
Updating and Maintaining:
ALLERGY MODULE

Step by Step Guide for completing JCAHO 
Tasks to Improve Healthcare Delivery:

Medication Reconciliation and
Master Problem List Maintenance



TO ACCESS ALLERGY MODULE:
1) Must have patient selected 

(name will appear on top bar)
2) Select Allergy button from Folder 

List
OR

3) Access Allergy Module from 
within Encounter Screening 
Module (see next slides)

MANAGING ALLERGIES (Viewing, Editing, Adding, Deleting)



To access from 
Encounter, select 
Screening button

From Screening 
Module, select 
Verify Allergy



VIEWING EXISTING 
ALLERGIES

You will see a list of 
current allergies and 
associated reactions

TO DELETE AN ALLERGY:
1) Highlight allergy
2) Select Delete from top bar

Delete Button
VIEWING/DELETINGALLERGIES



TO EDIT AN ALLERGY
1) Highlight allergy
2) Select Edit Button

EDITING ALLERGY INFORMATION
Edit Button



Make any corrections to selected Allergy 
1) Type of reaction
2) Onset date 
3) Free text comments
4) When finished, select SAVE

EDITING ALLERGY INFORMATION



ADDING AN  ALLERGY

TO ADD ALLERGY
1) Select ADD button

Add Button



ADDING AN ALLERGY (QUICK METHOD)

TO ADD ALLERGY CONTAINED WITHIN 
COMMON LIST

1) Select down arrow and choose from list



ADDING AN ALLERGY (QUICK METHOD)

2) Select Reaction Type



ADDING AN ALLERGY (QUICK METHOD)

3) Add source of information 
(patient, parent, etc…)

4) Add onset date 
5) Add any free text comments,
6) Select SAVE



ADDING AN ALLERGY (QUICK METHOD)

New Allergy is now 
added



ADDING AN ALLERGY (REGULAR METHOD)

Select ALLERGEN button to 
get Search Menu above



1)Type in name of Allergen
2) Select Search button
3) Highlight item from search results
4) Select OK

**Important**:  If you cannot find 
the specific allergen you are 
looking for, search for OTHER and 
free text in the allergens you 
desire.

ADDING AN ALLERGY (REGULAR METHOD)



5) Select Reaction button 
(search menu appears)
6) Type in desired reaction
7) Select Search

ADDING AN ALLERGY (REGULAR METHOD)



8) Select desired 
Reaction from Search 
Results
9) Select Add >>
10) Select OK button

ADDING AN ALLERGY (REGULAR METHOD)



11) Add onset date
12) Add any free text 
comments
13) Select Save button

ADDING AN ALLERGY (REGULAR METHOD)



Updating and Maintaining:
FAMILY HISTORY AND 
SURGICAL HISTORY

Notes:
1. This type of information usually only has to be 

added once and will then only be modified if more 
detailed history is obtained.

2. At the next visit, the patient only needs to review 
the list and be asked if anything has changed.  



MANAGING HISTORICAL PROCEDURES AND 
FAMILY HISTORY

TO ACCESS PROBLEMS 
MODULE:

1) Must have patient selected 
(name will be visible on 
top bar)

2) Select Problems button 
from Folder List



TO VIEW HISTORICAL 
PROCEDURES

1) Expand by selecting + button
2) Procedures are listed

VIEWING HISTORICAL PROCEDURES



EDITING/DELETING HISTORICAL PROCEDURES

TO EDIT OR DELETE A 
PROCEDURE

1) Highlight selected procedure
2) Look at menu below
3) Change date (if needed)
4) Change status (Active, 

Inactive or Deleted)
5) Add Free Text Comments
6) Select SAVE



ADDING HISTORICAL PROCEDURES

TO ADD A PROCEDURE:
1) Select ADD button
2) Select data to search 

(Search = Enterprise 
List, Clinic List, User 
List)

Add Button



TO ADD A PROCEDURE:
3)  Type in procedure 

name
4)  Select Search
5)  Select desired  

procedure from search 
results and highlight 
(This may mean that 
you select the closest 
match or use a broad 
term that can be 
clarified by the 
provider.)

6)  Select OK

ADDING HISTORICAL PROCEDURES



7) Add procedure date
8) Add any free text 

comments
9) Select Save button

ADDING HISTORICAL PROCEDURES



10)  New procedure is 
now added

ADDING HISTORICAL PROCEDURES



TO VIEW FAMILY HISTORY
1) Expand by selecting + button
2) Family History items are listed

VIEWING FAMILY HISTORY



EDITING/DELETING FAMILY HISTORY

TO EDIT OR DELETE A FAMILY 
HISTORY ITEM

1) Highlight selected Fam Hx item
2) Look at menu below
3) Change date (if needed)
4) Change status (Active, Inactive 

or Deleted)
5) Add Free Text Comments
6) Select SAVE



ADDING FAMILY HISTORY

TO ADD A FAMILY 
HISTORY ITEM:

1) Select ADD button
2) Select data to search 

(Search = Enterprise List, 
Clinic List, User List)

3) Type in Fam Hx item
4) Select Search

Add Button



5) Select desired Fam Hx
item from search results 
and highlight
6)  Select OK

ADDING FAMILY HISTORY



7) Add onset date
8) Select Status (Active, 

Inactive, Deleted)
9) Add any free text comments
10)Select Relationship of family 

member with disease
11)Select Source of information
12)Select Save button

ADDING FAMILY HISTORY



13)  New Family History 
item is now added

ADDING FAMILY HISTORY



DISPLAYING ALLERGIES, MEDICATIONS, ACTIVE PROBLEMS AND 
FAMILY HISTORY IN PATIENT’S NOTE--AUTOCITE

TO DISPLAY INFORMATION
1) Select Options from SF600 view
2) Select AutoCite preferences
3) Select OK



DISPLAYING ALLERGIES, MEDICATIONS, ACTIVE PROBLEMS AND 
FAMILY HISTORY IN PATIENT’S NOTE--AUTOCITE

INFORMATION IS NOW
DISPLAYED IN AUTOCITE AREA

**Important to know that the displayed 
AutoCite items are determined by the
person who initially opens the encounter.  
To refresh with current user’s AutoCite
preferences, simply push the AutoCite button.



Adding and Deleting: 
OTC/OUTSIDE MEDICATIONS



RECORDING OVER THE COUNTER (OTC) AND MEDICATIONS FROM 
OUTSIDE FACILITIES

TO ACCESS MEDICATION MODULE
1) Select Meds button within Folder List
2) Make sure Search Filter is set for 

Outpatient Current

Search Filter



RECORDING OVER THE COUNTER (OTC) AND MEDICATIONS 
FROM OUTSIDE FACILITIES

TO ADD AN OTC OR 
OUTSIDE MEDICATION:

1) Select ADD button
2) Select Record 

OTC/Outside Medication 
button

3) This can be used for over 
the counter medications 
(OTC),  VA medications, 
network medications, 
herbals or others.

4) Note: In the future you 
will see VA and network 
pharmacy medications 
appearing automatically.

Add Button



3) Select Medications button 
(Search Menu appears)

4) Type in name of 
medication/herbal in Coded 
Entry section (see next slide)

5) If desired result does not 
appear, select Non-coded 
Free Text radio button and 
free text information

6) Select OK (If using Non-
Coded Free Text, go directly 
to steps 12-16)

Step 3



7) Select Medications button (Search 
Menu appears)

8) Type in name of medication/herbal in 
Coded Entry section

9) Select Search button
10)Select desired medication from search 

results and highlight (If list is too long 
because of name or multiple dosing 
choices, it may be simpler to enter it as 
a “Non-Coded” Medication)

11)Select OK



TO ADD AN OTC OR OUTSIDE MEDICATION:
12)Type in Sig (medication usage instructions) 

information for this medication
13)Type in Ordering Provider (if known)
14)Enter Order Start Date (if known)
15)Enter any free text comments regarding this 

medication
16)Select OK



New Medication is now listed in patient’s 
medication list

RECORDING OVER THE COUNTER (OTC) AND MEDICATIONS 
FROM OUTSIDE FACILITIES


