Provider OJT Checklist


Student Name: __________________        Specialty: _____________________________        

MTF: ___________________________       Clinic: ________________________________

Trainer Name: ___________________
 Student Signature:______________________
Please follow Providers workflow process while completing items below. If an item does not apply. Please put N/A next to the Date Example: N/A Day/Mo/Yr. and initial.

	Checklist items
	Map
	Date
	Student’s Initials
	Trainer’s Initials

	OJT Preparation 
	
	
	
	

	· Load  Stite/Clinic specific Templates
	
	
	
	

	· Create List Management 
	
	
	
	

	· Verify that Provider is mapped to assigned clinic(s)
	
	
	
	

	Navigation 

Login and Desktop Setup
	
	
	
	

	· Log in
	
	
	
	

	· Explain Folder List and Recommend quickest method of navigation 
	
	
	
	

	· Toggle to CHCS
	
	
	
	

	· Open Appointments module
	
	
	
	

	· Sign on as a second user on a workstation (optional)
	
	
	
	

	· Lock a CHCS II session to prevent timeout
	
	
	
	

	· Change workstation locations (File > Location)
	
	
	
	

	Appointments
	
	
	
	

	· Open Change Selections/Options 
	
	
	
	

	· Adjust display properties
	
	
	
	

	· Explain use of Test Patients and Test Clinic in live system
	
	
	
	

	· Explain clinic selection function in New Unscheduled Appointment / Telcon Visit screen (for Providers/Nurses who work in several clinics)
	
	
	
	

	· Transfer Patient
	
	
	
	

	· Add Provider
	
	
	
	

	Telephone Consults
	
	
	
	

	· Set default search and display options for the Telcon appointment list
	
	
	
	

	· Do the following from the Telcon Quick Entry screen:
	
	
	
	

	· View the Clerk’s notes
	
	
	
	

	· Enter the Provider’s note
	
	
	
	

	· Access the A/P module from the SF600
	
	
	
	

	· Complete and sign a Telcon
	
	
	
	

	· View a completed Telcon in the Previous Encounters module
	
	
	
	

	· Copy forward from a previous encounter to an open Telcon encounter
	
	
	
	

	Template Management
	
	
	
	

	· Search for and load an encounter template
	
	
	
	

	· Use advanced template search features to find useful templates (for example, template name “begins with,” or only search in clinic/personal templates)
	
	
	
	

	· View details of an encounter template
	
	
	
	

	· Complete basic editing of an encounter template
	
	
	
	

	· Create an encounter template from an existing encounter
	
	
	
	

	· Create an encounter template from a previous encounter
	
	
	
	

	· Show alternate methods for entering searched for items; that is, double-click; Add Items button; use of Ctrl key for multiple selections
	
	
	
	

	· Create an order set
	
	
	
	

	· Create an order set from the orders saved to queue
	
	
	
	

	· Naming convention for order sets
	
	
	
	

	· Merge an order set with an encounter template
	
	
	
	

	· Use of an order set alone
	
	
	
	

	· Editing of an order set in an existing encounter template
	
	
	
	

	· Delete an encounter template
	
	
	
	

	· Add an encounter template to favorites
	
	
	
	

	· Load a favorite encounter template
	
	
	
	

	· Load multiple encounter templates and use the Back and Forward buttons
	
	
	
	

	· Import and export an encounter template (Optional)
	
	
	
	

	Note: Find time on all days to emphasize using and editing templates for their own use in documenting; emphasize creation of order sets.  Also emphasize the proper naming of new templates, to prevent duplication and confusion. Emphasize proper use of “Shared” check box when saving.
	
	
	
	

	Encounter Summary Properties
	
	
	
	

	· Edit the Signature Block
	
	
	
	

	· Signature Block
	
	
	
	

	· Cosigner
	
	
	
	

	· Autocite Display
	
	
	
	

	· Auto Save 
	
	
	
	

	Screening
	
	
	
	

	· Verify allergies
	
	
	
	

	Vital Signs Review
	
	
	
	

	· Set search filters for reviewing vital signs
	
	
	
	

	Document with MEDCIN
	
	
	
	

	· Search for and load appropriate S/O templates for documentation
	
	
	
	

	· Complete encounter documentation using MEDCIN
	
	
	
	

	Note: Find time on all days to emphasize documenting using MEDCIN
	
	
	
	

	S/O Templates
	
	
	
	

	· Use the following search tools effectively:

· Browse from Here

· Find Term

· Dx Prompt
	
	
	
	

	· Edit using the Template Edit mode
	
	
	
	

	· Save an edited template as a new template
	
	
	
	

	· Create Procedure and Education templates (Free Text)
	
	
	
	

	· Load a favorite S/O template
	
	
	
	

	· Load multiple S/O templates and use the Back and Forward buttons
	
	
	
	

	Note: Find time on all days to emphasize using templates for documenting; keep reviewing template use and editing.
	
	
	
	

	· Load and document a Medicomp Form
	
	
	
	

	S/O Templates
	
	
	
	

	· Customize an S/O template
	
	
	
	

	Note: Find time on all days to emphasize using templates to facilitate speed in documenting; be sure they understand the value of template use.  Also emphasize the proper naming of new templates, to prevent duplication and confusion. Emphasize proper use of “Shared” check box when saving.
	
	
	
	

	Assessment & Plan
	
	
	
	

	· Order the following:
	
	
	
	

	· Labs, Rads, and Meds
	
	
	
	

	· Procedures (Explain importance of completing Modifiers)
	
	
	
	

	· Other therapies
	
	
	
	

	· Consults (See MTF Policy)
	
	
	
	

	· Use Action Bar to modify procedure codes
	
	
	
	

	· Use Action Bar to submit all accumulated orders 
	
	
	
	

	· Use Action Bar to load a Encounter Template
	
	
	
	

	· In Diagnosis tab, select diagnosis using Problem List button
	
	
	
	

	· In Diagnosis tab, select diagnosis using Clinic List button
	
	
	
	

	· Search for a Diagnosis using the search field, then add to favorites
	
	
	
	

	· In Diagnosis tab, select diagnoses from encounter template selected using the drop-down list in Diagnosis tab
	
	
	
	

	· In Order Set tab, select or modify an order from the Favorites drop-down list in Order Sets tab and Submit Orders
	
	
	
	

	· In Procedures tab, search for a standard CPT (Explain V codes are located here)
	
	
	
	

	· In Procedures tab, search for HCPCS (Explain E codes are located here)
	
	
	
	

	Disposition
	
	
	
	

	· Manually select the E & M (Evaluation and Management) code 
	
	
	
	

	· Modify the E&M code using Modify tab
	
	
	
	

	Note: Emphasize need to check calculated code and change if needed, especially important when using free text. Use Preventive Medicine service type, as appropriate.
	
	
	
	

	Sign
	
	
	
	

	· Sign the encounter
	
	
	
	

	· Choose a cosigner, if appropriate
	
	
	
	

	· Print an encounter
	
	
	
	

	Clinical Notes
	
	
	
	

	· Add a clinical note 
	
	
	
	

	· Edit a clinical note
	
	
	
	

	· Save clinical note
	
	
	
	

	Add Note
	
	
	
	

	· Insert image into add note
	
	
	
	

	· Insert word doc into add note
	
	
	
	

	· Save add note
	
	
	
	

	· View add note from SF600
	
	
	
	

	Previous Encounters
	
	
	
	

	· View completed encounters in Previous Encounters module 
	
	
	
	

	· Explain Appending a previous encounter
	
	
	
	

	· Explain Amending a previous encounter
	
	
	
	

	· Copy forward from a previous encounter to an open encounter (emphasize this)
	
	
	
	

	· Create New Encounter Template from a Previous Encounter
	
	
	
	

	Health History
	
	
	
	

	· View Health History display properties
	
	
	
	

	· Customize Health History folder display
	
	
	
	

	Allergy
	
	
	
	

	· Review patient allergy information
	
	
	
	

	· Edit patient allergy information
	
	
	
	

	· Add/Delete patient allergy information
	
	
	
	

	Lab
	
	
	
	

	· View laboratory test results
	
	
	
	

	· Copy lab results into a patient encounter
	
	
	
	

	Radiology
	
	
	
	

	· View radiology test results
	
	
	
	

	· Copy radiology results into an encounter
	
	
	
	

	Meds
	
	
	
	

	· Order a new medication
	
	
	
	

	· Add outside and over-the-counter medications
	
	
	
	

	· Modify a medication order
	
	
	
	

	· Renew a medication
	
	
	
	

	· Discontinue a medication
	
	
	
	

	Problems
	
	
	
	

	· Set and reset the viewing options
	
	
	
	

	· Add a problem, family history information, or an historical procedure 
	
	
	
	

	· Update a problem on the Problem List
	
	
	
	

	New Results
	
	
	
	

	· View new results by accessing the Lab or Rad modules from the New Results module
	
	
	
	

	· Discard or Toss a lab or rad result 
Note: Emphasize that Discard does not create a signature; only Toss or Save do
	
	
	
	

	Alert Review
	
	
	
	

	· Address each type of alert
	
	
	
	

	· View details of an alert
	
	
	
	

	Co-signs
	
	
	
	

	· Search for and display encounters needing co-signatures
	
	
	
	

	· Amend an encounter prior to co-signing
	
	
	
	

	· Append a narrative to an encounter prior to co-signing
	
	
	
	

	· Co-sign an encounter
	
	
	
	

	· Load an encounter template when amending an encounter
	
	
	
	


After Completing each Session please fill in the proper session fields below along with a brief note describing session and Sign. Also note any issues and report errors in CHCS II. 

	Session #
	Date
	Start Time
	End Time
	Elapsed Time
	Total Time
	Initials

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	4.
	
	
	
	
	
	

	5.
	
	
	
	
	
	

	6.
	
	
	
	
	
	

	7.
	
	
	
	
	
	

	8.
	
	
	
	
	
	

	9.
	
	
	
	
	
	

	10.
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	                                                                                     Total Elapsed Time:
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