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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 SW (Social Work). 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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Choose Patient Orders
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The following screen will appear where you will enter your order/procedure.

B Pvapw Deshiap  AAIMARSSTIV (MDA TTE TAMM. STEIY §AINML TSI A

Uditstr Hollow ARBASW
10M 050/M 02/06/2014

Allarg v /A Bane

il Al

Always Complete

User NE3144 Alisan MeCoy

Order Status  Complerte

Patient RUGO13152714 UDITSTR SLEEFY, HOLLOW
*Tachmelogist 683144 Allson MeCoy Arvival Time
Attend Dector PP Program Provider Sonires
* Ondar Doctor PP Pragram Provider

Catagory * Frocedurs Frocedura flame *Proty  *Quantity ‘ Date
5w AX ASSESSMENT r =0 T+ 07/0a

fSarvice Location:  Office
» Laval OF Migk: High
*Mode of Sarvice 1
*TOT AX: o=

Face to face Individual

A tef2

Geto 21

-w-wmjmmlmcmhl

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 SW or press F9 for a lookup.

Time

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

Search

Mnemonic

Hame

AX ASSESSMENT
CLIEC CLIENT CANCELLED

CLIENS  CLIENT NO SHOW

CONS CONSULTATION/COLLABORATION
DISC DISCHARGE

REF REFERRAL

TX TREATMENT

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.
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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

Service Location — press F9 for dropdown list of choices (required)

Level of Risk — press F9 for dropdown list of choices (required)

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

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

(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).

The provider will automatically load along with the type (SW).

o | Procedure Scroen |

s Servies Location:  Mome

s Laval OF ek Migh
'D:x:cd'nnv.q. I.u Pace to Ince mad adusl The bottom
+TOT Ax =B ® .
screen is spread
L 1o o2 L) over two pages
so make sure to
J Procedure Screes ) complete all
VSR DisposiBen:  H SOME SELF CARE wioe R < Fii> v fields on each
xﬂaxw Tipe x‘h;mcm page before
Type = - saving.

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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A 1 e

CLIENT CANCELLED
CLIENT N0 SHOW
CONSULTATION/COLLABORATION
DISCHARGE

STIpaRAL

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

**Currently — There is no information recorded on the Patient Data screen for Social Work.

_

It is the Social Worker’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.
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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 Social Worker’s responsibility to communicate with respective registration staff
as to what registration category their clients are to be registered to.

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 .
Applications MRI » FADM
CM *Aspen TEST 5.67* ' s >
ITS *Aspen TEST 5,67" Y e % ::g::ﬂm MenRgement Dasdop:
PCS *Aspan TEST S,67" " MM Inventory Requisiion  * | geapatics .
PCS CH *Aspen TEST 5.67* * lorder Entry ’

Reports ’

L

Change Your Password/PIN

Click on the ‘Revisit’ button on the right hand side of the screen
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Function Register
“Type
¥orm
Patisnt dentification
Account Bumber Search Medical Record Number Search
va Hame
lams Birthdate
Account Hsm Los
Med Rec Num Sex
Sirthdats Mother's flame
Phone Num Other Name
Policy Mum
EMR Ham

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

Enter Revisit

[ Enter Revisit ][ mm]

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

REG RCR  RUDOOD202/1S
08/04/15 - 1049
ARBART

Mad Rec Hum:

PB000S4128

Entar Revisit || Edit/Delsts Ravisit |

Last Other Location

Attending DACUNCEL DaCunha_ foel A,
Reason For Vst
Authorized Visits
Prior Visite 1
Last Visit Dots  06/04/15 |
Last Visit ima 1049
Last Location AABART
+Service Date
' Service Time
 Location AABART

v Attending Physician

Edit/Delete Revisit

Service date = date client attended
Service time = actual time of day
the client attended

Location = defaults in from reg
If entering more than one date,
they must be entered one at a time
and in chronological order.
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Location DRDHOT Other Location

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

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 Accounts

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

Therapy Services

L

ADM .
Nw“--lm;: ° MRy ' ADM
CM " Aspeany ST Sar- * s »

. . - Hanagement

ITS *Aspen TEST 5.67 slias 5 :::"z"""" R
PCS “Aspen TEET §.67° * UM Invemtony Requisition ¢ Ceele e .
PCS CH “Aspen TEST S 67" » Loyger Botry N

Reports .

.

Change Your Password/Fin

Click on ‘Discharge’ on the right hand side of the screen.
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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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Uditstr Sleepy,Hollow REG RCR  RUOD13152/14 Med Rac um: PEO00S4132
04M O5D/M 02/06/2014 07/10/14 - 3125 -
AABASW
{Dr.ch.)rwlnk,]{m]
Schedule
Fre-
Primary Care Check In
Attzoding PP Program Provider Cavst
In Transier
Last Visit Dete] Time 07/10/14 1126
Locaton Assasw D, arge e date e erap wr~S——4
do art as d arged a a
B anda of 0900 Rehab/Allied He
Faason for Viskt O Ol gencera d ged ¥ )
“Decharge Date| *Time 07 /0471 D ge Dispositio
Descharge Disposition Prefe Pharma bla Stabus
Decision to Admit Dat=| Time
Info &
#referred Fharmacy Damo Racall %
- EMR =
Concel | Hest | Seve BT T T T

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 Social Work — do not edit a ‘Source’

© 10M 05D/M 02/06/2014

Status and Technologist buttons are at the
bottom of the screen

f

<210 | source | Tachnologist  Cancal | Save J, fgfofala)
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Modify 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.

Uditstr Sleepy, Hollow AABASW RUDD13152/1

@ 10M 0SD/M 02/06/2014 0704-0001 PBO00S4132
Allergy/AdvReac:
Orders | Documnnts' m
10f 1 Selectsd Page 1of 1 Find Patient 0
& Service
Patient Treatment Date/Time  Status Prov Wait  Fags New Order 3
.+ UDITSTR SLEEPY,HOLLOW SW 07/04/15 - Modify Order . 7{
RUDD13152/14 ASSESSMENT Logg Performing |
- |
Questionnaire Il
Follow-Up =
Document .0
If l
Sign By |
Coples Te V:I
Edit Batch 5 |
View Detail
EMR <F11> T
| Patient Data off
Service Location: Home Limage A
|Level Of Risk: High | schedute E] |
| Mode of Service: 1 Face to face individual History
| TOT AX: a0
oAkl O Change Dept
| Change Site

Lt) 10f2 Gowmw2 [n)
:

ranral | Save
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Non-Client Time

Social Work staff, are required to track Non Client time. To enter non client time into Meditech, access
the General and Administrative - Enter Requisitions routine.

Therapy Services

'

:’D:‘ . 1"‘
ations QLT » [ Tharapist Deshtop Ganatal & Administs ative
pan TEST §.67° * s » Peceptionst Deshtcp Entmr
pen TRST 3.67° *lae » || Tachnalogist Cwaktop Lst Eock Requisitions
jspen TESY 5.47° * MM tnventory Requisition » |Enter/Edit Group Orders  *  Print Requisition Log
| “Aspen TEST §.67° ¢ Sovdar Entry » || Statistics and Searches ¢ paprint Raquisition s Papervwork

Paports s [Ganeral & Administrative

»

Changs Your Password /PIN

Location = Your site SW location (ie. AABASW)

Category = SWNC

Procedure = press F9 to see drop down list of procedures.

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

User 683144

Dapartment 5W SOCIAL WORK

Location AABASW SOCIAL WORK

Category ! Procedure Procadure Hams * Quantity

1 SWHC COMMD COMMUNITY DEVELOPHENT 210
2
3
4
5
6
7

| Category Screen || Procedure Screen |

«Technologlst: 123456/

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

Other Meditech Functions

—_— =
2 Standard software help button. Any\x{here th1§ button app ears‘lt 1ndlc§tes
s there is more information to view. Click
—

to view info.

f] 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

Change Dept

Prefarancas =
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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

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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