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Reminders can be viewed in the Reminders component of the patient’s chart orin a
recipient’s Message Center. Reminders notify staff of actions needing to be done for the
patient and/or note the chart of important information about the patient.

Creating a Reminder _acﬂmmunkatel,l
» From within the patient’s chart: @ Message
STEP 1:  Click the drop-down arrow in the Communicate button. " Reminder
e Select Reminder. 3] Patient Letter
OR: 3] Provider Letter
STEP 1:  Click the + button in the upper right corner of the Reminders
component.
Reminders (3} m Today | Tomorrow MNext week |V] oy
1 Show Only My Reminders All Subtypes
Subject Subtype Due ~~ Assigned To From
I Hearing impaired, speak... - - -- TESTING, RN
Cardiology JPP Active 12/3... - - = TESTING, RM
Call patient with results - SEP 06, 2021 08:28 - SURETTE , EMILY G

STEP 2:  Complete fields within the New Reminder/Task window.

New Reminder/Task

Task  Edit
? High &, Notify 38l Message Journal [[YEEES TRV

Summary View

Patient: | TESTING, PROD | g Show in: [{Chart |

To: [ | ¢ Include me
e | 8% Provider [ |88
ISHbjEEtI Call patient abeut labs 4 | leEVE to Chart IAS: Reminders
Attachments
Browse Decuments. Other Attachments
Message
Arial v v e rmeme BUJZS[EEE &ol

Call patient about lab results at (555)555-5555 -~

Actions
[C]Call the patient with results Show up: Minutes 05/06/2021 | 0919 < EDT

—
N Dueon: [2 ||hr | [09/06/2021 | =1 w1119 = epT|
e

Send Cancel

> Show in: field Show in: |Recipient's Inbox -
o Select Recipient’s Inbox to send Reminders to Message
Center.
o Select Chart to send Reminders component of the patient’s chart. Show in: | Chart v
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» To: field sends Reminders to recipients in message center.

e Check Include Me to quickly include yourself in the recipient list.

| [¥]Include me |

NOTE: Adding Reminders to the Reminders component will allow multiple users to view the

reminder face up in the patient’s chart. Sending a Reminder to Message Center will only alert

users included as recipients.

> Save to Chart

e Select Save to Chart to save the Reminder to the documents section of
PowerChart as a Final Report.

Save to Chart

e When Save to Chart is unselected, the Reminder will only display in the Reminders component or

Message Center until marked as Complete.
» Subject:
e Type a brief description of the reminder in the Subject field.

NOTE: When adding Reminders to the Reminders component the subject will display face-up in the

patient’s chart.

Reminders + m Today ‘ Tomorrow ‘ Next week ‘ Vl o
Subject Subtype | Due A | Assigned To From
Cardiology JPP Active 12/3... - = - TESTING, RN

I Call patient with results I - SEP 06, 2021 08:28 - SURETTE , EMILY G

» Message Section

e Place additional details about the Reminder in the Message body as needed.

» Additional Options

o C(lick the High Priority button in the upper left of the New Reminder/Task window

" High

to indicate the Reminder as High Priority. This will put a red exclamation mark in

front of the subject text.

Subject Subtype  Due A | Assigned To | From

El Hearing impaired, speak... - -- - TESTING, RN

e If sending via Message Center, notify options can be selected by clicking the Notify

button in the upper left of the New Reminder/Task window.
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e A Due Date can be assigned to the Reminder in the bottom right of the New Reminder/Task

window.
Subject Subtype Due ~ Assigned To From
Reminders -~ OCT 11, 2018 09:16 - CORBIN - TEST RN
NOTE: If a due date is entered when creating the reminder, the reminder text will show blue until
the task is overdue. If no due date is entered or the task is overdue, the reminder text will
show red.
STEP 3:  Click Send when reminder is complete. —

Managing Reminders:

» From Reminders Component

e Use All, Today, Tomorrow, or Next week filter buttons to display desired timeframes.

* Click the dropdown to select Next Month and Next Year. r
iy
Reminders (3 -+ Today Tomorrow MNext week |~ iy
S ' “ | | | I MNext month
‘ Show COnly My Reminders All Subtypes
Mext year

e Deselect Show Only My Reminders to see Reminders from other users.
| 1 show Only My Reminders

e C(lick the Subject to open the Reminder.

Reminders (3) + | [l voder | Tomomow [ Nextweek [v]| o
Show Only My Reminders All Subtypes
Subject Subtype | Due ~ | Assigned To From
! Hearing impaired, speak... — - - TESTING, RN
Cardiology JPP Active 12/3... - - - TESTING, RN
— SEP 06, 2021 08:28 - SURETTE , EMILY G

¢ Click Complete when no

further action is needed 3 Reminder/Task
. g som
for the Reminder. g IEDICIIDMOD eSS 020 g e
COVID-15:Not Del
[ ] TO Complete and save a [From:  SURETTE, EMILY G Show up dete 08/06/2021 DR:27:00 EDT
Sent: 09/062001 0&:27:41 EDT Action:

Reminder to the Char t, \I Cal patsent with resuhts e . 09/06/2021 0:22:00 EDT

click the Save to B Documtet Ranindes

Chart/Complete button iTor>

in the lower right of the u o | Fimmces

window.
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» Message Center Reminders

Message Center

e Reminders will populate in Inbox Summa.. ] o
. . Inbox  Proxies | Pools LyCommunicate = [ Open | B Reply B Ry “Redirect ZR fule « Complete \lMessage loumal | [ Select Patiert | BB Select Al
the Remlnders section Of the _ Assigned Create De... Due Date From Patient Namme _ Pricrity Show Up Date  Status Subject
L. 5 Display: | Last 90 Duys |5 09/10/2021 1. 09/10/2021 1., _SURETTE, EMI__TESTING, PROD ! 09/10/2021 1... _Pending Call patient wi...
recipient’s Inbox. - bt 0 A
= Work Items (1)

e Double-click to open the

Reminder.
e To mark Reminders as complete, click the Complete button located in the + Complete

toolbar.
N:EE Reschedule

e To reschedule the due date of the Reminder, click the Reschedule button
located in the toolbar.

%

Reminders | Reminders: TESTING, FROD X

CiReply 8 Reply Al 77 Redirectl] TRReschedulell v Completell g Print i B Gy Mark Uneead | Inbas View | Surmenady View

s TESTING. PROD (WILLOW) myEMHSHealth:Active gecd years Do8:11/1
Allergies: sulfa drugs, Dust, Keflex, Latex, atorvastatin,... J E Rcurring 121 16:18:17 EDT =M
COVID=159ot Detected(12/ ERY,
From:  SURETTE, EMILY G Show up dates O I0VR0E 13:24:00 EDT
Sent. TpAIr2021 13:25%06 EOT Agtion
Sulsject: Call patient with reults D 10 00T 13:2%00 EDT
To: SURETTE EMILY G Provider
Ce: Docusment [FrCr—
A Tt

=3 [ Sreto GhaCompiee ]

e C(lick in the <Add Text> field in the body of the message to add more documentation. When text is
added to a reminder, there are three save options available in the lower right-hand corner of the

message:

Save will save added text and keep the Reminder in an active status.

Save to Chart will save added text to the patient’s chart and keep the Reminder in an active
status.

Save to Chart/Complete will save added text to the patient’s chart and complete the
Reminder.

For questions regarding process and/or policies, please contact your unit’s Clinical Educator or Clinical
Informaticist. For any other questions please contact the Customer Support Center at:

207-973-7728 or 1-888-827-7728.




