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The Verbal Telephone Order Report has been added to the Nursing category in the
Reporting Portal. The report will display the various communication types used when
orders have been placed by nursing and other non-provider hospital staff.

Running the Verbal Telephone Order Report

STEP 1:  Locate and click the Reporting Portal link in the toolbar.
* Sign into the Reporting Portal using your network username and e
Al
password' [IPublic (27/1462)
~ Categories
CIAl
. H v [ Published (27/1462)
NOTE: It may take a few moments for the Reporting Portal to open. e L U
. . . A [ Beacon Test (0/10)
STEP 2:  Click the drop down next to Published to view all of the reporting UBlood Bank (0/20)
[ Care Management (0/32)
Categories' [ Charge Services (0/20)
DEmergency Medicine/Firstnet (0/3)
. . O HIM/Coding (0/55)
STEP 3:  Click the box next to Nursing and search for the Verbal Telephone Timaging Services/Radnet (0/436)
> [lnfection Control (0/49)
Order Report_ Oinformation Systems/DBA (0/94)
[ Laboratory/Pathnet (0/64)
. . (1| aharatony/Pathnet DEA (0/7)
» The Nursing category opens and the number of available reports

will display.

NOTE: Typing Verbal in the Search box in the blue
Reporting Portal header can also be used to search
for the report.

STEP 4:  In the Verbal Telephone Order Report line, click the open star to favorite the report
to easily locate for easy future use. The star will become gold in color and the number -
next to My Favorites will increase by one. w

* The next time the report is needed, navigate to My AlRepors27) L

Favorites tab to locate the report.

Favorite |

* Once the report has been run, it will display below
Recent Reports

Categories under Recent Reports and can be run from this Verbal Telephone Order Report

location by clicking the report name.

STEP 5:  Select the report to open.
STEP 6:  Click Run.

Verbal Telephone Order Report Nursing Public

Description: Suggested Report Reporting Application: “
No description available. User: CCL
No suggested user. Alternate name: )
Suggested Report E05Z_VERBAL_TELEPHO
Frequency: NE_CRDER:DBA

frequency.
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STEP 7: Enter the report prompts. . Discern Prompt: EO5Z_VERBAL_TELEPHONE ORDERDBA — O
Output to File/Printer/tINE MIME M=
= Enter the Beginning Date and Time. Use evter Begmng Dare amd Tome | (0317207 e
*Enter Ending Date and time 09/30/2021 H v
the large down arrow to open the calendar. evember org — R
. . [ MERCY HOSPITAL
* Enter the Ending Date and Time. B e coustroseTaL
. - - [71 TAMC - THE &R0O0 «
=  Select the desired Member Organization. < >
[[] MLEAR NOSE AND THROAT CARE ELLSWORTH A
15 1 [] MLINTERNAL MEDICINE ELLSWORTH
FaCﬂltY Optlons fOI' the SeleCted ML MAINE COAST HOSPITAL
. . . . . . [] ML DRTHOPEDIC CARE ELLSWORTH
organization will dlsplay in the Fac111ty L] HL PEDIATRIC CARE ELLSWORTH
[T ML PELYIC REHAB ELLSWORTH i
field.
. o -Exs:ule Cancel
= Select the desired Facility. =

[1Return ta prompts on close of autput
|

| Ready

STEP 8: Click Execute.

Report Details

» The report opens and will display the following information:
e Ordering MD
e FIN

e Communication Type *Communication type

Fax

Telephone-Requires Read Back
VYerbal-Requires Head Back
Written

Protocol

Electronic

Request Co-Sign

* The communication type column correlates with
the Communication Type selected by staff when

placing the order.

e Fax - used when the order is faxed.
e Telephone Order Readback - should be

selected when taking a telephone order when the provider doesn’t have access to a

computer.

e Verbal Order Read back - used for emergent situations or when the provider is in a
sterile field.

e Written - most commonly used during a downtime when the provider isn’t able to
perform CPOE.

e Protocol - used when placing orders within a JPP.

o Electronic — used when the order has already been placed electronically.

e Request Co-Sign - Used by ED, Newborn Nursery, Labor & Delivery, Wound and
Ostomy, and Nutrition Services when ordering and initiating a JPP.

e Order DT (Order Date)
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Entering Provider

= This is the name of the staff member who placed the order. Providers names will not display

as they do not get the Ordering Physician window when placing orders.

* Mid-levels who require provider co-sign when entering orders will display.

LOC Facility
Unit

Order Mnemonic
Order Details

Saving the Report

STEP 1:

STEP 2:
STEP 3:
STEP 4:
STEP 5:
STEP 6:

STEP 7:

Click the disc icon in the upper left corner of the report.

= Click the printer icon to print the

report.

Click This PC in the address bar.

Reporting Portal

B Verbal Telephone Order Report X

Save As

] bI This PC » ILocal Disk (C: on

)} » Users »

+ Desktop v &

Double-click the Local Disk: (C: on <*your deviceID*>.

Double-click the Users folder.

Locate the folder with your network sign on and double-click to open.

Double-click the Desktop
folder to save to the Desktop.

Users can modify the File

name as needed. The Save as

type should not be changed.

Click Save.

* The report will be saved as
a spreadsheet for easy

filtering.

€

~ = 7 lLocal Disk (C: on )]
.V

| System.sav
. Users

; Windows

B Save As

® -~ 4 [+ ThisPC » Local Disk (Cion ) » Users » mp

Organize v New folder

»
MName Date medified

it Favorites
B Desktop
& Downloads
1% This PC

€ Network

File name: | E05Z_VERBAL_TELEPHOME_ORDER

Save as type: | Comma Delimited (*.csv)

= Hide Folders

Search Desktop o

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.




