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Entering Orders

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 RT (Respiratory Therapy). 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.

Dotnpiol Dyt ARTAZMUIARTT JMURTERLIRNA TER T S AANRE TIRTN A7 Banl] Albent Welap

Uditstr Holly,Hanna AABART
26/F 02/04/198%

Alry y /Ay Bmane
Always Complete
Haw Oroe »
Ior B03144 Allson 1%Coy O e .
Order Status  Complete UL TRL -
Patient AUO000202/15 UDITETR HOLLY, HANNA il i L. B
| It
*Technokagint H03144 Ahon WeCoy Al Time 1 R — -
Attand Cocte  DACUNOEL CaCunha, Hosl A, source . i
*Ordar Doctor PP Frogram Fravider I ! ’i
Catagory  * Procedurw Procedurs Hame “Marty  Quantity * bate Time  Seres s r-
1 rT ARROC AFROSOL COMPRESS.. R 1 T+ 0704
N
3 " /(B -
- Jl Procecdure "uuu] UL T T |

sProvider 11 017550 TOT AX: 28
“Type ny TOT T »
CONS:

) 100y Gowo 2 | o)

Lt T cedeer ATRWAY HGIY ARTIFICTAL AV CANE, 06/04/18 At ATHABASCA NEALTHCARE CEITRE (Logged) 1 Fiafeenve

=l O0B00

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 RT or press F9 for a lookup.

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

AIRWAY MOMT ARTIFICIAL A CARE
AIRVOSE  AIRWAY MCNT IMTUBATEEXTURKTE
AIRVOTSY  AIRWAY MGMT SUCTION THERAPY
AIRWTPT  AIRWAYS TPIECE INITIATION
AIRWTTC  AIRWAYS TRADH TUBE Cnance
ATRWTW AIRWAYS TRACHECSTONY Wiading

ARELA ARREST ATTERDANCE Heremoni
AUSS AUSCULTETION Mumbar
AX ASSDESHENT

L2 SLOOD GAS ANALYRIS Some
§GA0 __BLOOD GAS ARTERIM G2

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

QTY (quantity field) defaults to 1, 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.
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Bottom Screen

The provider will automatically load along with the type.

Enter the amount of minutes for Ax (assessment), Tx (treatment), and Consultation, that pertain to
this procedure.

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).
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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’.

ARRGY ARROSOL THERAPY
AIRWHAAL AIRWAY MOMT ARTIFICIAL AW CARE

AIRWNHET  AIRWAY MGHT SUCTION THERAFY
ALRWTIL AIRVWAYS T-PIRCE INTTIATION
AIRWTTIT  AIRWAYS TRACH TUBE CHANGE
ALRWTW AIRWAYS TRACHEOSTOMY WEANING

AU ALSCULTATION
AX ASSESS

A BLOOD GAS ANAL YL
8GA0 OO0 GAS ARTRELAL 03
) e te
“  Catwgory rame it
v RY ARROSOL COMPRESSOR 43%001
7 BT ALRWAY MGMT INTUBATE/EXTUBATE 71435004
= NT ARREST ATTENDANCE 73434110
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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

Socedute Screen

TOTAX: 10
TOoTT™: 13
Cons

Use the Patient Data screen to record a Diagnosis code on any clients you have registered as
Recurring. If itis entered on this screen it will default for you when entering subsequent orders
when the client returns to see you. If the client is registered as Clinical, then the Patient Data

screen does not have to be used.

Patwrtt Dala  AADRMAAMNANT (MIATTY

Uditstr Holly,Hanna
26/F 02/04/1989

WA TESTE A TISTS &

AABART

Allargy /AdvReac:

| Standard Fslds || Cusom Quanes || Alergies/adverse Reactions |

sPrimary: Restrictive Lung Disease
2nd:
3rd:

Only fill out information on the Custom Queries
tab. DO NOT fill out any information on the
Standard Fields tab nor the Allergies tab.

Off Site Service Location:
Hame of Program:

ey ROSD *vEes
Grade:

Cassload Type:
School:

Schoal Division:

Area:

Goalz Attasined:

Recieves Tx by a School Division Employee:
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Order Sets

Some order sets have been built into the RT department’s procedure list. To enter an order set,
type / in the Category field, then press F9. The order set choices appear as below.

26/F 02/04/1969

KT ANG
RTCPARST  RTCPAP STARTS

* Tom brudingest - nTeY BT FULMORARY PUNCTION TEST
Atend Docter 08 RTSFIRO RY SFIROMETRY
* Order Doctor L RTITEXTUBAT AT EXTUBATION

ATVENTC KT VENTILATOR CHBCHS

Choose one and press enter. The procedures in the order set will automatically load.
Each procedure in the set already has a predetermined time attached to it.
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B Chmonan) Dosbing - AAMAAANARTY JAATERTAMIA FERTRAPMEL TERTE AT Toed  Adns Welag

Uditstr Holly,Hanna AABAXT
26/F 02/04/198% PROD0S4120
Allergy /Ad v« Reac
Ve Oveder
Usm “ol1a4 Argon Coy
Order Status Complate
Patwnt AUODOOR0Z/18 VDITETR HOLLY, MANNA il B
* Tethnolog it Go3144 Aligon McCoy Arvival Time
Attend Doctol  DACUNOEL OaCunha, los! A Loulte
*Order Doctor e Frogram Provider ﬁ
Category  * Procedure Procedure Natme “Pratity  Quanuty “ Dot Tiee  Sertes — o
1 " ) * ASSESSMENT " 1 T (4] L
: " AUSC AVSCULTATION 3 i T 132
3 RY toventl FDUCATION METER D, R i 4 E & S . -
| ' Procedure 5S¢ -vo-v-J
*ovider 3 TOTAX: W7 EHR «PLL> ')
s Type YOT ™ —re—rrey .
Cons 3 ——— r
o) st Gotoz [0 ﬁ
AT ordar AIRVAY HGHT ARTIFICIAL AW CARE, 00/04/18 at ATMABALCA HEALTHCARE CRIFTAE (Complets)

e et e e G Copes o il DOBOD

This time can be changed if required. Delete any procedures from the orders set that were not
actually performed. You will also have to tab through all procedures to fill in your Provider ID and
Provider Type.

When finished, press F12 to save or click ‘Save’ at the bottom of the screen.

Note

It is the Therapist’s choice whether to register clients as clinical or recurring. Recurring accounts are
designed for clients who may have repeat treatments or follow-up for the same ailment. If a client
is registered as Clinical then it is not necessary to discharge the client in any way. The account
automatically discharges at the end of the day. These clients must be registered each time they are
seen for treatment or assessment.

Clients who are registered recurring however, must be discharged using the discharge routine. It is
also required that a re-visit be entered in admissions for each subsequent appointment.

It is the attending therapist’s responsibility to communicate with respective registration staff as to
what registration category their clients are to be registered to.
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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
EMR
: ADM 0
Applications MRl » FADM Bach.
M "Aspen TEST 5.67° ‘s ' ey Ma o9 Home 9
ITS *Aspen TEST 5.67* 3 ¥ ] ':'"' R——— [
PCS *Aspen TEST 5.67* ' TMM Inventory Requisttion  * [leiioe s
PCS CM *Aspen TEST 5.67° *  Order Entry K -
Reports .
.

Change Your Password/P1N

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

Function  Raghibet
“Type -
Form
Patnt Lantfcation
AcCourt Mumbar Saarch Hedical Becord Hlumber Seacch
uua Name
Hame Brthants
account Flum Agm
Mad Bae Mum .
Buhdate Hother s Mame
Mone Hum Other Hame
Puiicy Numy
EHR Mum

There are two ways to enter a revisit. Either and each is
useful in different ways.

Page 9



Enter Revisit

Uditstr Holly,Hanna REG ACK  RUDSOSOZ/1S Viwd Hoc flum; FEOS0S41ZE
26/F 02/04/198% 05/04(15 - 1049
AABART

| Eotar boruit | Sdt/Dakte Rarkit |

Attmrsticg DACuUnCeEL DaCunha tow A

Rascon For Ve

Austhartaed Vet

Foor Visite 1

Last Visit Cate  OHD4/1S ast Cedar Locaman

ast Vit Time 1049
Lart Location AABART

oo Bl Secrvice date = date client attended
*Location ASBART Service time = actual time of day
the client attended
| *Atangieg Phyeican Location = defaults in from reg

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 e

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

Revisit Date Time Location Primary Loca
al 07/03/15 1000 DRDHOT Y
2 09/03/15 1000 DRDHOT Y
3 12/03/15 0759 DRDHOT Y
4

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.
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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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"l B Np—

"Uditstr Holly,Hanna REGOCE  RUODD0202/1S
26/F 02/04/198% 05/04/15 - 1045
AABART

Discharge 1t || sCatees )

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
time.

Ped Rec Mum: FBODISSLZS

Discharge Disposition = H
Preferred Pharmacy = leave blank

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.

Non-Client Time

Allied Health Disciplines are required to track Non Client time. To enter non client time into Meditech,
access the General and Administrative -» Enter Requisitions routine.

Tharagy Service
ome

A0 s

.
jatinns ey o [ Tharmpat Dethtop Gareral & Administs stive R
pee TEET £ 47 ‘s o Peaptiniit lesatop Ertar Paquamions "
b TEST £ 00 *Lian o | Peehnciogert Desktop Ut Shech Raquaiituns
gpan TIST L4 * 0t Dasentury & Men o+ NS AR Growp Orders ¢ [ ivint Peguation Log
' “dogen TEST 567 o oo potry o TRAOAENE A Sadrches * | Raprint Paguinitn 3 Paperwork

Saports o Genernl & Adwiative  +

.

Change Your Pacsword/PIN
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Location = Your site RT location

Category = RTNC

Procedure = press F9 to see drop down list of procedures. Refer to procedure definitions.
Quantity = number of Minutes of time

Technologist = your ID number

User 179446

Department AT RESFIRATORY THERAFY

Location AABART RESPIRATORY THERAFY

Catagory * Froceders Frocedurs Name * Quantity
3 RTNC CLINM CUNICAL MEETINGS o
2 ATRC PROFA PROFESSIONAL ACTIVITY 0
b )
4
5
3
?
[ Cotegory Sciwen || Frocedure Scress |
*Tachaciogist:  [EEIED) «

Non client time can be entered in whatever way works for your schedule (daily, weekly, biweekly, monthly).

If you have done any presentation type work to groups of Non-Registered clients, those sessions are recorded
here in Non Client time under the procedure of ‘Stakeholder Type 2 Groups’.

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.
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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’

= I mrapm Deshiop  AANAZADANT (ARATESTADA TESIS ATARILTESIS N Test) Amsan Wley

Uditstr Holly,Hanna

@ 26/F 02/04/1989 0604-0001
Allergy/AdvReac!
Change To Status ¥
1 of 1 Selectad P S
v Category Order Num Procedure Status Patient Source 4
v © RT 0604-0001 AIRWAY MGMT ARTIFICIAL ... Complete UDITSTR HOLLY, HANNA
P | Edit Batch rl
EMR <F11>» * 4
Status and Technologist buttons are at the bottom of
the screen. |

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.
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B0 Divwnmpont Dowttup - AADATAAIASLT (ARA TESTIANA TESTR AT TINTD A7 Tomt

Uditstr Holly,Hanna AABART RU0000202/1
® 26/F 02/04/1989 0604-0001 PBO00S4120
Allergy/AdvReac:
{ Orders | mml
1 0f 1 Selected Page 1 of 1
Service
ot Patient Treatment Date/Time  Status Prov wait  Flags
: UDITSTR HOLLY, HANNA RT 06/04/15
“ RU0000202/1S AIRWAY MGMT ARTIFICIA. . logged PP
 Oocument ¥
|Provider 1: 032190 TOTAX: 35
i Type: RT TOTTX; 10
| CONs:
Lt ) 10of3 Goto2 [ » |
-1
Other Meditech Functions
5 Standard software help button Anywhere this button appears it indicates
: ’ there is more information to view. Click
_ to view info.
'F1 F1 can be used in any field/routine

History

Change Dept

Change Site

Preferences

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 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.

Preferences — Therapies do not use

e v e fefelal
A of .

Help
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Note

Blood Gas test results are entered directly into the LAB module of Meditech. Review
documentation/instructions and available learning resources located on Insight and MyLearningLink.

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

Homecare — Homecare documentation is entered into Meditech via the Care Manager Module. Where
required, review all CM documentation on Insight and MyLearningLink, and register and attend the training
session which reviews the navigation of the Care Manager module.

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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