
 

 
 1  

Reference No: Discharge Summary - How to Create v1.55  Date: August 2023 

© IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust 

 

How to Create a Discharge Summary 
 

Creating a Discharge Summary 
 

You will find a link to the Discharge Summary screen on the 
PowerChart toolbar: 

1. Click the drop down arrow and choose your ward. The next time you open Discharge Summary 
this ward will open automatically. 
 
 

 

 

The list of patients on that ward is displayed with the status of their medications for discharge 

in the  column, and their discharge summary in the   column: 

 
There are several things you can do from this screen: 
 

2. Meds -  will take you to the patient’s Medications list. Select all the medications to 
be continued at discharge (use SHIFT click to select consecutive drugs, and/or CONTROL click to 
select individual drugs from the list) then RIGHT click to select : 
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Complete the missing details (these will be applied to all the drugs you selected), and click 
, check and then . You can change the list later from the Discharge Summary 

screen by clicking Meds - . 
 

3. Action -   to start the Discharge Summary. Choose  as the Letter Type, and click 

: 

 
When you have finished, click . The letter will not be sent until the patient 
has been discharged from the ward, so if things change before then, you can go back into 

Action -  the letter from the Discharge Summary screen. If you know you haven’t 

finished, click  to prevent an incomplete summary being sent in error. 
 

4. Action -  from the Discharge Summary screen to change or continue a discharge 
summary that has already been started by you or another member of the team. 
 

5. Once the letter is completed, click  and a copy can be printed for the patient 
if necessary.    


