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A series of helpful guides provided by the Information Technology Department

1. Register patients and modify their details

Register Patients

1. Within PowerChart, click on the drop-down arrow next to the PM Conversation button and
select Add Person.

¥ P Conversation

Add Person

Madify Person Details

2. Within the Person Search window, enter the patient name: enter surname, a comma, a space
and a first name and click the Search button

ﬁPerson Search 5

£
IPeabody, Maurice

SSM:

Birth D ate:
-

Gender:
I j Mo encounters found.

Mo perzons found.

™\

FIN NER:

< Search ! )Heset

(] | Cancel | Breview.. | Ldd Person | AddEncounterl

3. Ensuring that the patient does not already exist in the system, click the Add Person button.

4. The Add New Person ‘conversation’ window opens. Ensure all mandatory fields are completed.
(Note to highlight mandatory fields, right-click on a blank grey area of the window and select
Highlight required fields).

Add New Person fields:

MRN I\:':_F!N Allocation Source - Se|ect Trapeze

Allocation e

Source

Medicare Flag IME—L, Select either Eligible-Aust. Resident OR Ineligible (do not select

other options)

If you sited the patient’'s Medicare Card, select Eligible-Aust.
Resident, then enter the 11-digit number in the Medicare Number
field.

If there is no card or number, select Ineligible.

Address Wﬂy_;, Select QAS - this allows you to proceed to click the Address Help
Category button and search for an Australian address.

Address Help Address Help Launches the QAS application (Quick Address Search). Ensure that
the Single Line search option is selected
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e | @ Single Line

Click in the Enter search field and type the address, separate the
suburb with a comma, for example:

2/25 EIm St, Chatswood
Search for the address and click Select, then click Accept.

Select Yes, if you wish to copy the residential address to the mailing
address.

Contact
numbers

Enter Home, Mobile, Business phone numbers, Fax number and Email address.

Demographic
Tab

Complete the fields Date of Birth, Sex, Marital Status, Country of Birth, Aboriginality, and
Preferred Language.

Next of Kin /
Next of Kin 2

Next of kin is the primary contact who is legally responsible for the patient.
1. Select NOK Relationship to person, eg Mother.
2. Click on the Search for Next of Kin button.

3. Within the Person Search window, enter the NOK name: enter surname, a comma,
a space and a first name and click the Search button

4. If the person is not found in the search results click Add Person
If the person is found, select their name and click OK.

5. Enter Address and contact numbers

Carer
Information

Foster parent (authorised foster carer, relative carer or kinship carer) details can be
recorded here.

5. Once all fields are complete, click OK. A message will appear confirming the MRN of the newly
added patient.
Click OK.

6. Click Yes if you wish to open the new patient’s chart.

PowerChart |

Do you want ko open the chart?

g w |

Modify Patient Details

1. Within PowerChart, click on the drop-down arrow next to the PM Conversation button and
select Modify Person Details.

¥ PM Conversation

add Person

Madify Person Details

2. Within the Person Search window, enter the patient MRN, or enter the name (surname, a
comma, a space and a first name)

3. Click the Search button.
The Modify Person Details conversation window opens.

4. Update any fields as necessary.
Click OK.
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2. Using Trapeze Ad Hoc Forms in PowerChart

All Trapeze forms are available via the AdHoc button in PowerChart. This includes the Trapeze Referral
form. After this form is saved, the patient is added to the Trapeze Pending Referrals task list.

Locating and opening a Trapeze form (Ad Hoc charting)

1. In PowerChart, find the patient using MRN or name in the Patient Search window, or open the
patient chart from a ward or patient list.

2. Click on the Ad Hoc Charting icon from the toolbar.

zTear Off xnttach %Change m Suspend ~af Charges P Charge Entry !lﬂ.Egit

& PM Conversation = @ Explorer Menu scheduling Appointment ook,

Tip:

If the Ad Hoc icon is not visible, the toolbar is not wide enough to display all icons.

The toolbar needs to be moved downwards to appear on a row on its own. To do
this, position your mouse at the beginning of the toolbar, and drag downwards.

Beginning
of toolbar

E Tear OFf E.ﬁttach % Change :Emguspend ﬂﬂ Exit Qﬁ.ﬂ.dHoc & PM Conversation = @ Explorer

[1) Ad Hoc Charting - TEST, Monique Emily

£ General Foms

5 Irpatient Farms

€1 Oulpatient Foims

£ Refenals

£ Allergy & Immunology Service
£ Allied Health Farms

£ Asthma Service

&3 Bums/Plastic Service

€3 Cardiac Service

£ CERS [Clinical Emergency Response !
£ Dental Service

£ Diabetes Semvice

5 Drug Therapy

€3 Emergency Department

£ ENT Service

£ Gashoenterology Service

€3 Haematology Service

£ ICU Farms

3 Infectious Diseases and Micimbiology
€3 Medical Imaging

€3 Medical Service

£ Mental Health

£ Nephrolagy

£ Mewrclogy

£ Dnoology Service

1 Ophthalmalogy

£ Ohopaedics

€3 Pain % Pallistive Care Service

Trapeze

£ #ltens

[

=lolx|

[T [E Trapeze Referal
[~ [& Trapeze Intake
[T [ Trapeze Enrolment
[T & Trapeze Key Professionals
[T [ Trapeze Snapshot

[T [ Trapeze Iritial Azsessment
[ B Trapeze Follow-up

[ [ Trapeze Evaluation

[T [ Trapeze Transition

[T [E Trapeze Exit

[T [ Outpatient Statistics

Service

3. Select the Trapeze Service folder from the folder list on the left and then select the form/s you wish

to use.
4. Click on the Chart button.
NOTE:

e When “Yes” is selected on the Trapeze Enrolment form, an alert is automatically added to the
patient’s problems and alerts window.

Enrolled in Service?

‘@ Yes

O MNa

O Undecided |

record.

~ | #% Summary - Clinical

Enrolment Date

fiziamizos <[]

BFrint ¥

Selecting "Yes" in
“Enrolled in Service™ adds
an alert to the Problems

0 minubes ago

Expected I
Discharge Date
{EDD):

Date :
This patient is

aad

Active Problems & Clinical Alerts: [
Enrolled in Trapeze Service (Since)
No Allergies Doctor Patient -
Recorded Information Demographics
SMITHERS,
THOMAS

Patient Contacts

e When a Trapeze Exit form is completed, the alert is automatically removed from the patient’s
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Completing a form
1. Enter the necessary details in the fields provided (see below for hints on working on a form)

2. After the form has been completed click on the Sign Form icon (green tick in the top left of the
screen) and enter your password.

Hints to remember when working on an Ad Hoc form:
e Selecting options:
o Circle O means only one option can be selected.
o Square O means more than one option can be selected.
¢ Yellow means this information is required or mandatory.
e Small plain white boxes allow for free text (limited to 255 characters).
e Larger boxes (with formatting icons) allow for unlimited text.
e Blue text: indicates important points to note.
e Access additional information and reference guidelines by right-clicking white box when indicated:

Right click in the box for Referral to Trapeze guidelines. I:‘ 2

e Working with grids on forms:

o Resize columns by positioning mouse between column headings and dragging.

o Add arow by right-clicking on a cell and selecting Add Row (a new row is added beneath all
existing rows in grid)

o Delete a row by right-clicking on a cell IN THE ROW TO BE DELETED and selecting Delete
Row.
Clear the contents of a cell by right-clicking in the cell and selecting Clear Cell.
Clear the ENTIRE contents of the grid by right-clicking in a cell and selecting Clear.

Mame Role Specialtp Li] i o Phone number Fax HNumber |Email addiess Address
|Typa
<Alpha> <Alpha>
% Camment
<hlphar <Alphar Chart Details. .,
[Modifiers
<Blphar <8lphar Reference Text
iew Result Details
<Alphar <Alphar Clear
Clear Cell
4| Add Row | N
Delete Row

e Move between different pages in a form by selecting the page name from the list on the left.
¥ = wE e v @ER

rformed on: YNg/05(2013 :’El 0754 :I By: Test, Trapeze Dr
Problem List
Aergies RN 1141483 Narne: KIFLU, Ephrathah Hezekias SercF DOB: 16A 1111
Horne Ph: 0288771706 Mobile: Ernall
Medcations Interpreter required: Mo Preferred language: English Mailing Address: U 4 33-41 Neil 1, MERRYLANDS NSVY 2160
Date of Referral 52013 (=] [# Right click in the box for Referal to Trapeze ¢
Referrer Name Test. Trapeze D e Role of Referrer =
Deparment Name | | Consultant Name

Email [ | Contact Number

[rene = [f = @ sl=|m BlUZ|S

Reason for Referral
to Trapeze &
Priorities for
Management

e The date and time fields (in the top left of the form) default to the current date and time. These fields
can be modified if required. To enter today’s date in a date field, type‘t’. To enter the current time in
a time field, type 'n’.

£ Phone/Communication Note - TEST, Peter

vEO %+ s+ @ =

“Performed on: (JEXIIEEIN = ~ 1308 =
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Hint: If you change the resolution settings on your computer or make the font larger than
normal you may not always see all the fields on the forms as they become distorted.

Viewing completed forms

Completed forms can be viewed from either the Clinical Notes screen or the Results screen.

A. Viewing from Clinical Notes
1. Click on Clinical Notes from the menu on the patient’s chart.

2. Click the By type option

" By status
™ By date
" Performed by

" By encounter

¥t

3. Double-click on the Trapeze Documents folder, then double-click the relative sub-folder.

4. Double-click on a form within the sub-folder to view.

t] Respiratory Service =
E_' Trapeze Documents Perfl:l—:—mmg:legen!nﬂ?;ﬂ 5E£}:ﬁ
+-C7 Trapeze Referral .

£ Trapeze Enrolment

Intake
Trapeze Inkske Feadback fo Refarar: test
07/05/2013 14:45 Test, Trapeze
09052013 10:22 Test, Trapeze
£ Trapeze Kev Professionals
(] Trapeze Snapshat Result Date: 07 May 2013 14.45
erfied By: Test, Trapeze Murse on 07 May 2013 14

4| | 3

(% B bune

B. Viewing from Results
1. Click on Results from the menu on the patient’s chart.

2. Navigate to the Trapeze forms by selecting Trapeze Service from the Navigator.

3. Double-click on the form name within the cell on the results flowsheet.

Mavigator = Results DQIIDDSIISZQDIS DQ,I'IDSIISZIDIS
Growth Chart : .

2 Growth Chart 1

[ Respiratory Service Height

‘Weight
Body Mass Index
Body Surface Area
Respirakory Service
Respiratory Support Pressure Settings
Trapeze Service
Trapeze Referral
Trapeze Enrolment
Enrolled in Trapeze?
Trapeze Intake
Trapeze Key Professionals Trapeze Key P...
Trapeze Snapshat Trapeze Snap...

| Trapeze Service

1 | »
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Modify or Cancel Ad Hoc Forms
You are able to modify the details on a form or cancel a form that had been completed in error. Such
actions are performed on the Form Browser screen.

1. Click on Form Browser from the menu on the patient’s chart.
In the Sort by field, select Form to sort all Trapeze documents separately from other forms.

2. Right-click on the form you wish to modify or cancel.
A. To Modify
1. Select Modify from the drop-down list.

2. Complete modification and sign the form.

Note: When a modified form is viewed from Clinical Notes or Results, any information entered prior

to the modification will be formatted as strikethrough text, indicating that it is no longer valid but still
readable.

[I ED Docurnent

I Inpatient Document Document Has Been Updated
Il Imaged Documents Trapeze Referral Entered On: 14/05/2013 9:29

[ Cykogenetics Reports Performed On: 1405/2013 9:27 by Test, Trapeze Nurse
[| Microbiology Reparts

[| Malecular Genetics Reports Reterral i

f Trapeze Documents £ Pr_oiessmnals

- Trapeze Referral Spacialy. Gynaecology Oncology
[ 14/05/2013 9:21 Tast, Trapeze M Test Trapeze Test Trapeze

Test, Trapeze b MHurse - Murse -

05/06/2013 9:06 | 05/06/2013 9:06

tl Trapeze Enrolmen
-] Trapeze Intake
-] Trapeze Key Professionals Date of Referral. 14/05/2013

5] Trapezs Transition Relerrar Mame . Test, Trapeze Nurse
[l MRIReports

Test, Trapeze Nurse-14¢
Consulfani Mama : DrJones

Emai. jonesy(@hesith.ngw health. gov.au

Comact Mumber: 9512222

Reason for Refanalio Trapaza &

Prigitias for Maragamen: EXCISION BIOPSY DERMOID CYST LATERAL ASPELT RIGHT ORBIT
Young People 16-25 vears with Diahetes and/or sewvere respiratory compromise are eligible farthe Trapeze senvice

Test, Trapeze Nurse - 05/
4 | 4 LIECI SO BIOPSY DERMOID CYSTLATERAL ASPELT]
B. To Cancel

1. Select Unchart from the drop-down list. The following screen will display:

| J Trapeze Enrolment {Unchart) - HOPPY, Shane ¥ x|
v Q%
Slgn_Form *Performed oni [ oS 2015 ﬁB I 1030 ﬁ By: Test, Trapeze Dr

Uncharting this form will change the status of all the results associated
!\ with this form to 'In Error’

Comment:

2. Enter areason for cancelling the form, then click the Sign Form icon to complete.

Note : The result will now display on the Form Browser menu with an updated status

El [ asthma Action Plan

S B z0/10/2005 2:59 PM (futh (Verified)) - Doctar , Eight
E--EPediatric Growth

{ E----B2|3,I'1|:|,I'2|:|Di3 2158 PM (Modified) - Mekcorkkbokoe Modified
E--EPhune Consult

5----E5,|'1 172008 9:16 AM (Auth (Yerified)) - Doctor , Five
i 1B HHHEERE DA (-Eras—Deckar e Uncharted
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3. Add/Update problems and alerts in Trapeze forms

Add Problems in the Ad Hoc Trapeze form

1. Right-click anywhere in the white portion of the Problems List and select Add Problem...
2. Click on the binoculars button at the end of the *Problem field.

*Problem
[ 4|
3. Inthe Problem Search window, click into the Search field and type in the name of the Problem.
Bl Problem Search x|
*Search: |blus |Startswich =] withine [Terminolagy x|
Search by Mame | Search by Cods |

Terminology: <Al kerminalagies: I Terminology Axis: | <Al berminclagy axess L I

B iew Synomym T;:;Cnncept Farnily IHpil'*ﬂulti Aial L{_\lcross Mapping

Temn = | Code | Termninology | Terminology Axiz| =
Elue 2163145016 SNOMED CT  GQualifier value:
Elue 1234383015 SMOMED CT  Finding
Blue - symptom 370536016 SMNOMED CT  Finding
Blue and gold macaw 85578018 SMOMED CT  Organism
Blue angelfizh SE087010 SHOMED CT  QOrganism
Elue ashestos E3435018 SMOMED CT  Substance

Elue asphyxia 128405011 SMOMED CT [Finding

Blue baby 411513M8 SNOMED CT  Finding

Blue beech 7333010 SHOMED CT  QOrganism

Elue bioater 44257307 SMOMED CT  Finding

Blue bobo 151370014 SMOMED CT  Organism

Blue bottls fil 1230836011 SHOMED CT  Organism =
Add to Favarites Ok | Cancel

4. Click on the Search by name button.
5. Select the required problem/alert.
Add Problems directly in the patient chart

Search by name |

1. Click on Problems/Alerts & Demographics from the Menu on the patient chart.
2. Right-click anywhere in the white portion of the Problems List and select Add New Problem...
3. Inthe Add New Problem window, click on the ellipsis button at the end of the *Problem field.
4. In the Problem Search window, click in the Search field and type the name of the problem.
5. Click on the Search by name button and select the required problem/alert.

Update Problems
1. Right-click on the problem and select Update Problem or Modify Problem

NOTE: to cancel the problem, change the Status to Canceled.

4. Add/Update allergies in Trapeze forms

Add Allergies

1. Right-click anywhere in the white portion of the Allergies window and select Add New, then
choose Drug Allergy, Drug Side Effect or Other.

2. Click in the Search field and type the allergy name, then click on the Search button.

3. Select the required allergy from the result list and click on the Select button to move the allergy
to the Substance field.

My Favorites Search | Substance |
Search I codeine Select - 1. substance {required)
[——— Sparch for: .
’75' Name ( Code ’717 Substance ' Reaction e || I Free tet Category: IDrug j

If necessary, select the appropriate Category (Drug, Environment, Food, Other)

If required, click in the Reaction symptoms field and search for any reaction symptoms the
same way you searched for the allergy.

6. Enter any other Allergy details and/or Comments, then click OK.
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Update Allergies
1. Right-click on the allergy you wish to update and select Modify [name of allergy].
2. Change any details as required, then click OK.

5. Setting up the Pending Referrals Task List to View Trapeze Referrals

To be able to view the list of patients who have been referred to the Trapeze service, the following
settings must first be applied:

1. From the Options menu, select Task Display.

2. Under Location Filters: select Royal Alexandra Hospital for Children (ensure the square is
blue, not white).

3. Under Task Types: select Trapeze Tasks.

I i &l I Al Medications.
I~ Completed ¥ scheduled s
I Pending Validation W PRN I

7 overde ¥ Continuous T Resporse

I Suspended

I Chosen Task Types:

=] [Trapeze Tasks
Hospitai for Chilcrer

H
T NS — _ R =

Click Save, then OK.
From the Options menu, select Task List Properties.
Click on the Patient List tab, then tick the box next to Choose a Patient List.

Select Departmental View.

© N o g &

Under Location Filters: select Royal Alexandra Hospital for Children (ensure the square is
blue, not white).

9. Tick the box next to View Assigned Tasks.

| Task List Properties x|

Time Frames Patient List |

[~ Location Filkers
[V Choose a Patient List 163 No Location Filter
[T ———— ][] Location Groups
Hunter Bai V\;ard ey B[] All Locations
Trapeze Test (M. Allen

=-mih :

«| | »
¥ View Assigned Tasks Save
cancel_|

10. Click Save, then OK.
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6. Working with Pending Referrals

When a Trapeze Referral form is completed for a patient, the patient will appear in the Trapeze Pending
Referrals list.

e Patients listed on the Trapeze Pending Referrals list will have one of three statuses:

o, In Process
7
— Pending
I--""" Complete (these tasks disappear from the task list once
the screen is refreshed)

Location/RoomBed MRM Mame Task Status | Task Descriphio 2
vy Camperdown Ward [ 07 [ 10 9992993 TEST, Resident Cne Complete Trapeze Referr

Clancy Ward 1141732 TEST, Tata Pending Trapeze Inkake
£ Clancy Ward J 0z | 02 1141609 HOPPY, Gavin Kevin InProcess Trapeze Enralr

e Clicking once on a task will highlight it, clicking twice will open the task. You are able to highlight
multiple tasks if you wish to open and work through tasks simultaneously. Note you will only be
able to open multiple tasks if the status of the highlighted tasks are all the same.

e Clicking on a newly referred patient will open the Trapeze Intake form.
Don’t forget to refresh the screen if you can’t see a patient you know has one completed

e When the Trapeze Intake form has been completed and signed the patient should disappear
from the task list — there will be a green tick next to the patient’s name
Refresh the task list to clear the ticked patients
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7. Patient Lists, create, maintain, share with others

View Patient Lists

Move between displaying Patient List view and Pending Referrals view by using buttons on toolbar:

sk Pending Referrals :fg Patient List

Create a Custom Patient List

1. Click on the List Maintenance (wrench) icon on the Patient List toolbar

O EREEEEN I LT L

Press New
3. Select Custom, press Next

Enter a name for the list, then press Finish

Custom Patient List x|
[CCare Teams | - C 2ahr Care Unit Follow-Up
[CLecations -] & Team Consulks
[ Medical Services -] aB1C
[ClEncounter Types - ] Achondroplasia
[l relationships - ] arthrogryposis
] Admission riteria - []icare Team
[Clrischarged Criteria - [C]<F Team
D Use Best Encounter D Connective tissue dysplasia

- ] Hypermobility

- []Kids Qutreach Liaisan Service
- [C]Limb Deficiency

- ] Osteogenesis Imperfecta

- [C] Sacral Agenisis

- [C] Spina Eifida

Enter a name for the list: (Limited to S0 charackers)
Trapeze Follow up

Back | Hext | Finish I Cancel |

5. Select the list from the Available lists side and click on the blue arrow to move it to the Active

lists side.
{2 Modify Patient Lists |
Available lists: Active lists:
Hurtter Baillie Ward
Trapeze Test (M. Allen)
= 2
= 3
Mew | Ok | Cancel

6. Click OK. The list will now be visible as a tab on the Patient List view.
Adding Patients to a Custom List
1. Click on the Add Patient icon on the Patient List toolbar

EEEE

2. Search for the patient you wish to add to your custom list.
OR

1. Right-click on the name of a patient from an existing patient list
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2. Select Add to a Patient List, then select the name of your custom list. & & minutes ago

NOTE: if the patient does not appear on list after it has been added, simply refresh the screen.
Removing Patients from a Custom List
1. Select the patient from your custom list

2. Click on the Remove Patient icon on the Patient List toolbar

PEN» AP BERR @ D

Sharing Your Custom List with Others

1. Click on the Properties icon on the Patient List toolbar

AW Ai% o BEne as

Select the Proxy tab

3. Press New

Select Provider, then click on the binoculars icon to search for the person you wish to share the
list with.

% Provider

| 4|

5. Inthe Access field, select the access level of Maintain. Any person with Maintain access will
be able to add and remove patients from the list (these changes are visible to all users sharing
the list).

Note that any person with Full Access can add and remove patients from the list, and can also
remove the list completely (other users who have access to a deleted list will no longer see the
list).

6. Press Apply.

7. Repeat steps 3 - 6 for any additional people you wish to share the list with.
Accessing a Custom List which has been shared with you

1. Click on the List Maintenance (wrench) icon on the Patient List toolbar.

2. Your newly assigned patient list will appear in the left frame of the Modify Patient Lists dialogue
box (this list will also include the name of the list owner in brackets).

Select the list and click on the forward arrow to move it to the Active Lists side (right frame).
Click on OK.
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8. Creating, opening and printing clinic letters from Clinical Notes

Create a Trapeze Summary Report

1.
2.

5.
6.

Click on Clinical Notes from the Menu on the patient chart.
Click on the Add button (located on the Clinical Notes toolbar)

OMEEIYIELTY

In the Add Document window, click in the Type field and select Trapeze Summary Report.

The Trapeze Summary Report will be pre-populated with information from the Key Professionals
and Snapshot forms

Review the information and amend as required
Click Sign.

Open a Trapeze Summary report

1.
2.

3.

Click on Clinical Notes from the Menu on the patient chart.

Double-click the Trapeze Documents folder; the summary reports will be located in subfolders
inside this folder.

Double-click on a summary reports within a folder to view it.

Print a Trapeze Clinic Letter

1.
2.
3.

Open the Summary Report
Select “Draft Print without Headers and Footers”.

Click on the Print button (located on the Clinical Notes toolbar).
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