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Botulinum Toxin Clinic Forms & Letters IT/eMR Training & Support

9 AdHoc

This Quickstart outlines:

e How to complete the Botulinum Toxin Clinic and Review forms (Pages 1 & 2).

e How to create the Botulinum Toxin Clinic Letter (Pages 3 & 4).

e How to forward the Letter to another clinician via Message Centre for signing if required (Page 5).
e How to Finalise Letters via Message Centre (Page 6).

Botox Clinic forms

The AdHoc forms for the Kids Rehab Botulinum Toxin Clinic staff work a little differently to other Kids Rehab AdHoc
forms. A lot of the information documented in these forms will be imported into the Kids Rehab Botulinum Toxin
Clinic Letter. This reduces the amount of ‘double documentation’ for clinical staff.

Tip: Save vs. Sign: What is the difference? Why is it important?

Saved documents are like a “work in progress.” They are not published as part of the
medical record and must be signed to become visible to all users and part of the legal
patient record.

Sign means the form is complete and ready to be visible by anyone who views the
patient’s record.

There are two Botox clinic forms available:
e Kids Rehab Botulinum Toxin Clinic.
o This form is for the assessment and treatment clinic for Botox injections.
o Kids Rehab Botulinum Toxin Review.
o This form is for patient review after Botox injections.

Botox Assessment Clinic

When a patient arrives in the Assessment clinic:
e Click on the AdHoc charting button.
Select the Kids Rehab Botulinum Toxin Clinic form.
Complete details in the form during the assessment.
At the end of the consult, if the patient requires Botox injections, SAVE the form - do not Sign yet.
If the patient will not be having any injections, you can complete the form and Sign to add it to the patient
record.

Print out the injection sites report.
e Inthe top-left corner of your PowerChart screen select Task, then select Reports (you must be in the
patient’s chart to get the correct list of reports).

] Asthma Action Plan

O Asthma Reducing Medication Plan

O Clinical Review (vellow Zone)

[C] Continuation Sheet

[] Continuation Sheetwithout Clinic Name
[C] Continuation Sheetwtihout Lines

[] cvaD Insertion Record

] cvaD Removal Record

] Genetics Approval Letter

[C] Infection Control Care Plan

i Kids Rehab Botulinurm Toxin Injections
[C] Overdue Tasks

O] Rapid Response (Red Zone)

] Spectacles Prescription Letter

e Select the Kids Rehab Botulinum Toxin Injections report. Select your printer at the bottom of the window
and print out the report.
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Tip: If you always use the same printer for this report, click on the Save as Default button
before printing. This will save the selected printer so you do not have to find it in the
list again.

Botox Injection Appointment

The saved form from the Assessment Clinic will be used when the patient attends a Botulinum Toxin Injection
clinic. To find the partially completed form you will need to setup your Multi-Patient task list to display the correct
tasks.

Go to the Multi-Patient Task List (or Rehab Referral list).

Under the Options menu, go to Task Display.

In the bottom pane (Task Types) select the Kids Rehab option. Deselect any other options that had been
selected previously.

~Task Types

[~ Al Find: | Chogen Task Types:

Kids Rehab Kids Rehah
105 e e marnin

Kids Rehah Case Management

kids Rehab CMNC

Kids Rehab Intake

Kids Rehah Occupational Therapy

Kids Rehah Physiotherapy

Click Save and OK.
The list of partially completed forms will appear with a task status of In Process.

| |Lucatiunfﬁuumeled |MHN ‘Name ‘Task Description |Task Status |Schedu\ed Date and Time
$‘ ClancyWard J 02402 1203348 FITZY, Tony  Kids Rehah Botulinum Toxin Clinic InProcess  28/05/2014 816
£ Clancy Wiard 05707 1203330 BLAIR, Linda Kids Rehab Botulinum Taxin Clinic InFrocess  28/058/2014 16:06

Double click the relevant task to open the partially completed form.

Add or modify the existing documentation as required, remembering that much of this information is used
to populate the clinic letter, so it's good to be as comprehensive as possible.

You can Save the form for further completion later, or Sign the form if completed.

Tip: Ensure you have completed the ABF statistics page, compensable billing page or any
referrals or actions required prior to signing the form. If it was a multidisciplinary clinic,
ensure all clinicians are entered on the Statistics and Billing Activity page as this will
be used for reporting.

There is a second method to find the saved Assessment forms - however the method above is recommended.
o Navigate to the patient’s chart.
e Click on Form Browser from the left hand menu.
e Locate the form in the list - it will have a red icon and the status will be In Progress.

Al Forms
=HWednesday, 28 May 2014
[ 16:03 Kids Rehah Physiotherapy Maotes (Auth (verified)) - Fizsimons, Tany
5 i ; : =EiZsimons, Tany

8:16 Kids Rehab Botulinum Toxin Clinic (In Progress) - Filzsimons, T

e Right click on the form and select Modify.
e Complete the form with any necessary documentation and save or sign the form. Ensure you have
completed all necessary pages including ABF statistics and billing information.

Post Injection Review Clinic

When the patient attends their post-injection review appointment, go to AdHoc forms and chart the Kids Rehab
Botulinum Toxin Review form to document the details of the consultation.

ABF statistics and billing are entered in this form and are required before signing.
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Letter Workflow

The Letters are created in Clinical Notes, where they can be signed directly, or drafted on behalf of another
clinician. If creating the letter on behalf of another clinician, Message Centre is used to enable review,
modification and signing without the need for paper copies.

Creating a Letter

The letter is created using Clinical Notes within PowerChart.
e Open the patient’s chart. Ensure you have selected the most appropriate outpatient encounter.
e Click on Clinical Notes from the left side menu.
e Click on the Add icon on the toolbar.

o
|

X RAR(S (W &

i

e The clinical notes window will open.

e Select the Kids Rehab Botulinum Toxin Clinic Letter from the *Type list.

e If you are not the clinician who will approve/sign the final version of the letter, change the *Author to
name of the treating doctor. Type in a name (or part of a name) to commence a search. Click on the
binoculars if your search returns multiple results.

=futhor: ITank, Felly ﬁl

‘Date: [26/06/2014 ::IlE“mz :Il Status: |1 Frogress

The first time you change an author you may receive the below message box:
e Tick the ‘Remember my selection...” box and then click on No.

|2l Confirm Content Change % |

Do you want to change the author and delete the text curently aszociated

'E)/I with this docurnent?

Click Y'es ta change the author and delete text curently associated with this
document.

Click Ma ta change the authar but make na changes to the text of the
document.

Click Cancel to not change the author and make no changes to the text of
the documet.

@meamher my zelection and don't prompt again es ‘ Cancel

The default template will load. This template draws information that has been entered into the Kids Rehab
Botulinum Toxin Clinic and Kids Rehab Botulinum Toxin Review forms.

Information: If you see <>inthe body of the letter, it means that a field was not completed in the

AdHoc form. To ensure the clinical record is complete and consistent, cancel the
letter, open and modify the form to include the missing information if required, sign the
form, then create a new letter.

You can add, delete or modify most sections of the letter.
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A

Save & Close I

The only part of the letter that you are unable to modify is the patient demographics section.

Arial =l

= @ &[] s[E[e[s] BlU[Z]S

&[] 0]

Kids Rehab Botulinum Texin Clinic Report

(0238845 2132 - Brain Injury Service

(0278845 2819 - Cerebral Palsy & Movermnent Disorder Service
(0239845 2131 - Limb & Musculoskeletal Rehabilitation Service
(0239845 2769 - Spina Bifida Service
(02)3845 27649 - Spinal Cord Injury & Disease Service
(02)9345 0B85

"~ wenew Ghwr edu aufkidsrehab

1
Tony STARK DCBE: 14M2/2008 SEX: Male MRMN: 1203327
1 Badgery Ave HOMEBUSH NSW 2140

Phone: <>

18
18
It
It
18
i
[

Date Injected: 26/106/2014
Seen By: 2, Dr Simon P Paget, Kelly Tank
Date of Follow Up: 26/06/2014 In a clinic appeintment

Pepperpottitis. The major goals of treatment by Botulinum Toxin were:
1) Shoulder - Improved positioning far safety
2) Upper Limb Management - Easier dressing
3) Upper Limb Management - Improved orthotic tolerance

[We saw Tory in the Botulinurm Toxin Clinic on the 26/06/2014. This was the 3rd set of injections. Tony has a diagnosis of

There are some additional Templates available for use within the letter for different scenarios, such as non-
attendance, no further follow up or injections not required.

In these scenarios, the default template can be removed and the Associated Templates inserted.
To insert an Associated Template:
Drag over the text to highlight unwanted portions of the default template and press the delete key on your
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keyboard.

Click to position the cursor where you wish the new template to be inserted.

Click on the Insert Template button (circled below)
(&) o]

Choose from the list of Associated templates, and click Insert

Warning!

If you select Replace, it will delete all the information in the letter, including the patient

demographics. The demographics will not automatically re-load with the new template.

Edit any information in the newly inserted template, as desired

Click Save and Close if you are not the final author or Sign if you are the final author and it does not need to be

forwarded via Message Centre for signing off.

All existing templates

855_pawerform_kanner
Adoption Clinic Clinical Mote
Botulinum Toxie Clinic
Botulinum Toxic Follow-Up Clinic
Bronchoscopy Report

GF Clinic Letter

CF Results

Consult

Haematology Annual Review

Insert
Template selected will be ingerted atthe location of the cursor,

Append.
Ternplate selected will be ingered atthe end of the document,

Replace
Template selectad will replace all unsigned text.

Insert Append

Replace

Cancel

Click Yes when asked to view newly created document.
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Tip:

@

If you always want to open a newly created report or letter, put a check in the
Remember my selection box. This will prevent the message from appearing again, and
automatically open any newly created document.

1) View New Document ||

9. View newly created document now?
<=

r Remember my selection and do not display this Yes No
message again

e Forward the letter or report to the doctor via Message Centre by clicking on the Forward icon.
ﬁ < - & Clinical Notes BFrint ¥ 18 minutes ago
BlazaxBs|E
ol Iv]
% cm;il“éi‘;“;ﬁ: * Preliminary Report * m
{3 Microbiology Report:
£ Molecular Genetics £ PRIVATE AND CONFIDENTIAL
P> Neurclogy Service
= Bcromnt ||[FEG Report
=2 EEG Report
0 17/0z)20 17 February 2014
O 1710220
]
[ )

The following message will appear explaining you are forwarding a document that has not been signed.
e Click OK to confirm that you want to forward the draft message.

{2) Confirm Forward x|

You are attempting to forward an empty anticipated document
or a document that has not been signed or submitted. If this
document is signed by the recipient, you no longer will be
able to modify the document except with an addendum. Do
wyou want to continue?

™ Do not display this message in the future.

Cancel

Tip: If you do not want to see this message again, check the box next to Do not display this
message in the future.

@

e In the first drop down box, select Sign
e Enter the Doctors surname in the To: area.

Forward Only: Documents: TEST, Pathnet :
[ Additional

Tor
Farmiond acton: |59 | (tivie 5 [T22t, Consukant ] | i)

Comnerts:
Limt 255) | |

Cancel | ok |

If the search returns multiple results, a window will open for you to select the correct Doctor.

When the Address Book window opens, highlight the correct Doctor entry (ensure you chose the one with the
department listed and not the HIC provider option) and click on the right facing arrow to send the report to

that Doctor. You can search for and add more Doctors in this window. See the image on the following page
for reference.

Type a name or select fromlst:

Show names from

Slobal Address Book. hd
Right click to addfremove a name in the personal Sendto
address book.

Name [ Positian

WALGH, MARGARET HIC Provider

Waugh, Mary Clare Rehabiltation Dept P...
WALIGH, MARV-CLARE  HIC Provider

WaLIGH, MARY-CLARE  HIC Provider

WAGH, MARY-CLARE HIC Provider

Wagh, Mary Clare

<O

e Once a doctor has been selected, click OK.

® Type a comment to forward with the report if required and click OK.
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Finalising a Letter

e Doctors will find letters for them to sign in Message Centre available on the PowerChart toolbar.

i 4 PatientList [Scosion 5 Schedulin€CEiMessage Centl) 43 Multi-Patient Task List |

e In Message Centre, the number of documents in the inbox will be displayed on the left side menu.

Inhox Summary

Inbox | Proxies | Pools

Display: Last30 Days -

= Inbox tems (1)

Resulls

———

Nociments (1417

= Messages

e Click on Document to view the letter that requires reviewing and signing.

Documents Xl

qommunicate « Open 3l Message Journal Farward Only Select Patiznt | #5 Select All
Create Date_© [ PatientName | Description Type [ From
180614082742 FTZY,Tony  InProgress  FORVVARDED SIGN DOC Test, Rehab Dept Personnel

New letters will be displayed in bold. Previously opened letters will display in normal text. Once a letter has been
finalised it will be removed from the list.

e Double click on the letter to open it.

S TOTOWARING SN DO HTEY, oy ]
Yromsariony P ¢ & @umureas @) x (BN B W @

Agut yonrs
LLLEAPNEE D0BAT Dretn
= Allergies Mot Bscandd = GomurMalo

MRN:1203349 bk 42:
14,0314 1140 D<o - Disehasge daies | REHAR]

Kt Reish Botslium Toxi Cini: Lese
B%

B, CHW, mpstient 14 Mar 14

Kids Rehab Biatulinum Tazin Ciinie Repart 3

Data Injactsd: 06D/2014

RequestedOale | Request Comment

v | ox [ o ]

The top section is a view of the report. The bottom sections show the modifications made to the letter so far and
who made them, and a section to forward the letter to other clinicians if required.

e Click OK to finalise the report without any modifications.
e Click on the Printer icon and print a draft of the document. When you give this to the Admin staff, it will prompt
them to print the version onto the correct letterhead and send it out to the required recipients.

e If the letter requires modification, click the Modify button to open the report for editing.

o After modifying the letter, Sign to finalise document, or Save to come back to it later for further editing or
review.

e Once the letter is signed, click on the Printer icon and print a draft of the document and give it to the Admin
staff.

e [f this is not your letter to sign:
o Inthe bottom panel - Refuse the document.
o Select areason.
o Entera comment if required.
o Forward the letter (for review) back to the staff member who passed it to you.
= Orlet the staff member know verbally that this letter needs to be reviewed and signed by
someone else.
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