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¢ The tasking module allows users to create,
assign and track tasks that are usually,
but not necessarily, patient or encounter
specific

e The Tasking module can be accessed
from the Tools folder in the Folder List.

* New tasks can also the created by
accessing the Tasking module from the
Appointments list, the Telephone Consults
list or from an open encounter.
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Tasking can be used to address business
processes such as tracking scanned documents

For example, a consult completed outside the

MTF is scanned to AHLTA and associated with an
encounter

A tasker is sent to the provider who entered the
encounter that the consult is back

‘The provider responds to the tasker that the
consult has been reviewed

This dialogue can be appended to a specific
encounter
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e a task can be associated with the current
encounter and many of the fields are pre-
populated appropriately.

o If the task is not to be associated with the
current encounter or patient, users can make
appropriate changes to the pre-populated data




[image: image5.jpg]e Accessing
the tasking
module from
the folder list
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the
tasking
module
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[image: image7.jpg]e Tasks can also be created, viewed,
and acted upon from the Tasking
Module itself.

o A list of tasks assigned to the user is
displayed in the upper pane, and the
details of the selected task are
displayed in the lower pane.




[image: image8.jpg]e If a user has been assigned one or
more tasks, a distinctive icon will
display on the Patient ID bar,
alerting the user that he/she has a
tasking assigned.

e Clicking on the icon will navigate the
user directly to the Tasking module
to view and take appropriate action
related to the task(s).




[image: image9.jpg]e Flag on
Patient ID
bar
indicating
new taskers
for the
provider.

e Clicking on
the icon
opens the
tasking
module
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[image: image10.jpg]Once the
module is
open, a
provider can
click on a
specific task
and the details
of the specific
task are
displayed in
the bottom
pane
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[image: image11.jpg]Creating a New Tasker

e A provider accesses the tasking
module from the folder list, action
list or from the alert icon as
previously described
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the tasking
module
from the
folder list
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[image: image13.jpg]Click New Task on
the action bar.

The task form
displays in the lower
pane.

You can assign the
task to the current
patient or select
another

Select the Assignee
from the drop-down
list, or click the
ellipsis button to
access the Clinician
Search window to
search for and select
an Assignee.
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¢ The Assignee will
default to the
currently logged e mm wremr s
in user. The
assignee drop-
down list will
retain the last
five assignees.

e or click the

ellipsis button to

access the

Clinician Search

window to -

search for and A rowans

select an T St
1™ Conglete.
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[image: image15.jpg]e The task will
default to the
currently
assigned
patient but a
different
patient can be
selected via the
drop down or
patient search
accessed via
the ellipse
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[image: image16.jpg]e The task can
be associated
with a
specific
encounter
accessed via
the drop
down or
‘searched
from a
complete list
of encounters
via the ellipse
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New Note
fields.

Set the task
Parameters 1
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[image: image18.jpg]e Set the task
Parameters 2
- Activate Date

¢ Default is current
date but this can
be changed by
clicking on the
drop down

- Private

e Task only
displayed on the
assignees and
submitters task
list.

e Note: the options
button allows you
to configure whose
taskers you can
see normally
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[image: image19.jpg]append function

Select the Track
option checkbox
(default is off) if
you want to
keep the task in
your task list.

Select the

to add
documentation
to an associated
encounter
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[image: image20.jpg]¢ When the entries
and options have
been completed
click Save to
save the new
task.

The new task is
written to the
Tasking module
of the Assignee
that you
selected, and the
User has tasking
icon will display
on the assignee’s
Patient ID bar.
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[image: image21.jpg]¢ Note the
documentation
added to an
encounter
when the
append option
is used
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[image: image22.jpg]A consult is
entered and
is sent out in
town during
an encounter
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[image: image23.jpg]¢ When the
consult is
completed, a
tasker is sent
to the provider
who entered
the consult
that it has
been scanned
into AHLTA and
is ready for
review
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[image: image24.jpg]e The provider
receives the
tasker and
notes the
tasker flag
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[image: image25.jpg]e The provider
opens the
tasker
informing
them that the
consult has
been scanned
into AHLTA
for the
specific
patient
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[image: image26.jpg]e The provider
finds the consult
in AHLTA for the
patient and
reviews it.

e They then
respond to the
tasker which will
document the
have reviewe
the tasker and it
is complete.

e By selecting the
append function
a comment will
be added to the
encounter
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~appended
‘comment
appears to be
signed

e Once signed...
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[image: image28.jpg]has updated
documenting
the consult

was reviewed
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