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Entering Orders
User Manual
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From the ITS main menu (your menu will look different) note option #15 for Enter Orders.  You can type ‘15’ and press Enter or using your mouse move the cursor over the text ‘Enter Order’ and it will turn green.  Left clicking the mouse will open the Enter Orders routine, as will the keyboard approach of typing ‘15’ and pressing Enter.
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The Enter Orders screen appears.  You, the user, are identified in the first line of the screen and the cursor will stop at the ‘Technologist’ field.
1.  Depending on your system set-up, you may be automatically identified as the technician.  You can change this entry by pressing F10 (DELETE) and then F9 (LOOKUP) to select the technician.  This field is NOT required when entering orders unless the Order Status (next field) will be Taken.

2.  Order Status – enter the status for the Order.  You can type the first letter (in CAPS) for the order status, or press F9 (LOOKUP) for a listing.  Order status can be:

· (L)ogged

· (T)aken or 

· (C)omplete

3.  Identify the patient.  The patient’s information (upper right hand side of the screen) will appear, as well as the attending doctor.  Refer to the training on ‘Identifying a patient” for tips on this.

4.  Enter the ordering doctor mnemonic for the order(s) you are placing.  Press F9 (LOOKUP) and you can select the ordering doctor from a list.

5.  If instructed to do so, enter the Arrival Time.  You can type ‘N’ and press Enter to record the current time, otherwise enter the arrival time in 24 hour military format (NNNN) for hours and minutes.

6.  Enter the CATEGORY for the order.  You may type F9 (LOOKUP) for a CATEGORY listing.  Remember that you can only enter orders for categories associated to the Department you are signed in for.  Note that any category queries (questions) associated to that category appear beneath the enter orders section of the screen.  Press Enter.

7.  Enter the PROCEDURE for the order.  You may press F9 (LOOKUP) for a PROCEDURE listing.  You will only see PROCEDURES for the CATEGORY you identified in #6 above.  If using the LOOKUP, double-click the order(s) you desire to select to highlight (or use the RIGHT CTRL key to checkmark) and then click “Order Selected Items’ or press F12 (FILE).  If more than one procedure was selected, enter the default PRIORITY and SERVICE DATE/TIME defaults for the orders.  Note that any procedure queries (questions) associated to that procedure appear beneath the enter orders section of the screen.  Press Enter.

8.  Verify the correct PRIORITY has defaulted from the Order.  Most orders will have priority of (R)outine, unless a different default priority has been set (for example, procedures for ER patients may default to (S)tat).  You can change the priority of the order as appropriate.  Valid choices are (R)outine, (U)rgent and (S)tat.  Press Enter

9.  You may or may not be prompted for Quantity.  If the cursor stops here, verify the correct quantity of the order is present.  You can change the quantity if the cursor stops.  Press Enter

10.  Enter the Service Date for the order; default is T for today.  If the order is to be performed on a different service date, enter the correct date.  A service date is required.  Press Enter
11.  Enter the Service Time, if needed or appropriate.  Use 24 hour military format.  For most ITS orders, service time is not required.  Press Enter.

12.  Complete the queries (questions) associated with the CATEGORY and PROCEDURE that you just entered.  Not all queries will be required and the cursor may not stop at all queries based upon previous responses.  You can always press F9 (LOOKUP) if you are unsure of what is a valid response for this query.  The system will either present you with a table of acceptable entries OR give you a message indicating that the answer should be in a Yes-No, Date, Time, or Free Text format.  When you have completed answering all the queries associate to the CATEOGY and PROCEDURE for the first order, you will be returned to the main orders box, on line two, to place more orders.

13.  To place additional orders, repeat steps 6-12 above.  Note that so long as subsequent orders are of the same CATEGORY as the first order, the answers to those queries will be filled in automatically.  They can be changed as needed by pressing F10 (DELETE) and then typing a valid answer or pressing F9 (LOOKUP).
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14.  When you have finished entering all the orders for this patient (and/or this doctor) press Enter and the ‘Yes/No Confirmation’ box will appear.  Yes is already highlighted so you can press Enter or click on ‘Yes’ to file the order.  If you desire to go back and change an existing order or enter more orders, click ‘No’.
15.  Special functions – note above the CATEGORY column there is an ‘*’.  In ITS anytime a ‘*’ is seen above a column it indicates that Special Functions are available while the cursor is in this field.  Access Special Functions by pressing the CTRL key on the right hand side of the keyboard.  The left hand side CTRL key will NOT invoke the Special Functions.  Special Functions available at the CATEGORY prompt are:

· View Profile – displays a list of all orders, for all CATEGORIES in the Department to which you are signed on to for that patient.

· View Insurance – displays the patient’s insurance information which was collected at the time of registration

· (E)nter/(E)dit copies To – allows the user to add recipients for reports, letters and/or questionnaires associated with this order

· Edit Patient Data – allows the user to add/edit the Customer Defined Screen (if assigned) associated with the Department the user is signed on to.  Also allows the user to enter a Temporary Location for this patient.

· View Patient Data – allows the user to view the Patient Data (including height and weight) that has been collected for the patient.
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