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SENDING DOCUMENTS/MESSAGES FOR REVIEW OR

COUNTERSIGN
IN WORKFLOW PAGES / DYNAMIC DOCUMENT TEMPLATES
1 Complete your document and click Sign/Submit
2 Forward options will display

Iwﬂ Recent Relationships |

Contacts Recipients
Default Mame Default | Name Comment sign Review/CC

O'Riordan , Dermot

Select the user in the ‘Clinical staff name’ search box.

Use the radio buttons to select Sign or Review/CC

Add default or favourite users using the star icon.

IN DOCUMENT (POWERNOTE) TEMPLATES

3 Complete your document, and click Sign/Submit.
4 Give your document a title, then click in the check box for ‘Request Endorsement’.
E
“Type: [Ph}l&iotherap}l Progress Maote v] @ This iz nat a recommended nate type.

Title: IExampIe for endarsing Default Title
“Date:  09/09,/2015 :E 1418 = Current Date

B o
Request Endorsement ’ Manage Detaults ]
'|Endorser | Type Due By Comment |I
C'Riordan , Demot l.emeu.‘ -

5 Enter the name (or search for) the member of staff you wish to sign or review your document.

6 Select ‘Sign’ if you wish to have them as a co-signature, (e.g. a consultant once the document is
typed by their secretary or if a student requires a co-signature). Select ‘Review’ if you wish them
to see and review the document.

7 Add comments and ‘due by’ information if required.
Click Sign.

RECEIVING A DOCUMENT FOR REVIEW OR SIGNING.
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8 In PowerChart or FirstNet, open Message Centre using the button in the toolbar.
9 Single left click on the message and click ‘open’. The document will open with an options box
beneath it.
Message Centre
Inbox Summary ocuments ¢ FORWARDED SIGH DOC: ZZZDEMOAHP, MR MAX x‘
Tnbox |Proxes [ Pods donly Gprnt 4 & FyMarkUnread [Inbox view | summaryvien 2 | 2 | By % (& | @ B
Display: Last 30 Days v [l EMOAHP. X Age:93 years NHS: Loc:F3; Bay 1; Bed 1
rgies Not Recor DOB:02/02/1922 MRN:1502234 Inpatient [07/09/2015 10:28 - <No - Discharge date>]
= Inbox Items (0) Iation:Error Resus:Error Sex:Male Consultant:Suresh , Mohanraj
Forwards ocuments to Sign (( lfunctional review :
Redls [Patient. ZZZDE MOAHP, MR MAX MRN: 1502234 FIN: 0043273
e E%;::;fﬁ}:%n‘%% ':?)‘ﬁe DOB: 0210211922 =
Reminders hest doc L
Z:::‘:mmm Result type Progress Note
Result date: 09-Sep-2015 14:28
Cl— Result status Auth (Verified)
Result title functional review
Notify Receipts _Eeri_c_lrmed by: y_\l_henl . Lucy on QS_@EQZ_@WE_ 1429 -
if::tems : Action Pane £
© Sign ) Refuse Reasan:
D::fx;?»;cuom T(Emt B ]
o | \
Net | oxadese ][ okamext |
10 You can ‘Modify’ or ‘Correct’ the document if required by clicking on these icons and entering the
information.
Inbox Summary Bl | sentitems ¢| SIGN_DOC: ZZZDEMOAHP, MR MAX x‘
Tnbox m [X;Forward Only (SPrint & | Inbox View | Summary View 13 lx EAEIC 5'
oen| =i 20 > y@gx%ﬂfmﬂﬁy AX ?lg:;zzz .I‘;:;::ISGZZM ;nn:ar;er:a [‘:1;;1;.;12;15 10:28 - <MNo - Discharge date>]
= Inbox Ttems (0) Error i Sex:Male Consultant:Suresh , Mohanraj
= Documents
. F‘ZWW‘*E‘*“"ME”‘S‘“S‘Q”(‘ Example for endorsing r
St LT R
Reminders [This is a test document on a test patient, for endorsing and reviewing purposes.
;::fmmm Result type: Physiotherapy Progress Note L
Result date: 09-Sep-2015 14:18 5
11 Add any comments, forward to another user, then click ‘OK and Close’ (or ‘OK and Next’ if you
have multiple documents to review.
12 To review this in the patient’s notes once signed, open the document in the patient record. At the
bottom of this document will be an ‘Action Pane’. You may have to slide up the window divider to
see it. This will show you the actions taken and any comments.
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