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BRIEF OVERVIEW The new Urgent Care Unit in Custody has new workflows. Below is a tip sheet describing the
new log in process, using a shared In Basket and finding the VEP physicians Chart Checks.

Logging In

1. Use your normal Username and Password. Click the magnifying glass on the Job prompt.

Job: ED Physician [T160000001] 0O

2. Select your job for the day. Click Accept.

Search:

] Mame

T75001001 Custody Physician
s

2 items loaded.

W Accept |K Cancel

3. At the Department Prompt, click the magnifying glass.

P f VMC EMERGENCY DEPT [101000010] ,oi
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4. Select the Department you are working in (San Urgent Care if in Custody). Click Accept. If you do not see the
Department use the Search tab to locate San Urgent Care.

Search | Recent

Department Center i Location Senice Area
1010000 AT ERED S ERMOSY REDT Emergency Medicine HHS Santa Cl... SANTA CLARA ..
101023094 Custody Urgent Care San Pedro SANTA CLARA ...
101001003 VSC ANTICOAGULATION Cardiology Pro Time HHS Valley 5. SANTA CLARA
101001010 VSC GENERAL SURGERY General Surgery General Surgery HHS Valley S... SANTA CLARA ..

i
= Remave " Accept X Cancel

5. Click Continue.

Departmen+ | AN URGENT CARE CLINIC [101023094] ;,D|

Continue Cancel

Group In Basket

All VEP Physicians will share a single Group In Basket to receive messages during their shift (such as lab results).
Below is the workflow to toggle on and off the group In Basket between shifts.

1. Select the In Basket link from the Epic toolbar.

2. From the In Basket, select Edit Pools.

In Basket SfnewMsg - C&PatientMsg & ¥ Refresh| s5 Edit Pools

t My Messages

Favnrite Searche
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3. Click the SAN VEP Physicians pool to begin getting messages during your Custody shift. Click Accept. Turn
this off when working in the ED.

Pools
Signire | Select All  Select None

Poaol

SAN VEP Physicians

Chart Check Folder

1. Select the Patients Lists workspace.

! Launch Dragon &4 In Basket

Epic
BiEEE

atient Lists

j'Eg'rlestv| Open Chart ‘ # Signin

My Lists
» 5 MEWS
b 5 My Patients

2. Under Available List select Chart Check and you will see the VEPO Group folder.

Bvailable Lists

o Recent Searches

» @ _San Pedro Hospital
» @ Behavioral Health Work Lists
~ I Chart Checll

» @ Dental

b @ _OBGYN

» g Vaid
IP i VEP Group

L b & Walsh
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3. Select the VEP Group folder and you will see the folders for (San) VEP Lab Refusals (lab refusals that need
follow-up) and for VEP Group (San) (Chart Checks that need follow-up). Patients will only drop into the ELM

Group folders if they have transferred to ElImwood following the Chart Check. These folders need to be
checked.

~ @y VEP Group

ifs (Elm) VEP Lab Refusals
i¥ (San) VEP Lab Refusals
ixr VEP Group (Elm)
ifs VEP Group (San)
ixs VEP Group FYI
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