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REGISTRATION

Q. Do | need to register both online and in person?

A. You only need to register online. If you are a resident and require a pager, come to the Medical Education Office
in person. Access forms for UHN scrubs are available outside the Medical Education offices. Instructions are in
the form.

Please note: You are not to be wearing scrubs when entering or exiting the hospital.

Q. Can I register at UHN prior to registering at PGME?

A. You are welcome to register at UHN in UMLearns while waiting for your POWER registration. The placement will
be approved when you are fully registered at the University of Toronto and your registration is confirmed in
POWER. For questions on how to register at the University of Toronto contact the Postgraduate Medical
Education Office (PGME):

Phone: 416-978-6976

Address: 500 University Avenue, Suite 602
Toronto, Ontario M5G 1V7, Canada

Email: postgrad.med@utoronto.ca

Q. How will I know if my registration at PGME is complete?
A. You will be able to see and print out your Confirmation of Registration in POWER.

Q. How long will it take to have my placement approved on UMLearns?
A. If your registration at PGME is complete and you have completed all the required e-learning modules, it can take

up to two business days to have your placement approved.

Q. How will I know if my registration on UMLearns is approved?
A. Upon approval in UMLearns, you will receive an automated email confirming your registration and instructions.

Q. How do | add additional rotations to my profile after my placement is confirmed?


https://umlearns.uhn.ca/
https://power.utoronto.ca/
mailto:postgrad.med@utoronto.ca
https://power.utoronto.ca/

A. You will have one opportunity to enter all your known rotations at the time you create your placement. If you
need to make any changes or additions to rotations please send an email to medicaleducation@uhn.ca and we
will update your profile. Please only submit one UHN placement per academic year.

Q. | need to get Mask Fit Testing done. What should | do?
A. Once you have been approved in UMLearns, you can book a mask fit test here.

Q. How will I receive UHN communication emails?
A. You will receive UHN communication emails through the email provided on UMLearns under your My profile
alongside your UHN email granted to you upon approval.

UHN CLINICAL APPLICATIONS

EPR

Q. My UMLearns.uhn.ca registration was approved prior to me completing the EPR training. How can | get my
EPR log-in?

A. Email medicaleducation@uhn.ca with EPR Test Completed in the subject line. Access will be granted within 2
business days.

Q. How do | get remote access to EPR when | am doing home call?

A. All users requiring remote access to EPR only for the use of home call/ clinical care should now access this
through the UHN Clinical Application Portal. This is available from the Team UHN page on UHN.ca

TIP: Bookmark this link for easier access to the Portal — https://mydigitalapps.uhn.ca/Citrix/UHN-AppsWeb/

MAC - Instructions  PC - Instructions for
for Remote Access - ARemote Access - All U

EPIC ACCESS FROM HOME

How to LogInto  HaikuForApple-QSG. HaikuForAndroid-QS
Epic.pdf pdf G.pdf

UHN NETWORK ACCESS

Q. How can | obtain my tID?
A. Your tID will become available to you once your placement is approved on UMLearns. You can find it under
Network Log-In tab in your UMLearns.uhn.ca profile information.

Q. How do | get a UHN email?

A. Once your placement has been approved, you will have access your UHN email. In order to access your email,
visit https://Outlook.Office365.com, and login using your email details and tID/network password.
If you have an existing UHN email address (rmp, uhnresearch or uhn.ca) that is different from the email listed,
your Program/Department will need to continue extending access manually. Please contact your
Program/Department Coordinator for further details.



mailto:medicaleducation@uhn.ca
https://www-1576h.bookeo.com/bookeo/b_uhn_n95_start.html?ctlsrc2=DfJJqglM7nN3mpu1u8mk1wCysixeaREUXTTjzyeQ1VY%3D&src=02m
mailto:medicaleducation@uhn.ca
https://www.uhn.ca/corporate/For_Staff
https://mydigitalapps.uhn.ca/Citrix/UHN-AppsWeb/
https://outlook.office365.com/

Instructions for Remote Access - MAC

VPN is no longer the only option to work remotely. How can you access the applications you
need?

Office 365 - to access UHN email, SharePoint files/folders and other Microsoft applications. To
learn more, visit the Office 365 at UHN web page.

UHN Clinical Application Portal - to access 70+ UHN clinical applications, such as EPR.

To access Office 365:

1. Set up Multi-Factor Authentication (MFA). MFA verifies your identity when connecting to UHN
remotely. To set up your MFA, log in to the MFA portal.

a. In the Username field, enter your UPN (User Principal Name). This will either be your
UHN email address (usually firstname.lasthame@uhn.ca) or your network log-in
(under the UMLearns Profile tab, under the T-ID section).

b. In the Password field, enter your network/T-ID password (used when accessing a UHN
computer). If you need to reset your password, contact the Help Desk at 416-340-4357.

2. Log in to Office 365, using your MFA method.

To access the UHN Clinical Application Portal:
*Note you MUST use Google Chrome as your web browser
1. If not already done, set up Multi-Factor Authentication (MFA) - see Step 1 above.

2. Install Citrix Workspace for Mac. This is the installation download link.

3. Log into the UHN Clinical Application Portal (bookmark this link for future use).

a. In the Username field, enter your UPN (User Principal Name - same as above).

b. In the Password field, enter your network/T-ID password (used when accessing a UHN
computer). If you need to reset your password, contact the Help Desk at 416-340-4357.

c. Click Verify my Account.

UHN Remote Access Portal - MFA: Please log in using Multi-Factor
Authentication

Email Address :
Password :

Verify my Account

Disclaimer Text:
First time logging in with MFA? To select or change your default MFA method, visit
For technical support, contact the Help Desk at ext. 4357




https://www.uhn.ca/corporate/For_Staff/office365-UHN?utm_source=office365uhn.ca&utm_medium=referral&utm_campaign=redirects

https://mfa.uhn.ca/

https://umlearns.uhn.ca/Account/LogOn?Expired=1

https://www.office.com/

https://www.citrix.com/downloads/workspace-app/mac/workspace-app-for-mac-latest.html

https://mydigitalapps.uhn.ca/



d. Enter the verification code received via your selected MFA method, in the Password
field.
e. Click Submit.

Enter the verification code you receive via text message.

Submit

f. Once logged in, accessible Clinical Applications will be listed under the All or Categories
tabs. If you require access to a Clinical Application that is not listed, contact the Help
Desk to submit a request for access.

‘A
~

All Categories

Using Screen Sharing in Microsoft Teams on a Mac:
If you're using a Mac, you'll need to grant permission to Teams to record your computer's screen
before you can share your desktop.

*Note you MUST install the MS Teams application and not use the web version to join your
session.

1. You'll be prompted to grant permission the first time you try to share your screen.
Select Open System Preferences from the prompt.

If you miss the prompt, you can do this anytime by going to Apple Menu > System
Preferences > Security & Privacy.





2. Under Screen Recording, make sure Microsoft Teams is selected.

{ Security & privacy Q]

General FileVault  Firewall

w Ppeach Recognition Allow the apps below to record the contents of your
screen, even while using other apps.

‘. Google Chrome

| Input Monitoring

@‘ Microsoft Edge
Full Disk Access

ﬁ Microsoft Teams

| Files and Folders
Screen Recording
2N Automation
S

G.: Advertising

w Analytics & Improvements

5] Click the lock to make changes ?

3. Go back to your meeting and try sharing your screen again.

VPN (Virtual Private Network) - enables access to network folders not yet migrated to
SharePoint. If possible, migrate files and folders to SharePoint rather than requesting VPN
access. To initiate the approval process, you must have a UHN-managed device and a VPN
request must be sent to the Service Desk by your Supervisor.

For technical support, contact the Help Desk at 416-340-4357.

* Policy links are only accessible onsite: Appropriate Use of Information & Information
Technology and Working Remotely




http://documents.uhn.ca/sites/uhn/Policies/administrative/privacy__and__information_security/uhnflv029505-doc.pdf

http://documents.uhn.ca/sites/uhn/Policies/administrative/privacy__and__information_security/uhnflv029505-doc.pdf

http://documents.uhn.ca/sites/UHN/Policies/Human_Resources/Employment/2.10.014.pdf
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Instructions for Remote Access - PC

VPN is no longer the only option to work remotely. How can you access the applications you
need?

Office 365 - to access UHN email, SharePoint files/folders and other Microsoft applications. To
learn more, visit the Office 365 at UHN web page.

UHN Clinical Application Portal - to access 70+ UHN clinical applications, such as EPR.

To access Office 365:

1. Set up Multi-Factor Authentication (MFA). MFA verifies your identity when connecting to UHN
remotely. To set up your MFA, log in to the MFA portal.

a. In the Username field, enter your UPN (User Principal Name). This will either be your
UHN email address (usually firstname.lasthame@uhn.ca) or your network log-in
(under the UMLearns Profile tab, under the T-ID section).

b. In the Password field, enter your network/T-ID password (used when accessing a UHN
computer). If you need to reset your password, contact the Help Desk at 416-340-4357.

2. Log in to Office 365, using your MFA method.

To access the UHN Clinical Application Portal:
*Note you MUST use Google Chrome as your web browser
1. If not already done, set up Multi-Factor Authentication (MFA) - see Step 1 above.

2. Install Citrix Workspace. This is the installation download link.

3. Log into the UHN Clinical Application Portal (bookmark this link for future use).

a. In the Username field, enter your UPN (User Principal Name - same as above).

b. In the Password field, enter your network/T-ID password (used when accessing a UHN
computer). If you need to reset your password, contact the Help Desk at 416-340-4357.

c. Click Verify my Account.

UHN Remote Access Portal - MFA: Please log in using Multi-Factor
Authentication

Email Address :
Password :

Verify my Account

Disclaimer Text:
First time logging in with MFA? To select or change your default MFA method, visit
For technical support, contact the Help Desk at ext. 4357

d. Enter the verification code received via your selected MFA method, in the Password
field.



https://www.uhn.ca/corporate/For_Staff/office365-UHN?utm_source=office365uhn.ca&utm_medium=referral&utm_campaign=redirects

https://mfa.uhn.ca/

https://umlearns.uhn.ca/Account/LogOn?Expired=1

https://www.office.com/

https://www.citrix.com/downloads/workspace-app/windows/workspace-app-for-windows-latest.html

https://mydigitalapps.uhn.ca/



e. Click Submit.

Enter the verification code you receive via text message.

Submit

f. Once logged in, accessible Clinical Applications will be listed under the All or Categories

tabs. If you require access to a Clinical Application that is not listed, contact the Help
Desk to submit a request for access.

‘A
-~

All Categories

VPN (Virtual Private Network) - enables access to network folders not yet migrated to
SharePoint. If possible, migrate files and folders to SharePoint rather than requesting VPN

access. To initiate the approval process, you must have a UHN-managed device and a VPN
request must be sent to the Service Desk by your Supervisor.

For technical support, contact the Help Desk at 416-340-4357.

* Policy links are only accessible onsite: Appropriate Use of Information & Information
Technology and Working Remotely




http://documents.uhn.ca/sites/uhn/Policies/administrative/privacy__and__information_security/uhnflv029505-doc.pdf

http://documents.uhn.ca/sites/uhn/Policies/administrative/privacy__and__information_security/uhnflv029505-doc.pdf

http://documents.uhn.ca/sites/UHN/Policies/Human_Resources/Employment/2.10.014.pdf
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How to Log In to Epic

INSTRUCTIONS ON HOW TO ACCESS THE LIVE EPIC PRODUCTION (PRD)
ENVIRONMENT

Please note that your UHN credentials will be:

e Your UHN account name, which can be either a TID proper (e.g.: t12345uhn) or for
some Research users, your Research account name (e.g. jsmith)
e Your UHN account password

TO ACCESS EPIC PRD, YOU CAN USE ONE OF THE FOLLOWING METHODS:

MYDIGITALAPPS (INTERNAL OR EXTERNAL USERS)

1. Login to MyDigitalApps (https://mydigitalapps.uhn.ca) with your UHN Credentials
including the “UHNV’ prefix, e.g.: UHN\t12345uhn, UHN\jsmith.

2. Click on the Epic PRD icon

3. Login into Epic with your UHN Credentials (no prefix required), e.g. t12345uhn, jsmith

DESKTOP ICON (IF AVAILABLE)

1. Click on the Epic PRD icon on the desktop
2. Login into Epic with your UHN Credentials (no prefix required), e.g. t12345uhn, jsmith

CITRIX RECEIVER/WORKSPACE (INTERNAL USERS ONLY)

1. If this is not a kiosk computer, ensure you are logged into the workstation with your UHN
Credentials including the “UHN\” prefix, e.g.: UHN\t12345uhn, UHN\jsmith

Open Citrix Receiver/Workspace

Click on the Epic PRD icon

4. Login into Epic with your UHN Credentials (no prefix required), e.g. t12345uhn, jsmith

w N

June 1, 2022
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Haiku for i0OS Users
Quick Start Guide
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GETTING STARTED

Welcome to Haiku, Epic's mobile app for iPhones.

ENROL YOUR DEVICE FOR UHN APP ACCESS

To gain access to UHN’s Epic environment on your mobile device, your device must be enrolled
with UHN'’s Mobile Device Management (MDM) with InTune. To check if your device is enrolled

already, simply look for the Company Portal app " on your device. Tap on the Company

Portal to sign in and find the Epic Haiku application in the list of your Featured Apps.

If your device is not already enrolled in UHN’s MDM, tap &l o open the App Store and search
for "Company Portal". Next to the Intune Company Portal app in the search results, tap “
and then tap | =™ || If prompted, enter the password for your Apple ID.

Once the Company Portal has Installed, click €2 and Sign In using your UHN email and
password.

Next, continue through the Company Portal set up screens which will

m prompt you to allow device notifications and to confirm your identity using
S UHN’s Multi-Factor Authentication (MFA).

Company Portal The installer will then download the management profile which will allow you
e to access UHN applications. Please follow the on-screen instructions to

install the management profile.

The next step in the profile installation will prompt you to accept UHN’s
Trusted Certificate called “Microsoft InTune Root Certification Authority”.
Click Install, and Trust for Remote Management.

You will now be prompted to choose the category for your device. Please select “BYOD for
Epic ONLY”:

Choose the best category for
this device

Categories

May 6, 2022
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After choosing that category, the installer will do a final compliance check, and then you can
click Done.

Epic
Within 15 minutes, the Haiku icon WiII be shown on your iPhone screen and you will be
able to tap and login using your Epic account.

If you have any difficulties installing the Company Portal, please contact the UHN Service Desk
(416-340-4800 x4357).

LOG IN TO HAIKU

On your device, tap the Haiku app's icon and enter your user ID and password in the login
fields. Tap the label at the top of the login screen to connect to a different organization for
instance.

o If you forget your Epic user ID or password, call the Help Desk.

WHAT IS AN ACTIVITY?

Each activity supports a specific task, such as reviewing the chart or checking the In Basket
messages. You can access start up activities which are the tabs at the bottom of the screen
when you initially log in e.g. Schedule, Patients, Secure Chat, etc., and you can access chart
activities by tapping a patient's name from the Schedule, Patients, Status Board, or ED Track
Board tab at the bottom. Go to Find Your Patients topic for more info on Schedule, Patient List,
Status Board, and ED Track Board.

@ Tap the 3 dots - “...” at the bottom of the screen to see More activities.

LOG OUT

When you leave Haiku, the app continues to run in the background. For security reasons, Haiku
automatically logs you out after 20 minutes of inactivity. However, you can also manually log
out. To do so, tap ... > Options > Log Out.

FIND YOUR PATIENTS

With Haiku, you are able to access your Schedule, Patient Lists, Status Board, and ED Track
Board (bottom of the screen) to open the patient’s chart.

Schedule — outpatient and any patients scheduled for surgery or procedures are found
in the Schedule

May 6, 2022
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Patients — admitted patients are found in the Patient Lists

Status Board — surgical and procedural patients are found in the Status Board (can also
be found in the Schedule if not yet admitted)

ED Track Board — patients in the emergency department (ED) are found in the ED
Track Board

Note that ED Track Board is only visible when logged in as an ED provider.

Tap and hold on an icon or symbol to display the name of the activity.

FIND ADMITTED PATIENTS

Tap the Patients activity at the bottom to open the default Patient List set up in Hyperspace
(it may be a system set up initially) such as the My Consults list.

You can set a default list back in Hyperspace by clicking on the Patient Lists activity > right-
clicking the list e.g. “My Patients” > clicking Default List.

To open a different patient list, tap Patient List ™V at the top centre of the screen.

The following icons indicate that a patient has new information to review.

@ indicates new abnormal results.
@ indicates new critical results.

'e indicates an isolation or infection.
* indicates new notes.

To edit either your My Patients or My Consults list, open the list and tap Edit. You may need to
tap Patient List ™ then tap My Patient Lists to find your My Patients or My Consults list.

To remove a patient from either your My Patients or My Consults list, tap Edit (top left)
then tap the @ icon then tap Delete.

To add a patient, tap Edit then tap the + button (top left), search for a patient, and then
select the patient.

When you are finished editing the patient list, tap Done.

FIND CLINICAL APPOINTMENTS AND SURGICAL CASES

Tap the '/ Schedule activity at the bottom left to open your schedule. Select a date on the
calendar view to see your schedule for that day. To see schedules for the department you're
logged in at or to open other departments, tap Schedule » (top middle).

The schedule shows each patient's age and sex, as well the appointment type. The rings that
appear around the appointment time indicate the appointment's time and length.

May 6, 2022
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For example, a 15-minute appointment appears like this: o

If you're a surgeon and your cases are scheduled in Epic, they also appear on your schedule.

o
Surgical cases appear like this: szc..

To filter the schedule to only appointments with a certain status, tap (top left) and select
the statuses you want to see.

FIND PATIENTS IN THE EMERGENCY DEPARTMENT

When you log in to Haiku as an ED provider, the Track Board appears, and you're in the My
Patients list.

My Patients shows patients assigned to you with acuity level (by colour), location, chief
complaint, lab and imaging status, and wait time. To see more details, such as which
labs were done, tap and hold a patient's hame.

General Waiting list shows patients who are waiting to be seen and do not have a bed
assigned yet in ED.

All Next to See are patients who have been registered and are waiting to be seen by a
provider.

To see patients who are waiting and assign yourself to a patient:

1. Tap My Patients (top centre).

2. Tap All Next to See or General Waiting (for unassigned patients).

3. Swipe left on a patient's name and tap Assign Me.
Alternatively, tap on the patient’s name and tap Assign Me from the Assign Me to
Treatment Team header.

FIND OTHER PATIENTS

To find a patient who isn't on your Patient List or Schedule, tap ... More in the activity tabs at the
bottom and tap Search to open the Patient Search activity. Then search as you normally do in
Hyperspace, using the patient's name or MRN, as well as sex or date of birth, and the results
appear with more patient details, such as address.

When you select a patient from a search, any documentation you do in Haiku is linked to the
most recent available encounter. If an encounter is found when you select a patient from a
search, a banner appears to let you know what encounter you’re in. If Haiku can't find a recent
encounter for the patient, a new encounter is created to store your documentation when you
start entering orders or writing a note, and you see a notification that an encounter was created.

WHAT ENCOUNTER AM | IN?

Unlike at a workstation, an encounter is automatically selected in Haiku if you select a patient
appointment from the Schedule or select an admitted patient from a Patient List. To help make

May 6, 2022
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sure you're documenting in the encounter you expect, such as when writing a note for the
current admission, tap v at the bottom left side of the activity tabs while in the patient’s chart to
see what encounter you’re in.

Current Medications

HOSPITAL MEDICATIONS
D5-0.9% NaCl solution 100 mL/hr (100 mL/hr)

B & 4 E

\ Done
ED to Hosp-Admission

4/5/2022
(Current)
Colon Oscopy, MD Tg-13es General Medicine

Change Workflow

ﬁ Procedure v
D Chart

The activities available (bottom tabs) depend on which encounter you are in. Tap ] Chart
(see image above) if you need to navigate to other activities that are not available under the

current encounter e.g. the Media activity will not be available in the ﬂ Procedure

workflow/encounter (see image above) but is available in the a Chart.

MANAGE IN BASKET MESSAGES

To go to the In Basket activity, tap ... More (bottom right) then tap In Basket (1% item on the
list) where you can read and respond to many types of messages, including:

Results

Rx Request

Staff Message

Cosign - Clinic Orders

Pt Advice Request

Patient Call

Chart Completion (Cosign Notes and Cosign Orders only)

Note that for ED providers, In Basket icon is found as an icon at the bottom of the home screen.

Some In Basket messages are not available in Haiku. A view of Workstation-Only messages
can be obtained by tapping on the “Unread Message Summary” at the bottom of the In Basket.
Only a list of messages will be shown. They are not viewable or actionable in Haiku and you
have to use a workstation and use Hyperspace to do so.

May 6, 2022
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You can also send new Staff Messages and myUHN messages to patients and proxies by
tapping the “ icon (top right). Go to W ork with staff messages topic for more info.

The In Basket folder appears with the number of unread messages. The number is red if any of
the unread messages are high priority. If you don't have any unread messages, no number
appears. If you don't have any messages in that folder at all, the folder is grey.

PRIORITIZE MESSAGES

The following icons appear next to messages in a folder to help you prioritize them:

4 | High priority

Low priority

® | Unread message

Pended message

A message is pended if you’ve opened it and taken an action but haven’t marked the
message done yet.

(0| Overdue message

In Hyperspace, when sending a message, the sender can include an action, such as
"Call patient". The action can also be flagged with a due date and time. If that due
date and time has passed, the message appears as overdue in Hyperspace and the
app.

You are responsible for the message.

Messages with responsibility help recipients track whether someone has started
working on a task. Only the person who has responsibility for a message can mark it
as done.

If there are messages you prefer to address in Hyperspace using a workstation instead of your
mobile phone, you can swipe left on an In Basket message and tap Defer to Workstation to
remove the message from your mobile In Basket. Messages you defer still appear in your
Hyperspace In Basket, but are hidden from your mobile In Basket.

WORK WITH STAFF MESSAGES

1. To create a new Staff Message from the In Basket activity, tap E (top right) then tap
Compose Staff Message.

2. Add arecipient in the To: field.

3. Write your message and, optionally activate the following flags for your message before
sending it by tapping on the icons below to the right of the Subject: line:

flags the recipient to call you.
May 6, 2022
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|

= flags the message as high priority.

Tapping the above icons will make them look more pronounced to indicate that they
have been activated.

4. Tap Send to send the message.

When you receive a Staff Message, tap = to reply or forward the message.

REVIEW PATIENT RESULTS
In the In Basket activity, tap the Results folder then tap a result message to view the results.

The following icons can appear next to Results messages:

@ The patient has abnormal results.

@ The patient has critical results.

9 The green circle indicates that all the patient's orders have been resulted. A
number indicates the total number of resulted orders that you haven't yet
reviewed.

e Not all orders for this patient have been resulted. A number indicates the total
number of orders that have been resulted that you haven't yet reviewed.

Send a reminder to follow up on a result

If you see aresult in a Results message that you want to investigate further, you can send
yourself a reminder to do so. The reminder is sent as a Patient Reminder message with the
original Results message attached to it. Note that you can only access the reminder message in
your Hyperspace In Basket.

1. After selecting a Results message, tap the # icon (bottom).
2. Enter any additional text you want to add and tap Send to send the reminder to yourself.

Create a result note

1. In aResults message, tap the [£] icon (bottom).

2. The cursor will automatically go to the Compose Note for you to enter a note for the
result.

3. Identify a recipient in the To field.

|

4. Optionally tap the - icon to mark the reminder message as important before sending.

5. Tap Send to send the note.

May 6, 2022
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Forward the result to a recipient

In a Results message, tap the icon (bottom).
Tap Forward.

Indicate a recipient and write your message.

Tap Send (top right).

PR

To reassign responsibility for a result to another provider, you can tap the ¥ icon when you
forward a Results message. After tapping it, it will be greyed out indicating that you have
reassigned the result to another provider to act on.

Defer a message to a workstation

1. In aResults message, tap the FZ icon (bottom left).

2. Tap either Mark as Unread or Defer to Workstation to mark the message as unread
again in the mobile phone or to remove the message from the mobile phone to address
it in Hyperspace, respectively.

Mark the message as Done

After opening a Results message, make sure to tap Done (bottom right corner) to remove the
message from In Basket after making the necessary actions.

REFILL PRESCRIPTIONS

1. After opening an Rx Request (refill request) message, tap a pending medication to
review the order details. Tap Done (top right) to return to the message.

If you need to review the full chart, tap the patient's name.

2. Act on the request:

Tap Edit (bottom right corner) to selectively Approve and Refuse pending
medications or edit the order details. Tap a medication to edit the order details and,
when you are finished, tap Accept. Tap Sign (top right corner).

Tap Approve (bottom right next to “Edit”) to approve all pending medications.

Note that medication Class defaults to “Normal”. If you wish the medication to be electronically
faxed (e-faxed), you must change the class option to “Fax.”

If you have addressed all the requests in the message, it is removed from your In Basket.

COSIGN CLINIC ORDERS

1. InaCosign - Clinic Orders message, tap an order to review the order details then tap <
Back (top right corner) to go back to the message.

If you need to review the full chart, tap the patient's name.
May 6, 2022
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2. Act on the request to complete the message and remove it from your In Basket by doing
either of the following:

Tap Sign to cosign the orders.

Tap Decline to decline to co-sign. Enter a decline reason then tap Accept.

If there are multiple orders that need co-sign, tap Select to sign or decline individual
orders in a single message then tap Accept. For declined orders, a reason must be

entered.
ADDRESS CHART COMPLETION TASKS
You can act on the following Chart Completion messages in Haiku or Canto:

For notes that need co-sign, tap Sign to either co-sign or attest the note.

If you need to attest the note, a field appears to enter your part (your note) and you can

tap on the keyboard icon - == to free-text or tap the speech-to-text icon - @ to dictate
using Dragon.

"Help" menu that
links to navigation,
personalization Tap the

assistance keyboard to start
free-texting
— - TIT
— EEEn
— v —
Indicates the volume
. . Tap to Tap to start front
you're speaking as " aptos ront-
you dictate collaps:.'hlde the end dictation using
ar Dragon

For orders that need co-sign, tap Sign or Decline to take the same action for all orders,
or tap Select to choose which ones you want to sign if there are multiple orders to co-
sign.

You can review other types of deficiencies but not act on them. To clear a message that you are
unable to complete right now, tap Defer to Workstation.

RESPOND TO PATIENT ADVICE REQUESTS

1. InaPatient Advice Request message:

If you need to review the full chart, tap the patient's name.
To open an attachment, tap the file name.

2. Act on the request by tapping on the following actions (bottom):

Tap Called Patient to document that you have called the patient back to provide
some advice. Tapping it will automatically remove the message from In Basket.
Note that to document the actual telephone call encounter, you need to log into a
workstation to do so.

May 6, 2022
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Tap Done to acknowledge that you have read the message and remove the
message from your In Basket.

Tap to reply to the patient or forward the message to another recipient then tap
Send (top right). Tap the same icon to document a note pertaining to the message
which will then be sent to the sender or any recipient indicated in the To: field.

Tap to Mark as Unread or Defer to Workstation.

REVIEW PATIENT INFORMATION

REVIEW A SNAPSHOT OF MEDICAL INFORMATION
When you open a patient’s chart, you can see an overview of the patient's current medical

information from the © Summary activity at the bottom.

The Current Medications section shows all the patient's hospital medications as well as the
outpatient medications the patient was on prior to admission. The following icons appear in this
section:

" | Long-term medication

Patient-reported medication

REVIEW PAST ENCOUNTERS

From the @ Encounters activity at the bottom, you can review information about previous
encounters. Tap an encounter to review it.

REVIEW DOCUMENTS FROM OUTSIDE ORGANIZATIONS

Information such as encounters and results that have been requested from external

organizations appear throughout Haiku once the request has been approved. The C icon
indicates information from another organization.

To see complete documents for encounters and results performed at other organizations, from a
patient's chart, tap the < Care Everywhere activity (may need to swipe right to see the activity).

Tap a file from the Summaries section to review a patient's clinical summary.
Tap a file from the Documents section to review a patient's clinical documents.

Documents listed in black text are available to view, while documents listed in
grey text must be requested from Hyperspace before you can view them.

MARK INFORMATION AS REVIEWED
May 6, 2022
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In the Summary activity, tap Mark as Reviewed to record that you've reviewed the patient
information.

CAPTURE AND VIEW CLINICAL PHOTOS AND MEDIA

Any captured images and documented images in the chart such as annotated images can be
found in the Media activity when the patient chart is open.

CAPTURE CLINICAL IMAGES

1. Once the patient’s chart is open, tap the camera icon next to the patient’s photo at the
very top of the screen to open the Media Capture activity.
2. Inthe Media Capture activity, tap Capture Clinical Media and use the camera on your

device to take a picture.
3. Tap Use Photo, select a Document Type, such as Annotation, and enter a description.
4. Tap Save to save the image to the chart. You can review media captures in the Media
tab or the Chart Review activity in Hyperspace.

REVIEW CLINICAL IMAGES AND MEDIA

1. Inthe patient's chart, tap the “*' Media activity.
2. Scroll through the list of media files or, to find a specific media file, search using
information such as:

Document type

The user who imported the file
Keywords from the image's description
The date the file was imported

3. Tap a photo or document to see a full-screen view, where you can zoom in and out or
pan around the image.

REVIEW RESULTS IN THE PATIENT’'S CHART

All discrete and non-discrete results can be viewed in the Results activity when the patient’s
chart is open.

REVIEW RESULTS

After you open the patient's chart, tap the /* Results activity (bottom) to view patient results.
This activity shows a list of recent results for the patient. Tap a result to see details.

For lab tests, a table of lab results appears. If there are several results of the same lab
test, swipe left to see the remaining results.
You can tap E (top right) to see the report view.
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For imaging or ECG results, a narrative report appears.

@ After tapping on a result, tap and hold on the result to see the reference range
for that component.

REVIEW A PATIENT'S CRITICAL OR ABNORMAL RESULTS

For admitted patients, an icon appears next to the patient’s name in the Patient Lists activity for
any new results. These same icons appear in the Results activity.

@ Abnormal result

@ Critical result

VIEW A GRAPH OF RESULTS

Review discrete lab results in a graph. While reviewing a table in the Results activity, turn your
device horizontally.

Each result component appears on the graph in a unique colour. To help you match the line
colour to a particular result component, a key (legend) appears at the top of the graph.

You can choose a specific timeframe when viewing a graph:

1w: shows the most recent result and all the results a week prior for a given lab sample
1m: shows the most recent result and all the results a month prior for a given lab
sample

1y: shows the most recent result and all the results a year prior for a given lab sample
Fit: shows all the results in the chart for a given lab sample

FOCUS ON ONE TYPE OF RESULT

Tap the coloured circle on the left side of the screen that corresponds to that component's
colour. The line that represents that component appears brighter than the other lines. Slide your
finger up and down in order to choose the component you want to bring to the front of the graph.

FOCUS ON ONE RESULT VALUE

Each white data point on the graph represents a specific result value for a component. Tap and
hold near a data point to view more information about that value, including the actual result
value, the reference range, the result date, and the result time.

VIEW AND CREATE NOTES AND LETTERS

May 6, 2022
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In the patient’s chart, tap the B Notes activity at the bottom to see a list of encounter notes.
From the list, tap a note you want to review.

USE FILTERS TO NARROW DOWN THE LIST OF NOTES

To filter the notes you see in the activity, tap Filter (top right) and choose a filter category. For
example, you might filter by Note Type and show only Progress Notes. Tap Done to apply the
filters you've selected.

CREATE A NEW NOTE OR LETTER

To write a note or letter, open a patient’s chart and go to B Notes Entry activity (bottom). Note
that Progress Notes open by default.

If there are already notes, tap Df (top right) to start a new one. Note that Progress Notes open
by default.

Notes and letters you create are automatically associated with an encounter in the patient's
chart. The encounter associated with the note appears in grey below the patient header at the
top e.g. “ED to Hosp-Admission (Current)”.

Start entering text by tapping the keyboard icon or tap the microphone (bottom right) to dictate
with speech-to-text.

“Help" menu that
links to navigation,

personalization
assistance keyboard to start
free-texting

= - @)

Indicates the volume Tapto o to start fromt
you're speaking as N ap to s ront-
you dictate collapselhide the end dictation using
bar Dragon

Tap the

Depending on the location of where you are documenting your notes i.e. inpatient or outpatient,
you have the options to either Sign on Sign Visit, Sign or Pend the note.

Pend allows you to complete the note at a later time.
Attach an image to a note

To attach an image while you're writing a note, tap the camera icon (top right). After you take
the photo, you can tap Annotate to draw annotations on the image. Enter a Document Type
and description and tap Save to insert the image and return to your note. The image can be
viewed in the Media activity.

Change note type or date and time
1. While documenting a note, if you need to change the note type, tap .. (top right) to edit
details of the note.
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Tap Note Type and choose a type, such as Progress Note, H&P, Telephone Encounter,
or Letter.

Optionally change the Date of Service. You can change the date and time of encounter.
Tap Done.

You can tap the patient’s header/name at the top then tap P Jot (top centre)
from anywhere in a patient's chart to write quick, handwritten notes that appear
only to you. Jot notes appear the next time you log in to Hyperspace and aren't
part of the patient's chart.

It remains visible 30 days after either of the options below that is later:
a) The last view or edit
b) The encounter date

VIEW INFORMATION IN A PUSH NOTIFICATION

OPEN AN ACTIVITY FROM A PUSH NOTIFICATION

When you're already logged in to Haiku, you can open an activity directly from a notification.

Simply tap the notification to open the related activity. For example, a critical result notification
opens the related message in the In Basket activity.

Surgeons will get a push notification for the following:

when patient arrives in OR (triggered by In Room case tracking event)

when patient arrives in recovery (triggered by In Recovery case tracking event)

when patient arrives in POCU but is missing signed consent (triggered by In Pre-op case
tracking event)

REVIEW RECENT NOTIFICATIONS

1. Once logged in, tap ... More at the bottom right of the screen.
2. Tap Notifications to open the Notifications activity and review new notifications.

CHOOSE WHICH PUSH NOTIFICATIONS APPEAR

1. Inthe Notifications activity, tap = (top right corner).
2. To turn off a certain type of natification, tap a specific notification type then slide the

push natification to the left. For example, to turn off push notifications for staff messages,
tap Staff Message then slide the Push notification button to the left. When you turn off a
notification type, the notification still appears in the Notifications activity, but no alert or
banner appears when you receive the notification.

To turn off all push natifications, slide the button next to "Push naotifications” to the left.
This setting overrides any individual notification settings.

WRITE ORDERS
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To begin, open the patient’s chart then tap to open the Orders activity.

A list of active orders appears. In outpatient visits i.e. patients open from the Schedule, the list
only shows medication orders. If the patient is admitted or in the ED, it shows both medications
and procedures such as lab and imaging orders.

In the ED, if you use a Quick List (similar to Preference List but in ED), tap the list title to switch
between Active Orders and your Quick List.

You can place most outpatient and inpatient orders from Haiku, but note the
following:

o To view non-medication orders, you need to log into Hyperspace.
You can't manage your preference list from the app.

If you can't sign an order because details are missing, tap Pend or Save Work
and finish entering the order from a workstation.

WRITE NEW ORDERS

Once in the Orders activity, to enter an order in Haiku, search for an order or browse your
preference list by tapping =+ (top left).

You can also tap ) to reorder one of the patient's current orders.

1. Tap *+ (top left) then tap or search the orders you want and tap Done.
2. Toreview and sign, tap ® (top right). In the list of selected orders:

To print or call in a medication that can't be e-faxed, select the appropriate Class in
the order details. If you select a class of Phone In, you'll see a list of orders to call in
to the pharmacy after you sign. ~

To get a notification when results for an inpatient lab are ready, tap .* to the right of
the lab order.

To change pharmacies for a prescription, tap the pharmacy name at the bottom.

Optionally, to assaociate an order to a diagnosis to the order, tap *** (top right).

If you select the wrong order or change your mind, swipe left on an order and tap i |
Tap Sign (or Pend to sign later).

If you entered any call-in medications, a Call-In Medications window appears with a list
of orders to phone in.

S

DOCUMENT A PATIENT-REPORTED MEDICATION

1. Tap + to enter a new order.

2. Tap Add Patient-Reported.

3. Search for the medication you want to add.

4. Enter details as needed and tap Add then tap Done.
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CONTACT CARE TEAM MEMBERS

In the patient’s chart, tap % Care Team to see a list of providers and clinicians who work with
the patient.

CONTACT PREVIOUS CARE TEAM MEMBERS

1. Tap one of the listed phone numbers to place a call to the care team member directly
from your iPhone. You may need to expand the clinician’s name to see the phone
number. (The phone also appears if you are using an iPod touch, but the button is not
active.)

2. Tap the New chat button (if available) to open Secure Chat and send a message to a
care team member.

3. Tap the care team member’s address (if listed) to open a map showing that location.

@ Note that your phone number will appear on calls you make from your iPhone.
The application cannot mask your number.

CONDUCT A VIDEO VISIT

You can conduct scheduled video visits using the Telemed activity once in the patient’s chart.

CONNECT WITH PATIENTS

In the Schedule activity, a video camera icon appears next to the name of a patient who has
been scheduled for a Video Visit.

1. Open the patient's chart and tap ™ Telemed to open the Telemed activity (may need to
swipe left to view the Telemed activity).

2. Tojoin the call, tap Connect to Video to open the MS Teams app where you can
conduct the video visit.

While you're on a video call, the Telemed activity takes up the full screen. If you

navigate to a different activity, your video is paused and the patient sees your
initials in a circle instead of a video image until you return to the video visit.

MESSAGE COLLEAGUES WITH SECURE CHAT
You can send messages to another staff using the Secure Chat activity.
READ AND REPLY TO NEW MESSAGES
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When you receive a new Secure Chat message, you get a notification banner on your device.
Tap the notification to open the conversation and type your reply in the field at the bottom of the
screen.

REVIEW ALL CONVERSATIONS AND START NEW ONES

1. Once logged in, tap "% Secure Chat at the bottom to open the Secure Chat activity and
see a list of all your conversations.

The icons next to each message indicate who is participating in the conversation.
If a conversation is about a patient, that patient's name and, if they're admitted, their
location, appear above the message.

2. Tap D/ (top right) to start a new conversation.

SEE WHO HAS READ A MESSAGE

Tap a message bubble to see the full list of users who have read it.

CUSTOMIZE SECURE CHAT SETTINGS

Tap the G icon (top right) to do the following:

Change your availability status

Assign a person to receive your Secure Chat messages if you will be unavailable
Change notification settings
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GETTING STARTED

Welcome to Haiku, Epic's mobile app for Android smartphones.

ENROL YOUR DEVICE FOR UHN APP ACCESS

To gain access to UHN’s Epic environment on your mobile device, your device must be enrolled
with UHN'’s Mobile Device Management (MDM) with InTune. To check if your device is enrolled

already, simply look for the Company Portal app " on your device. Tap on the Company

Portal to sign in and find the Epic Haiku application in the list of your Featured Apps.

If your device is not already enrolled in UHN’s MDM, tap * to open the Google Play Store and
search the Apps section for "Company Portal". In the search results, select the Intune
Company Portal app in the search results, and tap to install.

Once the Company Portal has Installed, Sign In using your UHN email and
password.

@ Next, continue through the Company Portal set up screens which will prompt
you to allow device notifications and to confirm your identity using UHN’s
Multi-Factor Authentication (MFA).

The installer will then download the work profile which will allow you to
access UHN applications. Please follow the on-screen instructions to install
the work profile.

A work partition will be created on your device to separate your UHN applications from your
personal ones. Select Accept & Continue to set up your work profile.

Setting up your work profile...

3 v
Change the way you work " ’

Company Portal
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The next step in the profile installation will check that your device meets the security
requirements set by UHN. A device password must be set in order to be compliant. UHN does
not store this password and cannot reset it.

To complete Company Access Setup, you will now be prompted to choose the category for your
device. Please select “BYOD Haiku”:

Choose the best category for
this device

Categories

@® Default MOM
Kiosk Mode
Connexall Devices
MacOS ONLY

BYOD Halku

DONE

After choosing that category, the installer will do a final device setting update, and then you can
click Done.

Within 15 minutes, the Haiku icon #* will be shown on your Android screen (these may appear
in a ‘Work’ folder) and you will be able to tap and login using your Epic account.

If you have any difficulties installing the Company Portal, please contact the UHN Service Desk
(416-340-4800 x4357).

LOG IN

On your device, tap the app's icon and enter your user ID and password in the login fields. Tap
the label at the top of the login screen to connect to a different organization or instance.

o If you forget your Epic user ID or password, call the Help Desk.

@ Tap and hold an item on the screen to see a tooltip with more information on
patients, appointments, In Basket messages, and more.

WHAT IS AN ACTIVITY?

May 6, 2022
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Each activity supports a specific task, such as reviewing the chart or placing orders. You can
access the start up activities which are the icons at the top such as Status Board, Patient Lists,
etc. when you open Haiku, and you can access the chart activities from the springboard such as
Summary, Encounters, etc., which appear when you first open a patient’s chart.

LOG OUT

When you leave Haiku to go to your device home screen or switch to another app, Haiku
continues to run in the background. For security reasons, Haiku automatically logs you out after
20 minutes of inactivity. However, you can also log out yourself if you know you won't need to
use the app for a while.

To do so, tap H (the More menu button at the top right), and tap Logout. Note that you can't
see the More menu from within a patient's chart.

FIND YOUR PATIENTS

With Haiku, you are able to access your Schedule, Patient Lists, Status Board, and ED Track
Board (top of the screen) to open the patient’s chart.

@ Tap and hold an icon on the screen to see a tooltip with more information on
patients, appointments, In Basket messages, and more.

Schedule — outpatient and any patients scheduled for surgery or procedures are found
in the Schedule

Patient Lists — admitted patients are found in the Patient Lists

Status Board — surgical and procedural patients are found in the Status Board (can also
be found in the Schedule)

ED Track Board — patients in the emergency department (ED) are found in the ED

Track Board
ED Track Board is only visible when logged in as an ED staff.

FIND ADMITTED PATIENTS

Once logged in, tap B2 (2" icon from the left at the top) to open the default Patient List set up
in Hyperspace (it may be a system set up initially).

You can set a default list back in Hyperspace by clicking on the Patient Lists activity > right-
clicking the list e.g. “My Patients” > clicking Default List.

To open a different patient list, you can tap Change List (top right).

The following icons indicate that a patient has new information to review.

@ indicates new abnormal results.
May 6, 2022
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@ indicates new critical results.

% indicates an isolation or infection.
indicates new notes.

FIND CLINICAL APPOINTMENTS AND SURGICAL CASES

Tap &I (3@ icon from the left at the top) to open your Schedule. Select a date on the calendar
view to see your schedule for that day.

To see schedules for the department you're logged in at or to open other departments, tap the
E icon (at the top next to the Search for a patient search field).

The schedule shows each patient's age and sex, as well the appointment type. Appointments

are colour-coded using the same colours in Hyperspace. The rings that appear around the
appointment time indicate the appointment's time and length.

For example, a 15-minute appointment in the future appears like this:

o

Surgical cases appear like this: ==

FIND PATIENTS IN THE EMERGENCY DEPARTMENT

When you log in to Haiku as an ED provider, you can find patients in the ED from the Track
Board — first icon from the left at the top.

Below the Track Board icon are all the patients listed under a specific list such as the My
Patients and All Next to See lists. Tap the current list to see other lists such as the following:

My Patients shows patients assigned to you with acuity level (by colour), location, chief
complaint, lab and imaging status, and wait time. To see more details, such as which
labs were done, tap and hold a patient's name.

General Waiting list shows patients who are waiting to be seen and do not have a bed
assigned yet in ED.

All Next to See are patients who have been registered and are waiting to be seen by a
provider.

To see patients who are waiting and assign yourself to a patient:

1. Tap All Next to See or General Waiting at the top left.
2. Swipe left on a patient's name and tap Assign Me.

FIND OTHER PATIENTS

May 6, 202
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To find a patient who isn't on your Patient List or Schedule, tap the Search for a patient field at
the top, then enter a patient's name or MRN. Fields for sex or date of birth appear when you
start typing. The results appear with more patient details, such as address.

If you select a patient from a search, any documentation you do in Haiku is linked to the most
recent available encounter. If Haiku can't find a recent encounter for the patient, a new
encounter is created to store your documentation when you start entering orders or writing a
note.

WHAT ENCOUNTER AM | IN?

Unlike at a workstation, an encounter is automatically selected in Haiku if you select a patient
appointment from the schedule or select an admitted patient from a patient list. To help make
sure you're documenting in the encounter you expect, such as when writing a note for the
current admission, information about the encounter appears at the top of the activities menu in

the springboard (above the “Summary” activity) in a patient's chart. Expand the header to see
details.

MANAGE IN BASKET MESSAGES

To go to the In Basket activity, tap the ™ icon at the top once logged in. In the In Basket
activity, you can read and respond to many types of messages, including:

Staff Message

Results

Cosign - Clinic Orders

Rx Request

Pt Advice Request

Patient Call

Chart Completion (Cosign Notes and Caosign Orders only)

Some In Basket messages are not available in Haiku. A view of Workstation-Only messages
can be obtained by tapping on the “Unread Message Summary” at the bottom of the In Basket.
Only a list of messages will be shown. They are not viewable or actionable in Haiku and you
have to use a workstation and use Hyperspace to do so.

You can also send new Staff Messages and myUHN messages to patients and proxies by

tapping the o icon (bottom right corner) from In Basket. Go to W ork with staff messages topic
for more info.

The In Basket folder appears with the number of unread messages. The number appears in red
if any of the unread messages are high priority. If you don't have any unread messages, no
number appears. If you don't have any messages in that folder, the folder appears in grey.

PRIORITIZE MESSAGES
May 6, 2022
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The following icons appear next to messages in a folder to help you prioritize them:

4 | High priority
Low priority

® | Unread message

Pended message

A message is pended if you’ve opened it and taken an action but haven't marked the
message done yet.

(0| Overdue message

In Hyperspace, when sending a message, the sender can include an action, such as
"Call patient". The action can also be flagged with a due date and time. If that due
date and time has passed, the message appears as overdue in Hyperspace and the
app.

You are responsible for the message.

Messages with responsibility help recipients track whether someone has started
working on a task. Only the person who has responsibility for a message can mark it
as done.

If there are messages you prefer to address in Hyperspace using a workstation instead of your
mobile phone, you can swipe left on an In Basket message and tap Defer to Workstation to
remove the message from your mobile In Basket. Messages you defer still appear in your
Hyperspace In Basket, but are hidden from your mobile In Basket.

WORK WITH STAFF MESSAGES

1. To create a new Staff Message, from the In Basket activity, tap the o icon (bottom
right corner) then tap Compose Staff message.

2. Write your message and, optionally, tap H (top right corner) to add the following flags to
your message before sending it:

Call Me flags the recipient to call you.
Set Priority flags the message as high, routine, or low priority.

3. Tap = (top right) to send the message.

When you receive a Staff Message, tap K3 to reply or tap E2 to forward the message.

REVIEW PATIENT RESULTS
In the In Basket activity, tap the Results folder then tap a result message to view the results.
The following icons can appear next to Results messages:
May 6, 2022
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@ The patient has abnormal results.

@ The patient has critical results.

9 The green circle indicates that all the patient's orders have been resulted. A
number indicates the total number of resulted orders that you haven't yet
reviewed.

e Not all orders for this patient have been resulted. A number indicates the total
number of orders that have been resulted that you haven't yet reviewed.

Send a reminder to follow up on a result

If you see a result in a Results message that you want to investigate further, you can send
yourself a reminder to do so. The reminder is sent as a Patient Reminder message with the
original Results message attached to it. Note that you can only access the reminder message in
your Hyperspace In Basket.

1. In a Results message, tap the Edl icon (bottom left).

2. Enter any additional text you want to add in the Compose message field and tap == (top
right) to send the reminder to yourself.
Optionally tap the H icon at the top right corner then tap Set Priority to mark the
reminder message as High, Routine, or Low importance before sending.

Create and send a result note

1. In a Results message, tap the & icon (bottom left).

2. ldentify a recipient in the To field.

3. Tap the Compose Note field and enter a note for the result.

4. Optionally tap the following checkboxes below for the following options:

If you want to mark the note as Important, tap the Important checkbox
If you want to file your note as a separate note in the chart, tap the File to Chart
checkbox.

5. Tap = (top right) to send the note.

Forward the result to a recipient

1. In a Results message, tap the @»icon (bottom left).

2. ldentify a recipient in the To field and write your message in the Compose message
field.

3. Tap = (top right) to send the result to a recipient (top right).

May 6, 2022
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Mark the message as Done

Make sure to tap Done (bottom right corner) to remove the message from In Basket after
making the necessary actions.

REFILL PRESCRIPTIONS

1. Inan Rx Request (refill request) message, tap a pending medication to review the order
details. Tap the € Order Details (top left) to return to the message.

If you need to review the full chart, tap the patient's name.

2. Act on the request:

Tap Edit (bottom right) to selectively approve and refuse pending medications or edit
the order details. Tap # to edit the order details for a medication and when you are

finished tap Accept. Tap the v or X to approve or refuse the refill request,
respectively.
Tap Approve (bottom right corner next to “Edit”) to approve all pending medications.

3. Tap Sign (top right corner) to sign any approved or refused refill requests.

Note that medication Class defaults to “Normal”. If you wish the medication to be electronically
faxed (e-faxed), you must change the class option to “Fax.”

If you have addressed all the requests in the message, it is removed from your In Basket.

COSIGN CLINIC ORDERS

1. InaCosign - Clinic Orders message, tap an order to review the order details.

If you need to review the full chart, tap the patient's name.

2. Act on the request to complete the message and remove it from your In Basket:

Tap Sign to cosign the orders.

Tap Decline to decline and enter a reason for decline then tap Accept.

If there are multiple orders that require co-sign, tap Select to sign or decline
individual orders in a single message then click Accept. For declined orders, a
decline reason needs to be selected.

ADDRESS CHART COMPLETION TASKS
You can act on the following Chart Completion messages in Canto:

In a Co-sign Note message, tap Sign to either co-sign or attest the note.

May 6, 2022
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If you need to attest the note, a field appears to enter your part (your note) and you can

tap on the keyboard icon - % to free-text or tap the speech-to-text icon - @ to dictate
using Dragon.

"Help" menu that
links to navigation,
personalization Tap the

assistance keyboard to start
free-texting
EEER @
— EEEN
— ——
Indicates the volume
you're speaking as Tap to start front-
you dictate end dictation using
Dragon

In a Co-sign Order message for inpatient orders, tap Sign or Decline or tap Select to
choose which ones you want to sign if there are multiple orders to co-sign.

You can review other types of deficiencies but not act on them. To clear a message that you
can't complete right now, tap Defer to Workstation.

RESPOND TO PATIENT ADVICE REQUESTS

1. In aPt Advice Request message, tap View to see any attachments if there are any.

If you need to review the full chart, tap the patient's name.

2. Act on the request:

Tap @» to forward the message to another clinician.

Tap Called Patient to indicate that you have responded by calling the patient.
Tapping it will automatically remove the message from In Basket.

Note that to document the actual telephone call encounter, you need to log into to a
workstation to do so.

Tap H (top right) to see other options, like Defer to Workstation.

REVIEW PATIENT INFORMATION

REVIEW A SNAPSHOT OF MEDICAL INFORMATION

After opening a patient’s chart, tap o Summary to see an overview of the patient's current
medical information.

The Current Medications section shows all the patient's outpatient and hospital medications.
The following icons appear in this section:

" | Long-term medication

May 6, 2022
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Patient-reported medication

REVIEW PAST ENCOUNTERS

After opening a patient’s chart, tap 4 Encounters to review information about previous
encounters. Tap an encounter to review it.

REVIEW DOCUMENTS FROM OUTSIDE ORGANIZATIONS

Information such as encounters and results that have been requested from external
organizations appear throughout Canto once the request has been approved. The € icon
indicates information from another organization.

To see complete documents for encounters and results performed at other organizations, from a
patient's chart, tap @Care Everywhere.

Tap a file from the Summary Reports to review a patient's clinical summary.
Tap a file from the Document Reports to review a patient's clinical document.

Documents listed in black text are available to view, while documents listed in
grey text must be requested from Hyperspace before you can view them.

MARK INFORMATION AS REVIEWED

In the GSummary activity, tap Mark as Reviewed to record that you've reviewed the patient
information.

CAPTURE AND VIEW CLINICAL PHOTOS AND MEDIA

Any captured images and documented images in the chart such as annotated images can be
found in the Media activity when the patient chart is open.

CAPTURE CLINICAL IMAGES

In a patient's chart, tap [€] (top right corner).

Tap Take Clinical Image and use the camera on your device to take a picture.

Select a Document Type, such as Annotation, and enter a description.

Tap Save to save the media to the chart. You can review media captures in the Media
activity in Haiku or the Chart Review activity in Hyperspace.

PWONE

REVIEW CLINICAL IMAGES AND MEDIA
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1. Inthe patient's chart, tap Media to go to the Media activity.
2. Scroll through the list of media files or, to find a specific media file, search using
information such as:

Document type

The user who imported the file
Keywords from the image's description
The date the file was imported

3. Tap a photo or document to see a full-screen view, where you can zoom in and out or
pan around the image.

REVIEW RESULTS IN THE PATIENT’'S CHART

All discrete and non-discrete results can be viewed in the Results activity when the patient’s
chart is open.

REVIEW RESULTS

After opening the patient’s chart, tap Results to see a list of recent results for the patient.
Tap a result to see details.

For lab tests, a table of lab results appears. If there are several results of the same lab
test, swipe left to see the remaining results.

Tap Report (top right) to see the report view.

For imaging or ECG results, a narrative report appears.

@ After tapping on a result, tap and hold on the result to see the reference range
for that component.

REVIEW A PATIENT'S NEW OR ABNORMAL RESULTS

For admitted patients, an icon appears next to the patient’s name in the Patient Lists activity for
any new results. These same icons appear in the Results activity.

@ Abnormal result

7@ Critical result

VIEW A GRAPH OF RESULTS

Review discrete lab results in a graph. While reviewing a table in the Results activity, turn your
device horizontally.
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Each result component appears on the graph in a unique colour. To help you match the line
colour to a particular result component, a legend appears at the top of the graph.

You can choose a specific timeframe when viewing a graph or results:

1w: shows the most recent result and all the results a week prior for a given lab sample
1m: shows the most recent result and all the results a month prior for a given lab
sample

1y: shows the most recent result and all the results a year prior for a given lab sample
Fit: shows all the results in the chart for a given lab sample

FOCUS ON ONE TYPE OF RESULT

Tap the coloured circle on the left side of the screen that corresponds to that component's
colour. The line that represents that component appears brighter than the other lines. Slide your
finger up and down in order to choose the component you want to bring to the front of the graph.

FOCUS ON ONE RESULT VALUE

Each white data point on the graph represents a specific result value for a component. Tap and
hold near a data point to view more information about that value, including the actual result
value, the reference range, the result date, and the result time.

VIEW AND CREATE NOTES AND LETTERS

In the patient’s chart, tap ~ Notes to view and create notes and letters. The Notes activity
shows you all of a patient's encounter notes in one location.

From the list, tap a note you want to review. Tap € at the top left corner to return to the list.

USE FILTERS TO NARROW DOWN THE LIST OF NOTES

To filter the notes you see in the activity, tap B (top right) and choose a filter category. For
example, you might filter by Note Type and show only progress notes. Tap ¥ (top right) to apply

the filters you've selected. You can clear your filters by tapping B again and
clearing/unchecking the filters previously applied.

CREATE A NEW NOTE OR LETTER

Notes and letters you create are automatically associated with an encounter in the patient's
chart so you can find them later.

1. Inthe Notes activity, tap the icon at the top to create a new note or letter. Note that
Progress Notes open by default. The encounter associated with the note appears in a
grey banner beneath the patient header at the top.
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2. Enter text using the keyboard or tap the microphone button to use speech-to-text using

Dragon.
"Help" menu that
links to navigation,
personalization Tap the
assistance keyboard to start
free-texting
— EEEw
Indicates the volume
you're speaking as Tap t_o st_art fror]t-
you dictate end dictation using
Dragon

3. Tap Sign on Sign Visit at the top right or tap H (top right corner) to Sign, Pend, or
Discard your note, or to view and/or edit Note Info (see next topic below). You can edit
pended notes later from the Notes activity. Signed notes are filed to the chart.

(D) | You can't use Haiku to edit pended notes that were created in Hyperspace.

CHANGE NOTE TYPE OR DATE AND TIME

1. While documenting a note, if you need to change the note type from a Progress Note to
another note type, tap H (top right corner) to edit details of the note.

2. Tap Note Info and choose a Type, such as Progress Note, H&P, Telephone Encounter,
or Letter.

3. Optionally change the Date of Service. You can change the date and time of encounter.
Tap OK.

e

VIEW INFORMATION IN A PUSH NOTIFICATION

OPEN AN ACTIVITY FROM A PUSH NOTIFICATION

When you're already logged in to Haiku, you can open an activity directly from a push
notification.

Simply tap the notification that pops up to open the related activity. For example, a critical result
notification opens the related message in the In Basket activity.

Surgeons will get a push natification for the following:

when patient arrives in OR (triggered by In Room case tracking event)

when patient arrives in recovery (triggered by In Recovery case tracking event)

when patient arrives in POCU but is missing signed consent (triggered by In Pre-op case
tracking event)

REVIEW RECENT NOTIFICATIONS
May 6, 2022
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Once logged in, tap LY at the top to open the Notifications activity.

CHOOSE WHICH PUSH NOTIFICATIONS APPEAR

1. Inthe Notifications activity, tap ﬂ (top right) and tap Notification Settings.

2. To turn off a certain type of notification, select the specific type of notification then click
the slide button to turn it off. For example, to turn off push notifications for staff
messages, click Staff message then click the slide button next to "Staff messages".
When you turn off a notification type, the notification still appears in the Naotifications
activity, but no alert or banner appears when you receive the notification.

3. To turn off all push natifications, click the slide button next to "Push notifications" to turn
it off.

ORDER MEDICATIONS

To begin, open the patient’s chart then tap Medication.

Note that you can only order medications, not procedures such as chest x-ray or labs in Haiku
and you can only place orders for an outpatient patient. For admitted and ED patients, you need
to place the orders in Hyperspace.

o Note that you can't manage your preference list from the app.

REVIEW MEDICATION INFORMATION

In the Medication activity in outpatient settings (patients opened from Schedule), review any
current prescriptions or facility-administered medications.

Tap the Allergies information bar at the bottom to review patient's allergies.

Patient’s Current Meds can be viewed by clicking Summary from the springboard.

SEARCH FOR A MEDICATION

In the o Medication activity, tap LI to see your Haiku preference list. You can also search for
a medication that isn’t in your preference list. Medications included in Haiku and other
preference lists are elevated in the search results.

The following icons appear in the search results:

» Medications that the system has added to your preference list
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Medications you have added to your Haiku preference list

When a patient is admitted, L) disappears, and you cannot prescribe medications for the
patient.

o Use Hyperspace to manage your preference list.

WRITE A PRESCRIPTION

In the 0 Medication activity, tap L=J to search for a medication. Matching medications
on your preference list appear at the top of the search results.

Select a medication and tap each field to enter specific order information. When you are
finished filling out the medication details, tap Accept at the top right.

To print or call in an order that can't be e-faxed, select the appropriate Class in the
medication details. If you select a class of Phone In, you'll see a list of orders to call
in to the pharmacy after you sign. If you see any medication warnings, you can
bypass yellow alerts by tapping Override or Accept. You must go back and make
changes to address red alerts.

Once accepted, the Summary screen appears. If necessary, tap # to edit the pharmacy
listed at the bottom of the screen.

Tap Sign at the top right.

If required, confirm the Authorizing Provider and click Accept.

If required, authenticate with your password or fingerprint and tap Done.

If you entered a call-in medication, the Call-In Medication form appears. Call the
pharmacy and tap Done to indicate you have phoned the orders in.

CONTACT CARE TEAM MEMBERS

With the patient’s chart open, tap " Care Team to see other clinicians who work with the

CONTACT PREVIOUS CARE TEAM MEMBERS

Tap one of the listed phone numbers to place a call to the care team member directly
from your device. You may need to expand the person’s name to view the phone
number. Note that Haiku can't mask your phone number, so it will appear on calls you
make from your device.

Tap New chat (if available) to send the care team member a message via Secure Chat.

May 6, 2022
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Tap the care team member’s address (if listed) to open a map showing that location.

CONDUCT A VIDEO VISIT

You can conduct scheduled video visits using the oTeIem ed activity once in the patient’s
chart.

START A SCHEDULED VIDEO VISIT

1. In Haiku, go to your Schedule (clock icon at the top when you log in) and tap the
patient's video visit.

2. Gotothe Telemed activity to launch the video visit.

3. Click Connect to Video to open the MS Teams app where you can conduct the video
visit.

VIEW AND EDIT HISTORY & PHYSICAL (H&P) NOTE

Surgeons can write and review H&P interval notes while on the go by using Haiku. Without
needing to find a workstation and log in to Hyperspace to write and review their interval notes,
surgeons can complete their day-of surgery workflow more efficiently.

VIEW AND ADD AN H&P INTERVAL

In the patient’s chart, tap the = H&P Interval Note activity to view and/or edit previously written
note.

Tap and hold a listed H&P note to see more information about the note, such as when an
interval was added and whether it requires a cosign.

Tap a specific note from the list to see more detailed information, including all interval notes
linked to the initial note.

With the note open, tap the Add Interval button at the top right then write your interval note
then tap Sign at the top right when done.

MESSAGE COLLEAGUES WITH SECURE CHAT
You can send messages to another staff using the Secure Chat activity.

READ AND REPLY TO NEW MESSAGES

When you receive a new Secure Chat message, you get a notification on your device. Tap the
notification to open the conversation and type your reply in the field at the bottom of the screen.

REVIEW ALL CONVERSATIONS AND START NEW ONES
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1. Once logged in, tap * (top right icon) to open the Secure Chat activity and see a list of
all your conversations.

The icons next to each message indicate who is participating in the conversation.
If a conversation is about a patient, that patient's name and, if they're admitted, their
location, appear above the message.

2. Tap & (bottom right) to start a new conversation.

SEE WHO HAS READ A MESSAGE
Tap a message bubble to see the full list of users who have read it.

CUSTOMIZE SECURE CHAT SETTINGS

Tap the {3} icon (top right) to do the following:

Change your availability status
Assign a person to receive your Secure Chat messages if you will be unavailable

Change natification settings
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Q. How do | manage multiple emails?

A. Please visit the UHN Education page on the corporate intranet (link below) for detailed step by step instructions
on how to manage multiple emails.
https://intranet.remote.uhn.ca/cvpn/5ViJd4pwsS6F7xiY8BQGpA-
TD3EHsI0/sites/UHN/Education _at UHN/Learner%20Registration%20-
%20Managing%20Multiple%20Email%20Accounts%20%20v1.0.pdf

Q. Do | have access to WI-Fl at UHN?
A. Learners can use their tID to log in to UHN Corporate WI-Fl across UHN.

PAGER - STAT REQUESTS

Q. What are *911 or STAT requests heard in the overhead announcements?
A. STAT is a common medical term which means immediately.

Callers can make a request for a STAT page which includes an overhead announcement and the Operator will
process the call with the highest sense of urgency.

b

LOUNGES

Q. Are there Lounges at UHN?
A. Postgraduate Learner Lounges at UHN include:

TGH- GNU 122 - Ground Floor Norman Urquhart Wing, Room G-122 (badge access)
TWH - 8MCL 419 - 8th floor McLaughlin Pavilion, Room 8-419 (badge access)
PMH - 14th floor, Room 14-619 (badge access)
TRI-  University Campus: 4th floor, Room 4-131 (badge access)
Lyndhurst: Learner Lounge - TLC Room 206

For specific call room information, please contact your Education Site Lead/Director or Administrative
Coordinator.

SCENT FREE ENVIRONMENT

University Health Network (UHN) is committed to creating a safe and supportive workplace and care environment
for all its employees, physicians, students, contractors, patients, and visitors. Health concerns that have been
reported due to exposure to scented products include asthmatic reactions, breathing difficulties, upper respiratory
symptomes, skin irritation, headaches, light-headedness, nausea and weakness. As such, employees, medical staff,
volunteers, patients, visitors, students, and contractors are required to refrain from wearing or using scented
personal products while at UHN.
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Toronto General
Toronto Western
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SWITCHBOARD SERVICES

STAT REQUESTS

*911 or STAT — (Overhead Announcement Required)

Definition
STAT is a common medical term which means immediately.

Callers can make a request for a STAT page which includes an overhead announcement and the
Operator will process the call with the highest sense of urgency.

1. Intheidealsituation the request for the “STAT” page will be received on 5555 — STAT requests
may also be received on regular locating lines.

2. Confirm with the call that this is a STAT page request and an overhead announcement is
needed.

3. Note request and repeat call back directive to the caller. For example the request may include
a specific treatment area and/or extension. (Where possible include callers name and call
back local.)

4. Process the page adding *911 (numeric) or STAT (alpha-numeric) at the end of the call back
number.

5. Based on the caller’s direction, page to Locating and then transfer to the unit or page directly
to the caller.

6. Overhead announce the STAT request:

“STAT CALL FOR (PHYSICIAN) TO 14B”
(Repeat x3)

7. Within a four-minute window perform a call back to ensure the party has replied.
If there has been no reply, repeat the page and overhead announcement.

8. Logthe overhead page in Medicall under PA Logged Calls.

9. Refer any concerns to the on-call or site-Supervisor.

This material has been prepared solely for use at University Health Network (UHN). UHN accepts no responsibility for use of this
material by any person or organization not associated with UHN. No part of this document may be reproduced in any form for
publication without permission of UHN. A printed copy of this document may not reflect the current, electronic version on the UHN
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Scent Free.pdf

LOCKERS/BIKES/PARKING

Q. Can | get a locker at UHN?
A. Lockers are available at TGH and the TWH. Email medicaleducation@uhn.ca to inquire about availability.
Lockers might also be available in your program/department.

Q. Is there a secure area to lock my bike at UHN?

A. There are many outdoor racks surrounding each UHN site, as well as City of Toronto Post and Ring available.
Additionally, in-door and bike cage options are available at TGH and TWH. For further questions regarding
locations and deposit amounts, please contact: UHNcycling@uhn.ca or the Energy & Environment Department
at 416-340-4800 x 5130

Q. Is there a discounted parking at UHN?

A. Parking Value Cards are for residents on active rotations at UHN only. Email medicaleducation@uhn.ca to obtain
a Parking Authorization form. You must present the form from Medical Education to the parking office. A $50
refundable. Valid for parking at TGH and TWH only.

CONTACTING MEDICAL EDUCATION

Q. How can | get in touch with the Medical Education Office?
A. Medical Education at TGH
Phone: 416-340-4846
Address: Toronto General Hospital
200 Elizabeth Street, Eaton Wing, G-001
Toronto, ON M5G 2C4
Email:  MedicalEducation@uhn.ca

Medical Education at TWH

Phone: 416-603-5924

Address: Toronto Western Hospital, the MedWest Building
399 Bathurst Street, 3™ Floor West Wing, Room 438
Toronto, ON M5T 258

Email: MedicalEducation@uhn.ca
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Policy & Procedure Manual

Administrative: Scent-free Environment

Policy

University Health Network (UHN) is committed to creating a safe and supportive
workplace and care environment for all its employees, physicians, students, contractors,
patients, and visitors. Health concerns that have been reported due to exposure to
scented products include asthmatic reactions, breathing difficulties, upper respiratory
symptoms, skin irritation, headaches, light-headedness, nausea and weakness. As such,
employees, medical staff, volunteers, patients, visitors, students, and contractors are
required to refrain from wearing or using scented personal products while at UHN.

Note: Personal scented products may include:

shampoos and conditioners
hairsprays

deodorants

colognes and aftershaves
fragrances and perfumes

In addition, wherever possible, all products used for cleaning will be scent-free.

In cases of extreme sensitivity, UHN will endeavour to accommodate employees. The
employees requesting accommodation are to be referred to Health Services to review
the accommodation requests.

Departments and clinic areas will display appropriate information and signhage to
encourage staff, patients and visitors to refrain from wearing scented products.

Note: Contact UHN Safety Services for posters for department and clinic areas.

Any UHN staff member who notices the use of a scented personal product may, in a
manner that is polite and respectful, advise the person that is using the product that:

¢ UHN is a scent-free facility.

o There are staff and patients who may be allergic to scented personal products,
and ask the person to remove the scented product if possible, or refrain from
wearing the scented personal product in the future.

If a staff member is uncomfortable approaching the person, or where they have
concerns about the continued presence of the scented product, they may speak to their

This material has been prepared solely for use at University Health Network (UHN). UHN accepts no responsibility for use of this material by
any person or organization not associated with UHN. No part of this document may be reproduced in any form for publication without
permission of UHN. A printed copy of this document may not reflect the current, electronic version on the UHN Intranet.
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manager/delegate. If the manager is comfortable, they may speak with the person. If not,
the manager should contact People & Culture for advice and assistance.

Requests for Accommodation

Employee requests for accommodations will be managed by Health Services and
People & Culture, as required.

This material has been prepared solely for use at University Health Network (UHN). UHN accepts no responsibility for use of this material by
any person or organization not associated with UHN. No part of this document may be reproduced in any form for publication without
permission of UHN. A printed copy of this document may not reflect the current, electronic version on the UHN Intranet.
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