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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
CapMan:

[ ] Set up my views and preferences

[ ] How to transfer an inpatient from one ward to another
[ ] Theatre Patient—Theatre ready attribute

[ ] How to request a porter for the movement of inpatients

[ ] How to reserve a bed for an elective patient

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 through the Trust
Intranet > eRecord > Login > CapMgmt and through
PowerChart

Configuring your views and favourites

Set your location — at the top of the screen, select the

Hospital icon. Pick your ward or location from the list.

It is possible to view multiple bed boards by customising
your view. Next to the Hospital icon (step one) select ‘add
location favourite’, name your favourite and select the

wards you wish to see. Select ‘OK’

'w | Dashboard | [EEF=== —
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Click the first gold star, and select your favourite from

the list using the name you gave it in the previous steps.

d View | Dashboard |

O] =

'reAdmit List | & Transfer

The Bed Board now shows your two wards set as

favourites.
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Setting and filtering lists — jobs, tasks and activities in
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CapMan are controlled and tracked by using lists.

Transfer List : patients waiting to be moved to

another location, and patients on TCl list.




. Transport List: list of Porter/Orderly jobs

. Equipment List: used to request equipment
. Pre-admit List : non-elective patients
. Patient List: list of all admitted patients.

If you require one of these lists, follow the steps below:

Select ‘Personalisation’ at the top left of the screen.

Select ‘My Gadgets’ and ensure

that the relevant lists have a

tick next to them.

Filtering lists — This is helpful

Current LoEation Statu....
2l Filter/Sort Properties

o
—
2] Configure List Columns
S

if you only wish to see
patients who are in your
=8 Add Custom List

ward, or porter requests for R T

your area.

Select the Blue and White grid icon (this is in the corner of

each list) and then select Filter/Sort Properties.
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A green arrow will appear in one of the top columns to

show that filtering is set:
 Lichalserhicutadl
urrent Location

Click the column that you want to filter

w Transport(Last. w

In the pop-up box, select change the settings to show what
you wish to see. It is possible to have multiple lists with
different filters.

Locate the list you wish to filter click on the Blue and White
grid icon, ‘Add Custom List" and name this

‘yourlocationname-in’ (e.g., Radiology-in).

i@  Current Location Statu...
“y Filter/Sort Properties

=] Configure List Columns

I_ Add Custom List !
1

E Wanage Customn L
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Once you are happy with your views and configuration,

save it by clicking on the icon below.
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eset Perspective [ 2 4 minutes ;
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Transfer patient between wards

In CapMan select the patient to be transferred in the
Patient List view.

Click on the arrow in the first column.

& Bed Board | § PatientList 57

EEd FHHCMBR, FUZMH

—&Current Location Status (Bed) Name Age

> ENCHO02-801,02 Occupied  FHHCMBR, FUZMH 4 months
ENCH02-801, 03 JOCUpIEEY ZCKKEHHA, FHYSE 6 months ¢
GNCHO02-801, 04 Occupied  FRNEZ, TMNFAEF 12 months
GNCH02-801, 05 — GDETESTCYCLE? SC10JR 9 years

Limiies mas - - — ey e e — -

Click on Transfer, then click Transfer Patient.

LIVLIVE-DV |, U4 PESRPIEEI T TVNEL, | MINCADE
- E ] Occupied FHHC FUZMH
Lo [P Launch Powerchart """““-‘"'"“""‘E!"""‘ 1818 ('::.%HF KN
& PM Conversation * | |Occipied GDETESTCYCLES, SC18JR
‘@ Modify Patient Attributes 1Occupied™™ PSHOSKBCK, TSHEA-QFA
& Transfer » + Transfer Patient
4% Transport » | () Cancel Transfer
¢ Clean » | «¢ Dispatch Transport When Bed Is Available
f Discharge » | &/ Modify Transfer
. GNCHO2-HA. 109 ‘ Unreserve Destination
GNCH02-C23. 01 Return Patient To Held Location
GNCHO02-C11, 01 @ Release Hold on Location
GNCH02-C10 01 /' Complete Transfer
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Transfer Patient box opens.

'Erm«vm
FHHCMBR, FUZMH Male 4 months 1 week

Der

rrent Locat GNCHO2.-801, 02

GNCH02-B01, 02
Request Time: Mode of Transport
19/09/2019 ~ | 12:54:25 Trolley v
Patient Attributes
T Avciitns Comunn Tl Acin:Consnt

Request Time: the current date and time is automatically
populated. Click on the hour:minutes:seconds and use the
up/down arrow to select the required time.

Click on Mode of Transport to select correct means of
transport

1 Transfer Patient
FHHCMBR, FUZMH Male 4 mo

:
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it GNCH02-801, 02
11 GNCHO02.801, 02
Request Time: Mode of Transport
19/09/2019 ~ | 12:54:25 Cot =
- - Banatric Bed
P e — Banatric Wheelchair
— Bed
S Acwty S )  Cot: L
i - lsolette €

.| Acuity Score 1a Toddier Cot ity €
| Acuity Score 1¢ Trolley ity ¢
- Walking X
. Acuity Score 3 Wheelchair atric




Patient Attributes: add/amend patient attributes

19/09/2019 ~ ||12:54:25 |7 Cot %

Patient Attributes
[ Acuity Score 0 | Acuity Score 1
"] Acuity Score 1a ] Acuity Score 1b
I Acuity Score 1c V| Acuity Score 2
[7] Acuity Score 3 | Bariatric

Transport Details

Transport Details: you should type any other information

you wish to communicate in this box.

Click the check box to indicate equipment/staff to accom-

pany the patient

Transpont Details

Ensure karge cuddly toy accompanies patient

[N Pole Monitor ¥ Murse Accompaniment [ Cuygen Personal effects
See Ward Cherk
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Patient is now on the Transfer List.

Select patient and in the destination column click the
bottom right hand corner to display the ellipsis symbol.

—_—
—_—
—

© Transfer List 0/3 . lInpatient transfers 0/0 | ED transfer 1/1
==t FHHCUBR, FLIZLE

il v~ Name *r CumeniLocason w Destinalion Comiment
=+ FHHCMBR, FUZMH GNCHO2-801, 02 J
RSUUETX, NCTJFK-OCK GNCHI2

NGFBOSE, FKITEP ZCMUHFB.. GNCHO2-HA 01

Select the location from the location list.

-Lualmﬂklm
PRI )  e<ent Seseches
L“m < @FRET TEST 10 SEsrch> :u@E@

W Feeemsn Hospaal
» i@ Grest Nosth Chibdren's Hospatal
a D GHNCH
e GMNCHIL
= GNCHOLE
e GMNCHIZ
= GHNCHIZB
2 ¢ GNCHDZ
<o
i <oz
W cos
oo
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EEEEEE
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Confirm Unit Assignment box appears and Click OK.
W

& Would you like to target FHHCMBR, FUZMH for assignment to the
A tollowing Ward: GNCHO3?
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In the Transfer List the destination has now been

populated.

© Transfer List 0/3 _ Inpatient transfers 0/0 | ED transfer 1/1

e FHHCMER, FUZMH

‘ﬁ w Name “Y CurrentLocation w Destination w Co
> FHHCMBR, FUZMH GNCH02-801, 02 GNCHO03
RSUUETX, NCTJFK-QCK GNCHO02

| NOERNCE FK7TER 77U ILER CNOHNMLA N1

In Bed Board View the receiving ward identifies a suitable

bed space - in this instance we will allocate the patient to
€01, 01.

You can use the Available filter to display only beds that

are ready to receive patients.

@ Transfer List 03 Inpatrent sf o0 ED sfer 171
B cies Fune O PE
B - Name *Y CurrentlLocation w Destnabion
> FHHCMBR, FUZMH GNCH02-801, 02 GNCHO3
RSUUETX NCTHFK-QCX GhCH2

NGFBOSE. FKZTEP ZOMJHFE..  GNCHOZ-HA 01

W Bed Board ‘Pmlnl

fe0CL0Dx 8 8: & Aok © Yy 1

o vV WU U FTee v

Prioeity Beds
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In the Transfer List, highlight the patient and ‘drag and
drop’ them into the bed space.

‘Drag and drop’ - when the patient’s name is highlighted,
hold down the left mouse key, move the mouse to the
required bed space and release.

© Trandfer Lt 073 Inpatient teansfers 00 €D transfer 111

e SOmeE
M v Name %Y Cumentiocaton w Destnation
) FHHCMBR, FUZMH QeCHIZ- 801,02 GNCHO3

RSUVETX NCTFX-QCX ACHO2
NGFBOSE, FKITEP ZCMMFD..  GHCHOZHA 01

& BedBoard 11 ) Patient List

Assign box appears, Transfer reason: click on downward
arrow and select reason from drop-down list. Click OK to
complete bed reservation.

Adsgn TVCNER, FUIVS Y 1 GNOMES 0L 1L o
FHHCMBR, FUZMH Male 4 months 1 week

GACI) 09, 07
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The diagonal lines indicate a reserved bed space.

UL FHHCMBR, FUZMH

4 v Name *Y CurrentLocation w Destination 3
> FHHCMBR, FUZMH GNCHO02-801, 02 GNCHO03-C01, 01
RSUIFTY NOT IFK-N0K GNCHN?

In Transfer List, the destination has been updated to
reflect bed space.

If Porter Transport is required, either the departing or
receiving ward can request porter transport. In Transfer
List highlight the patient and Click on the arrow in the
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ﬁl"St column. ___ SaseunisNumiamiien a3 N
's AMOADDOOE. CAITED.IOAM D G'JCHOZ_M 01 GNC’,'O‘_HA. 02
CliCk [P Leunch Powerchart .
[ , & PM Conversation »
Transfer 3 Modify Patient Attibutes
then click & Transfer D.Q C.aMdTunsfev
i wt Dispatch Transport When Bed Is Available
Dispatch 7/ Modiy Transfer
Transport . :’:"::wm:m
Modify Transpo
When BEd iS « Return Patient To Held Location
’ ) : o { ) Release Hold on Location
Available @ BedBond 51 B PHRLE] | o ot
(any calls

made currently between sending and receiving ward to
continue as required).
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If a patient walks or a porter is not required, the
receiving ward can complete the transfer by clicking
‘Transfer’ followed by ‘Complete Transfer’.

R N N T AT, T RN TR TR MRS W -

[P Launch Powerchart

& PM Conversation » |

‘@ Modify Patient Attributes .

& Transfer » ‘ @ Cancel Transfer

i Dispatch Transport When Bed Is Available
' # Modify Transfer
' ¥  Unreserve Destination
| Modify Transport

<] J Return Patient To Held Location

Release Hold on Location

Complete Transfer

— — —]
# BedBoard 12 @ Patientlist) |
—

This will switch the bed status from reserved to
occupied.
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Theatres Patient — Theatre Ready Icon

In Cap Man ‘Patient List’ highlight the patient.

& Bed Bosed | § Pavent Lt 1

S BGCXC XRONFB

M Curert Location
2 ENT DAY TREATMENT CENTRE
ENT DAY TREATMENT CENTRE
ENT DAY TREATMENT CENTRE
ENT DAY TREATMENT CENTRE

“Bje-ifoefa] fa

Status (Bed) Name
BGCXX XRCNFE
DMTVER. FIXCKA
OKCW TFGREM

PCCZYSEHZ, QCFKKE

22 years
48 years
36 years
59 yoars

Click on the ‘patient attribute icon

@ Bed Bowd | @ Patient List 1

3 Current Location

> ENT DAY TREATMENT CENTRE
ENT DAY TREATMENT CENTRE
ENT DAY TREATMENT CENTRE
ENT DAY TREATMENT CENTRE

Stalus (Bed) Name
BGOXX XRCNFB
DMTVER. FIOICKA
OKCW, TFGREM

PCCZYSEMZ. QCFKKE

e

22 yoars
48 years
36 years
49 years

Gender L
Usle

Uale
Female
Female

The Modify Patient Attribute box is opened, scroll down
the list and check the Theatre Ready box and click OK.

ABDULLAI, BABY

RV33.808, 01 COT 01

7| Acuity Score 0
| Acuty Score 1t
| Acuity Score 3
| Cubicle
"I Frailty Score - Mild
| Group B Strep
Tlsclabion bed

Female

19 days

7 Acuty Score §

L Acuity Scere Jc

 DolS

T Feaslty Score - Moderate
| Hearing Impared

[ Learrung Difficulties

CIMDT f2 - Awaiting returm to rursing cere home | MOT fit - Developed complication

“IMonitoring

| Patient Off Ward ~ Approved Release
| Pregruncy - Loes of 1 twin
|SANDS

7 Visually Impaired

" Negative Pressure Room

" Patient Off Ward ~ Location Unknown
 Prisonar

1] Suride Precautions

[ Walking Today

0301072015

30065393 10505345

Heam, Richord

[ Acutty Score 1a

[ Acuity Score 2

[} Cognitive impaiement

| Enhanced Nursing Observations
[ Frmity Score - Severe

| High Fal Risk

[T Low Bed

[Z1Medically fit for discharge

[ Naxt MDT Fit - Occupational Therpay
|7] Positive Pressure Room

| Saffeguarding Precautions

¥ Thestre Ready

[T Ward Closed (Isolation)

i
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In Patient List, the Theatre Ready icon now appears
under Patient Attributes.

The theatre reception staff will order porter transport for
the patient when theatres are ready to receive the
patient.
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Highlight the patient in the Ward’s Patient List tab or use
the global search function in the patient list.

& Patient List 1 4 Bed Board &l Equipment List|

@ Cument Location Status (Bed) MName Age

HCCE34-C11, 01 [Docupled | BAINES RACHEL 33 years
NCCC34-C10, 01 [CESIRIRENN <L), SHAH ABDUL MONMAN 47 years
NCCC34-801. 01 |Decupled | FOWLER, DOROTHY SELINALYDNA 74 years
e i 6 | T a-a
Forename
. Surname
Tr| MRN
FIN
BadgeID
Clear| [ Search all facilities Search

I
4

Highlight the patient click on the ellipsis in the
first column.

& Patient List 21 & Bed Board | H Equipment List |

48 Cument Location BlahtitEidJ Name
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=+ NCCC34-C11,01 Occupied  BAINES, RACHEL
NCCC34-C10, 01 JGEEIRIREN ALI SHAHABDUL MONNAN
NCCC34-801, 01 {Occupled " FOWLER, DOROTHY SELINALYDIA
—
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Click Transport, click ‘Request Adhoc Transport’

. ']
You can use the transport icon - on the patient

& Patient List 7 4 Bed Board| i Equipment List

HARGRAVES, JACK EDMUND

3 CurmentLocation Status (Bed) Name
u B Leunch Powerchart . Occupied  HARGRAVES, JACK EDMUND
& PM Conversation » _ BOON. JOHN
| R [Ocoupied | CHRISTIE, MARGARET
[0 | Moty P e s {Oceupled | BUFTON, FRANCE
|| ot » | iome AB0 AL
(4 Transport » o Request Adhoc Transport RET
i £ Clean » | OGBSI HARGREAVE, RONALD HUME MARSDE
‘M Discharge ’ {Occupled " MORLEY, WENDY L

{Oceupied | RIDLEY DOREEN

INOOGONTOU T U

Create AdHoc Patient Transport Request box appears.

31 Crente Adbnc Patient Tramspont Regquest

Chck IROU nd Trlp HARGRAVES, JACK EDMUND  Male  22years
Transport’ if the 3 :
patient is returning ...

1710/201% -l 1 from NOCCM-MA 8] \__ Yo

NCCCMMA, 0O

.
to current location ettt T
|Routne - 1 Trolley =
Patert Attmbutes
| Acaty Score 0 Acuty Scoee 1
L Avwty Score 1 | Acuty Sceee 10
Acwity Sone ¢ Acuty Score 2
Acoty ore 3 | Rantric
T mmnitin S p Fibote
Transport Detals
IV Pele Monter Nurse Accompanement Orrgen Personal effects

See Ward Olor
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From box: is automatically populated with the ward and
bed space.

—.r

To box: click on the ellipsis to bring up Location List.

1 Craabe AdHoc Patiert Transport Request 2]
HhRGRAVES_ JACK EDMUND Male 22 years i 1EDINasT F1EDEI6E i- 10500741

NOCCHM-MA, 0D il Dalspima, Wadsdy

¥ Reund Trg Trarapea?

Sarbupchsbed T
17072013 = || 14 L From WCCCH-HA, 8) - ] Te -
Frstety - Minde of Trarig
| Routine =] 15 Troley
Patere Arbute
| Aty Scoen O | ety Secown 1 :
| Aty Seoee La | Aty Scoee 1
Aty Soae 1o Ay Wooee I
Aty Scome 3 Banatns
(TP R— 1Fdisla
Trarusport Detash
| IN Pole (20, hearie A compatement Oty Periceal effecti
Sex Ward Clert

Click on the site then ward and click OK.

Your location will be in Recent Searches once you have
selected your Site and Ward once.
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Select the required Mode of Transport.

] Creste AdHoe Patient Transport Request
HARGRAVES, JACK EDMUND Male 22 years

NCCC34-HA, 03

5 Round Trp Taansport?

Scheduled Teme:
17108 = 150N

Preceky

Patient Attrbobes
[ Acwity Score@
1] Acuity Sooee 1a
1] Moty Sogen 1<
] Aguilty Seode 3

[T S TP

Teansport Detsily

Transport Details: type in any information you wish to
communicate to the porters Check tick boxes
accordingly. Click OK.

8| Create Adtizs Patermt Trarripest Ragueit =]
HARGRAVES, JACK EDMUND Male 22 years

MCCCHHA, 00

iy Reouwnd Tep Tramspent®

Schadulbed Time
177072009 - [1%02m i From MCCCH-HA 03 [] 1o Frm1 (g
Prigaty Transpomers  Mogs of Transgarn
Foutee | 1M e g
Pt Atebtes
| Aty fcore O ety Sozen | ;
Aty Score la Aty Seore Lk
| Aty Sooee Lo Aty Soaen 1
Aty wore § Farggns
e e e et Fadiiola
Tramsgort Detadi
I Pole Monrcs Bt der 0 Lo Nt ol Chiypts Persansl effects
[ Sen Winrd Cherk

(o= J[ comu ]
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In CapMan in the Transfer List tab highlight the

& Tramger Lz 11
@ Traesfer List 0731 - Inpatient transfers 80| @ ED tramsfer /13
i {} Hams *r CumeniLocaion w Desinabon w  Commsnl
BUACKETT, KAREMN WARIE RV4SDOaA MOPSY SENTINEL NODE. TC1 Ba-d Radanvalion
BOLAM. SARNH L RV4SDOEA RESECTION ILEQCAECAL: TCI Bad Rasanasion
=~ BOUCH BRIAN R4SDOEA REPAIR HERMNIAINGUINAL OFEN, TCI Bed Reseraton
BRADSHAN, WAY Rv45D05A UASTECTOMY AND BREAST RECONSTRUCTION. TCi Bec

BROWH, GARRY RAMMOND RV4S0C54

REPAIR HERNIA UNMBILECAL GPEMN. TC! Bed Resenalion

In Bed Board View, Bed Manager identifies the
appropriate ward and bed.

You can use the Available filter to display only beds
that are ready to receive patients.

In the Transfer List, highlight the patient and ‘drag and
drop’ them into the bed space, or target them to the

ward.
@ Topmate Lt 0T ingaibest vansfers 09 O 6D wendler 373
-|r;u:|-| [T -I.I.I ;I ".'1'_
dl i Hame % Comeniiocabon w Deslnsbon w  Comeent
3 BOUCH BRWN ST M T REFSS HERDBA BGL
ERADSHAN Y Ry a S0P MASTECTOMY AND BF
HEPSF HERTRA U
s nn

g e e
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Assign box appears, Transfer Reason: select TC| Bed
Reservation, Click OK.

BOUCH, BRIAN Male

Wyl ey e ] e e Gl

In Transfer List the patient’s destination now displays the
reserved bed space.

@ Transfer List 1731 . Ingatient transfers 00| @ ED transfer 013

Hanucu.amt —I.Iul-;l:-_
w4 Name “r CumentLocaion w (Destaation w Comment
[2 eoucHeRwy Ry4SD0SA  RWEB-HA 04 _REPAIR HERHIA IN

Once the patient arrives on the ward, the ward launches
the Elective Inpatient Admission conversation from
CapMan using the Conversation icon.

Ward completes the transfer by clicking the arrow next to
the patient > Transfer > Complete Transfer. The patient is
now shown in the bed.
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Need more support?

For more information and additional support go to
th-ﬁ 1I:-'_’a(!laerlite website https://paperlite where you
will find:

. 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 Irony 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



