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INFORMATION TECHNOLOGY & SOLUTIONS – Intranet

Resident Electronic Charting System User Guide
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PURPOSE:
The purpose of this guide is to provide a permanent reference of the Resident Electronic Charting System (RECS) features and functionality.
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ORGANIZATION:
This guide is intended for all RECS users and may contain example data which is not necessarily accurate even at the time of this guide’s creation.
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SUMMARY:
The Resident Electronic Charting System (RECS) is a web-based tool intended to facilitate secure communication between residents, interns, physicians, and nurse practitioners regarding critical activities tracked on patient charts including:

· Issues/Problems

· PMH

· Radiology

· Medications

· To do list

· What if this happens

· General Notes

RECS provides a template driven, yet flexible working document that can be updated as needed or at the end of the shift, and printed for hand-off to the next shift.  Additional features providing flexible safeguards:
· JCAHO validation which can be ignored if necessary.

· Two sign-out modes: Single and Dual/Shared.  In the Dual/Shared mode the senior and intern do not share the following:
· To do list

· What if this happens

· For me only

· Issue list

· Id statement

RECS allows each user to select their default screen preferences regarding patient lists and sort orders to meet their specific needs.  Each RECS user may also save two search criteria specifications of their own design.  
All RECS users must:

· have a valid and active UHHS network account - remote users must have access to the UHHS network through a VPN connection  

· use Internet Explorer (minimum version 5.0)

· turn off pop-up blockers

· have Adobe Acrobat reader

The RECS intranet site address is http://recs.uhhs.com/
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GENERAL
Starting and logging in

1) Go to the Resident Electronic Charting System intranet site:

a) Select [image: image1.png]@ Internet Explorer



 from your program list ~ or ~ double-click [image: image2.png]


 on your desktop

b) [image: image56.emf] 
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[image: image57.png]Change Location



Remove whatever is currently in the address line in your Internet Explorer window

c) [image: image58.png]Change Location



Type http://recs.uhhs.com/ in the address line in your Internet Explorer window
d) [image: image59.emf] 
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Press the Enter key ~or~ click [image: image3.png]Bl co



 at the end of the address line
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2) At the RECS logon
a) Enter your UHHS network user name 
b) Enter your UHHS network logon password
c) Click [image: image5.png]


 to see a select list of Location/Hospital/Department
d) Click on the appropriate Location/Hospital/Department
e) Click [image: image6.png]Logi
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Once logged-in there are actually two RECS “windows” open as is indicated on the [image: image9.png]4, start



 line at the bottom of the screen.  
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The additional window (shown below) is not used unless a pop-up blocker function has been set on the workstation.  If this window appears click the other [image: image11.png]7 RECS - Microsoft Int.



 at the bottom of the screen.  If there is only one [image: image12.png]7 RECS - Microsoft Int.



 follow the on screen directions.
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Logging out

The system will provide a log-out warning and automatically log you out after a period of inactivity.  However you should log out when leaving your workstation to prevent unauthorized use.

A third RECS window appears with a gold background if you are about to be automatically logged-off.  If the RECS Session Alert pop-up is not visible and the gold RECS window appears click this third option to see the RECS Session Alert pop-up and select your choice (Continue or Logout).
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To stay logged in and continue working in RECS click [image: image16.png]Continue



.  The system automatically logs out within sixty seconds after the warning pop-up appears if neither choice is selected.  Any unsaved entries will be lost.
To log out any time the warning pop-up is not visible, click on the [image: image17.png]


 link in the top right-hand corner of the screen below the University Hospitals logo.  
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RECS Tabs
Once logged in, the “home” screen displays the My Patients tab.  The My Patients tab displays search options and a listing of current patients according to your default search criteria selection.  The default search selection is set (and may be changed) on the My Settings tab.  

There are three “tabbed” views: My Patients; My Settings; and Reports which are each selected by clicking the appropriate “tab”.
Each tabbed view displays 

1. tabs to select another view
2. information and selection options and action buttons pertinent to the view
3. links to related functions
4. The person logged-in
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My Patients tab
The My Patients tab displays a listing of current patients according to your default search criteria selection.  The default search selection is set (and may be changed) on the My Settings tab.  Additional search options are available to find and select which patient Signouts to view or update.  
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Searching
The following options are available to select which patient Signouts are listed to view or update:

1. use a predefined search
2. specify a search criterion  
3. specify whether or not to include only current signouts (click the Search current signouts only check box)
Predefined searches commence upon selection.  For ad hoc searches click [image: image21.png]


 after entering criteria.  
To save search criteria for future use click [image: image22.png]


 immediately after specifying the criteria.  

This pop-up provides options for saving the search.  You may save two searches.  

Please note criteria previously saved under the search number chosen is overwritten.

To use a saved search, click [image: image23.png]


 to select it from the Get select list1.
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The following predefined searches (listed as they appear) can be selected from the Get select list:

My Patients – 
Last viewed Pts –

All inpatients –
My saved search #1 – produces a list of all records that match the criteria specified in your saved search #1.  Only one search criterion may be selected along with the option of whether or not to include current signouts only.
My saved search #2 – produces a list of all records that match the criteria specified in your saved search #2.    Only one search criterion may be selected along with the option of whether or not to include current signouts only.


The following page describes the search fields (listed as they appear) available in the Where select list.  These fields may be used to create your saved searches or ad hoc searches:

Name Contains – matches all records that contain the characters entered anywhere within the patient’s First or Last name 
For example, suppose you want to find Phil O. Dendron but you’re not sure if he uses an “F” or “Ph”, it can be found using the search criteria “il”. 
MR contains - matches all records that contain the characters entered anywhere within the MR.

Last Name starts with - matches all records that start with the characters entered in the patient’s Last Name
For example, suppose you want to find Phil O. Dendron but you’re not sure if it was entered as “Denderon” or “Dendron” it can be found using the search criteria “Den”.
First Name Starts With - matches all records that start with the characters entered in the patient’s Last Name
For example, suppose you want to find Phil O. Dendron but you’re not sure if it was entered as “Phil” or “Phillip” it can be found using the following search criteria “Phil”.

DOB is - matches all records with the characters entered in the patient’s Date of Birth.  The month and day may be entered with or without leading zeros, but the full four-digit year must be entered.
For example, July use either 07/01/1950 or 7/1/1950 but not 07/01/50 as search criteria.

Room number contains - matches all records that contain the characters entered as any part of the Room number.

Team – displays a select list to choose the Team (such as NICU, Peds-blue, etc.) assigned to the records to be found.  (only one may be chosen per search)
Service – displays a select list to choose the Service (such as CT (Peds), NICU S1, etc.) assigned to the records to be found.  (only one may be chosen per search)
Intern – displays a select list to choose the Intern assigned to the records to be found.  (only one may be chosen per search)

Senior #1 – displays a select list to choose the Senior #1 assigned to the records to be found.  (only one may be chosen per search)

Senior #2 – displays a select list to choose the Senior #2 assigned to the records to be found.  (only one may be chosen per search)

XCover – displays a select list to choose the XCover assigned to the records to be found.  (only one may be chosen per search)

Search Results
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The initial order in which matching records are displayed depends upon the search option chosen.  Generally matching records are listed alphabetically by name (last, first), however the Last viewed Pts search lists patients by when they were last viewed - most recent first.  Any search results list may be re-sorted by any of the column headings1, MR, Name, DOB, and Sex.  Sort order may be switched between ascending and descending orders by clicking the heading (to be sorted on) again.
Though each patient signout is viewed and/or updated individually the search results are designed to allow you to select batches of records to work with each time you perform a search.  If your search option returned only records that you want to review click [image: image26.png]Open All Pts.



.  Otherwise to further limit the records to be reviewed , click the Select check box2 next to each MR number to select or deselect individual records and click [image: image27.png][ Open Selected Pts |



.
To return to your selected default search click the My Patients tab at the top or the Search Patients link (not shown on this page) on the side of the screen.  To select a search using a predefined search, click [image: image28.png]


 and select from the Get select list.  To select using new criteria, select/enter desired criteria and click [image: image29.png]


.
See the Viewing/Updating Data section for details on reviewing and updating individual signouts.

My Settings tab

The My Settings tab contains information about you (My Information) and your preferences for using the RECS application (My preferences), opening initially to the My Preferences screen as seen below.  More information regarding My Information is available later in this guide.
My Preferences
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The My Preferences screen provides an opportunity to set or change the specific settings used with your login for searching, sorting and reporting.  Each user may set and change their individual preferences to best suit themselves.
· Click [image: image31.png]


 to select where a select list is offered
· Enter values to match search data for saved searches1
· Select the first and second data fields by which to sort Signout Lists and To Do Lists2
· Select the Default Landing Page3 (which initial information should appear upon selecting patients to view/update Demographics, Notes, or Signout) 

· Use the “enter” key to end a line and start a new line for a multiple line header4
· Click [image: image32.png]| Save Preferences |



 to save changes to your preferences

· The message [image: image33.png]Preferences saved successfully.



 appears at the top of the section after saving changes5.

My Information
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The My Information screen provides data on yourself which should be kept up-to-date.  Items marked with a red asterisk (*) are required to use the RECS system.  Each user is responsible for updating their data as necessary.  
· The Login No is set by RECS and cannot be changed

· Click [image: image35.png]


 to select where a select list is offered

· Enter numbers only (no dashes or parenthesis) for telephone, fax, and pager1 

· Up to six phone/fax/other numbers may be entered (in addition to the pager #  listed in the name area)

· Up to two addresses may be entered

· Use the scroll bar on the right to move up/down within the screen2
Reports tab

The Reports tab provides the opportunity to preview and/or print a report of potential discharges.  The potential discharges report is created in Adobe Acrobat (pdf) format.  
Click the Potential Discharges radio button1 and select [image: image36.png]


 or [image: image37.png]


 as appropriate to view or print a potential discharges report.  
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Click [image: image39.png]


 to print the report from the preview screen.
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There are also two links on the left side of the screen each providing a form to report an error.   Click [image: image41.png]


 after completing the form to submit your information to the RECS application developers, or click any tab or other link to cancel submission and continue using RECS.
Report Bug

The Report Bug1 link is available on all tabs and provides a large free-form text box to type in your description of the error and the steps which led to the error.  This may also be used to offer feedback regarding the functionality of RECS.
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Report Ancillary Services Error
The Report Ancillary Services Error2 link is only available on the Reports tab and prompts for specific information regarding Ancillary Services.
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viewing/Updating Data
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Upon clicking [image: image47.png]Open All Pts.



 or [image: image48.png][ Open Selected Pts |



 from the search results each individual patient’s data is displayed one at a time.  There are three pages to view or update patient data: Demographics, Patient Notes, and Patient Signout.  Each page provides the following displayed information and links, tabs, or buttons:


1. Basic patient details

2. Links to switch between patient data
3. Buttons and select lists to navigate between any of the patients selected from the search results
4. Person signed-in


5. Active Location

6. My Patients, My Settings, and Reports tabs
7. Logout link 


Patient Signout
Ability to update data is defined by the user role.
Below is an example of the Signout screen which appears upon opening all or selected patients.  
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WARNING: it is important to save your work frequently to avoid losing it.  





Always click the appropriate Save, Update, or Create button prior to switching to another function or view.  





Clicking on any button, tab, or link without saving first (other than save, update, or create buttons) can cause unsaved data to be lost.











WARNING:  Due to the auto-logout it is important to save your work frequently to avoid losing it, especially whenever your focus on RECS will be diverted.  











Tip: items #4, #5, #6, and #7 are always displayed once signed-in.
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Tip there is no indication which criteria were specified in either saved search.  


The Where select list always reverts back to display the first selectable item (Name Contains) once the search option is selected, no matter what search criteria was specified 
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Tip the location (Training in this example) is displayed in the heading.  To select another, log out and click �.
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Tip if anyone has recently used RECS on the workstation, the location defaults to the most recent selection and the select list disappears.  


To access the select list, click � before entering your password.
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Tip: please contact the Help Desk (216-844-3327) to have Adobe Acrobat reader installed on the workstation if necessary.
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Tip Follow these steps to add the address to your Internet Explorer Favorites for easier access next time:


Go to the site following the instructions above


Click Favorites at the top of the screen


Click Add to Favorites… 


Click OK


Once added you can click on Favorites and select RECS instead typing in the address to access.  





 Please note: Favorites are specific to the workstation
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Tip if you don’t see this line it may be set to “hidden” in windows.  Call the Help Desk for assistance to un-hide.  The currently active window is a slightly darker blue than the inactive windows. 
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Tip: which initial view is displayed is set in My Settings | My Preferences as the “Default Landing Page”.  If you did not designate a preference, it is set to Patient Signout.
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Tip there is no indication which criteria were specified for either My saved search #1 or My saved search #2 upon leaving the My Preferences screen.
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