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Access to Epic 
The Quality Assurance role has access to all of the tools needed to review the complete chart. All 
documentation can be viewed from reports for flowsheets, orders, labs, and medications. All areas have 
patient lists to see current patients.  

Quality Assurance does not have access to the interactive status boards for ASAP (ED), OpTime (OR), or Stork 
(OB). Access to the boards are restricted due to how easy it is to document without meaning to. The narrators 
have an automatic action when opened which creates a start event for that narrator. The navigators allow 
easy documentation.  

Narrator documentation is best viewed within the reports in the summary.  

Navigator documentation is best viewed via the flowsheet review.  

Multiple Jobs 
For users with more than one template assigned, you will need to change your job to use the tools associated 
with that job. When logging in, if you have more than one template applied to you, you are presented with a 
popup that says select job. It should default to the last job chosen.  

 

If you need to change your job, click on the Epic button in the upper left corner. On the right side column, 
towards the bottom, there is an option for change context and change job. This will take you back to the 
choose job screen (same as when you log in). 

 



Epic Tip Sheet | Revised September 2023 3 

Open Patient from Patient Lists 
The Patient List activity  is where you can view patients that you are following. Utilize Available system 
lists to view patients by unit. 

If a patient is deceased, you will see this message below. Select Open Chart to open the chart. 

 

 

My Lists 
Under My Lists  

Click on the arrow to see the lists under each header.  

 

 

Available Lists 
Available Lists include all of the lists for the location. To view patients on a certain unit, open the Hospital 
Folder, then the Units folder and scroll to the specific unit. If you always follow patients on this unit, you can 
click and drag the list under your My Patients list above.  

 

 

  
You can also search for patients by Name or Medical Record Number by clicking on 

Patient Lookup next to the Epic button.  
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Add Patient to Quality Lists 
You have the ability to add or remove patients to any of the quality lists. 

 

 

Patient List Columns 
By default, the patient list will have columns that will show you information on the patient.  

 

You can sort the list by the column by clicking on the header. You can also customize the list by adding or 
removing columns. You can search for available columns and add or remove columns as needed. 

 

 

Print Lists 
To print the patient list, click on the Print icon in the upper right of the Epic screen. Then, select Current List. 
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The printed report can be customized by including certain columns and adjusting the size of the font and 
width/heights of the columns. Then, select Print. 

 

 

Specialty Lists 
There are patient lists available that have been customized.  

The sepsis list displays the sepsis checklist items completed. 

 

There is a safety huddle patient list for adults and pediatrics. These lists pull information from documentation 
and orders. The lists share some of the same columns, and also have unique columns. These lists default to the 
login location. When logged into the quality department, to populate these lists, drag an lists from Available 
Lists into the folder for safety huddle.  
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There are lists for Hospital at Home.  

 

You can add a list for Observation, Peds ROAD, Telemetry or Transitions of Care patients. 

1. Navigate to the top left corner of the patient lists activity and click edit list and then create my list  

 
2. Give your list a name (address the hard stop at the top of the pop-up screen) and then click copy. Find the 

IP Lens – Observation template (scroll in the Use a template window):  
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3. Click accept once you’ve found the list to copy from.  

4. If you want to add/remove columns from the template you pulled in to start from, you can click individual 
columns in the Selected Columns component and click the Remove button, or search for columns to add 
above the Available Columns component. Once you’ve found a column, single click it, and hit Add Column. 
You can also move the columns around using the arrows next to the Remove button by single clicking the 
column in the Selected Columns component and hitting up/down.  

 

Open Patient from Patient Lookup 
Patient Lookup allows you to search for a patient. Enter in the applicable details such as name or MRN in the 
search box and select Find Patient. Highlight the patient that you would like to view from results. 
Alternatively, click on Recent Patients and select patient. Click Accept to open patient’s record. 

 

 

Chart Review with Encounters will display. Highlight the encounter you would like to open and select 
Encounter. Double clicking the row will not open the encounter and it will open in a non-editable version. 
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Review Patient Information 
From the patient list activity, find your desired patient and double click to open the patient chart. Once the 
chart is open you will see different sections of the chart containing patient information. 

Storyboard 
Along the left side of the chart is the Storyboard. Patient name, age, date of birth, code status and location are 
visible at the top. In addition, you can find isolation status, admission date and information about the 
treatment team.  

  Hover over the items on the Storyboard to see more information. 

 

Summary 
Summary activity has several reports to review.  

Systems Review: This report has a an overview of the patient by system. Alerts will display at the top of the 
report. If the patient is on the asthma care path, a link will display. Selecting the link opens a side bar 
summary.  

 

Overview: This report will show the patient’s medical problems, discharge plans, treatment team, recent 
results and events and contacts. You can view if the patient has a LDA (Lines, Drains, Airway or Wound) and 
you can view if the patient has an Expressive Therapy consult order and any details entered with the order.  

Index: This is a list of report links. Click on the link to view additional information on the patient. 

The Index report has many links that are split up into categories. Nursing has links to most of their 
documentation.  
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The Flowsheet Accoridian report will give you a view over time. There are reports for Flowsheet, Sepsis, Vital 
Signs and Crisis Standards of Care Factors. 

 

ED documentation can be reviewed from both the Significan Events and ED Reports groups.  
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Quality Measures Summary: This report will give you quick links to the quality measures reports and patient 
care reports. Quality Measures reports includes Heart Failure, AMI, IMM, VTE, Stroke, Newborn, Mother, 
HBIPS, TOB, SUB and SEP. Patient Care reports include ED Summary, Discharge Meds, MAR, Education, After 
Visit Summary, Medical History & Problem List, Allergies, Immunizations, LDAs, Diagnoses and Procedures, Lab 
& Rad results, Restraints, Facesheet, Care Plan, and Flowsheet Data. 

 

Event Log: This report displays the events that have occurred during this encounter. There are filters for 
Flowsheets, LDAs, MAR, Narrator Events, Notes, Patient Movement, Results, and Transfusions. 
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Reports and Dashboards 
The Report activity allows you to run individual reports as well as customize them. You can favorite reports. 
You can filter out the types of reports that are returned when you search. The Dashboard activity will allow 
you to view dashboards that contain multiple reports. The dropdown allows you to change which dashboard is 
displaying. 

 

 

 

Infection control reports are in the Bugsy category. 
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The dashboard dropdown has a search field, recent dashboards and favorited dashboards. Click on an empty 
star to favorite a dashboard (will display as yellow). 

 

Dashboards that may be of interest include: 

Capacity Management 
(available/occupied/expected/blocked beds) 

ED/OR Monitor (current & projected census in ED 
and PACU)  

OR Manager Home 

Obstetrics Nurse Manager Home 

 

Obstetrics Physician Home 

ED Specialty Narrator Usage 

System Capacity by Regions 

Discharge Monitor by Regions 

Case Management Reporting Home 
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Chart Review 
The Chart Review activity will allow you to view information like caregiver notes and results from other 
encounters. 

 

 

Notes 
The Notes activity will allow you to review caregiver notes from other the current encounter. You can use the 
filters to view different types of notes or click on All Notes to view all of the notes on the patient. 

 

 

Care Plan 
The Care Plan activity will allow you to review the inpatient care plan in a view only state. The Overview 
Report is the same Patient Story report you viewed under the Summary Activity.  

Note, a summary of documentation completed is visible on the Overview Report. You can also view the 
progress of Patient Education. 
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Education 
The Education Activity tab has 2 sections, Assessment and Education. This section is view only.  

Assessment 
The Assessment is typically completed on admission by the inpatient nurse. This is documentation related to 
the learners and their learning needs. You can view the results of this documentation. 

 

 

Education 
Titles are used to document patient Education. Titles are added with points. Points that are not applicable can 
be de-selected when adding.  

 

Titles may be documented as a whole or specific points may be educated to. 
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The learning responses are standard for all education.  

 

 Any points documented as Needs Reinforcement, No Evidence of Learning or Refused Teaching will 
show as in-progress on the Education tab.  

 Any points documented as Verbalized Understanding or Demonstrated Understanding will show with a 

green check mark  on the Education tab. 

 If any part of the Education is still in-progress, the status for the whole title will be in-progress . 

 

MAR 
The MAR activity will allow you to view the medications. This is a Read-Only view.  
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There is a report available. This report will display all active medications for the time period chosen. Due 
medications will have the time. Administered medications will have the user’s initials. The time is a hyperlink 
that will display additional information including the linked line if applicable. 

 

MAR note displays the sticky note for the MAR. 

Rx Messages displays any messages sent to or from the pharmacy.  

There is a legend in the tool bar of the MAR.  

There are multiple tabs with the MAR: 

 All: Contains all medications 

 Scheduled: Contains scheduled medications 

 PRN: Contains as needed medications 

 Continuous: Contains continuous infusions 

 Respiratory: Contains respiratory medications and medical gases 

 Due/Overdue: Contains medications that are due for the time period displayed in the MAR and any 
items that are overdue.  

 Override Pulls: Contains medications that were pulled from the Omnicell prior to an order 

 Chemo: Contains chemotherapy medications 

 Dialysis: Contains medications pertaining to the dialysis phase of care. 

Results Review 
The Results Review activity will allow you to view the results for the patient.  
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Order Review 
The Order Review activity will allow you to view orders for the patient. There are filters to help you narrow 
down which orders display. The individual orders can be double clicked for more information about the order. 

 

Narrators and Navigators 
These activities allow for quick and easy documentation of data in specific circumstances.  

Due to the nature of narrators having a start action when opened, this was not part of the Quality profile. It is 
better to view the information documented within the reports in the summary.  

Due to the nature of navigators allowing easy documentation, this was not part of the Quality profile. Their 
documentation is best viewed via the flowsheet review.  
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Documention  

Write A Note 
Open Notes Activity. Select New Note and the Notes Side Bar will open and a blank note will display. Select 
the Type of note this is. Complete any documentation that is needed. Once you are finished making any edits, 
enter the date and time of the note and select the Sign button at the bottom. Pend will save the note in with a 
watermark. Cancel will cancel the note. 

 

You can now view your completed note on the Progress Notes section of the Navigator and in the Notes 
Activity in the Chart.  

Any note that is completed on an encounter after it is ended, the latest date/time is limited to the discharge 
date/time.  

 

If a patient is deceased, you will see this message below. Select Open Chart to open the chart. 
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Treatment Team 
From the Storyboard  you can use the Treatment Team section to Add Me.  

 

To Remove:  

 

Or on the patient list, click once on your selected patient. Then, right click and select Assign Me. This will add 
you to the Treatment Team. 

 

To remove yourself from the Treatment Team, right click again and select End My Assignments. 

 


