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Important Content Update Message

We are currently updating the OP Help Center content for the release of OP 20. OP 20
(4 (official version 20.0.x) is the certified, 2015 Edition, version of the Office Practicum

software. This is displayed in your software (Help tab > About) and in the Help Center

tab labeled Version 20.0. We appreciate your patience as we continue to update all of

our content.

Orders and Workflow Follow-up Tab

Last Modified on 12/09/2019 3:25 pm EST

Version 14.19

Overview

This section of template design demonstrates the edit or addition of follow up tasks associated to a

template.

¢ Add a Follow up
¢ Edit a Follow up
o Delete a Follow up

Add a Follow Up

1. Review the Follow up tab.

e Click the Followup tab.

| Medications | Ding Testa | immunizations | Resources [ Surveys || Folowun § Cither Tasks

Template [ Purposa il Timgirama ' nBtruciions Departmant Usage
Lhck here 1oo0cd new folpwup natructions

Encounter Template Editor: Assess/Plan Followup Tab

2. Click the Insert Record button .

Note: You may also click into the add new record field.

Wedicalions : Diag Tesls | Immunizations | Respurces | Surveys Folowup | Other Tasks
Template / Purpnse i Timeframe { Ihstructions Departme=ni  Usage

I Clhick here {o add new folowup nstruciions I

3. Select a follow up Template from the Template/Purpose drop-down menu. If there is no
template to select for the follow up, you may type in the Template/Purpose field. If a template
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is selected, the appointment will be made using the selected template.

|| uedicatons | Diag Tests | imunizations | Resources | Surveys | Folowup | ather Tasis |
Templals f Purpose fil Time frame I Instruclions Depariment Usage 7
B ee—— [ - |
-~

= FPD

ABDOMNAL PAMN: CHROMIC (=1 month)

ABDOUNAL PAN: EPIGASTRIC

ABDOMNAL PAN: FUNCTIONAL

ABDOMNAL PAN: GENERAL

ABDONNAL PAN: PERIUMBILICAL

ABDDMNAL PAN. WD SURG ASD w

4. Type instruction for follow up in the Timeframe/Instructions field.

|| Wedications | Dag Tests | rmmunizations | Resources | Surveys Folowup | Other Tasks |

Templat= / Purpose Timeframe ! Instructions Departmeni  Usage 5

roccroiis et [ ET— e Rooee

5. Select a Department from the drop-down menu.

i Medications | i:lbg'mat:&-].lmrrmnmm |nmuumas | 'suwm'['#¥i5;$| CHhar Taeds |

T&I‘l“}ﬂ!&n’ PLprﬂE-E & Timelframe § Inslreclions
Bronchiolts recheck

Encounter Template Editor: Department

6. Click the dropdown arrow and select a Usage.

| Medications | Diag Tests | Immunizations | Res0urcss | Surveys | Folowup | Other Tasks
Resource NamaiLocation o Adach  Department  Usage
1 Month Vst - BF Parent Handout

Encounter Template Editor: Usage

Usage Definition

Will show the item in the task window. An alternate item needs to be selected at

Alternate ]
time of charting.

Will show the item in the task window with a checkmark already selected in the
add box. A routine item is selected for task submission at time of charting.

Routine
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Usage Dehinngopo order is submitted as a task to the selected department when the
2 template is used at time of charting.

7. Click the Post edit button B

Edit a Follow Up

1. Review the Follow up tab.

e Click the Followup tab.

Medications | Diog Tests | mmunizatons | Resources | Surveys Other Tasks

Templste § PUrpose h Timetrame ! ingtructions Department  Usaga

Click here 1o add new folowup nstructions

Encounter Template Editor: Assess/Plan Followup Tab

2. Click to highlight the follow up to edit.

e Click the dropdown arrow in the Template/Purpose field, select a template or type the
purpose.

e Add or edit the Timeframe/Instructions.

e Click the dropdown arrow in the Department field, select a Department.
e Click the dropdown arrow in the Usage field, select a Usage.

3. Click the Post edit button vE

Delete a Follow Up

1. Review the Follow up tab.

e Click the Followup tab.

Medications | Diog Testa | mmunizations | Resources | Surveys Other Tasks

Template ! Purposa A Timeirama /' instruciions Departmant Uzage
Click here 1o add new folowup nstructions

Encounter Template Editor: Assess/Plan Followup Tab

2. Click to highlight the follow up to delete.
3. Click the Delete record button.

Version 14.10

Overview
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This section of template design demonstrates the edit or addition of follow up tasks associated to a

template.

e Add a Follow up
¢ Edit a Follow up
e Delete a Follow up

Add a Follow Up

1. Review the Follow up tab.

e Click the Followup tab.

Medications | Diag Tesis | Immunizatons [ Resources | Surveysa Cither Tasks
Template [ Purpose A Timeframe ! Ingtructions Department  Usage
Click here fo add new folowup nstructions

Encounter Template Editor: Assess/Plan Followup Tab

2. Click the Insert Record button .

You may also click into the add new record field.

Wedicalions | Diag Tests | Immunizations ! Respurces | Surveys Folowup  Other Tasks
® Template / Purpose I Timeframe ! Instructions Departmzni  Usage |

I Clhick hare io add new folowup nstructions I

3. Click the dropdown arrow in the Template/Purpose field and select a follow up template.

Wedications | Diag Tests | immunizations | Resources | Surveye | Folwup | Other Tasks

Templals | Purpose O Time frame I Instruchions Deparimernl Usage +

= R0

ABDOWNAL PAN. CHROMIC (=1 month)
ABDOMNAL PAN. ERIGASTRIC

ABDOWNAL PAN: FUKCTIONAL

ABDONNAL PAN: GENERAL

ABDOMNAL PAN: PERIUMBILICAL
ABDOWNAL PAN. RO SURG ASD w

Encounter Template Editor: Assess/Plan Followup Template Selection

If there is no template to select for the follow up, you may type in the Template/Purpose
field. If a template is selected, the appointment will be made using the selected template.

4. Type instruction for follow up in the Timeframe/Instructions field.
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| Wedications ]Dn-gTe:h. | frrrunizations [ Resources I Sun.-eysl Followup | Oher Tasks

Template / Purpose 5 Timeframe ! Instructions Department  Usage 5
Bronchioltis recheck e |1-2 wEEkn IW

Encounter Template Editor: Assess/Plan Timeframe/Instructions

5. Click the dropdown arrow and select a Department.

| Medications | Diag Tests | Immunizations | Resources | Surveys | Folowup | Other Tasks |
-|-\‘ZI'I'"H-'.E.II’."|I pLII'PﬂE-E u Tirefrare | Inslruclions
Bronchiolt= recheck n 1-2 weskx

Encounter Template Editor: Department

6. Click the dropdown arrow and select a Usage.

| Medications | Diag Tests | Immunizations | Resourcss | Surveys | Folowup | Other Tasks
Resource NamaiLocation o Adach  Department  Usage
1 Month Visk - BF Parent Handout v | ternate [+

Routine
Standing

Encounter Template Editor: Usage

Usage Definition

Will show the item in the task window. An alternate item needs to be selected at

Alternate ]
time of charting.

Will show the item in the task window with a checkmark already selected in the

Routine
add box. A routine item is selected for task submission at time of charting.

A standing order is submitted as a task to the selected department when the

Standing . . .
template is used at time of charting.

7. Click the Post edit button @ .

Edit a Follow Up

1. Review the Follow up tab.

e Click the Followup tab.
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Medications | Diog Tests | mmunizatons | Resources | Surveys Other Tasks

Templste § PUrpose h Timetrame ! ingtructions Department  Usaga

Click here 1o add new folowup nstructions

Encounter Template Editor: Assess/Plan Followup Tab

2. Click to highlight the follow up to edit.

e Click the dropdown arrow in the Template/Purpose field, select a template or type the
purpose.

e Add or edit the Timeframe/Instructions.

e Click the dropdown arrow in the Department field, select a Department.
e Click the dropdown arrow in the Usage field, select a Usage.

3. Click the Post edit button vE

Delete a Follow Up

1. Review the Follow up tab.

e Click the Followup tab.

Medications | Diog Testa | mmunizations | Resources | Surveys Other Tasks

Template ! Purposa A Timeirama /' instruciions Departmant Uzage
Click here 1o add new folowup nstructions

Encounter Template Editor: Assess/Plan Followup Tab

2. Click to highlight the follow up to delete.
3. Click the Delete record button.
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