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Magda Wernovsky (magdaw@upenn.edu) - Mar 28, 2022, 12:26 PM EDT

Other Penn Chart Trainings

Basic PennChart training will grant you read only access, to be able to do other things like scan in
documents, make schedule changes, write to charts, you will need to complete additional trainings. After
completing these trainings you must request the permission and provide your certificate of completion.

Scanning in documents (consent forms) - Penn Chart Registration and Media Manager Scanning
module COURSE HS.20002.ITEM.VERSIONG

Magda Wernovsky (magdaw@upenn.edu) - Mar 28, 2022, 12:22 PM EDT

EPIC Scheduling

How To Create Control Subject IDs, Pend MRI Order, and Associate Subject. to Research

1. Log into EPIC and click the Chart Review tab
2. Input name and DOB and sex of control you are trying to create - Hit Find Patient
3. The patient should come out as "A matching patient was not found"
4. You will then see the New tab next to the "Find Patient" tab become selectable
5. Click the New tab to create a new MRN for the control patient
1. A blank EPIC chart will pop up where you can now fill out Demographics, Meds etc. You will also see an
MRN created for them under their name icon
6. Now that the patient has an MRN. You can now pend an MRI order to schedule their MRI and associate them to
research.
7. Click on the double right arrows ">>" on the top right corner of the EPIC page. (This should be directly above your
name, 4 icons over from where you log out)
8. When you click the double arrow icon, a drop down menu should appear listing "Telephone Call, Encounters, etc.".
1. Toggle over the Encounters tab. Another drop down menu should appear listing "Telephone Call, Orders
Only, etc.".
2. Scroll to the bottom of that drop down tab and click Encounter on the bottom.
3. A Patient Look Up page will pop up. Double click the name of the patient pre-selected at the bottom. If the
patient's name is not present, you can type it in as well.
9. An "Encounter Selection" tab will pop up where you need to specify the type of encounter you are setting up for the
patient. Click New , as you are starting a new encounter.
10. A "New Encounter" tab will pop up listing "Date, Type, Provider and Department"
1. For encounter Type, type in Research. The option to select Research (Non-Chargeable) should auto-
populate. Double click that option.
2. For Provider, list the name of the PI.
3. For Department , select NEUROLOGY SOUTH PAVILION
11. A new page will come up showing the "Date, Visit with (Provider name) for Research (Non-Chargeable)"
12. On the bottom left corner in green, you will see an ADD ORDER tab. Click this.
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2. Thsdah milkpow say “Search for New Orders”

3. A new page will pop up with several types of MRI’s. You will select the first option, MR Head WI IV
Contrast (aka MRI) px code IMGMRO0061. Double click that.
13. A new page will open up that looks similar to MRI screening form.
1. The 6" option on that page should say Responsible Party Account Type. MAKE SURE TO UNCHECK
“PERSONAL/FAMILY” Or the control participant will be sent a VERY large MRI bill.
2. You can enter in the Date and Time of the MRI that you are scheduling so the Radiology Department
schedules the correct appointment time.
3. If helpful, you can also write out the order in the comments (ie: MRI of head w/o contrast scheduled for
DATE, TIME, on HUP6 FNDBAMR?2).
4. For CC Recipient, you can enter in the PI.
. Leave “Release to Patient” and “Phase of Care” sections blank.

al

6. In Modifiers section:
1. type in “RES” The “RADIOLOGY RESEARCH SERVICE CENTER” option should auto-
populate. (Description: Radiology Service Center Research Account). Double click this.
2. Type in “265” The “RESEARCH, NO SCHEDULING TICKET” option should auto-
populate. (Description: Research, No scheduling ticket for Radiology). Double click this.
3. Type in “BSA”  The “BILL TO STUDY, NO PRIOR AUTH?” option should auto-populate.
(Description: Bill to Research Study, No Prior Authorization). Double click this.
7. In Reason For Exam section, type in “Research”. The option Research Indication should auto-populate.
Double click this.
8. Click the Accept tab with the green check mark on the bottom right of the page. This page should go away
and take you have to the main visit page of (Date, Visit with Provider for Research).
9. On Left hand side (under the date) where it shows the list of tab options. Scroll to the tab that says Chief
Complaint tab. Click that.
1. The Chief Complaint tab that is highlighted in green will have a little pencil icon to the right
of it so you can edit the complaint. Click that.
2. For the chief complain, type in Research. The option RESEARCH VISIT should auto-
populate. Click that.
3. Click the Close tab with the green check mark below.
10. On the same tabs list, scroll to the bottom where you will see the Follow up tab. Click that.
1. Scroll down to the “Send Chart Upon Closing” section where you can “Enter Recipients”.
2. Enter the name of the PI.
3. Click the Close button below with the green check mark.
11. On the lower right corner, you should see the PEND ORDERS tab with a red exclamation point. Click
this tab to open it up.
1. The top left corner of the tab will show a blue and orange interlocked ring that says Dx
Association. Click this.
2. A new tab will pop up that says Associate Diagnesis and the MR Head wo IV Contrast option
will be unselected on the bottom. In the “Search for diagnosis” tab. Type in Research.
3. The first option on the list that appears will say Research Exam (ID 438610). Double click
this
4. The page will close out back to the Associate Diagnosis page. A new “Research Exam”
diagnosis with an unchecked diamond will be above the imaging you ordered. Click on the
diamond to select it, then click on the MR Head wo IV contrast.
5. The MRI is now associated to a Research Exam “diagnosis”
6. Click Accept at the bottom of that page with the green check mark.
12. The Red exclamation point should no longer be on the “Pend Order” tab.
13. You can now Pend the MRI order.
14. Go up to the top of the screen next to the Chart Review tab and click Research Studies
1. The Patient Look Up tab will pop up.
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2. Your patient should be auto populated on the bottom of the search screen. Double click them.
3. A Research Studies page will come up.
1. Type in the name of your IRB protocol (this should auto-populate so you can
associate the patient to that specific research study. If it does not auto-populate,
then the study protocol is not in EPIC)
2. If the study auto-populates. Click it.
3. You can now associate the patient, to the research protocol and close out this tab

15. You are finished!

Magda Wernovsky (magdaw@upenn.edu) - Mar 28, 2022, 12:23 PM EDT

PennChart Training

PennChart is the name of UPHS's electronic health/medical record (EHR/EMR), provided by the vendor EPIC.

In order to access PennChart, you must first have an active UPHS Network Account. If you do not have one, please first
follow the steps under the Accounts & Networks/UPHS Account instructions. The Department of Neurology is no longer
able to grant a new UPHS Network Account and PennChart access within one request form.

While the PennChart training is administered through the University of Pennsylvania's Knowledgelink, a website that is
accessible from any network and under Pennkey SSO, in order to receive credit for the course within the UPHS
Network system, you must enter an active UPHS Account Username on the last page. This is also why the training
must be completed on a the UPHS network. The last page is linked to the UPHS's Active Directory (AD) via the UPHS
Network. You must have an active network connection and already be listed in the Active Directory account in order to
be given credit for your training. If you fail to do either of these steps, you will have to re-take the training course.

Taking the PennChart training

WARNING: You MUST have an active UPHS Network Account before completing the PennChart training AND complete
the training from a computer on the UPHS network.

1. Log into the CNT UPHS computer workstation located in the kitchen of 301 Hayden hall using your UPHS
Account username and password
2. Open up a web browser and go to http://knowledgelink.upenn.edu/ and login using your Pennkey and
password
3. On the bottom right hand section of your home screen, under Find Learning, search for "pennchart” and
click Go
1. Keep the search criteria broad by using lower case
2. Do not choose one of the populated search terms



http://knowledgelink.upenn.edu/
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PennChart View Only Tutorial for EUS Staff
PennChart Clinical View Only

PennChart- CCH ED Class for Respiratory Therapy
PennChart- CCH Class for RN 100 and 200
Radiology Technologist Tutorial in SECTRA PACS v2

! Provider Post-Education eLearning

PennChart: Schedpgistration View Only
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Browse all courses >

1. Locate the course PennChart Clinical View Only (COURSE HS.20001.ITEM.ISEPCVIEWONLY)
1. Click "More"

PennChart Clinical View Only
(COURSE HS.20001.ITEM.ISEPCVIEWONLY)

Start Course 4 More

2. In the top right of the expanded section, choose "Assign to me" or "Start Course," if you wish to
begin the training immediately. While you will be able to assign the course to yourself on any
network or computer, you must complete the course from a computer on the UPSH Network (i.e.
CNT UPSH computer workstation).
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PennChart View Only Tutorial for EUS ... PennChart Clinical View Only

(COURSE HS.20001.ITEM.PCVIEWWONLYE. (COURSE HS.20001.ITEM.ISEPCVIEWONLY)
Start Course + More Start Course T Less

PennChart Clinical View Only

Preview Details

PennChart: Schedgistration View Only PennChart Curriculum - Hospital Billin

(COURSE HS 20001 ITEM VIEWONLYEST)
0.00 USD

Start Course 4 More Self Assign Curriculum

This tutorial provides a View only intreduction to PennChart, for Ambulatory, ED/Trauma, Inpatient, and OR, intended for audiences with read-only access to PennChart.

NOTE: You MUST be connected to the UPHS Network to successfully complete this tutorial. Link to Remote Access Portal: htp://www.uphs.upenn.edu/network/

Have Questions? Contact IS Education via the webform: IS Education support form

e
Online Course

3.

+ More
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PennChart- CCH ED Class for Respirat...
(COURSE HS.11000.ITEM.PCEDRT)

Assign to Me 4 More

Start Course
Assign to Me
Assign to Others

4. On the last page of the training, you will be prompted to type your UPHS username into a field.
Your information should autopopulate from your UPSH Active Directory Listing. If your
information does not autopopulate, you may A) not have an active UPHS account or B) not be on
the UPHS network. If your information does not autopopulate, you will need to retake the training
once the issues with your account access has been completed.
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