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Preface

There has been a great deal of variability in Physician to Physician communication. This is recorded in the
medical literature.

The Shift Handoff Tool was developed by the Indianapolis VAMC Development Group under the project
name CAIRO with assistance and testing from the following sites: Washington DC VAMC, Dallas
VAMC, Loma Linda VAMC, Central lowa (Des Moines and lowa City VAMC), White River Junction
VAMC, Denver VAMC, Ann Arbor VAMC, San Antonio VAMC, and Altoona VAMC.

The design and development of the Physician Handoff Tool seeks to address the variability in Physician
to Physician communication at Patient Handoff.

Data elements such as Demographics, Code Status, Allergies, Medications, Problem List, Admitting
Diagnosis, Laboratory and Consults orders are some of the data elements communicated in a standardized
way by this tool.

By providing a tool to do this, it is hoped that errors in care will be prevented because the information will
be communicated in a clear, readable, standardized format.

A handoff report can be printed and carried with the physician.

The information can be printed out and carried with the Physician during rounds. Notes can be written on
the paper copy and re-entered into the Shift Handoff Tool for the providers on the next shift.
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Startup

How to Start Shift Handoff Tool

There are two ways to start the shift handoff tool depending on how IRM set things up. They are:
1. From the icon.
2. From the CPRS Tools menu. R

To start from and Icon simply double click the Shift Handoff Tool icon on your
desktop:

To start from the CPRS tools menu, follow these steps:

1. Loginto CPRS
2. Go to the Tool menu in CPRS, select the Shift Handoff Tool option from the drop down list.

Either way you will have to log into the Shift Handoff Tool using your CPRS access and verify code
unless your site is using the Broker Clagent.exe. If this is the case auto logon should occur.
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Menus

Functions within this application are accessed one of three ways: Buttons, the menu bar, and drop-down
menus. If you don’t see the action you want in the buttons or menu bar, try right-clicking on the object.

Other actions that work throughout this application:

e Single-click—selects an object but takes no other action. Usually it just highlights the objects in
preparation for you to take another action, such as right-clicking as described below.

e Double-clicking—means activate the current selection. If you are building a list, double clicking
moves an item into the list. If you have already built a list, sometimes double-clicking deletes an
item and at other times right-clicking will reveal a drop-down menu with delete on it. Try right-
clicking first.

e Shortcuts—many actions such as menu commands have keyboard shortcuts. If a menu command
has a keyboard shortcut it will be listed next to the command in the menu. Example: Change
Preference in the File menu has the shortcut Ctrl+Alt+C. This signifies a key chord in which you
press all three keys simultaneously.

If a menu command is grey or missing, it is not currently available. Availability is determined by what
keys and other privileges are held, and what screen you are currently viewing.

File
The menu commands under the File menu are:

e Change Preference—may be used at any time by any user to change the presence set that controls
the appearance of and information in the report.

e Assign Providers to Team/List—if active, brings you to a dialog to assign or edit providers for the
currently selected list.

e Preference Configuration—only applies to holders of the CRHD SHIFT CHG HANDOFF MGR
security key, allows editing of any preference set.

e HOT List Configuration—only applies to holders of the CRHD HOT TEAM MGR security key.

e Exit—one of eight ways to close the program. Can you name the other seven? (Answer on the
next page.)
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Windows Operation

One of the advantages of Windows is that much of the look and feel of a program is controlled by the
operating system. This frees the program to work on more important stuff, but it also means that there is
more than one way to perform most operations in a Windows program. This sometimes causes confusion
because one teacher may show you one way to do something and another teacher may show you a
completely different way to do the same thing. It can also be an advantage. That is, if you know two ways
of doing something, you may choose to use the method you are most comfortable with.,

There are eight (8) ways to close Shift Handoff Tool (and most Windows programs). They are:
1. From the File menu, select Exit.
2. Hold the Ctrl key down while pressing X.
3. Hold the Alt key down while pressing F4.
4. Click on the X in the upper right-hand corner of the window.
5

Click on the icon in the upper left-hand corner of the window and select Close from the resulting
drop-down menu.

Right click in the title bar and select Close from the resulting drop-down menu.

7. Press the keys Ctrl+Alt+Del simultaneously. When the Windows Security window opens, click
the Task Manager Window. From the Applications tab, select Shift Handoff Tool. Then click on
the End Task button.

8. Shut down the machine. When a Windows machine is shut down, Windows first closes all running
programs, assuming you are running Windows XP.

Edit

With the Edit menu, you can change the font used in text boxes, button caps, and some other places in the
windows and dialogs that make up the tool. The following picture shows the font being changed to 24
points. (A point is 1/72 inch, so 24 point letters are one third of an inch high).

E"}.‘JShift Handoff Tool 1.0.0.12 CPRSPROYIDER,SEYEN

File | Edit Directory  Help

Display Font  # 3 pt rsonal

w 10 pk

12 pt
Diefault Patients 18t r1

FPersonal

The larger font sizes tend to crowd the panes in dialogs. Most dialogs in Shift Handoff Tool can be
resized by positioning the cursor at a corner, holding down the left mouse button, and dragging the
mouse.
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Directory

There are two commands under the Directory menu: Phone Dir and Team Info as shown in this screen
shot:

2" shift Handoff Tool 1.0.0.7 SALT LAK
File Edit | Directory Help

Team Info

Default Fatients

O I

Phone Directory
When selecting the Phone Directory, select a directory listing based on Team, Person, Specialty, Service,
or HOT List as in this screen shot:

Team

Person tedical Administratian
tedical District

Specialty tedical Media Praduction
Medicine

Service Meurolagy
MNuclear Medicine

HOT List Nursing
Mursine Hema

The data on each person is taken from the New Person File. It includes: Name, Title, Extension, Pager,
Room Number, Email Address, Fax Number, Service, Service Mail Code.

Team
Eersaon Meuralogy
Muclear Medicine
Specialty Mursing
MNursing Home
Service Office Of The Directar
— Orthopedics
Hi It Outreach
Eatholmr e LI
MNARE TITLE DFFICE PHO... | PAGER ROCOM # | ErdAIL
CPRSPROMDER.ELEVEM Fhysician BEE-1016G BRE-1121 eleven.cprsp...
CPRSFROVIDER.EIGHT Fhysician 58E-10M 58E-1110 eight.cprspro...
CPREFROVIDER EIGHTY Fhysician bhb-1002 eighty.cprspr...
CPRSPROVIDERFIFTY Physician 555-1005 5hb-1228 fifty. cprsprowvi..
CPRSFROVIDER FIWE FPhysician 555-1007 five.cpraprow...
CPRSPROVIDER FORTY Fhysician 51008 fourty.cprspr...
CPRSFROVIDER FOUR Fhysician BRE-1009 four.cprsprow..
CPREFPROVIDER FOUURTEEN | Physician BRE-17 BhE-1122 faurteen.cpors...
CPRSFROVIDER,MINE Fhysician bhh-1018 bhh-1223 nine.cprspro...
CPREPROVIDER, SEVENTY Physician hhh-1020 hhh-1226 senventy.cprs...
CPRSFPROVIDER, 51 Fhysician BEE-1020 BRE-1227 Six.Cprsprowvi...
CPRSPROVIDER, ST Fhysician BRE-1028 BRE-1230 sixty.cprspra..
CPRSFROVIDER TEM Fhysician BEE-1010 BEE-1201 ten.cprsprovi...
CPREFROVIDER THIRTEEM  Fhysician 5EE-10M bhE-1102 thiteen.cars...
CPRSPROVIDER THIRTY Physician 555-1013 555-1103 thirky. cprirovi...
DFQF{DQH\IIHFQ THRFF Fhueirian RRR-1N1R RRR-11N9 threae rnrenrn hd
4 | v 4
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Team Info

This menu option looks for a text document by the same name as the team list, the document can be used
to share general information and announcements with the team using this team list. Such information as
the time of rounds or replacements because of vacation schedules are appropriate for this document. Care
should be taken for keep patient specific information out. Patient specific information needs to be
reserved for the temporary fields.

Holders of the CRHD SHIFT CHG HANDOFF MGR key may edit this document. It can be re-saved by
right clicking in the text field and choosing Save from the drop-down menu.

Create a text file by the same name as the team list, (name must match exactly), this file must be located
in the same directory as the Hand-off tool or a directory specified in the preference setup. It can be
displayed or printed. A hint will be display with the files last edit date. It will be up to your site in
deciding how this file is used and maintained.

& Note: This file is for team-centric information, not patient information. All users need to
be cautioned that no patient, individually identifiable information should be placed
in this file.

You can override the location by putting a directory address in the Preference Configuration dialog Team
Information tab and you can override the file name with the Assign Providers to Team/List dialog.

Help

The Help menu gives you two choices. The first, Content, opens the help file for this application. The
second, About, gives important information about the program including the version and places you can
go for additional information about the application.
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Preferences

Your Clinical Applications Coordinator (CAC) or Shift Handoff Manager can set up Handoff Team
(HOT) lists and set different preference configuration for each list. All configurations available are listed
for you to choose upon entry into the program. The dialog to accomplish this looks like this:

B =T

File

Preferences

AMBULATORY CARE
SALT LAKE CITY OIFD
DORICILIARY
CRHDFPROVIDER TWO
DORTHOFEDICS

SALT LAKE CITY

[
[

[

To get past this dialog to the main program, double click on one of the Preference names. You can make
whatever Preference you choose your default preference by answering affirmatively to this dialog:

9 Would you like to save this as your Default Preference?

\h-.‘

x|
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Multiple

Forms

Each division, service, team, and user can have their own configuration. The configuration controls what
data appears on in the Patient Data dialog and in turn on the printed report. Each team should work
closely with their Clinical Applications Coordinator (CAC) or Shift Handoff Manager to make sure the
configurations available closely meet the team needs. On the other hand, a proliferation of configurations
can lead to confusion. Here is a rundown on what can be controlled by careful configuration management:

B Shift Handoff Tool - Patient Data

Eile H.©. T List Team Info

Cprspatient Eight
CprspatientEleven

Cprspatient Five
Cprspatient Four
CprspatientMine
CprspatientOne
Cprspatient Seven
Cprspatient Six
Cprspatient Ten

«—

Name: |CPRSPATIENT,FIVE SSMN: [000000005 Age: (66

Loc: 145 Room: [400-2 DOB: |[FEE 2.1942 Adm Dated JUL 26,1999G08:35:3
Team: [GEMERAL(ACUTE Atn:  [OERRCLNICIANG PCP: Deav/Adm {1 51

Adm D[ oA DOSPORIOSIS

Caode Status | Contact Infurmatil:m(

What demographic
fields display.

What contact
information is
included.

PATIENT RESUSCITATION PLAM STAFF ORDER:
MO CPR

NO DEFRIBRILLATION

MNOINTUBATION

MO CHEMICAL CONVEREION

MO AASN PRESSORS

\

Meds

HPI-SL (Histony of Present [lihess)

Cowering Phy: ||

Fthas cronic foot problems. .

Froblems (Pelated to Present lliness)

Fthas large growth on leftfoot. .

== E==>
1 ACETAMINOP Give: B50MG PO Q
2. CIMETIDINE TAB\Give: 400 CALL

Allergies

Orders that appear as
DNR.

TETRACYCLNE

ERT TR
WANCOMYCIN
D101

ASPIRIN

Labsmaging

Number of and
captions for temporary
data fields.

1007 +RED BLOOD CELLS 2 unitfs), TP i"
Redsaq for Reguest test LB #1009 (FEN
11414707 3% ‘

==l e = N

TR

Reason for Reguest test LB #6054 fPE'ND

Format of medications

Tasks ToDo Consults I- H
istings.
Culture. . . 2/28/08 PRO ETICS SERVICE Cons Bedz«
11/17/06 *“DERM LOGY Cons Bedside (P
5/5/93 Consult to AMPOEE/PROSTHETICS

6/22/38 Consult to BACK S
6/11/96 Consult: INFECTD (Stat, Bedside

194 AME Crmeaih DERTAL TECT (Dmitine
ot

Whether labs and/or
consults appear.

Motice to Users
Text entered or modified on this screen is not retained permanently as pait of the patient’s health record. Mo information pertinent to patient care should
be entered solely on this screen. All information pertinent to patient care must be entered in the appropnate location within the patient's health record. LI

Each Preference form or setup has the mandatory fields of
e Patient demographics

o Name

o0 SSN

o0 Age

0 Sex

o Ward

o Room/Bed

e Active medications

e Code status

e Allergies
Optional fields are:

e patient demographics

o Date of Birth

Admission Date
Admission Diagnosis
Team
Attending
Primary Care Provider

O O0OO0OO0O0o
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o Day in Admission (length of stay)
0 Whether the SSN is printed as all 9 or last 4
Zero to four Temporary fields
Whether medications list as detail or summary
Exclude Vs from medication list
Consult Orders
Labs/Imaging Orders
List of Team Residents
List of Team Medical Students
Whether patient demographics print with or without labels
Whether the printout will be oriented portrait or landscape
What order the printout will be by:
o Patient
0 Room/Bed Location
o Patient Location

Additionally, each team can have an information file that team members can access from the program
display.
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Working Example

Suppose Ambulatory Care wanted their printout to include the following fields:
Temporary field 1: HPI

Temporary field 2: Problems

Temporary field 3: Clinical Course

And suppose Orthopedics wanted their printout to include these fields:
Temporary field 1: HPI-M

Temporary field 2: Problems

Temporary field 3: To Do List

Temporary field 4: Pending Workup

Notice the field named Problems the data displays for both teams:

Team setup: Ambulatory Care Team setup: Orthopedics
=loix =loix
MNama: |."PRRF\'\'I'II'N'. FIvE 558 [nnnonnas Aga: |ﬁ Sme [ Hama: |."PﬂRF\'\'I'II'N'. FIvE 558 [nnnonnas Aga: [e& e &
Loe ey Fiesam [snp-2 DOB: |H-H 21947 Ao Detef w1 75 19990835 3 Loe ey Fiesam [snp-2 DOB: [Feg 21322 Ao Dt 5 )1 25 1999@08 35 3
Toant |:Jl:Nl:i wLpEoTE A [GE] Denglidime (3157 Toant FI:NI:HW.&\L"JH: Amn: - (OERRCLINIWN G PCP: Dengthedm (5157
J‘\d'\"|3°‘<‘|n—:-:n TESTOR HPI MMDH|H-:-:MH-.\:H-H
VS N\ | |
Coda Sinug | Contact Information
HPI-M — _ —
| \ St Dty Time:
Problems = 2
HPf /Mod: mepw_[ > e Meds Corvanng Phy: %
[Hestory Ling 1 <==UNIT DOSE==3 Algrgios \ <==UNIT DOSE==3 Algrgios
Histony Line 2 TACETAMNORHEN Tall \Gaus: 500G PO L T RACTELNIS
ERVTHROMYCR \ ERVTHROMYCR
'v..l\NU')NIN 'v,.l.NU')NIN
Problers rsrn > Fobiers rsrn
Frabiam 1 Labsfimaging Frabiam 1 Labsfimaging

Protiem - Protiem -
12/10/07 'HED BLOCD CELLS £ uts) /P 12/10/07 'ED BLOOD CELLS £ wrtfs). T1P =
Frotiem 3 Rz pquest 1ee1LE #1009 FEN E e Fuaasan for F LE #1008 FEN 3
11714107 +FIED B4 LLS 2 wills). TYP
nesan for Fequest tost LB #1014 (FEND
Clinical Course To Do List Pending Workup Canaults
272908 FROSTHETICS SERVICE Cons Bedea
] VATOLOGY FE
Wotica to Users = Wotica to Users =
Texl erdoied en modhed on this seieen s nol selaned permanently a pad of the pateed's heallth record. Ho mlermation perbmend be pabionl core sheold — Texl erdoied v modhed on this seieen m nol selaned part o the pabent's Hu nlemmation perteeed be palien] cave shodd —
b antasnd solaly on this scren. All mfoimation pactinent o patiant con mect Ba antared o The sppaoprintn loction withie the patisst's hasith tncord. =] b antasnd sobaly on this scrnn. Allnfoimalion petinant £ Pt cain mct ba antared in the sppeopriaty location within tha patieet's haslth sncoid. =]

Notice that the data in the Temporary field labeled Problems is the same for this patient in both forms.
This is because temporary fields with the same label are shared between forms. This is also why the first
field, labeled HPI (for History of Present IlIness) is labeled HPI-M in the Orthopedics form—so the same
data will not appear in both the Ambulatory Care and Orthopedics form. Your CAC is responsible for
coordinating the naming of temporary fields so the unwanted clashing will not occur between forms.

& Note:

Temporary fields are just that, temporary. They are never permanently stored in

VistA. The default storage time is 2 days. If you require your temporary fields to
persist longer, talk with your CAC or Shift Handoff Manager.

Any data intended for permanent retention must be entered into a clinical
note and signed.
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Selecting a Patient list

If you have a CPRS GUI Default Patient List the list is already selected.
If you do not have Default Patient List or if the list is empty you can select another list.

If the list you selected has no patients, ‘No patients found” will display in the Patient box.

Once you have selected a list type that item will turn red and the type will appear in the ‘Type Name’ box.

To see the patients assigned to a list, single click the list name and the patients will display in the Patient
box on the right. The name of the list selected will appear in the “List Name’ box.

To select a list you can double click the list or hit the Submit button at the bottom of the screen.

You cannot select multiple lists.

List Types

Lists

Selected
List Type

Selected List
Name

Patients

2* shift Handoff Tool 6.0.0.6A SALT LAKE CITY i ]
File Edit Directory | Help
Personal Cprs List 2
Default Patients s List 2 Cprspatient Six
— Cprspatient, Ten
Cprs01 - . X
Fersonal Cprspatient, Thirty
_ Cprepatient Three
Ward Cprepatient Twelse
_— Cprspatient, Twenty Four
FProwvider Cprspatient Two
- _|Cprsprovider, Twenty
Team
Specialty \
HOT List — | To go to the Patient
Patient Data dialog in

Subrnit

preparation for
printing, either click
this button or double
click the list name.
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Patient Data Dialog

This screen capture shows a list that was selected from the screen above. To see each patient’s data click
on the Patient and the data will update. You may also delete a patient from the list by right clicking and
select delete from the pop-up menu.

This is the preliminary screen you have to go through before obtaining a printout. The intention is for you
to review each patient’s data before going on.

B shift Handoff Tool - Patient Data =1Ol x|
Eile H.o.T. List  Team Info
Cprspatient Eight Mame: |CPRSPATIENT,FIVE SSM: [0onooooos Age: 6k Sex: b
Cprspatient,Elewen
Cprepotientine Loc  [4as Room: [400-2 DOB: [FEE 21942 Adm Date 1L 26,1999 @08:35:3
Cprspatient,Four : ’ T
CprspatientMNine
Cprspatient One Team: [GEMERALACUTE Aftn:  |OERR CLINICIAN G FCP: DayfAdm: 3157
Cprspatient. Seven
ORI E B S Adm DX.[TESTY TESTOR
Cprspatient Ten
Code Status  Contact Infarmation
Cprsprovider,Eleven (R) Cprsprovider,Five Ph: 555-1007 =]
Cprsprovider Fifty Cne (I) Cprsprovider, Forty (M) Ph: 555-1008
Cprsprovider,Cne (F) Pg: 555-11490 Cprsprovider Minety (M) Pg: BR5-1224
Cprsprovider Seven (&) Pg: 5553226
: ;I_I : _>I_I
HFI Meds Caowvering Phy: ‘I
Histary Line 1 <==LINIT DOSE==> Allergies
Histary Line 2 TACETAMINOPHEN TAB \Give: 650 MG PO Q
TETRACYCLINE
ERYTHROMYCIM
AN COMYCIMN
D101
Froblems ASFIRIN
Froblerm 1 Labs/imaging
E:gﬁ:gm g 12/10/07 +RED BLOOD CELLS 2 unitfs), TYP =~
Reason for Request test LB #1009 (FEM
11,1407 +RED BLOOD CELLS 2 unit(s), TP
Reason for Reguest test LB #3884 (PEMND
Clinical Course Consults
2/29/08 FROSTHETICS SERVICE Cong Beds =
111706 *DERMATOLOGY Cons Bedside (PE
5/5/99 Consultto AMPUTEE/FROSTHETICS
Bf22/98 Consult to BACK SCHOOL Bedside (
6/11/96 Consult INFECTD (Stat, Bedside) Hl
1M AR (Tameolt:- DIERIT AL TESCT (iDaatine
Naotice to Users -
Text entered or modified on thiz screen is not retained permanently as part of the patient’'s health record. Mo information pertinent to patient care should
be entered solely on thiz screen. All information pertinent to patient care must be entered in the appropnate location within the patient’s health record. =

The following data elements are displayed:
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Patient Demographics

Patient Name, SSN, Room, Team (specialty), AGE, Sex, DOB, Location, Adm Date, Adm DX,
Day/Adm. The full SSN is displayed here, Your print out has the option to be printed with full SSN or
just the last 4 of the SSN—this is controlled by the preference setup. For patient privacy we recommend
that you only print the last 4 of the SSN.

Attn (Attending) field
This information comes from the patient’s record in Vista.

PCP (primary care provider) field
This information comes from the patient’s record in Vista.

Contact Information

Optional - set up from the Preference page, the selection page or the HOT list configuration. If you have
access (talk with your CAC), you can right click on the list name and select Assign Providers to
Team/List from the drop-down menu as in this example:

Personal Cprsdl

Diefault Patients Cprspatient. Eight
_ Cprspatient.Eleven

Delete Lisk

Personal r Cprspatient Five

= T | et Additional Info Cprspatient Four
ue . -

Wiard #Assign Praviders ta TeamjList Cprspatient Nine

CprspatientOne
Cprspatient Sewven

Erroadder

Code Status

This data comes from the orders file. There is an attempt to locate an orderable item or an order that
matches the DNR text from the Preference page. The patient’s active orders are scanned for orderable
items. If no order is found then the DNR text parameter is used. If an order is not found the message Code
Status Not Found is displayed.

& Remember: This is an attempt to find a DNR order, if a DNR order is not found that does not

mean there is no order. The ultimate responsibility is on the physician to verify this
information.
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Temporary Fields

You can have up to four temporary fields defined. If a temporary field is defined in the preference setup,
it will display for every patient on your list. The data in these fields is entered by Shift Handoff Tool users
to reflect the current state and needs of the patient. These fields are managed by their names—fields with
the same name in different preference setups are the same. If your clinic wants unique data then the field
name needs to be made unique by adding a list identifier (example: ADMISSION DIAGNOSIS-
CARDIAC-ICU has different contents than ADMISSION DIAGNOSI1S-ER). Each field name is
limited to 30 characters.

The user and date/time are saved with the text every time a temporary field is edited and checked every
time the field is accessed for display or printing. If the information in the field for a patient is older that
the expiration parameter set in the preference, the field is reset.

There is a limit of 720 characters for each temporary field. Attempts to put more text in a temporary field,
such as when data is copied and pasted from a progress note, results in the text being truncated losing
any text that exceeded the 720 character limit. The intent of these temporary fields are to transfer the most
pertinent facts about the care needs of patients from one shift to another, not to exhaustively document the
condition of the patients.

& Note: Temporary Fields are limited to 720 characters each.

Meds

Medications come from the patient record and are not editable by users. Medications can be displayed as a
summary (names only) or as a detailed view. These setting are can be changed in the Preference
Configuration menu — data object tab.

Covering Phy

Covering Physician is an editable field that follows each patient, this data will display on the printout in
the patient demographic section. It can be filled in here by any user. It has no time limit.

Allergies

Allergies come from the patient record and are not editable by users.

Labs/Imaging

Optionally Labs and Imaging orders can be displayed on the Enter/Edit temporary data screen. The data
comes from the patient’s record in Vista. Only appears on the Patient Data dialog, does not go through to
the printed report because of space requirements.

Consults

Optionally Consult orders can be displayed on the Enter/Edit temporary data screen—data comes from the
patient’s record in Vista. Only appears on the Patient Data dialog, does not go through to the printed
report because of space requirements.
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File Menu

Save - Save temporary data.

Print - Send data to printer.

Preview - Preview report.

Exit - Close screen return to Select List Screen.

HOT List Menu

List by Provider — if setup, list all patients on the Handoff Team (HOT) List that are assigned to a
provider.

Team Info Menu

This menu option looks for a text document by the same name as the team list, the document can be used
to share general information and announcements with the team using this team list. Such information such
as the time of rounds or clinician replacements because of vacation schedules are appropriate for this
document. Care should be taken for keeping patient specific information out. Patient specific information
needs to be reserved for the temporary fields.

Holders of the CRHD SHIFT CHG HANDOFF MGR key may edit this document. It can be re-saved by
right clicking in the text field and choosing Save from the drop-down menu.

Help Menu

Specific help for the Patient Data dialog is displayed from the help menu in this dialog. Pressing the F1
key has the same affect as selecting Content from this Help menu.
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Managing Lists

Add/Delete Patients

You can add or delete patients from your list. To add: Select patients from the Patient list box and double
click. To delete: Select patient from the ‘Patient’ box and right click and select delete. For the H.O.T. List,
if you hold the manager key (CRHD SHIFT CHG HANDOFF MGR) you will be able to add patients to
the list from the selection screen. You will have the following options:

fepd b palE L e

| Cprspatient Twelve
[T Create a Mew Fersonal List

[T Temporary List (one-time)
T Sawe Personal List
[ Sawe H.O.T List

1. Create a New Personal List
2. Create a one-time List

3. Save Personal List — add or delete patients from an existing Personal List. (note: any personal list
can be accessed from the team lookup).

4. Save HOT List — need the HOT List manager’s key (CRHD HOT TEAM MGR) to add or delete
from HOT lists.
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Delete Personal list.
Select the list to delete and right click.
= Shift Handoff Tool 6.0.0.6A SALTLAKECITY =10f x|

_ Fil= Edit Directary  Help

Personal Cprs01
Default Patients Cprspatient Eight
_ CprspatientEleven
Personal Cr Cprspat@entFive
Tu  Get Addtiorsynfa gp :gpg:gzmiﬂnu;
wiard Assign Providers ko TeamyList CErSEatientOne
Frovider Cprspatienthven
Cprspatient, Six
Team Cprspatient Ten
Specialty o
H.OT. List
Fatient
| |
Subimit Clear Ligt

Add providers to a List

You can get to a dialog that assigns providers to a list by right-clicking on that list and selecting Assign
Providers to Team/List. If it is anything other than a Personal list you will need permission to perform this
task—see your CAC or Shift Handoff Manager for this permission.

Personal

Delete List
Get Additional Info
Assign Providers o Team/List
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The following dialog appears:

Help with
selecting names
by typing the
name in here.

Be sure to assign
arole to each
person selected.
This insures they
-ig are listed in the
correct place on

:_-“'_"5“ Cprs01

Cprsprovider Seven| CPREFPROVIDERELEVEM Clags H
Corsproider Einh ;I CPRSPROYIDERFIFTY OMNE AT the prlnted
preprovider Eighty CPRSPROVIDER.FIVE report.
Cprsprovider Eleven o CPRSPROVIDER.FORTY
Cprapravider Fifty CPRSPROVIDER.MNINETY RES
Cprsprov!der,Flve ADD —> CPRSPROWIDER.ONE INTERM
Cprsprovider. Forty CPRSPROVIDER SEVEN FELLOWY
Cprsprovider. Four A MED STUDEMNT
Cprsprovider.Mine NURSE
gprsprw?getginew Office Phone
praprovider.One |555_3312 <__
Cprsprovi e
Chrpecy 2 Paer These numbers
CprsproviderSeventy |555—3228 are from the
Cprsprovider, Six
Cprsprovider, Sixty I\_IeW Person
Cprsprovider Ten BEMOWE <— file.
Cprsprovider Five
Cprsprovider. Fory ”
Cprsprovider. Four
Cprsprovider MNine H
Coraprovidier Ninaty ;I The file name and/or

Filename Alias: A AMCMUIZ T eaminformation TeamSeven bt A< file name and |0C3.ti0.n
Genorallinfgmation of the team information

Submit Data file can be SpeCified
here.

The Office Phone and Pager are initially retrieved from the New Person file. You can override these
numbers by typing in new numbers in this dialog. Shift Handoff Tool does not update the NEW PERSON
file., so if these numbers need to be changed permanently they will have to be changed using the VistA
USER MANAGEMENT menu option.

&

Note: If you use special characters (such as the slash /) within your team name, remember

that windows does not allow special characters for filenames, So inorder for you to
be able to pull up the team information file, please use the alias field for the team
name. This alias can either be just the team name (without the special characters) ,
or the fully qualified field name with directory and server locations.
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Create your Personal List using CPRS Tool menu

Select the Options option from the Tools drop-down list.

&= ¥istA CPRS in use by: Cprsprovider,Seven

File Edit WYiew | Tools Help

CPRSPATIENT  EYEMT CAPTURE IMTERFACE

EEE-41-2341 [ Shift Handaff Tool CEVEM
Witals Manager
Active Problems _ H eaction:
......... Mo Problems f+ araphin... QG Jont

Lab Test Infarmatior. ..

From the Lists/Teams tab, click on the Personal Lists... button.

General] Nl:utificati-:unsl Order Checks

Patient Selection defaults

i Change the defaults far selecting patients. IF podrtst Go to this
@f Source iz Cormbination, the criteria iz defined using Sounce tab
Combinations. an.

Fatient Selection Defaults... |

Source Combinations. . |

Click Here.
Ferzonal Lists and Teams
Edit your personal listz of patients and diagnoses. Wigy the
@ teams pou are on and the patients azzociated withthogse
fearms.

Perzonal Lists. . |

Teams Infarmatiar... |

] | Cancel |
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& parsonal Lists
—Select patientz by
i Patient Provider
" wWand

£ Clinic i List

" Specialy

Patient: S5M: BEE-12-1212

D gpatient, Twi

Digpatient Five
Dgpatient,Jne

Patients bo add:

-
[

Dopatient, Three
Dopateniino— [HIRNTRY

k

Dgpatient One
Dgpatient, Twa

Ldd
Add All

Hemowve

R emove All

Sawve Changes

ik

—who zhould be able to zee and uze the zelected list?

Y'ou can change your perzonal listz by
adding or removing patients.

2l i

Perzonal Lists;

Cprz1
Tuezday Clinic

These are the same
lists accessible from
the Shift Handoff
Tool.

Patents on personal list:

Cprapatient,5is
Cprzpatient,Ten
Cprzpatient, T hirty
Cprzpatient, Three
Cprzpatient, T welve
Cprepatient, Twenty
Cprzpatient, Twenty Four
Cprepatient, T o

Add or delete names.

Click OK to save
changes.

= Mupszelf anly f+ Al CPRS uzers
/
O, I Cancel |
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H.O.T List

The Hot List is a team list that is totally maintained by the users of the Shift Handoff Tool. This list is not
connected to any of the CPRS list, patients and provider are added and removed by HOT List manager or
users granted access to the list. When patients are discharged they fall off the list. Patients will not be

automatically added if admitted.

Create a H.O.T List (Hand-Off Team)

If you hold the manager’s key (CRHD HOT TEAM MGR) you can create HOT list.
From the File drop down menu, select the HOT List Config option

& Shift Handoff Tool 1.0.0.7 SALT LAKE CITY O

|File Edit Direckory Help

hange Preference Chrl+alk+C
assian Providers tm Team/List  Chrl+alt+5
Preference Configuration Ckel+Alk+-F

HOT List Configuration Ckrl+H

0.7

lue

LL=j == ) ) L=}

Wa'ard

ol
Gres
o

Select the Team, click *‘OK” button, if you are creating a New Team see ‘Creating a New Team List’

below

& TEAM

File

=10l %]

Handoff Team

Elue
Gold
Green
Sibeer

Exit
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Creating a New Team List

Type in the new team name, click the ‘OK’ button. You should see the following message screen.

=TE

ile:

Handoff Team

ke Team

Blue
Gold
Green (0] ;8
Sibwer

Exit

i

9 Do wou wank ko Save MyMew Team as a Mew Team?
\f)
N B

m.:.|

Click the “Yes’ button, see ‘Adding new patients and physician to the list’.
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Adding New Patients and Providers to the List

There are two ways to add patients to the HOT List, from the HOT List Configuration menu option and
from the Main Selection window.

Adding patients and providers from the HOT List Configuration Menu:

_lojx

File

Cprspatient Three Cprspatient Elewen Anending
. - — Cprspatient. Four
Cprspat!ent,Elght [ Cprepatient,One I .
Cprepatient Eleven c . Fesident
C - : prspatient, Ten
prspatient, Five _ .
C - Add -> Cprspatient Three I
prapatient mour Cprspatient Twenty Four
Cprspatient.Mine [ RrSpe Intern
- Dopatient One
Cprepatient. One .
o . X Dgpatient Two |
prapatient, Six G .
o : mrcpatient One Fellow
prspatient. Ten Lrnat
: . rpatient Seven
Carspatient, Thi o )
Cprspatient, Three F"SJpqtlent,Elght
Cprspatient Twelve Ersﬁatflaﬁgﬁ'lifhree Med Student
Cprspatient, Twenty Four Bemowve <- sfpat I
Dgpatient Five Tlupatl_ent,FDur
Dgpatient One Whpatient Two Murse
Ogpatient Three |
Cprsproivider Eleven Class
Cprsprovider Eighty | . RES
C - Crhdprovider, Two =
prsprovider Eleven ATTHN :I
) . Add = Crhduser.One - 2
Cprsprovider, Fifty = Office Phane
Cprsprovider,Five
Cprsprovider,Forty _I |555'3812
Cprsprovider, Four Fager
CprsproviderMine |555_3225
Cprsprovider Minety
Cprsprovider,One
Cprsprovider,One M raodify Patient List
Cpraprovider, Seven Remowve <- . . .
Cprsprovider,Seventy ¥ todify Provider List
Cprsprovider, Six
Cpreprovider Sixdy
Cprsprovider Ten |
SUBMIT DATA,

Initially the HOT List Manager will have to grant you access to the List. (See Granting Access to HOT
List below).

Select Patient from the left side list and click the *‘Add’ button, this will add the patients name to the list
on the right. Once the patients are listed on the right side you can assign an Attending, Resident, Intern,
Fellow, Medical Student and a Nurse. Assigning provider to patients is optional.
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This information is not used to compose the contact list for providers, medical Students and Nurses. You
can get a list of patients assigned to a provider in this section. The providers in this section are not
necessarily listed as the providers assigned to the HOT team.

To assign provider to the team select the Provider from the left side list at the bottom half of the screen.
Click the *Add’ button; this will add the provider to the list on the bottom right list. You can now setup
the contact information that will be printed on the team list print out. If you add contact information make
sure you hit the ‘Save Changes’ button to save this information. Although contact information is optional
assigning a class is recommended because this information is used in ordering providers on the printed
document.

Granting Access to the HOT List

By adding a check in the checkbox and saving the information grants providers access to add patients
and/or providers to the HOT L.ist.

-Modify Patient List — if this is checked the provider can add patients to the team list.

-Modify Provider List — if this is checked the provider can add other providers to the list.

MAKE SURE YOU CLICK ‘SUBMIT DATA’ BUTTON to save data.
Note: This list does not interact with CPRS or any Vista team list, so assigning only means for the use of
this tool with the H.O.T list.

Adding patients from the Main Selection Window:
First select the HOT List, (remember you must have access to add patients to the list)
~loix]

File Edit Directory Help
HO.T. List by New Team

Default Patients CPRSPATIENT.EIGHT

= LRPATIENT,SEVEN
e
Ward AR TIUPATIENT, FOUR:
— T — USRPATIENT THREE
- et WHPATIENT TWO
Team
Specialty
H.O.T. List
Eatient

Submit | Clear List I|
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Select the Patient option and select a patient from the list by clicking on that patient. You will have the
option to Save H.O.T. List, Create a Personal List or use the list as a One Time (temporary) list. By
selecting the Save H.O.T. List this actually saves the patient permanently to the list (unless the patient is
discharged or someone with the proper access removes them).

~18| x|
File Edit Directory Help
Patient Fatients
Default Patients Cprspatient One Lprspatienthine
ul prspatient One
Cprspatient Elewven S
Fersonal Cprspatient,Five
Cprspatient,Four
Ward Cprspatient,Foureen
Cprspatient,MNine |
Provider C atient, One
Cprspatient.Seven
Team Cprspatient, Six
Cprspatient Ten
Specialty Cprspatient Thineen
Cprspatient, Thirty
HOT. List Cprspatient Three
— Cprspatient, Twelve
Patiant Cprspatient Twenty Four
— Cprspatient Two
Cprsprovider,Fourteen L"

[ Create a Mew Personal List
[~ Temporary List (one-time)
I~ Sawve Personal List

[~ Sawe HOT List

Submit Clear List
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The following two screen capture shows where the data is displayed.

The providers assign to
the list will display here

& shift Handoff Tool - Patient Data —1al =l
Bile H.o.T. List  Tear Infa
( Mame: |CPRSPATIENT,FIVE SN 000000005 Age: 66 b
Cprspatient Four
CprspatientNine Lo =1 . OOE: ] —
Cprepatient, One oc 445 oom: 400-2 - |FEB 21942 JJUL 26,1999(=2208:35:3
Cprepatient.Sewen
Cprspatient Six Team: [GEMERALMCUTE Afint  JOERR.CLIMICIAN G PCP: 3161
Cprspatient Ten
Adm DX TESTY TESTOR, / / /
Code Status CDntadInfDrmatiDnl / / /
Cprsprovider. Fifty One (1) L= Cprsproviger Elewen =
Cprsprovider Seven (&) Pg: 555-3226
L|_I : _>l_I
HFIFSL beds

Fthas history of ...

Problems

Large growth. . |

Tasks

<==LUNIT DOSE==>
1 ACETAMINOPHEMN TAB\Give: BRI MG PO O
2 CIMETIDIMNE TAB \Give: 400 MG 0L ON CAL

Cuverinl?/Phy: ‘I i
Allerginﬂf I

TETRACYCLINE
ERNTHROMYCIN
WAMCOKYCIM

Lfbsflmaging I

ToDo /

12410407 +RED BLOCD CELLS 2 unit(s), TYF
Reason for Regyest test LB #1009 (PEN
11414/07 +RED BLOCD CELLS 2 unit(s). TP
Feason for Regliest test LB #5384 (FEMD
Consults

Culture. ..

11717/06 *DERMATOLOGY Cons Bedside (FE
55499 Consult tp AMPUTEE/PROSTHETICS
B6/22/98 Consulfto BACK SCHOOL Bedside (
6/11/96 Consult INFECTD (Stat, Bedside)

1M ANOE Temme il DIERIT AL TE ST (Crmobie -

2/29/06 PROSTHETICS SERWICE Cons Eledsj

[l

MNotice to Users

-
Text entered or modified on thizs screen is not retained permanently as part of the patient’s h%llh record. Ho in[mmalio‘ll pertinent to patient care shouldﬂ

be entered solely on this screen. All information pertinent to patient care must be entered in ¥he appropriate location within the patient's health record. -

/

'

Team: Cpr=01

PagerSh5-3226

Powider: CPRSPROYIDER SEVYEN

Cpreprovider FiftyOne(l] | 4
Cpreprovider Sewven{AFgS555-3226

Cpreprovider Elewen

Allergies Code Status Meds HPFSL Proble e Tazks To Do
CRRSFPATIENT FIVE TETRACYCLINE ===UNITMOSE==> Pt has historyof .. . Largegrowth. .. Culture. ..
ooos ERYTHROMYCIN |StartDateTime: 1.ACETAMINOFHEN
WANCOMYCIN TABWGive:BSOMGFO
gE Ox104 QgH
M ASPIRIN 2.CIMETIDINETAR
A00-2 \Give:d00 MG OUON
e CALL
GEMERAL[ACUTE
MEDICINE]
OERR,CLINICIANG
FEEZ, 1942
JUBE 1935a@05 35:31
2181
TESTY TESTOR
CPREPATIENMT.FOUR LISINOFRIL Code Status Not Found | ===UNIMMOSE==> Ft has historyof Largegrowthonleft. . | Culturegrowth. ..
o004 1.METFORRIN cronicfoot ... .
TAE, DRALVG w250
108 MGFOEID
" Z.QAUINIDINESULFATE
TABVGiwe: d00ME PO
2A5 QEH
DoMm
LILJINGDONG
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Print A Report

The purpose of the Shift Handoff Tool is to pass vital patient information along to the next shift. One way
to do this is to review the information available on the screen. Another way is to print a report of the
patient information which can then be physically passed on to the next shift. It is highly recommended
that you print the report. Some information is more visible on a printed report. Say you have two
providers, one provider is looking at a computer screen and the other provider is looking at a printed
report, both providers will absorb different information about the patients under their care.
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Print/Preview Window

We suggest that you preview the report before printing it. This is done by selecting PreView Report from
the File menu .

. . File H.0.T, List  Team Info
A window such as this opens: Save Temporary fieds to Vista Ctr+ak+s  [STIE
Print Report Chrl+Al+P
PreView Repork Chrl4alk+Y

Team Name or = N
LlSt Title CprepafientMine

Residents and

Student display
User Name and here.
Pager (from VistA) o] x|
File Page Zoom

SE @A Fage i of3 | % & = B Zoom[1200 % | B

2" Report Preview

Team: 2AS 4 Crhdprowider, TwolA)Pg:555-0111 Cprsprowvid
Powider: CPRSPROVIDER,SEVEN

PagerdS5-2226

Allergies Code Status Meds HFI [Historyof Prese FroblemgAssociatedw Tasks
CPREFPATIENT.FOUR LISINOPRIL Code Status Mot Found |[£==UNITDOSE==~ Culturs
0004 1.METFORMIN s
C_Phychrdprosider tvoo A T LAGBE'DDRB’B"E\GWE:SSD
108
2] Z2.GUINIDIMNESULFATE

TABWGive: 400MG PO

Z2AS GEH
Dom
WHFROYIDER,ONE
JAM 1300
JUHA 20036&@08:40:18
1741
TSET
OGF NT,FIVE THEOPHYLLINE |Code Ststup Mot Found |===UNITDOSES==

GINKGO

MILK
a7 ASPIRIN L
F
230-1 Code
2A5
MEDICRHIOBSERYATION Status

1| Allergies .
: ' o

| | | — ;
| Temp Fields
| Patient Meds P
Demography
& Note: Alterations are made to the printed report if the preference setup uses four (4)

temporary fields and the patient has a large amount of Meds. To save print space
Med descriptions are limited to 15 characters each.
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Print Document
The Report Preview window has a button bar to assist you in reviewing the report

& Report Preview

File Page Zoom
BE@“‘* > > F'agelh Df3|QQE_HEDDmI12D.D%|E

| 0 i
| \ \ O\

7 1 Navigate Buttons: — | Zoom e Exit
First Page, Previous Buttons:
Page, Next Page, Zoom In,
and Last Page Zoom Out,
Fit to Width,
. _ Fit Whole
File Buttons._Save, Page
Load, and Print

File Buttons

You can save this report, load a previous report, or print the report. Saved reports have a .NDR extension.
These files can only be viewed by using the Shift Handoff Tool application.

Navigation Buttons

These are made to look like the buttons on a CD or DVD player. You can go to the first page, the last
page, the next page, or the previous page. The window pane to the right of the navigation buttons shows
which page you are on and how many total pages there are.

Zoom Buttons

These standard zoom icons allow you to zoom in (increase the size) by 10% each click, same for zoom
out, then you can zoom to fit the window width or fit the whole page to the window size. The window
pane to right of Zoom shows the current zoom percent.

Exit Button

The button that looks like a door, provides an alternate way of exiting the report window. You can also
select exit from the File menu, click on the X button in the upper right corner, or right click on the title bar
icon and select close.

& Note: In Shift Handoff Tool printouts are limited to 50 pages. When previewing the

report you should check to see if this limit has been reached. If it has, it usually
means printing has gone into an endless loop. These loops are caused by temporary
fields continuing onto the next page. Correct the situation by limiting or cutting
down the size of temporary fields that cross page boundaries.
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Shift Handoff Tool at a Glance

& vista CPRS in use by: Cprsprovider,Seven

Fil= Edit ‘iew | Tools Help

CPRSPAT

000-00-0001

Active Problems
......... koot Pain

M alignant Meoj
Malignant Heop

IENT  EWENT CAPTURE INTERFACE :

J SEVEN | &
Witals Manager

Ctrl+G

Feactions

Graphing. ..
Lab Test Information. ..
Options. ..

1. Start the Shift Handoff Tool from the CPRS Tools drop-
down menu. Auto Sign-on will occur if your site uses

CLAGENT (Broker Single Sign-on) otherwise you will need

to enter your CPRS Access and Verify codes to log into the
application.

2+ shift Handelf Tool 1.0.0.7 SALT LAKEL CITY 0IFD)

e Edt Qectory Hel

HOT. List Myblew Tenm
Pate CPRSPATIENT EIGHT
Daioqft Gt = LRFATIENT, SEVEN
5 S ORPATIENT TWO
Dol e SRPATIENT. S0
‘Ward e TILEATIENT FOUR
Sihve USRFPATIENT. THREE
Froyider et WHPATIENT, TWO
Team
Spacighy
HOT. List
Eatient

Subni I

CinarList

2. Select List to print: Double click list or hit Submit button.
Right click patient name in ‘Patient Box’ to delete patient from

list.

Personal List only — Right click on selected Personal list to delete

a Personal List.

HOT List — if you hold the manager key you are allowed to delete

a HOT list.

[ Team ina

: [CPRSPATIENT.FIVE SSHE |3xccnnns Age: ie Sex |M

Cpo
Cprspaken
(Cun

Lo a5 Ream: |-mz DOB: [FEE 21342 Aden Dssed U 26.1959@06.35.3)

Cpospatbent Su
Crrspatent Ten

[GENERALIACUTE AN Ftnncuncmu PP

DaW\de

Adim D TEET TESTOR

Code Stahes  Contact formeion |

Coraprovader Pty One () - CrrspromderEleven =
Corsprovider Seven (4) Py 5551226 |
|

23 _rj

=lmlx
File Page Zoom
SR > page i of3 | & S = B Zoom[1200 % | B

Team: 2AS Crhdprovider Tvmo(A)Fa:555-0111 Cprsprovid

Fovider: CPRSPROVIDER,SEVEN

Pager566.3228

Allsrgies Code Status Mads

HPI [Historyef Prese  ProblemsAszociatedw Tasks

CPRSPATIENTFOUR LISINOPRIL Code Status Hot Found [===UNITDOS E==>
0004 1. METFORMIN
TAB, ORALGIVEBS0
& Pmohrdaravider fvra TAB.ORAL

2. QUINIDINES ULFATE
TAB\GIve: 400MG PO
GEH

245

Dom
WHFROYIDER, ONE
JANT, 1900

JUN1,2003208:40:18
1781

TSET

Cuiturs

DGRATIENT.FIVE THEOPHYLLINE [ Code Status Not Found [ <==UNITDOSE===
2043 INKGO

MILK
a7 ASPIRIN
F

230-1

248
MEDICALDBSERYATION
CPRSPROVIDER,ELEVEN
HOVI1,1960

sl_l;

HFTEL s Davannqﬁv
F1 hars histany of . 4= LINIT DOGE =2 Nolgws
TACE TAMNOFHEN TAS Give: 550 MG PO
2 CAME TICHNE TAS invm: 400 b Ll | TETRACYCLINE
ERYTHROMYCIN
Froblems
Large crowth. |
Toths ToDo
Caiturn
Mol Lo Uecrs
|r.u wntm ot of the patinnt's bealth recoed. No in » paliont ave shoukd =3

mdwloh-onllm woEpen. Mmlmnmn partinant o patient Tare must be eodoand in the wwohcalm within |hu mmuh«lhmod =

3. Enter/Edit data.

Yellow boxes: Editable fields. (these fields are controlled by

an expiration date)

White boxes: Uneditable fields, data comes from Vista.
SAVE DATA, by moving from one field to another initiates
the save field or hit the SAVE button at top of screen.

4. Print or Preview Report.
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