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NURSE - DEPART AND DISCHARGING A PATIENT 
 

1. 
 
 
 

Load your patients record and click the Depart icon from the Menu Bar:  
 

 
 
 

2. 
 
 
 

The Depart Process window opens: Yellow fields are mandatory, to be completed before the discharge 
letter is finalise and sent to the GP. 
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3. 
 
 
 

Diagnosis, Discharge Medication (if required), Discharge Summary and Results sections should be 
completed by the Medical Team responsible for the patients care. 

Click the pencil icon next to legal information :  relating to Advance Directives:Lasting Power of 
Attorney:Organ and Tissue Donation:Deprivation of Liberty Standards:Mental Health Act 

 

 
 
 
 

4. 
 
 
 
 
 

A new power form will appear and needs to be completed, once you have entered the necessary 

information, click the Sign icon – green tick:   
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5. 
 
 
 
 
 

The Other Contributors section should be used by AHP’s, Ward nurses, Specialist Nurses, Other Medical 
Teams  and to document information regarding AKI. 

Click the other contributors pencil icon:  and complete the relevant information. Click sign from the 

green tick icon:  or the blue return arrow:  
 

 
 
 

6. 
 
 
 
 

The Discharge Checklist is to confirm that nursing staff  and AHP’s are ready for the patient to be 
discharged. 

Click the Discharge Checklist pencil icon:  Complete the form with the relevant details and click the 

green tick icon to sign:  
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7. The Key Discharge Details can be completed by Medical or Nursing staff to confirm the Discharge 

Method and Destination. 

Click the pencil icon  next to the Key Discharge details: complete the relevant information and click 
the sign icon: 

 

 
 
 

8. The Discharge Summary Final Checks confirm that the letter is complete and ready to be sent 
electronically to the GP. 

 



Nurse Depart & Discharge   Page | 5 
Training Department  20/12/2018 

Complete all other sections with relevant details and then click the pencil icon:   next to Discharge 

summary final checks. Again complete information as required and click the green tick to sign:   
 

 
 

9. 
Click the pencil icon:   next to Finalise and Send Electronically to GP. 

NOTE: 
Summary will be sent electronically to GPs within Milton Keynes. 

The Depart Process window will close. 
Within Documents you will now see GP and Patient Discharge Letters. 
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10. To print a copy of the letter for the patient and GP if surgery is outside Milton Keynes 
 To print the Discharge letter select the GP Discharge Letter and click Print (right handside of the 

banner bar) 

 
 This opens the Print Method window with Medical Records Request pre selected. 

Click OK 

 
 Medical Record Request window opens. 

Select: 
Template – Discharge Summary & Letters Template. 

Purpose – Paper Medical Records. 
Device- Select printer. 

Click Preview  to view the document. 
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 Preview document and select printer icon to print a copy for the patient and/or GP surgeries outside 

Milton Keynes 

 
 

11. To finalise the discharge, click arrow next to the PM Conversation Icon and select discharge encounter:  
 

 
 
 

 
 

12. You will then see the new window pop up. Complete an remaining mandatory fields and click OK:  
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13. You can now see that the patient record has updated the location and days spent in hospital to show that 
the patient is now discharged:  

The Patient will also be removed from any patient lists once you have clicked refresh.  
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