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Entering Orders for Early Intervention

Sign in to the facility and Site that the client is registered to when signing on to the Meditech system, and
navigate to the Therapist Desktop in the department of TS (Therapy Services). To enter workload, click on
the Find Patient button on the right hand side of the screen. Once you have found your patient and
account, click on ‘New Order on the right hand side.
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The following screen will appear where you will enter your order/procedure.
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* Order Doctor " Program Provder
Catagory  * Procsdurs Proceders fame fPoarmy  * Quastity ‘ Cata Time  Serws
] o ™ TREATHENT L «@ Yo 0004

! | Procecere scroen |
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All fields marked with an * are required.

The Order Status is always complete. The User number automatically defaults to the Technologist
field. The Technologist field can be edited (changed to another number) if required. For Ordering
Doctor use PP (program provider, or if appropriate enter the doctor). Press enter through the
source and arrival time fields (leave them blank). Category — enter El or press F9 for a lookup.

Procedure — press F9 for a lookup list of procedures. Choose the appropriate procedure.

Search

Mnemonic Hame

AX ASSESSMENT

CLIENS CLIENT NO SHOW

CONS CONSULTATION/COLLABORATION

DISC DISCHARGE
REAX REASSESSMENT
REF REFERRAL
TRAV TRAVEL

™ TREATMENT
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Press enter through the Pri field. It defaults to R for routine priority.

QTY (quantity field) — Enter your time in minutes, (Ax/Tx time is a total time of prep, time with client, and any
clinical documentation time), press enter.

Date — press enter to load the current date. Enter T-1 to load yesterday’s date. Or enter the date
as dd/mm/yy. Do not enter a time. Press enter through this field.

Bottom Screen

Mode of Service field — Face to Face individual defaults but can be changed. Press F9, to view the
alternate choices.

(Visit Disposition will always be H=Home, Self Care. Stakeholder Type — will always be Registered
Client. These two fields will default and are not editable).

TOT Ax —time (minutes) will auto populate from Qty field above.

The provider will automatically load along with the type.

Enter a Primary diagnosis code — will default from Patient Data screen or press F9 for lookup

| || Mocedure & 'nm-J

*Mode of Servece| 1 Face ' fnce Individusl
:‘1::‘[::-::";:;' E HONE SELF CARE ror The bOttOm
screen is spread
TR AT over two pages so
make sure to
| #rocadere Screen ) complete all fields
roran e Brvgeonis Codos on each page
«Provéer L OLIE}G » Priomay Cenmcs e ormpnts = Un .
Type - e = before saving.
e
- o2 Got=

Any number of orders can be entered before saving. When finished entering orders for this
patient click ‘save’ at the bottom.

Note

When choosing procedures for an order, it is possible to choose multiple procedures at the same
time if F9 lookup is used. Choose one procedure and it will move to the bottom. If you hold the
‘ctrl’ key down on your keyboard while clicking on another procedure it will add it to the list. Click
‘Save’ and it will ask for the Priority and time (Priority will default to R; leave Time blank). Click
‘Save’ again. Continue to complete the bottom screen on all the orders and ‘save’.
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Patient Data Screen

You can access the Patient Data screen from either of two buttons/places. Either the right hand list
of buttons — click on ‘Patient Data’, or when in the New Order routine, click on the lit up ‘Patient
Data’ button on the bottom of the screen.

OR

= nnene

Chance Ste

Use the Patient Data screen to record a Diagnosis code on any clients you have registered as
Recurring. Ifitis entered on this screen it will default for you when entering subsequent orders
when the client returns to see you.
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Allergy/AdvReac:
‘Standard Felds | Custom Quenes | Allerples/ad verse Rsactions |

Only fill out information on the Custom Queries
“Primary: Ousbetes Type 2 tab. DO NOT fill out any information on the
ind Standard Fields tab nor the Allergies tab.

Off Site Service Location:
Hame of Program:

sress poED teeee

Caseload Type:

School Division:
Arsa
Goalt Attained:

Recieves Tx by a School Division Emploves: Remember to Save |

MR Cose | Sawe
2 P

Note ‘

Clients who are registered recurring must be discharged using the discharge routine. Itis also
required that a re-visit be entered in admissions for each subsequent appointment.
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Revisits / Recurring Registrations

When a client is registered as a Recurring registration it means that it is expected that the client will be
seen multiple times for the same problem. With this type of registration the client does not have to be
registered every time they receive service. Staff use this one registration repeatedly (same account
number) until it is decided the client can be discharged. Although they are not registered with a new
account, it is required by HIM that a Revisit be entered on the account indicating the date and time the
client attended. To enter a Revisit on a recurring account, access the Registration Management Desktop in
ITS.

Therapy Services

PCS CM *Aspen TEST 5.67* |Order Entry
'Reports

Change Your Password/PIN

'EMR
ADM »
:t':p':mb:;wse? s ' ADM
‘Aspaen TES e * TS q - = = -
ITS *Aspan TEST 5,67* Y e : R-;on:um Manag Desktop
PCS *Aspan TEST 5.67° : MM Inventory Requisition : Statistics
»
»

Click on the ‘Revisit’ button on the right hand side of the screen

Function Regeter
“Typ=
Form
Patiant Identificaton
Account Bumber Search Medical Record Number Search
vua Hame
Hams Birthdats
Account Hism —as
Med Rec Num Sex
Sirthdata Mother's flame
Phone Num Other Name
Policy Mum
EMR Hum

| Enter Revisit | Edit/Delete Revisit )
There are two ways to enter a revisit. Either and each is
useful in different ways.
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Enter Revisit

Uditstr Holly,Hanna REG RCR  RUDOODI02/15 Mad Rec Hum: PBO00S4128
26/F 02/04/1989 08/04/15 - 1049
ARBART

Entar Revisit | Edit/Delsts Revisit |

Attending DACUNOEL DaCunha, toel A,

Reason For Vst

Authorized Visits

Prior Visits 1

Last Visit Date  06/04/15 | Last Other Location

Last Visit Tima 1049
Last Location AABART

+ Service Date M Service date = date client attended
*Service Time . Service time = actual time of day
' Loca AABAR .

Han - the client attended

Location = defaults in from reg

rAttending Physician If entering more than one date,
they must be entered one at a time
and in chronological order.

Edit/Delete Revisit

Location DRDHOT Other Location

This view allows you to see all
revisits entered. You can tell if
there already is a revisit Q

entered and/or allows you to
add missed or delete revisits Revisit Information

Revisit Date Time Location Primary Loca
1 07/03/15 1000 DRDHOT Y
2 09/03/15 1000 DRDHOT Y
3 12/03/15 0759 DRDHOT Y
4
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Admitted inpatients (both Acute and Long Term Care) do not need a Revisit entered on the account
regardless of the amount of times they are seen. Revisits only apply to Registered Recurring
Outpatients.

Discharging Recurring Outpatients

Recurring Accounts must be manually discharged. To close an account, access the Registration
Management Desktop.

Therapy Services
EMR

ADM .
Applications MRI 4 o
CM *Aspen TEST 5.67* * s <
ITS *Aspen TEST 5,67 » u; X :::Onrt::Uon Managemaent Dasktop N
PCS *Aspan TEST 5,67 » [ MM Inventory Requisition ] i 2
PCS CM *Aspen TEST 5.67* *» Horder Entry A
Reports »
,

{Change Your Password/PIN

Click on ‘Discharge’ on the right hand side of the screen.

Account Identification
Account Number Search
Hame
Account Num
Mead Rec Hum
uu
Birthdate
Phone Hum
Policy Num
EMR Num

Type = Recurring

Form = Long

Enter the client name and/or account number. If you enter a name you will have to choose from the
patient’s list of accounts
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"TYPS  Racurving
Form  Long

Account Jdermiicenon
Sceount Humbet Search
Ton v VDITSTR HOLLY, HANNA
Alcoune Mum
et e tem

Pirthdate
Phone lm
Policy e
EIEr am

U VT S —

Uditstr Holly, Hanna REG OCR  RUD0DO202/1S
26/F 02/04/198% OS/04/15 - 2049
AABART

Discharge 1ef || sCatees)

Med Rec Mum: PEODISSLIS

Discharge date/time = the date the Therapist
signed off the chart as discharged. Can use a
standard time of 0900hrs as Rehab/Allied Health
accounts are not generally discharged in real
Lest ikt Date|  Time 0604735 IRSIOILCH
e ok Discharge Disposition = H

Preferred Pharmacy = leave blank

Primary Care
Aftmncding DacunotL

Click ‘Save’ at the bottom of the screen. That account is now closed and will show with a status of
DIS RCR. Orders can still be entered on this account in ITS as long as they are dated prior to the date of
discharge. There is no need to re-open the account to add missed orders.

Discharge procedure - can be entered to capture the discharge outcomes using the same routine as

for entering any procedure.

Once an account is changed to discharged, DO NOT re-open the account. If the client returns for
service they must be registered again with a new account.
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Edit Batch

Change Status of an order, add a Technologist - Both are completed by clicking on the ‘Edit Batch’
button on the right hand side of the screen, (after choosing an order). The status of an order can be
changed to ‘Cancel’. Common reasons for cancelling orders include “wrong patient’ or “wrong patient
account”.

Note: For therapies — do not edit a ‘Source’

B Theraniet Dasien  ALLASM LAEH OORALTSIANMA TEATS SLANNY TIRTR AT - Sa]  Cammes Garle Pas

Uditstr Holly, Hanna SDO000102/18
©® 26/F 02/04/1989 PV00010307

Change To Status .
1 0f 1 Selected
¢ Category Order Hum Procedure Status Patient
T oM 0904-0001 TREATMENT Complets UDITSTR MOLLY, HANMA

Status and Technologist buttons are at the
bottom of the screen
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Modify an Order

Once an order is saved it is possible to make edits to the information on the order. To edit an order,
the order must first be in a ‘Logged’ status. Use the Edit Batch routine to change the status of the

order to ‘logged’.

Click on the “Modify Order” button on the right hand panel of buttons. The cursor will stop at fields
that can be changed. Note: the category of an order cannot be edited. If the order was entered with
the wrong category, the order must be cancelled and re-entered.

5 Deerapnt Ouetep  A0LAME LAY PR TISTARA TESTS & 7604

_ Uditstr Holly,Hanna
@ 26/F 02/04/1289 0904-0001
Allergy/AdvReac:
1 of 2 Selected
-
Patient Treatment
—~  UDITSTR HOLLY,HANNA 51
SDO000102/15 TREATHENT
- UDITSTR HOLLY HANNA e
SDO000102/15 ASSESSMENT
Mods of Service: 1 Face to face individual
Visit Disposition: - HOME SELF CARE
Stakehoider Type: 1 Registerad Client
La) 1002

I -1 |

Page 13



Early Childhood Intervention Manual - ARH

Non-Client Time

To enter non client time (and Group Presentations to non-registered clients) into Meditech, access the
General and Administrative -» Enter Requisitions routine.

Therapy Services

MR
ADM N Lk
atione MRt » || Therapist Deshtop Ganetal & Administyative
pan TEST §.67° ' » Peceptionst Deshtcp Enter Pequisitions
ipen TEST 5,47 Al » || Tachnologist Desktop List Stock Raguisitions
spen TESY §.47* * UMM Inventory Requisition  » || Enter/Edit Group Orders ¢ Epvint Requisition Log
| “Aspen TEST 5.67° ¢ oour Entry » | Statistics and Searches b Raprint Paquisition s Paperwork
Raports » [Ganaral & Administrative ¢
»

Changs Your Pasnword/PIN

Location = Your site El location (ie. ALLAEI)

Category = CHNC

Procedure = press F9 to see drop down list of procedures. Choose ‘Stakeholder Type 2 Groups”.

Quantity = number of Minutes of time (how long was the presentation in minutes)

Technologist = your ID number

Continue to complete the bottom screen and save. (it is split into two pages so remember to complete both)

Usar 011014
Department  CH CHILDRENS HEALTH
Location ALLAE] EARLY INTERVENTION
Category * Mrocedure Procedurs Name * Quanbity
1 CHNC STAKT2G STAKENOLDER TYPE 2 GROUPS ©0
3
4
L
.
7
| Catagory w]l Procedure Lﬂuh)
»
« Dincipline | -
« Date
B
S AN/PM/PGN day:
« Prep Time (minutes)
» Group Mame
CMumiber of Attendess F
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Non client time can be entered in whatever way works for your schedule (daily, weekly, biweekly, monthly).
All “Correction” procedures at the bottom of the procedure list are to be used to subtract minutes that have
already been saved. It is not possible to delete anything out of this routine so once you have saved time, the
only way to eliminate it is to use the corrections procedures. The amount of minutes entered on a correction
procedure will be subtracted from the total.

Note: the correction procedure for the Stakeholder Type 2 Groups does not work as well as the other
correction procedures. If you make a mistake and save it, please contact your local Data Coordinator.

Other Meditech Functions

Anywhere this button appears it indicates
there is more information to view. Click
to view info.

Standard software help button.

"

'F1 l F1 can be used in any field/routine

History

You can Change Department if you have
access to more than one department, or
change the Site you are in. Note: if you
Change Site change site using this button, it will only
hold that site till you exit the therapist
desktop. Then it reverts back to your
original sign on site.

Cancel Save Preferences — Therapies do not use
@ @ | =
# o .

Help External links Screen print Lock Meditech Email

Change Dept

Preferancas (2
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Note

EMR — Review the e-learning module for an overview of the EMR. (found on Insight or MyLearningLink)

Admissions — For those staff that are required to register their own patients, review the ADM e-learning
module available on Insight or MyLearningLink

For issues regarding the ITS module, please contact your local Data Coordinator or IT Service Desk.
Alison.McCoy@albertahealthservices.ca or Meditech567Help@albertahealthservices.ca or for learning inquiries contact
Meditech.learning@albertahealthservices.ca
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