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ED - UPLOADING INFO FROM DOWNTIME FORM 
 

Steps 1-4 relate to patient registration and must be completed in PM Office. Steps 5-12 relate 
to discharge and must be completed using Launchpoint. Steps 13-18 are for putting the patient 

into a bed from the worklist.  
 

 
1. 
 

From PM Office, select Conversation from left menu and then select Downtime ED Full patient 
Registration. 

 
 

 
2. 

Search for the patient by completing the patient search fields. If the patient is found, select Add 
Encounter, if the patient is not found, select Add Patient. 
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3. 
 
 

Organisation box appears, type RD8 in the box, click on the elipses and select RD8 – Milton Keynes 
General Hospital. Then click OK. 

 
 

 
4. 

The downtime ED full patient registration screen appears. This is the same as the normal full registration 
screen with one difference, the Financial Number (FIN Number) needs to be completed. The FIN number 

is supplied by ED Reception and will be written on the downtime form. Complete all mandatory boxes 
(highlighted in yellow). Ensure that all dates are as per the downtime form not the time you are completing 

the Registration. 

 
 

 
5. 
 
 

The patient now appears on Launchpoint. Note the Launchpoint time will reflect the time patient arrived in 
ED so LOS may show as Black. 

 
 

 
6. 
 
 
 

The Discharge process now needs to be completed. Rt Click on the patient name and select discharge 
process from the dropdown. The mandatory fields must be completed, the ED downtime form is designed 

to replicate this process. 
If the patient has had any investigations such as MRI, X-ray, CT or Ultrasound or any Haematology 

studies, the ED Downtime Investigations section needs to be completed. Click on the pencil to the right of 
this section to open, complete as appropriate and sign using the green tick (top left hand corner) once 

complete.  
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7. 

If the patient is to be discharged then select the pencil to the right of Discharge and complete the form. 

 
 

 
8. 

If the patient is to be admitted then a DTA (decision to admit) must firstly be complete. Go to the patient in 
Launchpoint, Rt click select Patient Management, select ED Decision to Admit. Complete the DTA fields, 

ensure dates and times match those on the ED Downtime Form. 

 
 

 
9. 

Rt click on the patient in Launchpoint and select Discharge process to continue the admit process (the 
DTA process can be completed prior to any of the discharge process being completed). Select admit and 
a blank box will appear, select OK, patient will then be removed from Launchpoint but will be visible on 

the Emergency Department tab. 

 
 

 
10. 

From the Emergency Department view, select the In transit Tab and select the patient. 
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11. 

Select PM Conversation on the top Toolbar and from that drop down select Pending transfer. 

 
 

 
12. 

Complete the receiving building and receiving department/ward. Note that if admitting to OU or SOU then 
ED will have to receive patients into that department by using PMoffice. 

 
 

 
13. 

In order to accept a Patient onto a ward, go to PM Office, select Worklist and then Pending Admissions 
ED by Ward. 

 
 

 
14. 

Box appears select RD8-GH and select OK. 
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15. 

Select the required Location This would normally be the Observation Unit or Seated Observation Unit 
(Acorn Suite selected just as an example) and select OK. 

 
 

 
16. 

Select the patient to be transferred from the list. Right click on the Patient and select transfer. 

 
 

 
17. 

A warning box appears. Check the details and if OK, select Yes. 

 
 

18. 
Complete the required fields. Ensure that any dates reflect the ED Downtime Form. Select OK and the 

patient will now appear on the ward as an inpatient. 
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