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Cosigning Student Documentation

Reviewing and signing documentation performed by students

Students have the ability to document in Flowsheets and write notes on the patient. A cosignature is required for
student documentation by their preceptor. The documentation requiring cosign can be accessed by navigating to the

activity, using Summary reports or by using icons in Patient List columns.

[ Cosign Notes
1. Open the Notes activity for the patient.
2. Be sure the All Notes tab is selected so you can see all the notes.

3. Sort on the Status column to see a Cosign Needed status and the EM icon.
If you hover your mouse over the icon you can see more information about the cosignature needed.

[ ]
Notes

k) & By x v & L4 b3 ] O = @ ]
New Note Edit Copy Cosign  Aftest Filter LoadAll Show My Notes Show Notes by Time Mark  Route

All Notes | Progress | Consults | Procedures | H&P| Discharge | Emergency | Plan of Care | Periop Events Med Students | Interdisciplinary | Nursing
1 of 1 note displayed. More to load.
Author Name Author Type Semice
Nutrition |p Student
Load all notes

Status Cosigner Type
[ Progress Notes
Cosign required - my responsibility

Cosign Needed L

i
4. Click once on the note needing cosignature to highlight the note.

5. Click the Cosign button.

Notes
& Z e b 4 g v & | |
Mew Note Edit Copy ftest Filter Show My Motes  Show Motes by

All Notes Progress | Consults | Procedures H&P Discharge | Emergency @ Plan of Care | Periop Events Med

1 of 1 note displayed. All loaded. P —
- Author Type Senvice Status

Cosigner

Mutrition |p Student

6. Click Cosign to accept the question “Are you sure you want to cosign the selected note?”

sign Note

Are you sure you want to cosign the selected note?

Cancel |

Once the note is signed, the Cosign button greys out and a status of Signed appears.

]
Notes
® B X v ¢ 4 % O O 4 @
Filter Show My Notes Show Notes by Time M4

New Note Addendum Copy
All Notes Progress | Consults Procedures H&P| Discharge | Emergency Plan of Care | Periop  Ewents| Med Students | Interdisciplinary

1 of 1 note displayed. All loaded.
Author Name Author Type Senvice
Nutrition Signed

Status Cosigner Type
Registered Bmc Progress Moty

Nutrition Ip Student

Nutrition Ip Student Signed Nutrition
hello

Cosigned by:

Registered Bmc Dietician, RD at 8/19/2015 11:15 AM)
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7. You can also access notes which requires a cosignature from your My List. You will need to follow the steps
below to add the column to your My List.

Patient Lists
B - +H & ] B a B [ ] S [ 1] = kS
Edit List Copy Work List Patient Report
My Lists 4 |Amanda's list - All My Patients (1 Patient) Last refreshed: 1050 &
BB Amanda's list Code | STAT Flowsh it Admit  SH
31 All My Patients Room/Be Status |Med  onackn Overdue ool Cosign Req  Req  Orders Un
Patiet Nare ~ Ageisee S50 Med T ioas Raauret o S el
[ Shared Patient Lists & rders osign I} Notes | poc oc (Hrs) 9
Aarbonnet, Molly TRNIP  32y.o0./ Noton
MedA F file
Pool &% =4 ¥ o @
Room
02/8

2 Cosign Flowsheets and MAR documentation

1. Open the Summary activity.
2. Open the Cosign report (You may add this to your list of reports).

Summary e |RESIZE
4 Overview Hand Off Report Plan of Care Current Meds More v (Repnr‘t' Cosign );y 2]
All Flowsheet Data Needing Cosign - Cusi_gn All ;l

The report opens and the flowsheet and MAR documentation can be cosigned individually, by group or all at
once.

Summary T Resie ®

7 | 48 | @ overview [ Hana o Report [ Pran of Care [ Current Meds  More Repont: | Cosign R B
Cosign all 3

All Flowsheet Data Needing Cosign
Show links for individual values

Cosign Requestor: Elizabeth Lamme Cosign

Cosign group

Complex Assessment

Neurological .I
HEENT

Cosign WOL

Respiratory
Respiratory

DL) Cosign x

Cosign Irreqular.Lab-
ored

Cosign Absant
45 Cosign Diminished.
y
wheezes
HEENT Interventions
HEE Cosign Ear imigation

with Cosign [Cosign all administrations]

Elizabeth Lamme (Cosign all from this user)

ceFAZolin (ANCEF) injection 1 g

[Cosign all for this order)
5. Adiive

Fout Site Tim

Given 19

Inframuscular  Right Deltoid 1019150902 Maurice Foley, RN [Casign]

4. Cosign the appropriate documentation.

You can also access flowsheet documentation which requires a cosignature from your My List. Double-
clicking on the icon will direct you to the Summary activity where you can choose the Cosign report and
cosign the documentation. You will need to follow the steps below to add the column to your My List.

Orders | Meds
{51 Shared Patient Lists Text  Orders

Patient Lists
B = L] B -] [ L] &
Edit List Add Patient Work List Patient Report Properties
My Lists < | Amanda’s list (1 Patient) —— Lastrefreshed: 1036 [&] [se
85 Amanda's list Code [STAT ||\ | overad Flowshest Bhft  Admit |S/H
5 Allby Patients PP RoomBet e, |Status | Med Requires Req Req  Orders Unit orf

Cosign  Poc  Doc (4 Collec

Hrs)
Aarbonnet, Molly TRNIP  32yo / HNoton
Med A F file
Poal & Qo @
Room
02/8
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Q) Ad

d columns to your My List to access documentation requiring cosign

If you do not see columns in your My List for documentation requiring cosign, follow these steps to add

columns:

1. Right

-click the My List you want to modify or click Edit List and choose Properties.

Patient Lists

Create My List

Remaove

2. Toadd a new column to your My List, select the column from the list of Available Columns and click Add.

To remove a column you no longer want to appear in your My List, select the column from the list of
Selected Columns and click Remove.

To rearrange the order in which the columns appear within your My List, click the column you want to
move and click the Up or Down arrow.

A preview of the column headers appears at the bottom of the window.

3. Click Accept.

General | Adyanced General | Advanced

Name Nutrition My List Name: Nutrition My List

Owner. POULCOIN, JOHN [TRN73200] Owner POULCOIN, JOHN [TRN73200]

Available Columns ] Selected Columns Avilable Columns ] Selected Columns

Allergies Room/Bed Discharge Date Room/Bed

Assigned Case Manager/Coordin... Patient Name Drug-Food Interaction Patient Name

Assigned Home Care Coordinator Age/Sex b Date Age/Sex

Assigned Social Worker » MRN " D » MRN

Attendin oo Admission Date - R Add Admission Date a

M = IP Wound Staging Hrs in Obs = IP Wound Staging

cicl Nutrition Patient Risk Infection Nutrition Patient Risk

Creatinine 4 NTN Follow-Up Date - Isolation NTN Follow-Up Date —

Diagnoses Remove NTN Date Last Seen Last A1C Date e NTN Date Last Seen

Diet Orders and Comments with .. Exp Disch Date/Time Last A1C Value Exp Disch Date/Time

Discharge Date - Last Date Seen hd

‘I I N Copy. < | )y Copy.

Description Description

{This column displays an icon if any notes in the patient's chart need to be cosigned = {This column displays an icon f the patient has flowsheet data needing a cosign. =
Accept Cancel Accept Cancel

Suggested columns for cosignatures include:

e Cosign notes
e Flowsheet Requires Cosign
e Flowsheet Requires My Cosign
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Clinical Documentation| Nursing & Ancillary Students _':_,D:&" TI PS g TRICKS
Assigning a Preceptor

Enter the Default cosigner during log in

Nursing & Ancillary students will be prompted to enter a preceptor when they log in.

2 Check It Out

1. Log into hyperspace.

2. At the Default cosigner field enter the name of the preceptor you will be working with.

Qefault cosigner: BAIRD_snaron (scos=s NS

3. If you need to change your preceptor during your shift.
a. Click on the EPIC button.
b. Click Change Context.
c. Click more on the Change Login Information window with the department field.
d. Update the Default cosigner.
¢ You can use the magnifying glass to search for the appropriate preceptor.
e. Click OK.

s rf'ﬂumt Manager [Z]OR Schedule & Intranet [ Charge Router Reconciliation Report {5 Patient Station » @ v SPrint ~ BlogOut -
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Y

4. On the MAR you can see the cosigner listed in the administration window.

* You can add additional cosigners as appropriate.

MAR ? Resize ¥
B B L] R, a3 L 2] [
Report RxMessages Legend
Documented By: NURSE, STUDENT JHH Schedule Date/Time: 04/28/16 1044 | Document for Another User |
3 acetaminophen (TYLENOL) tablet 1,000 mg : Dose 1,000 mg : Oral : Every 4 hours PRN : mild pain (1-3) R,
& Show Flowsheet Action: Date: Time:  Comment:
Frequency Every 4 hours PRN Given - 4i28/2016 1044 Enter Comment
Route Oral Route: Site:
Order Dose: 1,000 mg Oral
Admin Amount: 2 tablet (2 x 500 ma tablet)
Admin Instructions: Dose:
** CAUTION - Maximum acetaminaphen dose not 1,000 mg

to exceed 4000 mg/24 hours from ALL sources **

Request Cosign by:

| Recent Actions \ Next Actions
BAIRD, SHARON

04/08 | 04/08 | 04108
1016 | 1020 | 1025

0

acetaminophen (TYLENOL) tablet 1,000 mg was last
administered at 1025 4/8/2016

1st Dose Disp Adult Inpatient Pharmacy

Location

Priority Routine

Order Start Time:  04/08/16 at 1015

Disp Location Adult Inpatient Pharmacy s
PRN Reasons mild pain (1-3)

References Micromedex

acetaminophen: 0 mg administered out of the max

4,000 mg in the 1ast 24 hours as LI

Points to Note

e The cosign request is automatically generated from the MAR, flowsheets, and notes (no additional steps are
needed)
Flowsheets
3
(= o e oF m?
File Add Rows Add LDA Add Col Ing
Vital Signs/Pain = VS Complex
Mode:  Accordion | Expanded |
Date
Fall Time
Activity/Setting Prior to Fal
B Adtthree, Test - New Note by STUDENT, NURSE
IV:EBProgress Mo S| Service: Medical ICU
¥ Cosign Requireg
= | B ah& L9 s g (iInsert SmartText 4 = E, E
e The student type that entered the note will be displayed in the author type column.
Notes
B & LE] x v ] ] & Q@ 4 & = o
NewNote  Edit Copy  Delete Filter  Lc Show My Notes Show Notes by . MylastNote TimeMark Route Refresh Legend Search Bookmark Note Editor Setting
All Notes | Progress | Consults| Procedures H&P | Discharge | Emergency = Plan of Care | Periop Events Med Students | Interdisciplinary | Nursing | Notes Incomplete
1 0f 1 note displayed. More to load.
Time Mark the patient to be notified of new updates. Time Mark
Author Nam Author Type Cosigner
Student Jh Nursing student y gn Neede: 10 10:49 AM
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General | Multiple Job Roles

Logging In to Epic for Users with Multiple Job Roles
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In Epic, users with multiple job functions have more than one job role in the system. When you log into Hyperspace,

gz/glgél‘r;%rlm;o Epic for Users with Multiple Job Roles & s oS Epic Training
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it is essential to select the correct job in order to see the tools and functionality that will be most helpful to you.
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Job: [Outpatient Nurse [T2103000]
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1. Enter your user ID and password into the appropriate fields and click the Log In button.

Logging In to Epic for Users with Multiple Job Roles
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*  The Job selection screen will display with the last selected job role filled in by default.
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2. Click the magnifying glass to the right of the field to view and select from a list of available job roles.

Logging In to Epic for Users with Multiple Job Roles
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* Please note that the list of job roles is restricted to show only the jobs for which you have the correct
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Epic Traini
06/14/2017 &JOH,NSHORKINS pic Training

© 2017 Epic Systems Corporation. Confidential.



security to perform.
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3. (Click to select the appropriate job role and then click the Accept button.

Logging In to Epic for Users with Multiple Job Roles
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&4 Ttem Select _m

Search:‘l ‘ o

1D Name

13041102 CU/Sto ch J
T2103000 Outpatient Nurse

Job: [IP/ICU/Stork/Psych JHH/BMC Nurse Manager [T3041102]] £

2 items loaded.
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4. The job selection screen displays again. Click OK if your job selection is correct.
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*  The Department selection screen will display with the last selected department filled in by default.
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Department: JHOC INTERNAL MEDICINE [110106469]

Cancel
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5. Press Enter or click OK to select the department that is displayed.

Logging In to Epic for Users with Multiple Job Roles
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* To change the department, click the magnifying glass to view a list of options to select from, or press the

Logging In to Epic for Users with Multiple Job Roles
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Backspace key to clear the field and search for a different department by typing the department name.
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Logging In to Epic for Users with Multiple Job Roles
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[2 Changing Job Roles While Logged in to Hyperspace
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Switching job roles can be done without logging out of Hyperspace.

Logging In to Epic for Users with Multiple Job Roles
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1. To swich job roles, click the Epic button and select Change Job from the menu that appears.
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* A pop up window warns that all current activities will be closed.
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2. Click Change Job to be returned to the Job selection screen and repeat the instructions above to select
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another role.
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Recent

3] Change Context...

FPatient Care
Radiology
Surgery
HIM
Hospital Billing
Referrals

& Swap
Schedule
Tools
Personalize
External Apps
Help

3| Change Context...

Change Jo
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Log Out to Change Job

] All of your current activities will be closed.

You will be returned to the Job selection prompt.

Change Job Cancel
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*  When logged into Hyperspace, the login department can be changed by selecting Change Context from
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the Epic button. Change Context appears right above the Change Job selection used to change job roles.

gz/glgzl‘r;g(;T;o Epic for Users with Multiple Job Roles @jOkLNS - Epic Training

© 2017 Epic Systems Corporation. Confidential.



* Click the pin icon to keep recent activities at the top of the Epic button menu.
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== 1Change Job... ¥
3 2Change Context.. *

Recent

-'5 Change Job...
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