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How to view orders?

� 1. White Board “CL”



2. Inside Patient’s Chart 



3.Verify orders > Chartlink Orders







How to verify orders: 

� Click on the order and hit “Verify”



How to enter phone orders (Order Entry): 





How to enter a nursing order :

� Click on Order Entry > Verbal/Phone> Nursing 

Order > Select a category > Click OK



Enter Nursing Order:

** After clicking ok > Select correct MD who 

gave verbal / phone order 



How to enter Medications:

� Click on Order Entry > Pharmacy > Select 

Type of Order 



Type 1st few letters of the drug: 

Example “Keflex” in the alpha look-up



Select Correct Name and Dose of Drug 



� Review meds thoroughly by clicking on “OK” on every field and mark 
RB (Readback) = Y (Yes)

� Click “Update” or “Update/More Orders”



Reminders for Order Entry:

� ** Must follow CPSI approved Frequency

� Use all CAPS and no space

� Table: Example: 

YES = PRN Q6H

Not accepted in CPSI = AS NEEDED EVERY 6 

HOURS , prn q 6 hrs, prn q 6hours

YES = TID

Not accepted in CPSI = Three times a day



How to review orders:

� 1. Reports > Patient Progress Notes 

� 2. Reports> Physician Order Report 

� *** Complex medication orders given as verbal or 
phone order will be written on paper and faxed to 
Pharmacy for entry. 

Example: TPN ORDERS, NICU Complex IV 
Solutions, accucheck/sliding scales



How to perform/complete/cancel Nursing Orders:

Go to MEDACT (Electronic Kardex)



Highlight order to be discontinued> 

Click Discontinue



How to cancel incorrect medication order:
Pharmacy > Verify Orders>Click on order to be dc’d > 

Click on Discontinue > type “YES”



THE END 

How to D/C medication order by VO/PO:

Order entry>order entry>click VO/PO>pharmacy>view orders>click on

Order to be dc’d>click discontinue>Enter date> RB?:Y>Update

(medications must be verified 1st before Discontinuing it!!!)



Chart check documentation under flowchart. 

Done twice per shift at beginning and end.



How to add consultants: 

Open any flowchart>clipboard



Consulting Physician > Type “?”



Type Last Name of MD (all CAPS) 

Double click



Patient Education Handout-Meaningful use

� -All first dose medication print and educate 

patient.

� -EDUCATION tab>pt education document>pt 

drug information



Medication Reconciliation

� -MDs will start doing this through chartlink

� -Done on admission

� -Done on discharge

� -Nurses need to associate medications!!!

� -Nurses should not need to print out med-rec

report, unless MD gives a phone order. 



For all transfer: answer field on 

next screen


