
IT Dept 
Quick Reference Guide (QRG) 

 

Document No – Ref 304 Version Number – 2.0 
 

Setting up & Management of Care Plans  Page 1 
Training Department  20/12/2018 

SETTING UP AND MANAGEMENT OF CARE PLANS 
 

Go to Step 22 for: Setting Up Care Plans that Are Not Suggested: 
Go to Step 27 for: Management of Care Plans: 

 
1. 
 

Care plans will be suggested based upon scoring and data entry in the Assessments/Fluid Balance Menu, you 
can see them by click the ‘Requests/Care Plans’ Menu:  

 

 
 
 

2. 
 
 
 

Click the Plus Icon:  next to Suggested Plans to view what plans have been suggested for the patient:  
 

 
3. 
 

Highlighting a Care Plan will display the following information on the right hand side: 
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•  Orderable Item 

•  Notes – Used to provide additional information  

•  Indicator – used to measure a patients progress towards goals 

•  Interventions – Used to document treatment or activities 
•  Goals – Defines a patients goal 

 

 
 
 

4. 
 

With a selected Care plan you must either accept or reject the plan before you can start to use it: (Rejecting the 
Care Plan will cause this to dissapear)  
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5. 
 
 
 
 
 

To use the Care Plan, Click Accept and you will notice that the Care Plan moves from the Suggested Plans 
heading, to a heading under Nursing:  

 

 
 

 
 

6. 
 
 
 
 
 

NOTE: Care plans have their own ‘default’ setting, for our example with the Nutritian Care Plan, you can see the 
defaulted list above (Step 5) You can personalise these to the patient in several ways:  

 

• Using the Tick boxes to add/subtract Goals, Interventions and Orderables:  

• Using the Add to Phase Icon:  

• Using the Comments Icon:  
 

This guide will go through each option to personalise a Care Plan. 
7. Using Tick boxes: You will notice that there are two types of tick boxes on the care plans: 

• White Boxes  

• Grey Boxes  
 

White boxes will allow you to put a tick in them (making them active) or to take the tick away (making them 
deactive) You can use this option to add or take away items from the care plan.  

 
Grey Boxes are ‘locked’ and will not allow to to add or take away the tick. This means that it is required by default 

to be in the care plan and therefore, cannot be changed. 
8. With our example above, our unticked white box is: Referral to inpatient Speech and Language Therapy. For our 

example, this is a valid addition to our care plan, therefore a tick goes in the box to make it active:  
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9. 
The Add to Phase Icon:  allows us to add additional: orderables, interventions and goals relevant 

to the patients needs. For this example, we will be adding ‘Fork Mashable Diet’ including a red jug/tray. 
10. 

Click the Add to Phase Icon:  to bring up the options. For this example, select Add order:  
 

 
 
 

11. You can search either through browsing through the folders, or, the quickest method – typing it into the search 
box. As you can see, after typing fork, it shows the matching entries. Select ‘Fork Mashable Diet’ and click done. 

This will automatically add itself to our plan: 
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12. Now we can see our Fork Mashable Diet order added to the care plan. From here we also need to select Red 
Jug: Yes and Red Tray: Yes:  

 

 
 
 

13. 
We can also add comments to our care plan, by clicking the comments icon:  

Clicking this icon will bring up a text window – simply add your comment and click OK. 
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14. See below where note has now been added:  
 
 

 
 
 
 

15. Once you are happy with the changes to your patients plan, you need to make this active by clicking the Initiate 

icon:  
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16. Next you need to click the Orders for Signature button:  
 

 
 
 

17. You will now see a screen that you need to ‘Sign’ for, however the system will not let you sign for items that have 

missing information. These can be easily identified by having the white cross in a blue circle icon:  
In this instance our referral to inpatient dietitian and Referral to speech and language therapist require 

information. 
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18. Clicking the first entry needing information will bring up a small menu at the bottom. Here you can see that the 
yellow highlighted fields require information.  

 

Alternative you can click the yellow downward arrow:  that will automatically move you onto the next 
mandatory field.  

 

Fill in the required information and the:  will dissappear: 
 

 
 

19. Once all information has been entered and you have no more white cross in blue circle icons:  you can click 
Sign:  
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20. You will see that your screen now says: Processing. Please Refresh.  
 

Click the Refresh Icon in the corner:  and you will now see your updated plan:  

 
 

Then: (You can see that the plan now says initiated) 
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21. 
If you wish to add something to an already initiated plan then select the lightbulb icon: to show any option 

boxes that were not ticked. Alternatively, you can again click Add to Phase:   and repeat steps 
10-20 

 
 

22. If your care plan has not been suggested, or you need to manually add a new care plan. Go to the 
Requests/Care Plans Menu:  

 

 
 

23. 
Select the Add Icon:  and a new window will appear:  
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24. Start to type the name of your care plan in the search box and you will start to see results appear based on your 

text: When choosing a care plan, look for the ‘Pizza’ symbol:  this is the correct plan to choose. Once you 
have found your care plan, click it and then click done.  

 

 
 
 

25. You will now find your manually added care plan in your view and are able to select it as per the suggested plans:  
 

 
 

 
26.  

 Now complete and follow steps 6-20 completing the relevant information to demonstrate how 
to use the manually created care plan: 
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MANAGEMENT OF SUGGESTED CARE PLANS 
27. You can see that the action now has a strike through and status has updated to discontinue. From here you will 

now need to select Orders for signature and then Sign:  
 

 
 
 

28. To update the plan, select the Document in Plan tab:  
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29. To update a particular task, click that task and you will see a new menu pop up on the right hand side. Enter the 
relevant information into this menu: 

 

 
 
 
 
 
 

30. Click Sign Documentation and you can see that the middle column has now changed to show completed 
including a time and date stamp: 
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31. 
You can also click the green arrow tick: to automatically confirm task has been met and date and time 

as the current time: click sign documentation to update the plan:  
 

  
 
 
 

32. Selecting a goal will ask you wether you have met or not met the goal. Along with the usual date and time 
stamps. Complete the information as required and click sign documentation:  
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33. We also will need to look at the task menu, for any outstanding tasks required for the plan: You will find this in the 
main menu:  

 

 
 
 
 

 
34. Select the outstanding task(s) require and complete them by double clicking. Once completed return to the task 

list and you should see a green tick next to the task. This will affirm its completion:  
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35. 
Refresh the task list by clicking the refresh icon:  and you will notice that the task 

dissapears from you task list.  
 

 
 

36. Alternatively you can right click on the task which brings up a menu and you can click ‘Not Done’ 

 
 

NOTE: Clicking ‘Not Done’ will remove the task from your list of tasks so ONLY chose this if 
the task cannot or does not need completing.  

 
37. You may need to discontinue or cancel certain parts of the care plan 

 
Right click what you want to change to see the options: (for this example we will cancel/DC)  
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