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How to Complete a Discharge Summary 
Creating Discharge Summary 

 
IMPORTANT – Please log in under you own eRecord account  

 
Select Discharge Summary from the toolbar  

 

1. Search for your ward using the drop down Search list 
 
 

 

 

 

 

 A list of patient will be displayed 

 
 

2. Select Convert Medications if required 
 

3. Select Create to start the discharge summary  
 
Or  

 
4. Select Edit to continue one already started 

 
5. If this is a new Discharge Summary click Create again to open a new letter.  

 
6. If not the draft letter will open. 
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Completing Discharge Summary 
 
IMPORTANT – Please ensure you are still logged in under you own eRecord account  

Before you start completing the Discharge Summary you MUST complete or amend the information 

from the Details panel on the right hand side of the screen. 

7. Select your Department (if necessary) 
 

8. Select the name of the Lead Clinician 
 
IMPORTANT IF YOU ARE THE PERSON SIGNING THE LETTER  

9. Select your name from the Signing Clinician drop down list 
 
If your name does not appear in the list, contact your ward manager 
who can arrange for your name to be added to the list. 

 
10. You can then complete the details of the discharge summary.  

 
11. If a heading is not relevant hover over the heading until a red X is 

displayed. Click the red X to remove a heading. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. To save as Draft - click Save (bottom right) to come back to later 
 

13. When complete, click Sign and Send  
 

VERY IMPORTANT 

If the green button displays Save and Finalise do not click.  
 
You have either: 
a) Not selected your name as the Signing Clinician – follow the instructions in paragraph 9 above 
OR 
b) You are not logged in to eRecord in your own name – please log in to your own eRecord 

account 


