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Four Easy Steps
To EMR (Cerner)
E-Learning and Access

What Page

In Progress

Done

Step 1

Access UIHHSS Intranet and
Learning Management System
(LMS)

Step 2

A. Use crosswalk to identify
required Courses.
B. Complete Required Courses.

Step 3

A. Print Competency Test Results
B. Submit Competency Test 11
Results to Education

Management

Step 4

A. Receive EMR (Cerner) Access
via Secured E-mail

B. Using instructions provided in 12-14

E-mail, login to EMR (Cerner)

and set preferences as needed
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Prerequisite to Step One:

Network Access—The following must be complete before training
can be scheduled

v DSC must submit Information Services - Request for Access to the UIMC
Network or Applications form to the Network Team.
v Network account created and successfully logged in and changed

password.

For account/password issues:

Call or email IS Help Desk: (312-413-7717) or ISHELP@uic.edu
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Step One

On Campus Access to UIHHSS Intranet

Access the UIHHSS Home Intranet page @ UIMCC App Portal

O On Campus Access [ Programs »
1. Go to <START> Windows icon on bottom left. © e >
= o
2. Click on UIMCC App Portal link 2
PP g I }' Settings »
3. From the UIMCC App Portal, Open »ﬁg _
“Internet Explorer” from “Desktop Basics.” a /J Search ¢
T — op o ] ﬁ D Run...
2
1 Desktop Extras S \._] Lo Off Eaniz2
® |@ mntemnet Explorer =
af Ms Excel 2010 s

@ Shut Down...

/start | @ Weps for Cerner Acc

4. Follow the instructions on pages 6-7 on how to “Access and Self Enroll” for your required
Web Based Training courses
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Off Campus Access to UIHHSS Intranet,
via Application Portal

0 Remote Access: Logging in to the UIHHSS Portal page remotely from home or laptop

1. You need to have an active Hospital Network Account (NetID)
NOTE: If you have not reset your password you can not access the LMS system

2. Using your browser, go to the University of lllinois Medical Center at Chicago Homepage:
http://employee.hospital.uic.edu

3. Enter your Username and
Password

HOME FIND ADOCTOR  PATIENT CARE SERVICES REFERR

Welcome

4. NOTE: If your PC or laptop does A
T . . You do not have the Citrix Presentation Server Client installed on your system. Afte
NOT have C|tr|)( chent |nSta”ed, installation, you must restart your browser.

. . Download the Citrix Presemtation Server Client for 32-bit Windows o
click on the link and follow the

prompts to install the file.

Other clients are available from the Citrix client download site.

FPlease log in

To log in to the UIMCC Application Portal, enter your hospital credentials and ch
Logn. If you do not know your login information, please contact IS Help Desk or
call 312-413-7717

Ul Hospital Quick Links

© Application Portal @é
Act

5. The University of lllinois Hospital and 7 Class Act & Caught in
Health Sciences Systems home Intranet
page opens. Click on Application Portal.

&, Complaints & Compliance
& Garden Cafe

7] Hoalth Infarmatinn Mananamant

6. The UIHHSS App Portal Opens | Desktop Basics

Desktop Extras
Internet Explorer

7. From the UIHHSS App Portal, Open
“Internet Explorer” from “Desktop Basics.”
NOTE: To run the LMS, this step is M5 Excel 2010

required to load a UIHHSS MS Outlook 2010
customized Citrix application %] MS PowerPoint 2010

[ Ep]e

R
=
-
|

8. Once Internet Explorer loads from the Application Portal, follow the instructions on
pages 6-7 on how to “Access and Self Enroll” for your required Web Based Training courses.

END OF STEP ONE
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Accessing Learning Management System (LMS)

:]_IILL\IHR'»HY()} ]Itl\ols This Site’ H -

Policies = Web Applications < University ~ External References = Team Sites

From the UIHHSS

L .
homepage, click “Learning
”
Management System st - Introducing ourbrandnew  Updatedinformadionforthe & Application Portal
from the QLIiCk Links on BETWEEN [ FIND-A-DOC & Physician Envlqnﬁpprmw: I Class Act & Caught in the Act
. U&l " s Announcement request . Complaints & Compliance
the right. Syste process! @ Garden Cafe

Latest Post: IL L4 Health Information Management
X for e arand re-ooenina of the — # IS Requests & Projects

—
e At Py -Ill—' From Ul Hospital Quick & 1S Training & Resources
Links, click on Learning Learning Management System
Ul Hospital Events Calendar Find-a-Docte Management System [ Marketing Toolkit

% Micromedex

o —

To access the LMS, you will need to know your
Click on the LMS LOGIN NETID and your UIC Computer/E-Mail password.

Box
Click the box to login fo the LMS_—I:-
You will be prompted to
prome Enter your NetiD NetiD | | Enter |

enter your NetlD Enter your University NetID, then press Enter.

You will be prompted to

Enter
enter your NetID Enter NetiD Password | | [ |

Password Password Enter password* for NetID cantzz2, then press Enter.
*ACCC common password or UICMC password
A series of pop-up windows with questions are displayed. x|
For “Do you want to view only the webpage content that was 3 Do 7os weat ke Viess sl \os ek i ey
i securely? S

. o Ol
delivered securely?” , Click <No> = P—— Ay
connection, which could compromize the security of the entre webpage

For “The application’s digital signature has been verified. Do = [
you want to run the application” (Mzinga), Click <Run>

Students or Groups:
If you are a student or registered as a group you will see your assigned courses (PowerChart). You will not need to
complet the folowwing steps to self-enroll.
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Self Enrolling to the Learning Management System (LMS)

Once logged in, from the
Home screen Select Catalog,
then Catalog Browser and
click to open

Home

Catalog —»

Training Records Catalog

Click on the IS Training folder
to open

Top

Home Training Records

Catalog

Catalog

Click to Select
the desired
course to enroll

" Defa i log
I—j Click Here i

L—j [5 TRA\NIN%

Home Training Records

Catalog

Catalog

Top »> IS TRAINING

Catalog Content

Title

DEPART PROCESS WBT 1
DEPART PROCI 4

DEPART PRQC
DEPART PROCESS WBTH
E-PRESCRIPTION AND PI MACY ROUTING WBT
E-PRESCRIPTION AND RENEWAL WBT

The enrollment Window
Opens. Click the Enroll link to
Enroll

2 NetDimensions Telent Suite - Windows ntermet Explarer

L& bitps.// i ehealhcaredt.us

DEPART PROCESS WBT 1
by Unkno

RT PROCESS WBT 1 Seats: Unlimited

10 10p of page

Enrollment Confirmation
Window opens. Click Confirm
Enrollment to complete
enrollment or Cancel to
cancel enroliment.

Enrollment Confirmation

Please confirm your enrollment request for:
D A

Confirm Enrollment k' Cancel

Next a window opens to
notify of Successful
Enrollment.

Enrollment Successful

Your enrollment was successfull

Please examine you

GotoﬂleKnowledge(enterk

pges for any pre-class instructions.

A: Main Window for Course
B: Tab for Exam

C: Learning History for Course
D: Launches WBT

Knowledge Center

DEPART PROCESS WBT 1

& DEPART PROCESS WBT 1 Q)

After enrollment, WBT’s will

D 06 (C) also be available from the

Home  TrainingRecords  Catalog

Home

& DEPART PROCESS WBT 1
& POWERCHART VIEW-ONLY WBT
& POWERORDERS NURSE WBT

@ E-PRESCRIPTION SIMULATIONS WBT
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Step Two

A. Use crosswalk to identify required Courses.

B. Complete Required Courses.

1. Using the crosswalk found on pages 9-10, identify the courses needed for your position.
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Step Two: Position Crosswalk for Course Requirements

Department / Groups

1-2-3-4
FirstNet

= =
@ @
c nle
(@) ®)
— =
o o
3 3
€] &)
o o

View Only
Message Center
E-Prescription 1
E-Prescription 2
E-Prescription 3
Depart Process

PowerOrders
Management

SurgiNet Anesthesia

Medical Records

Auditing / HIM X 4 X
Scanning / Billing X

Nursing
Inpatient RN, LPN, Flex/Float
ED Nurse
OR Nurse
Agency RN
Outpatient Nurses (RN, LPN)
Nurse Practitioners, Clinical Nurse Specialist
Clinical Instructor/Professors (College of Nursing)
College of Nursing Researchers
Nursing Techs

XXX | >
XX XX XXX X
XX X[ X
XX XX

XX XXX x| X<
Alalalalalalm]=]—
PR X[ X[ >

Clerks

>

Inpatient clerks (PUC)
Outpatient Clerks (ACA)
Information Services Supervisor

Physicians / PA

XXX
>
Blala

Physicians

Anesthesia Residents and Physicians

ED Physicians

Radiology Resident

Pathology Resident

Physician Assistant

Residents

Visiting Resident Outpatient Rotation
Miscellaneous

Admitting Officer (Admissions & ER) X

Ambulatory Care Assistant/Aide X X 4

Audiologist

Chaplains

Clinical Psychologist/Psychology Interns

Customer Service Rep

Dialysis Techs (Inpatient/Outpatient)

Guest Services (Hospital Lobby)

Medical Assistant (Outpatient)

Medical Assistant (CRC)

Medical Records Student (ER Student) X

Mental Health Counselor

Nutritionists

Pathology Techs/Histologist X 4

XXX X || X | X
XXX X || X | X
XXX | | XX | X
XXX XX | XX
XXX x| | XX
alalalalalalala
XXX || XX

x|[>x|>x

XXX
IS
b

x| x
>
S

x| >

IS
XXX
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Step Two: Position Crosswalk for Course Requirements

Department / Groups

View Only
FirstNet

= =
© ]
d= =
(@) O
—_ S
(7] o
= =
(o] o
o o

Message Center
E-Prescription 1
E-Prescription 2
E-Prescription 3
Depart Process
PowerOrders
SurgiNet Anesthesia
Management

Miscellaneous, Continued

Pharmacist - Staff X X 1 X
Pharmacist - Outpatient X X 1 X
Pharmacy Techs (Inpatient) X 1 X
Radiology Technician X 4 X
Radiology Clerk X X
Research Assistant X X
Respiratory Therapist X 4 X
Respiratory Therapy Techs X 4 X
Quality Management X 4 X
Risk Management X

Social Worker X 4

Social Worker Aide/Service Aide X 4
Therapists ( OT, PT, Speech Therapist) X

OR Techs X

EMT X

ER Scribe X

Students

rMedical Students 1st and 2nd Year X 4
Medical Students 3rd and 4th Year X 4 X
Visiting Medical Students X 4

Nurse Midwife Students X 4
Nursing Students X 4 X
Certified Registered Nurse Anesthetist (CRNA) X 4 X X
Chaplain Students X 4

Nurse Practitioner Students X 4 X
PA Students X X X X X 4 X
Pharmacy Students (includes CCO & PharmD) X 4 X
Music Therapy Students (Psych) X 4 X
PT Students X 4 X
OT Students X 4 X
Respiratory Students X 4 X
MSW (Continuum of Care) students X 4 X
Nutrition Students/Interns X 4
Psychology Students/Interns X 4 X
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Step Three

A. Print Competency Test Results

B. Submit Competency Test Results to Education Management

1. Complete assigned WBT’s and print out competency tests.
2. As proof of completion, bring printed competency tests to Education Management, Suite 1300
OR email a copy to istrains@UIC.EDU.
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Step Four

Receive EMR (Cerner) Access via Secured E-mail

1. Training staff will validate completion of required training.
2. Once all requirements are met, access will be granted within 48 hours from the time you
submit your competency test results.
3. Asecure e-mail will be sent to your UIC.EDU e-mail account with instructions for access.
o This email may include additional instructions for clinical users. Follow the
instructions on pages 13-14 for setting preferences.
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JL UNIVERSITY OF ILLINOIS
“1”": Hospital & Health Sciences System

Step Four: Cerner Preference Setting

Topic Settings Preference Setting Process
Open Test patient Last Name: Training First Name: Test
Orders Selected Columns: 1. Open PowerChart and log in to test patient
Display ¢ Quick Discontinue 2. From the Table of Contents, Select the Orders band.
e Type 3. From Toolbar, click View then click Customize View
e Notifications 4, Using the Add button, move Type from the Available Columns list
e Order Name to the *Selected columns list.
e Status 5. Then using arrows, move Type up so it is under Quick Discontinue.
e Details 6. Ensure Group orders by is set to Clinical Category and Sort Orders
by is set to Chronological.
7. Click OK to save
l cotomievien x|
Group orders by Clinical el SRS TR R
Category e ety e T
Then by: None i -
Sort Orders: Chronological & éﬁi{ﬁ g{gﬂrmame
. ource etals
Descending order Lad .Engﬁi DsterTine _Au | )
—Select how wou want b0 group & sort orders-
Group orders by *Sort erders by: |Chionclogical ~
Ther by m ° pscending ' Descending
ok | [ canel |
Medication | Selected Columns 1. With PowerChart open to the test patient’s chart
List e Quick Discontinue 2. From the Table of Contents, Select the Medication List band.
e Type 1. From Toolbar, click View then click Customize View
e Notifications 2. Using the Add button, move Type from the Available Columns list
e Order Name to the *Selected columns list.
e Status 3. Then using arrows, move Type up so it is under Quick Discontinue,
e Details 4. Ensure Group orders by is set to Venue and Sort Orders by is set to
Chronological.
5. Click OK to save
_,q

Group orders by Venue
Then by: None

Sort Orders: Chronological &

Descending order

 Select the columns pou want to see

Available columns

— Select how pau want togroup & ot orders

Group orders by: | *Sort orders by: IChIonD\ogicaI ;]
Then by: | None) - ™ ggcending & Descending

*5elected columns

Last Updated By Quick Discontinue
Ordering Physician Type

Last Updated Motfications

Start Order Name

Stop Skatug

Saurce Details

Last Dose Date/T ime
Compliance Statug
Infaimation Sounce
Compliance Conmesnts
Order Camiment

0K I Cancel |
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Step Four: Cerner Preference Setting

Topic Settings Preference Setting Process
Clinical Set up Clinical Notes With PowerChart open to the test patient’s chart
Notes From the Table of Contents, Access the Clinical Notes band

Select the Index Defaults tab
Select Document Count, enter 250 as value.
Click the OK button to save

LA L

{-__' Clinical Note Options

Document Types  Ihded Defaults | User Options

— Document Lockup
| ™ Documents fior selected encounter

&) documents

= Filtered By

™ Date Range & Document Count
Days Fanvard: 1] Murmber Of Documents: [250
Days Baciunardd r it Offset Caurt: |-|_
AdUstilisctUoys |1—  Admission - Curent

—iew Preferences
W Feverse Chronological

W Expand Histaory

™| Load First Document in First Defaul Expanded Folder

Al Folder Types Default Expandable Folders

4309530 -
4310912
4310920
4310923
4310335
4310336
4315018 o

LRl

ok ]

Cancel |

Exit form Cerner using the Exit button to save your preferences. ' A et
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