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#LetsGetDigital

This guide is designed to help you get the most out of the paperlite
system through quick reference guides for common tasks in

eRecord

Use this handy checklist to help you on your first day using the
CapMan:

[ ] Set up my views and preferences

[ ] How to request an Infectious clean (Rapid Response Team)

[ ] How to request a piece of equipment or patient escort

If you need any help with any of these take a look at the Paperlite
website http://paperlite or call the service desk on 21000.



How to access CapMan

The CapMan icon will be available on your desktop >

eRecord icon > Login > CapMgmt

Configuring views and favourites
Set your location — at the top of the screen, select the

Hospital icon. Pick your location from the list.

Eﬁmﬁmmﬂmﬁy Maragement EIE
File Personzliszstion Help

Bed Management | Dashboard Reset Perspective
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It is possible to view multiple locations by customising your
view. Next to the Hospital icon select ‘add to favourites’ -
the gold star with a green cross - and click Add Custom

Location Favourite.

.o Add Custem Locatien Favourite...,

Equipment:

| 3 Description Classification Type Crwnin



Name your favourite and select the locations you wish to

view.

Select ‘OK’
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To view this setting click on the first gold star (favourites)
and select your view.
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You may require one of the lists below but cannot see it

in CapMan.

¢ Transport List - list of Porter/Orderly jobs
¢ Equipment List - used to request equipment

¢ Domestic Services List - used to request Infectious
Cleans (rapid response)

Select Personalisation, click My Gadgets and ensure that
the relevant lists have a tick next to them.

| Personalization | Help
| Iy Gadgets ] Bed Board LI
Manage Backmark Gadgess Cussaclian Status List ;
I Manage Perspectives v Discharge List
tqupment Lt 7% W Transportiet) 2| ¥ Dormestic Senvices List
+  Equipment List
Klztrics I

Patiank List

Presdrit List

Transfer Lisk

Transporter Statuws List
¥  Transport List

| | Desciiption Gla

Once ticked these ‘tabs’ will appear as below.

ol Equipment List &3 ‘ﬁ Transport List| * Domestic Services List
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Filtering lists

All of the list columns can be filtered—helpful if you only

wish to view Porter requests or Infectious Cleans.

To create a customised list, Select the Blue and White
grid and click Add Custom List.

1| I

2 Mrimie

Filter/Sort Properties ~ peeeennns

Configure List Columns
Add Custom List
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Manage Custom Lists

You will be prompted to select a name for this list. Enter
your chosen name and click OK.

7 Add Custern Transpart List
Enter Dicplay Mame:

Or Cancel

Select the Blue and White grid (this is in the corner of
each list) and select Filter/Sort Properties.
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Cenfigure List Colurmns
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A green arrow will appear which indicates filtering is on.

i Equipment List 7% -___-e. Transport IJst'| + Domestic Services List

=) {i- Description w (Zlassification T.. = Cwning Localion w Zomm

It is possible to filter all lists to your own requirements.
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Infectious clean - Rapid Response

How to request an Infectious

clean (Rapid Response Team)

In the Domestic Services List view, click on the brush icon
and click Request Adhoc Clean.

(note: If you do not have this view it can be added by using
personalisation option - see guide ‘configure views and

favourites’)

& Bed Board @ Patient List & Domestic Services List &3

£ oM |
| = Request Adhoc Clean
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In Location, click on the ellipsis B to search for your
location

[senchy, | ' Recent Searches |
Lecation «<ernter text to s2arch> @EEE

a G—j Carefuvare Locations

» & Dental Hospital
= il Freeman Hospital =

» bl Great Merth Children's Hosgital

5 il Mewcastle General Hospital

» il Morthem Centre for Cancer Care

- a Rayal Vickzna Infirmary

PR

s Beresvement Office
o Birthing Suite
4 Elood sciences
4+ Board Reom culturs centre
e fiowsl cancer screening offices
4= Ereast assessment
o Breast screening
o Ereast Unit
o Catering
o CED's Office
e Chaplaincy offices
s Chisf Operating Officens office
o= Childrens devel oprenit centre
o Childrens Foundztion
o Clinical leaming centre
4 Clinical Research faclity
4= Clinical Risk & Gov
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Your location will now be populated in the Location box




In Priority, click the downward arrow and select the clean
required.

- _ -
Create Adhoc Domestic Servces Request

Location Clinics A-GMOP_ NVW [

Friority Custodiane  Scheduled Date and Time
iﬂad—h&ec&vedﬁ:}m ri 1 H 3010208 = 153444 - F_gl;"ll
Red - CPO we' burn, discharge, or tubes -

Red - Carmnpylobactor

Red - Chelera

Fed - Confirmed CD

Red - Confirmed CPE

Red - Diptheria

Fed - Dysentry

Red - EColiwith Type 5-7 stools

Red - History of COMff with e 5-T ctool

Fed - MDRO wif burn, discharge, ortubes | (o] | | Cancel ]
Red - MDRO with Type 5-7 stools

In Scheduled Date and Time a clean can be scheduled for a
time in the future.

Click on the hour:minutes:seconds and use the up/down

arrow to select desired time NB this time slot cannot be
guaranteed

Location Clinics A-G MOP NVW E]
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In the Adhoc Job Details box type the details of the
location, i.e. Clinic number and Room number.

This information will be relayed via the iPod to the Rapid
Response Team.

Adhoc lob Details

Clinic
Conzulting foom 3

[ ok || cance |

Click OK to request your clean

In the Domestic Services List you can monitor the status of
your clean.
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Your request will drop off the Domestic Services List when
it has been completed.
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Requesting equipment

How to Request Equipment

In the Equipment List view, click on Global Search (this is
located at the right of the screen)

(note: If you do not have this view it can be added by using
personalisation option—see guide ‘configuring views and
favourites’)

d Equipment List Eﬂh A ﬁ Transport Lisﬂ  Domestic Services Lirt] O ]

Equipment; - 'E Global Search

B Description : Classification Type Crwening Location Camment |

In Description, enter what you are looking for.

In Classification Type select the downward arrow and
highlight the equipment you require, click Search.

O, Global Sesrch Equipment Perometers skl
® For a patient Description

‘ Classification Type w
Helpfu escort select

Elanufacturer £l Equiprment Types
t t’ lenseNotLemsed B e
ranspor gased, gas Bd =
o L |
hModel Mumber Collections
C od
Sarial Nurnbar i

Equipment
Aszset Contral Number Medical Gas

Mlotes
Badge ID Specimens
Tasks

Clear [U Search I||M .Sc;.n;'s




Highlight the equipment you require. Ensure you select
the correct site, Freeman or RVI. Click on the menu icon

in the first column

& Equipment List i

Escort - *1-

@ 4F Descripion v ClassificalionT.. + Ownisglocalion = ¢
Bariatric Whe elchair Trangpon: RV Equigsmant Raorm
Eariatric Wheelchair Transport FH Equipmant Room
ENT Canl Transport R\ Equipment Raom
ENT Canl Trangport FH Equipmant Roam
Escort Transport R\ Equipment Room
=~ Escon Transpon: FH Equipmant Roarm et
Gerlalric Carl Transport EM Equipment Rogm c
Readiner Transpart R\ Equigment Raom w
Recliner Transpan: FH Equipment Roam
‘Wheelchair Transport FH Equipment Room E
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- —
-
Q
Select Transport then Request Adhoc Transport léﬂ
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Escon dE L o
&
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Bariatric Whealchair Transport RV Equipment Room
Banatric Wheelchair Transport FH Equipment Room
ENT Cart Transport RVl Equipment Room
ENT Canrt Transpodt FH Equipment Room
Escon Transport RV Equipmenl Roam
Lr=— T Knriaranat \_FHEguipment Room
4 Transport » o  Request Adhoc Transport RVI Equipment Room
Recliner Transpon RBVI Equipment Room
Recliner Transport FH Equipment Room
Wheelchair Transport FH Equipment Room

Whaelchair Transport R¥1 Equipment Room
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The current date and time is automatically populated.

(You can change the time by highlighting the

hour:minutes:seconds using the up arrow at the side of the
box)

The From box is automatically populated with the
selection you have chosen.

In the To box, click on the ellipsis [E to bring up Location
List and click on the required location.
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For Loan Library equipment continue to request by
telephone.



Click on your Site then ward / clinic and click OK

%  Your location will be in
Helpful Recent Searches once you
Tips have selected your site
and ward / clinic once
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Select the priority of the delivery in the Priority box and
type in any information you wish to communicate to the
porters in the Transport Details box. Click OK.
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An available Porter will receive details of the job
electronically via an iPod.

Status update can be found on the ‘Transport List’ tab.
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Need more support?

For more information and additional support go to
the Paperlite website https:/Ipaperlite where you
will find:

o Video Guides
. Quick Reference Guides

. Additional Training Sessions

Remember if you need help, our service desk Is
available 24/7, Call us on 21000

The lrony of a paper guide for a paperlite EPR is not lost on us ;-) but we think
this small piece of paper is worth it to help you get the most out of the system

_Healthcare at its best
with people at our heart




