu l t s  are to be ca l led/  paged by 
order ing  prov ider .    

Se lect  the Ed i t  Mul t ip le ,  se lect  the s tatus ,  se lect  
a l l  the orders  you wish to ed i t ,  se lect  the check 
mark bes ide the “Stop” 

Rev iew orders ,  complete any missed requ ired 
f ie lds  and c l i ck  ‘Save ’

Cl ick  “carrot”  i con of  Current  
orders  button

Consults

Diets

ENTER Orders :  plac ing  new orders  

Edit  Mult ip le 

View Histor ica l /Hold Queue Orders 

Using “search a l l ”  f ie ld ,  type name of  order ,  and  
se lect  the appropr iate  order 

Required f ie lds  usua l l y  have an * .  The order wi l l  
not  let  you save unt i l  you have answered a l l  
requ ired f ie lds .

I f  order ing  mul t ip le  orders ,  choose the 
mul t i se lect  opt ion to queue them up for  qu icker  
order ing

Ordering Cont inued

Any order wi th  a  red check mark ind icates  there 
i s  a  mandatory  wi th in  the order

An arrow point ing  to the r ight  bes ide the order 
ind icates  there may be add i t iona l  s t ings ,  s imply  
c l i ck  on the order aga in  to d i sp lay

An arrow point ing  down bes ide the order 
ind icates  a l l  assoc ia ted s tr ings  are open 

Note the number bes ide the Submit  ind icates  
how many orders  are queued 

I f  any  changes  need to be made the order can be 
updated by c l i ck ing  on the order

I f  an order i s  no longer  requ ired ,  you can c l i ck  
the x  bes ide the order

When ready to submit  the order ,  Se lect  the red 
submit  button

Type your P IN and press  the ENTER key

Orders Deta i l  icons :  [P]  protocol ,  [ I ]  
in tervent ion text / labe l  comment/dose instruct ions  
[M] med monographs ,  [ i ]  In fobutton (Reference 
L ink)  

Se lect  the appropr iate  consu l t  serv ice  order

Al l  preset  wi th  defau l t  d i rect ions :

Do NOT change the defau l t  Consu l t ing  
prov ider

Comment l ine in  each consu l t  order wi l l  
ind icate  i f  a  page/ca l l  i s  requ ired 

Consu l t  orders  can be v iewed by a l l  
members  of  the consu l t ing  spec ia l ty  

A new d iet  order wi l l  automat ica l l y  s top/  
cance l  prev ious  d iet  order 

Order wi l l  defau l t  wi th  “next  mea l”  
frequency 

Enter  one  pr imary  d iet  and layer  add i t iona l  
modi f iers  and secondary  d iets  i f  necessary .   
Ex .  Kosher ,  f lu id  restr ic t ions ,  
Diabet ic /Card iac  

Se lect  the appropr iate  medicat ion and 
route 

Se lect  the most  appropr iate  dose ,  route 
frequency and d irect ion

Edi t  any  f ie lds  as  requ ired 

Note :  Do not  make ed i t s  to  IV orders  wi th  
a  f lu id  component .  Use XX dose s tr ings  
for  custom doses .

Note Don't  populate  s top dates  /  t ime for  
cont inuous f lu id  orders  -  use the labe l  
comment f ie ld  and wr i te  "x      hrs "

Once the consu l t  or  referra l  has  been 
completed ,  the consu l t ing  prov ider  or  
referred hea l thcare profess iona l  wi l l  
complete the order

Laboratory

Medicat ion



Can be done for  Medicat ions  and Care Orders  

Cl ick  on the name of  the order to v iew deta i l s   

Update any app l icab le  f ie lds ;  f requency ,  doses ,  
cont inuous IV f lu id  rates    

Cl ick  the ‘Add’  button to open the Problem L i s t .

Check the ‘Add to Doc ’  box to add a  problem 
into the documentat ion entry .   You a l so have 
the opt ion to the problem’s  ‘Onset  Date ’ ,  
S tatus ,  and/or  P lan .  

C l ick  on the  ’ S tatus ’  of  the order 

Se lect  an app l icab le  s tatus  from pop-up menu   

Submit  the updated order us ing  your  PIN   

Submit  the updated order us ing  your P IN

Tip :  Use the Reca l l  feature to import  to import  
documentat ion from a prev ious  entry .  

T ip :  Prov iders  cannot  cance l  ‘S igned ’  documents .  Request  
must  be completed by Hea l th  Records .   

T ip :  Do NOT use the “ALL” tab v iew as  th i s  may at tach 
you as  co-author to another  prov ider ’ s  draf t  documents .  

Preview button i s  used to see what  the output  
wi l l  look l ike  in  the EMR 

PHYSICIANS 
QUICK REFERENCE 
GUIDE 

Ordering

Document  templates  conta in  sect ions  which 
prov iders  can qu ick ly  nav igate  to us ing  the tabs  at  
the top of  the template  

Edit ing a  current order

Complete/Stop/Hold/Resume and Order ing a  
Pending order

Document ing

How to Favour ite

Quick Reference Guide Topics :

Order ing

Document ing

How to Favour ite

I tems that  have been favour i ted are ident i f ied 
wi th  a  ye l low star

To remove from your favour i te ,  c l i ck  the ye l low 
star  and i t  wi l l  turn back to grey 

Any text  f ie ld  can be typed into ,  or  spoken into 
us ing  Dragon

Use the Search too l  to  locate a  document  
template  or  se lect  from your l i s t  of  Favour i tes  

Check the ‘Show Al l ’  box i f  you want  to v iew a l l  
ava i l ab le  templates  

Cl ick  on the template  you want  to use .  The 
template  wi l l  load and name of  the template  
appears  at  the top of  the note .  

C l ick  the Hamburger  button bes ide the template  
name 

Cl ick  the Delete button to de lete  a  note that  has  
note reached ‘draf t ’  s ta tus  

Cl ick  the Cance l  button to cance l  a  draf t  note 

Review and Ref ine/Rap id Entry  are documentat ion 
modes that  can be togg led .    Rap id  Entry  shows a l l  
pick- l i s t s  i tems .

Recal l  button i s  used to import  documentat ion 
from a prev ious  note .  

Typica ls  button can be used to pu l l  in  spec i f i c  
‘Normal ’  va lues  that  were def ined in  the template .  

Save button i s  used to save note as  a  draf t  

Sign button i s  used to s ign/ f ina l i ze  the note 

P ick- l i s t  e lements  have d i f ferent  output  based on 
a  l i f t -c l i ck  or  r ight-c l i ck .  Lef t -c l i ck  an e lement  to 
document  a  ‘pos i t ive ’  entry .  R ight-c l i ck  and 
e lement  for  the ‘negat ive ’  entry .  

Most  p ick- l i s t s  e lements  can conta in  a  free text  
comment .   C l ick  the Hamburger  button bes ide the 
e lement  name to add a  comment .  

Note :  changes  of  IV carr ier  f lu ids ,  or  IV medicat ions  
requ ire  a  STOP and new order 

Once the pat ient  i s  h igh l i ghted or  in  the pat ients '  
chart ,  c l i ck  on the Order button .  
CURRENT orders :  defau l t s  you to  act ive  orders  l i s t  
Be sure to rev iew the Current  Orders  to see what  
the pat ient  has  a l ready been ordered pr ior  to p lac ing  
new orders  

Se lect  a  pat ient  from your rounding  l i s t  and c l i ck  
on the top menu ‘Document ’  button .  
The Document  rout ine defau l t s  to  the “MY” tab 
and wi l l  d i sp lay  an draf t  documents  you have on the 
pat ient .   C l i ck  on a  draf t  entry  to cont inue ed i t ing .  

Favour i t ing  i tems can be done any t ime there i s   s tar  
i con bes ide the f ie ld ;  orders ,  order sets  and 
documentat ion templates  

Past Medica l  History :  Cl ick  on the contents  be low 
the Medica l  and Surg ica l  His tory  head ings  to update 
the spec i f i c  h i s tory  sect ion .

Fami ly  History :  Cl ick  on the contents  be low the 
Fami ly  His tory  head ing  to add Condi t ions  and/or  
Re lat ions .

Medicat ions and Al lerg ies :  Automat ic  import  of  
act ive  medicat ions ,  home medicat ion ,  and a l lerg ies  
from the pat ient ’ s  EMR.

Assessment and Plan:   

Add New Document   

Documentat ion Tools   

Delete/Cancel  Document   


