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Creating a Discharge Hub Referral letter in Document

Creation

When does the letter need to be created?

The Review of the discharge hub referral must be completed by the hub team. It is
important that details are checked for accuracy at this stage (with any corrections
made prior to signing the form and completing the Review task).

Generating the letter
In Powerchart

1. Click on Document Creation in the left-hand side menu.
2. Update the New Letter options as follows:

MRN NHS DoB

91812657 01-Jan-1990

Malcolm Zzztest Male

New Letter
a

Encounter = Critical Care Medicine - Inpatient (O7—Feb»;i]

Department = Peri-Operative and Critical Care v
Clinic (optional) = None ,‘ vl
Letter Type A 1]
Primary Recipient = Patient's GP XJ

=

a) Encounter — this should be the current Inpatient encounter that the
patient is being discharged from. You should not need to change this
value unless you have opened the patient record on a different
encounter.

b) Department — This will default to the department chosen on admission.
There is no need to change this selection.

N

c) Clinic (optional) — This should default to None for inpatient
encounters. If there is information here, you are probably in the wrong
encounter for the patient.
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d) Letter Type — Select Discharge Hub Referral from the list.

Colorectal CTS
Letter Type { CP Report Addendum

Primary Recipient

Discharge Summary
DNACPR-Form
Dutv of Candour Complication of Treatment

e) Primary Recipient — Change this selection to Other.

Primary Recipient 2=l ez

3. Click on the Create button, the system will pull in the data that has been

recorded for the patient.

Loading Required Data

Document Template

Configuration Data - 1 of 6
Contact Data -0 of 2
Data Items

4. Itis vital that the contents of the letter are reviewed at this point before the
letter is finalised in the patient’s record. If any errors are found at this point,
you must cancel the letter and correct the information in the patient's record
before proceeding.

5. When you are satisfied that the contents are correct, you need to select an
option from the Lead Clinician, Signing Clinician and Position boxes.

6. Click on the green Save and Finalise button.

Creating a Discharge Hub Referral letter in Document Creation v1.0 Date: September 2023

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



AR AR AL xx - 000

[IN—— el t STl Zersest, Maicolm  MRN: 81812687  DoB: 01-Jan-1380 Suassagers £ 2
Am Anced  Data
Department
Newcastie upon Tyne HospEals Nw3 Trust Discharge Hub Reterral Pes Opersve and Crtical
Patient Zumost, wakcoim Hospital and Freemm Dummy
fame ward Chinic (optional)
Data of agmizsion SwRn Cate of birth orovm -
Address Wowcane (s Tyee Pongalatn M 1 Wegen! | fions W3 | Temporary [ETe—y T —
Lead Clincian
0 Address Fbed SawasBe ipon Fpow NEES 1LQ
Geographical area Aewan Telephone [Ty o N
RN s, NHE Mo Signing Camicn
GP Practice S Tovong Eehnicity i oty -
Tualing Co Prctce (22222) -

) 29 e Povacn (
Discharge Ready dase | Expectod Discharge Dase | e =
Reanen for sdmissicn REas0n tor aevasion wat
mmml -t next line and the mext Clinic | Agewt Date

15 20 Iterpreser required? Yor Importance
Nermal
5on Need Language Freech
Does e patient have any sensory Cognitive cencit. Right aye - BIRA/Viseal Impaimssnt,
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7. A warning message will advise that there are no recipients for this letter, click
Yes to proceed.

You have not added any recipients to this letter. Are you sure you wan't to save this letter with no

recipients?

| Yes No

8. A green success message should appear to confirm that the letter has been
saved in Document Store.

9. The letter then needs to be saved locally to send on to the external team —
see process below.
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Saving a local copy of the letter

1. Open Document Store form the Menu on the left of the screen.

eObservation Variations
Drug Chart

Drug Summary
Medication List
Allergies & Sensitivities
Requests/Care Plans
Document Store
Document Creation

Medical Photography Images

Document Viewing -+ Add

Ad-Hoc Forms

2. Document Store may have a default view set to sort documents by
Department, change the View by option to View by Document Type to
easily find the Discharge Hub Referral letter that has been created.

View By Consultant
View By Typed Date

View By Document Typ

11 Mar 2020 12 Sep 2022 Short Clinic Letter
11 Mar 2020 12 Sep 2022 Short Clini Letter
11 Mar 2020 27 Sep 2023 Clinic Letter

To set View by Document Type your default:

e Change the View by option to View by Document Type — as above.
e Click on the Save View icon, you will receive a message to say your
settings have been saved, then the next time you open Document

Store View by Document Type will be your default.

Document Store [ +) Q A %9
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3. Open the document from the list and select Email.

5 v ﬁ Document Store

A AR A4 wwx -00Q 3

Newcastle upon Tyne Hospitals NHS Trust: Discharge Hub Referral

Patient name Zzztest Malcoim Hospital and | Freeman Dummy
ward
Date of 0 07/02/2023 Date of birth 01/01/1390
Address Newcastie Upon Tyne Hospials Temporary Connie Lewcock House
Nhs T Regent Farm Road NE3 Address West Denton Road
3HD Newcastie Upon Tyne
NE157LQ
Geographical Dartington Telephone 01912223333
area
MRN 91812657 NHS No
GP Practice Glesting Ethnicity Vinite - Britsh
Testing Gp Practice (Z2222)
7299 3WZ
Discharge Ready date | 17/09/2023 | Expected Discharge Date | 25/09/2023
Reason for admi | testing reason for admission DHR Updated in RDHR

Relevant past medical history | relevant meds history test DHR Updated in RDHR

Is an
Interpreter No
required?

Patient
Preferred
Communication
Need Language

Does the Cognitive deficit, Left eye - Blind/Visual
patient have impairment, Non-verbal, Right eye - Blind/Visual
any sensory  impairment, Sensation-Touch Deficit, Left ear -

imp Deaf/Hearing Deficit, Speech Deficit, Right ear -

2 Deaf/Hearing Deficit
impaired
Cognition? No

Yes No

Confirmed Leaming Confirmed diagnosis of autisrvASD Awailti
Disability? or a leaming difficulty? <! ng
Reasonable ra

>

Enter an nhs.net email address into the Email section.

5. An optional message can be added if the email is to be picked up by
another member of the team.

6. Click Send.

Send Document Link X

This tool will send a link to this document to the email address you enter below. Please be aware the link will only work within the trust network.

Email n

Message
O
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7. An email from Document Store with the Document link will be sent to the
chosen email address. Open the email and click on the link.

Document Store - Document Link - Message (HTML)

File Message Help Q Tell me what you want to do
= g
o i

& [ o o= B % |[=]|[® B 2% Q| @ |d

& Reply All S~ : : :
o Delete Archive SRepty All {2 Share to Quick Move | Tags | Editing = Immersive | Translate | Zoom Reply with Meeting

> Forward Cfy v Teams Steps v ¥ ¢ ¢ Y. v Scheduling Poll | Secretary

Delete Respond Teams Quick S.. 1S Language Zoom Find Time Decisions | A

Document Store - Document Link

& i3 o
@ STORE, Doc (THE NEWCASTLE UPON TYNE HOSPITALS NHS FOUNDA | © | O Reply | © ReplyAll | = Forward | | G
. To @ HOMER, Malcolm (THE NEWCASTLE UPON TYNE HOSPITALS NHS FOUNDATION TRUST) Fri 11/08/2023 15:43

Archive 10/08/2024

) 5 ¢

Document Store

Malcolm Homer has sent you a link to a document in the document store with the following message.
test

Click the link below to view it.

l httgs:[[‘documentstore.agg[CernerViewer[‘ LoadPdf?document|D=55790976 ‘
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