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Welcome

Hey there,
Thank you for volunteering with EHHOP!

Using Epic is an essential part of working as a senior EHHOP clinician. Until now, there
has not been a centralized place to go for all of your Epic-related questions. Hopefully
this guide fills that gap, and shows you how to accomplish basic clinic-related tasks,
whether you are a Senior Clinician volunteering once in clinic, Chronic Care Senior, or
Teaching Senior.

Follow the throughout this guide for easy-to-follow images that correlate
with written instructions about navigating Epic when caring for EHHOP patients.

It is my hope that this document grows and improves with time, so please be in touch
about how this can be changed so it is the best it can be for you, EHHOP's awesome
student volunteers.

Happy EHHOP-ing!
Allison Vise
EHHOP Student Education Chair, 2017-2018



Epic access

1) Go to https://chief.mssm.edu:

Chief
Ticketing & Account Management

Log in with your Network ID.

Network ID
ex. smithjo1

Password

Login

Reset your Network |D password

Warning
= Unauthorized use, possssion, duplication, or tampering with
Mount Sinal Medical Center computers, data, information
programs or services is a violation of policy and a criminal
offense.

Violators are subject to dismissal and/or prosecution.

o

2) Once logged on, click Accounts at the top of the screen. It will take you to this page:
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3) Check that your MSNYUHEALTH login is Active (red above). If it is not, reset your password.

Note: Call 4-EPIC from any hospital phone for Epic help from a real, live IT helpdesk employee!



Opening Epic (for on campus computers)

Open the Citrix Desktop. Double click on Epic Production (Epic PlayGround is for training purposes):
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Chart reviewing

Prepare for your upcoming visit by reviewing your patient’s Epic chart prior to seeing them in clinic.
The Clinic Managers of the week will assign patients by Friday night so that you can chart review prior

to clinic.

1) Log on to Epic. Assign EHHOP as the Department. If you cannot log on, call 4-HELP:
U Hyperspacs - Hount Sincs - Pradkstion
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HYPERSPACE® Epic 2014

. Department: [EHHOP [5111103] E

2) Click Schedule at the top of your screen. Enter EHHOP as the department:
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3) Select your clinic day on the calendar, and the clinic schedule will populate. Find your name
under the Provider column. Patients who haven't yet been assigned will have “Ehhop1” or
“Gyn1,” etc. as their provider:
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4) Select Review to open the patient’s chart:
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5) Review the patient’s Snapshot page. Select EHHOP Overview for a comprehensive review:
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6) Select Chart Review on the left side of the panel. This allows you to review the patient’s
Encounters, Notes, Medications, Imaging, etc., by selecting the appropriate tab from the top of

your screen:
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Beginning your visit

As described above under “Chart reviewing”:
1) Go to Schedule on the top of your screen. Enter EHHOP as the department:
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2) Select your clinic day from the calendar, and the clinic schedule will populate. Find your name
under the Provider column:
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3) Once your patient has been marked as “Arrived,” select Charting from the top menu bar, or
double click on your patient's name, and then begin your visit:
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Keep in mind that when you are done with your visit and begin precepting with an attending, you
should have them assign themselves as the Provider under the Schedule tab by right clicking on
the Provider name for the patient you are discussing with them.

Also, be sure to update the Call Sheet or tell the Clinic Managers (CMs) when you get your patient,
need to precept with an attending, or any other shifts from room-to-room for you or your patient
over the course of the clinic day.
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Visit Navigator

Once you open the patient’s visit for the day via the Schedule (see above), the Visit Navigator appears:
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The Visit Navigator is your home base for recording all of the essential components of your clinic visit,
including recording vital signs, reviewing allergies and medications, updating the patient’s medical
history, placing orders for medications and certain referrals, and writing patient instructions.

Details on each of the most important parts of the Visit Navigator follow on the next few pages - read
on!
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Entering and reviewing vital signs

Entering vital signs:
1) From the Visit Navigator, select Vitals. Enter Vital Signs. Select Close (scroll down, on the
bottom left) to save the new set of vitals:
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Reviewing prior visits' vital signs:

1) Select Review Flowsheet from the lefthand column. Type in and/or select Vitals:
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Trending labs

Trending labs is a great way to monitor a patient’s progress over time.

1) Select Results Review from the left-hand column:
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2) Search for the lab you want to trend, i.e. Hemoglobin A1C, or select it from the drop down
menu. Voilal

Pro tip: If you want to include your patient’s trended vital signs or a particular lab value over several
clinic visits (i.e. trending BP, Hgb A1C, etc.,) in your Student Note, you can select several columns of
data displayed in the Results Review tab by holding Shift+selecting the columns. Then copy/paste the
data into the Objective section of your Student Note for the day.
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Pending medications and orders (in clinic)

1) Select Dx and Orders from the Visit Navigator:
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A screen will open that looks like this:
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2) For medications, check the EHHOP formulary on the EHHAPP (ehhapp.org -> Rx at the bottom
of the screen -> type in the name of the medication) to make sure that you are prescribing a
medication on the EHHOP formulary (if a medication is not on the formulary, or requires a
PDAP, discuss this with your Teaching Senior):
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o0 @8 < m ehhapp.org v}

Formulary

Medications right now. It's urgent!
How does my patient fill Rx?
NOTE: All pharmacy directions must be entered in ENGLISH on Epic

NOTE: If you need to prescribe a medication that is not listed on the EHHOP Formulary, write "Please contact Dr. Yasmin Meah before filling this medication” in the free text field of the prescription
order.

Tell the TS if your patient needs medical devices (e.g. wrist braces, compression stockings). These can be ordered for your patient, but not through the Sinai Employee Pharmacy.

Ask TSes about corticosteroid potency chart!

PPl Prescribing Decision Aid

Any other questions/difficulties? Contact Pharm Chair, Katie (katherine.arden@icahn.mssm.edu).

\4 ibuprofen|

Ibuprofen
$0.04 (400mg)
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4) Fill out the medication order. Associate the order with a diagnosis by clicking Association:
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5) Enter the proper diagnosis, and click the white box in the row of the medication corresponding
to the column of the diagnosis. A green checkmark will appear. Click Accept when you have
finished associating all medications and diagnoses:
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The pended medications will look like this:
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6) When you are done entering orders, select Pend Orders. The attending MD will sign the orders
after you precept with them:
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7) Make sure the Icahn School of Medicine Pharmacy is listed as the pharmacy!

Note: You must have closed the patient’s chart on your Epic in order for the MD to be able to
sign the orders. The order will be locked out from appearing in the MD’s Epic if you also have
the patient’s chart open under your login!

8) Click “reviewed” on Medications and on Allergies

9) Repeat the same process for Orders (i.e. referrals) the patient needs. Follow the instructions
on the EHHAPP for which referrals require Epic orders.
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Reviewing allergies

Always verify your patient’s allergies and if anything has changed since their last visit to EHHOP:

1) From the Visit Navigator, select Allergies:
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2) Add any new allergies, click Mark as Reviewed, and then select Close.
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Medication reconciliation

Every clinic visit should include a medication reconciliation. This is how we maintain an accurate list of
what medications each patient is taking. This means going through each of the patient’'s documented
medications with the patient, and verifying (1) if they are taking that medication (and removing the
medication from their med list if they no longer need it), (2) what the dosage/frequency is, and (3) if
they need refills, if it is a long-term prescription. Some patients will bring a pillbox or bottles in with
them. The Mt. Sinai pharmacy will use this list to verify what medications a patient is supposed to be
taking, so keeping this list current is very important!

1) From the Visit Navigator, select Medications on the left side of the screen. The following screen
will populate:
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2) Go through each medication with your patient, verifying the name of the medication, the
dosage, and the instructions for administration.

3) Use the toolbar at the top of the screen to reorder medications, discontinue medications the
patient is not taking, and to mark medications as reviewed.
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Writing a Student Note

Students should use the Student Note feature to write their progress note. This is a special type of
note, just for EHHOP.

1) Make sure that you are in the EHHOP context. Select Student Note from the top of the screen:
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2) The Patient Lookup box will appear. Find the patient about whom you want to write a note by
selecting their name or entering their Name/MRN:
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4) Write your note by selecting +Create Note:
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5) Your note screen will look like this (below, right). You do not need to enter EHHOP as the
Service. Check the “Cosign required” box. You can press Accept to “Pend on saving note” (aka

save) a work-in progress, or change the drop down to “Sign on saving note” when you are
done:
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6) If you save before finishing and then want to re-access your student note, do so from your
Home screen. DO NOT start another Student Note. You can access this way (below), or by
gomg to Patient Station -> look up your patient -> double click into Student Note Encounter:
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Patient Instructions

You can write and print instructions for your patient. Instructions can include directions about
medications, reminders to exercise, motivation to help your patient reach their goals, or anything else
you'd like them to take home in-hand!

1) From the Visit Navigator, select Patient Instructions:
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2) Type your instructions. Select Close (bottom left). To print, select Print AVS/Follow Up:
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Accessing Epic (from off campus)

You can either go to the IT office in Levy Library to have the Citrix Desktop downloaded and
configured, or you can use the Mt. Sinai VPN with a Two-factor security code to access Epic from
home. We explain how to use a Two-factor security code here.

1) Download VIP access at https://m.vip.symantec.com/ for your computer or download the app
on your smartphone:

tor.. %\ +

€ ) © @ Symantec Corporation (US) | https:/jm.vip.symantec.com c

Q search wEe 93 a =

v Symantec.VIP

Secure Authentication
Anywhere

Your key to one swipe two-factor authentication
and hands-free proximity unlock.

2) Go to https://msvpn.mountsinai.org/my.policy to access the Mt. Sinai VPN. Enter your
username, password, and use VIP access to get your Two-factor security code:
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[E  Mount Sinai Hospital VPN~ ¢ \_+

@ @ | https://msvpn.mountsinai.org/my.policy [

Mount
Sinai
[Hospital

Secure Logon
for Mount Sinai Hospital

The VIP Security Code is for two-factor
authentication. For further information,
please consult

The VIP documentation

Chrome and Edge are unsupported.

WARNING: UNAUTHORIZED USE, POSSESSION,
DUPLICATION, OR TAMPERING WITH MOUNT SINAI
HOSPITAL COMPUTERS, DATA, INFORMATION, PROGRAMS
OR SERVICES IS A VIOLATION OF POLICY AND A CRIMINAL
OFFENSE. VIOLATORS ARE SUBLECT TO DISMISSAL AND/OR
PROSECUTION.

L
\ |
Password

\ |

Two-factor Security Code

Logon

3) Click Citrix Web Interface:
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4) Click REMOTEPCD, and the Citrix Viewer will open:
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5) Select Epic Production:

LN ] REMOTERCD

B Mo sl
2 4w

4736006150267 267 S5/Citrn fXen.

e ldelautl.as

Ea
Lo Cor

citRix

.Eﬁﬂ_ﬂﬂﬁh‘*[ﬂ]

Soklabd 5 SofiScape_  TotsC_FA 1BEX umww [
Aecess 2010

—_o?@@w+

Coos load Nyloge s Cenncly  Imagecest RIS D
PACS WebDX  Onug brfar

N & m &% P O @

AN Survry ECA MERS Event 1T Hels Desk Crarge
} teptree

Loghbein HSDE
sz Dt i

Uner wisendi|

Sevver, SCTEREMFO14014

P I0 L W8.155  Chent: AlsonMaciookis

Ergaard] [0 rasemtsine (reeas)

1A am R



Placing orders and prescribing medications (outside of
a clinic visit)

Chronic Care Seniors and Teaching Seniors will periodically fill their patients’ medications in response
to a request made outside of a clinic visit. There are 2 ways to do this. We will review the newer,
easier way here.

1) Select the Epic button in the top left corner of your screen. Select Patient Care -> Select Refill
Medication (or, Refill Medication may be starred, as below):

- Huen Seari - Brosdhtion - EHHOP - ALLISM VISE DA el
— &5 a8 & Ecune :.ﬁu oy oM+
7
T (S i Basket s |
|AgeSax | Typee 1 Rl (13)
3 Chders A
£ Eatient Call Mount
1 My Incomplete Notes [ My
[ '-‘.-":: Cpen Encounters SH—I‘“
3 Addenders notfcaton B .
(53 Hospital ALT Epic Web Links

1 My Uinkignad Otlers

& American Acadesyy of Allergy Asthms and

@ jurscn Senvice Team Page

@ Chadis

@ Clinical Laboratory Test Dictiomany

@ Chrical Laboratory Test Dictiomary - BISLE

@ Epic Ineranet

@ Epic Inpateent Tips and Toncks

& ozl D Caloubator for Diabetic Ketoacidosis
L] Sl

@ Lovy Libya

2) Enter your patient’'s name. Enter your name as the provider, and EHHOP as the context.

3) Reorder a medication from their list of medications by selecting Reorder, or place a new order,
following the instructions above and using the Order Entry text box. Select Close.

4) Route the note to Dr. Meah, NP David Skovran, and the Chief Teaching Senior. You will not be
able to sign the order. Simply select the “X" to close it. Routing the order to Dr. Meah and
David Skovran ensures that it will be signed by one of them. You will get a notification when it
is signed.
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Writing a Result Note

Chronic Care Seniors and Teaching Seniors write Result Notes on all resulted labs from clinic.

1) Select Results on your home screen:

resshusctiom - EHIRORP - ALL T WESE

S - aBace cxFowand ByHome (D Scheauts En Basosl (YChat g Prnie Staius 2 Sosent teote B Panenl Lisis o Pabent Stalon | Retemals « & & & & Becue SLogOut -
Bl oo svom
Home ¥
(3 Fatient Cail Mount
|E2 My e ommplete Notes F
31 My Open Encounters sll].ﬂl
|:'_‘| Addanders nobl slan 4 -
3 Haoxpital ADT Epic Web Links
£ My Lirsignad Oidars
& American Acadesyy of Allergy Asthma and
Insmmmclogy
@ Amson Service Team Page
@ Chadis
@ Chicall Laboratory Test Dictionary
 Clnical Laboratory Test Dictimary - BISLE
@ Epiz Intranct
® Epic Inpaten Ties and Tricks
' bl o Coicubate fox Diabetic K g
a5T0p
® Loy Libvare
] 2l 2

2) Select Rslt Note from the top menu bar:
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3) Under Recipient, route to Dr. Meah, NP David Skovran, the Chief Teaching Senior, and the
Teaching Senior of the week/Chronic Care Senior (when applicable). Write your note in the box
at the bottom. Select Accept when you are done:
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. Save As QuickAcsion | Aecap | ! Accept and Sy | Gancel |

If Results are “missing” from your In Basket, i.e. you are the Teaching Senior of the week but the
results you expected from a patient are not in your In Basket, it is likely because another person in
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the pool (meaning among all Teaching Seniors) has reviewed that Result and marked it as Done. To

find it, follow these steps:

Open your In Basket (either highlighted button will work):
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2) Click Search, at the top of your window:
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39

3) Under Messages Types, uncheck all options except for Results. Leave all other boxes checked

under the other headings. Under Date Message Received, change the date rate to (the clinic
date - current date). Then, click Search:
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4) All Results of labs from clinic day will populate. Write Result Notes (follow instructions above)!



Documenting a Telephone Encounter

Write a telephone encounter to document communication with your patient outside of clinic, or to
record other miscellaneous information relevant to your patient’s care. That way, all of their
care-related communication is well-organized, and in one place. This makes it easy for all care team
members to be aware of what's going on with your patient's care.

1) From the Epic menu on your home screen, select Telephone Call:
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Wraanl g ‘i’ =t
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v 1 Patient Call Mount
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@ Chadks
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@ Epic Intranet
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L] | 3

2) Document your encounter by recording the date/time of the communication, the reason for
the call (i.e. Coordination of Care or Lab Results), and write a brief description:
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3) Route the encounter to Dr. Meah, NP David Skovran, the Chief Teaching Senior, and anybody
else relevant to this aspect of your patient’s care:
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4) Select Close Encounter to add Dr. Meah or David Skovran as the co-signer, and then enter your
password to sign and close the visit:
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