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Lesson 7. Underétanding Additional Sunrise Features

This lesson introduces additional Sunrise features and functions that may be
used to support the day-to-day Emergency Care patient care tasks and
workflows.

Learning Objectives

After completing this lesson, you should be able to:
B Understand use of the Workflow Management Tool in the ED workflow.

B Use Signature Manager to sign orders and documents entered on one’s

behalf
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Using the Wo;kflow Management Tool

The Workflow Management tool provides the ability to:
0 Assign a workflow to clinicians for the patient.
O View the status of each activity in the workflow.
0 Complete the activities in the workflow.

The Workflow Management tool can be used to assist providers and
clinicians in guiding the respective patient care workflow tasks across the
continuum of care (admission / discharge).

Accessing the Workflow Management Tool

TO ACCESS THE WORKFLOW MANAGEMENT TOOL:

»  With a patient in context, do one of the following:

O From the Status Board (bottom of board), click the Workflow

Workflow
Management

Management ‘ ‘ button.

=+ toolbar

O From the Sunrise toolbar, click the Workflow Management
button.

0 From the menu bar, select GoTo > Enter/View > Workflow
Management.

& The Workflow Management window appears.

Workflow Managernent

Allscripts, Trainer 1000006 / 10000011 55y (07-04-1965) Male
AD-CUBOSA Mehta, Ninfa
Language Spoken: Preferred Language: Isolation: Code Status:
Allergies: No Known Drug Allergies, Peanut Visit Reason:
Workflow: || |+| Last Refreshed at: 10:26 AM
Status Activity
Need Help?
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In the Workflow Management window, you can do any of the following:

® (lick the Workflow drop-down to select a workflow to assign.

Workflow: .| | ™

ED admit to inpatient

Status EC Discharge

QOutpatient Discharge h-
Sepsis

Stroke Protocol

&> The activities for the selected workflow are displayed below the drop-down list.

Workflow:l[gj Discharge ‘ vl Last Refreshed at: 10:26 AM

Status  Activity /

Check If Orders Have Been Entered

Check New Prescriptions (RxWriter)

IRLILID

Check Incomplete Documents

|
|
Check Discharge Instructions (ExitCare) |
|
|
|

@55 | Check Signature Manager

® If you have the appropriate security rights, you can select the View
Workflows for Other Roles checkbox to display the workflows assigned
to other roles in the Workflow drop-down list so you can view the status
of activities for those workflows.

Completing Workflow Activities

Click on a task in the Activity list to open the respective function associated
with the task (for example, documentation).

Workflow Management

TEST, CREDITCARDPAYMENT 1218025 / 2000238 26y (07-08-1924)  Unknown
AD-CUB2E Holt, Roger
Language Spoken: Preferred Language: Isolation: Code Status:
Allergies: A-Cillin, Penicillin Visit Reason: FEVER
Workflow: | ED Discharge] |v] Last Refreshed at: 10:37 AM

Status Activity
‘Check If Orders Have Been Entered

—
() | Check Discharge Instructions (ExitCare)

Mone | Check New Prescriptions (RxWriter)

Check Incomplete Documents

@ | Check Signature Manager

Note: You must have the security rights to complete the activity. You can view the
activity, but you cannot complete any activities for that workflow. Activities can be
completed in any order.
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The status of each activity is indicated in the Status column with a status bar:

Status Indicator Description

1 Indicates the activity has not been started.

D) Indicates the activity was started but is not complete.

-2 Indicates the activity is complete.

None Indicates no items for that task have been initiated (for example,
New Prescriptions).

A number Indicates the number of items that are active on the chart for that
task (for example, Incomplete Documents).

Using Signature Manager

The Signature Manager function is used to complete signature
requirements for orders placed on one’s behalf or documentation co-
signature protocols.

Signing Order and Document Tasks
TO SIGN ORDER AND DOCUMENT TASKS:

1. To access Signature Manager, click the Signature Manager @]
toolbar button.

& The Signature Manager window appears.

The following screenshot depicts Signature Manager in Sign mode.
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¥ signature Manager - Cross, Train

Function
=) Sign @ Item(s} to Sign for Cross, Train - This Chart 2 ltems Returned ®
PPRIo! 5 = Orders
Patient Selection =] Cross, Train <100119> (1 East MDRX - 01-Feb-2018)
[¥hi= Patient - This Chart] g 17-Mar-2018 Requested By: Entered By:
11:15 Cross, Randall aaTemplate, MD
Date Range Rarli ) £}
) ~ vt marphing 17-Mar-2018 Active «Session>Standa
Start Date: Injectable 11112 rd*Auto Activate.
Earliest Available & H 1 milliGRAM(s)
IntraVenous every
Stop Date: & haurs, PRM Far
Latest dwaiable B = Moderate Pain 4-
7
Facility Selection Date Due to
Review: 12-Apr-
2018, 00:00
T e T ~ sodium chlaride  17-Mar-2018 Active <Session:>Standa
0.65% Nasal 11:13 re* Aute Activate,
AL Providers g L] 1 Applications)
coth Nos[r s
Item Type Filter CNCE
Date Due to
|0rders, Documents, Tasks | E‘“ Review: 12 Apr-
2018, 00:00
Item Status Filter
|k:live, Incomplete, Refused | ||
Sort Sequence
[1tem Type, Patient, Date ]
Item To Process E” “E
(*) Sign/Refuse To Sign
() Reassign
[ Show Selected ] [ Select All ] [ Unselect All ] Details | [ Alert

2. Optionally, change any Filter options (left panel), as needed.

Note: When you change a filter option, you must click the Get List button to
update the changes.

The following table provides a description of the Filter Panel options
(Ieft panel).

Filter Option ‘ Description

Function The appropriate selection will default based on the
signature rule of the respective item to sign: Sign or
Approve/Verify.

Patient Selection Select one of the following options:

e This Patient — This Chart; Displays items requiring
signature for the currently selected patient and the currently
selected chart.

e This Patient — All Charts: Displays all items requiring
signatures for the currently selected patient, regardless of
the chart they belong to.

e This List — This Chart: Displays items requiring signatures
for the patient visits on the current Patient List.

e This List — All Charts: Displays items requiring signatures
for patients on the current Patient List, no matter which
chart contains the items.

All Patients: Displays items requiring a signature for any

patient, based on your assigned rights.

Date Range Allows you to filter items to sign by Start / Stop Date.
The start date represents when the items were entered.
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Facility Selection

For multi-facility hospitals, allows you to filter items to
sign by facility.

Provider Selection

Select one of the following options:
e My Signatures: Displays only items assigned to you.

e My Group Signatures: Displays items in the My Signature
group (items that belong to others on whose behalf you can
sign). If you have no signature groups, only items assigned
to you are displayed.

Selected Providers: Click the (...) button to open the
Provider Selection window, in which you can select
specific providers.

Date Range

Allows you to filter items to sign by Start / Stop Date.
The start date represents when the items were entered.

Facility Selection

For multi-facility hospitals, allows you to filter items to
sign by facility.

Provider Selection

Select one of the following options:
e My Signatures: Displays only items assigned to you.

e My Group Signatures: Displays items in the My Signature
group (items that belong to others on whose behalf you can
sign). If you have no signature groups, only items assigned
to you are displayed.

Selected Providers: Click the (...) button to open the

Provider Selection window, in which you can select
specific providers.

Item Type Filter

Select the types of items to include: Orders,
Documents, Tasks, All

[tem Status Filter

Select the status of items to include: Active, Refused,
Incomplete

Sort Sequence

Allows you to define the sort sequence display of items
to sign.

[tem to Process

Select the appropriate signature processing method:
Sign, Refuse to Sign, Reassign.

Note: The Reassign option is available only if you have
the rights to reassign signatures. This is usually
assigned to and managed by someone in Medical
Records.

to sign).

Ensure the items to sign are checked (or uncheck items you do not want

Note: Items requiring your signature will be checked by default.

4. Click Sign.
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&> Ared checkmark appears next to each signed item.

30-Aug-2018 Requested By: Entered By:

07:56 Ames, Joan 2Ames, Joan
(MD) (MD)
I FIEE I marphine 30-Aug-2018 Active
Injectable 07:58
1 miliGRAM(s)

Intravenous
ONCE

5. Click Close to close the Signature Manager window.

Refusing to Sign Orders, Documents or Tasks

If an item has been misattributed to you for signing, you can refuse to sign
the item. When items are marked as refused to sign, the item must be
manually Reassigned to the correct user.

Note: The Reassign function is only available to users who have the rights to
reassign signatures. This security is normally assigned to an appropriate Medical
Records staff level.

TO REFUSE TO SIGN AN ORDER, DOCUMENT OR TASK:

1. On the Signature Manager window, ensure the item to refuse signature
is checked.

2. Click the Refuse button.

& The Refuse Signature window appears with the list of items selected as refuse
to sign.

& Refuse Signature

Orders: (Count = 1)
17-Mar-2015 11:13 New sodium chloride 0.65% Nasal

Refusal Reason: JB 2|
[}

3. In the Refusal Reason field, select or type a reason for not signing the
item.

4. Click OK.
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Reassigning Orders, Documents or Tasks

Depending on your security rights, you can reassign an item that was
assigned to the wrong provider or assigned to a provider who is no longer
available to sign. Your enterprise decides whether to allow only Medical
Records personnel to reassign items or allow providers to reassign items as
well.

TO REASSIGN AN ORDER, DOCUMENT OR TASK:

1. On the Signature Manager window, select Reassign in the Item to
Process section.

2. Select the items to reassign and click Reassign.

& The Reassign Signature window appears.

& Reassign Signature

Orders: (Count = 1)
30-4ug-2018 08:05 Mew acetaminophen + diphenhydrAMINE 650 mg-50 ma 2 Tablet]s] Oral every & hours, PRN Far Ins

(£ O

Reassignment Selection:

O Unable to Obtain Signature from Current Provider

O Reassign to Another Provider (Provider will Sign}

O Reassign to Another Provider (No Signature Reguired)
Reassign to: @ ‘
Reassign Reason: ’E =

[3]

[[JResend to Ancillary Department

3. In the Reassignment Selection section, select the appropriate
reassignment option:

e Unable to Obtain Signature from Current Provider: Select this option if
the item is correct, but a signature cannot be obtained (for example, the
provider is no longer associated with the facility).

® Reassign to Another Provider (Provider will Sign): Select this option if
an error occurred when the item was entered.

e Reassign to Another Provider (No Signature Required): Select this
option if the assigned user does not have to sign the item.

4. If you selected one of the Reassign to Another Provider options, click
the (...) button to select a provider in the Reassign field.
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&> The Reassign window appears.

Reassign

Reassign: O Me (#) Current Providers () Other

Filter

Occupation; | |

Qrg Unit: | |

Ames, Joan Ordered Department of Medic... |
[ J O

[ ok ] [ Concel | [ Hep |

5. Do one of the following:

e Sclect Current Providers to select one of the patient’s assigned providers.

® Select Other to search for a provider who is not a current provider for the

patient.
6. In the Reassign Reason field, select or type the reason for reassigning
the item.
7. Click OK.
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Lesson Review

Having completed this lesson, you should be able to:
B Understand use of the Workflow Management Tool in the ED workflow.

B Use Signature Manager to sign orders and documents entered on one’s

behalf
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