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Entering Pharmacy Information  
Locate the blue “i”.   

 

 
 

 

The “Patient Profile Dialog” box will pop up.  Click the blue “Pharmacy” link 
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1) Do not delete other pharmacies. Ensure the pharmacy that they 

would like to pick up their medications from today has a “Y” under 

default. If it does not, simply highlight and select “set as default” 

button.  

2) If the patient wants to pick up from a military pharmacy or printed 

RX: 

a. First, change radio button to “all” 

b. Type “DOD” under “search” 

c. Select correct pharmacy 
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Opening an Urgent Care Nursing Note 
Option #1: From the RIGHT lower quadrant (Chart Viewer) in the Chart view, select “New” then click 

“Note” 

 
 

Option # 2: Click Note Icon  (Do not click the dropdown – it is an extra step!) 

 

The Note Selector will Pop-up 

 
 

 

1. Style: Note 

2. Specialty:  Urgent Care  

3. Visit Type: UC Nursing Note 

4. Owner:  Nurse assigned to patient on tracking board 

5. Click OK 

 

 



Pharmacy Info, Macros, Nurses Note 

 

May 2019  
 

ENTERING INFORMATION IN NOTE 

 

 
 

1. Enter travel screening information.  If answer to foreign travel is “No”, you do not need to answer the 

remaining questions. 

a. Enter signature stamp. UCRN(enter #) 

 

2. Click on “Reason for Visit” from vertical tool bar (VTB). 

 

 
Enter 1-2 sentences maximum!  What does the provider need to see & how long the patient has had the 

symptom(s).  

 

Sign after reason for visit.  
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Here’s how to set up your signature:  

1. From the Chart Viewer, click on the macros icon from the top right hand corner:  
2. Click “Manage Macros” 

 
3. Click on the “Create” button in the “Manage Macros” window: 

 
4. In the shortcut field, type what you would like that macro to be called.  You may use any shortcut that 

you want (i.e. – either “.n” for name or .(your first initial)) 
a. In this example, we will name it “.l” (for Leslie).   

5. For signature: 
a. Type your name, credentials 
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b. Then click on “show merge fields” button.   
c. Select [mm/dd/yyyy] Date (not encounter date) 
d. Select [23:59] (Time: HH:MM 24 hour) (not encounter time) 
e. Save 
f. Follow these same steps to set up a time shortcut. This will come in handy later. 
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3. Click on “Contraception”.  Double click method used by patient between the {brackets} > this will bold the text 

which will appear in chart.  We call these, “text templates”.  You may also free text (i.e. hysterectomy, etc.),  

Only items that are in bold will be saved to note. 

 

a. Click “Apply” when complete. 

 
If you make a mistake, you can RIGHT click → undo. 

 

4. Click “Allergies” in VTB: 

a. Verify listed allergies with patient (if any listed) 

 
 

b. Ensure that the reactions are also included on listed allergies. 

i. RIGHT click on allergy in note section → Edit → Click on magnifying class for a list → 

select appropriate reaction(s) → Click “OK”. 
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c. If patient has a new allergy, click “New”.  This will open the “Add Clinical Item” window.  Just 

select or search for the appropriate allergy. 

i. Can’t find what you are looking for?  Change radio button to “non-medication” as 

needed. 

ii. Remember to double click on the allergy and add reaction to new allergies. 

iii. Click “OK” when complete. 

iv. Click “Commit” button at the top (will be highlighted in yellow if new information 

entered). 

v. Save & Continue, as needed. 
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d. If you accidentally entered the wrong information or on the incorrect patient, simply: 

i. Click on the RIGHT side of screen and click on the “Allergies” tab. 

 
ii. Select the incorrect information (it should be greyed) 

iii. RIGHT click 

iv. Select “Entered in Error” 
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5. Current Meds Section: 

 
a. Select “No Reported Medications” if patient is not taking medications. 

b. If medications are listed, review with patient.   

i. If patient is no longer taking a listed medication, make note in “Med / Allergy History”.  

Note that UC Nurses can only “Complete” prn pain medications that were prescribed by 

the UC or completed course of antibiotics that were prescribed by anyone.   

c. Click on “Med Hx” if the patient is taking medications that are not yet listed in the E.H.R.  Enter 

medications, supplements & natural remedies that the patient is taking. 

i. Made a mistake?  Right click → “Enter in Error” 

ii. Select “wrong patient” if entered on wrong patient chart.  Choose” wrong data” if the 

incorrect medication was inadvertently entered. 
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6. Single Click on “Med/Allergy History” section and then click on “Med / Allergy History” text 

template to display free text box (see below).  When complete, click “Apply”. 
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7. Vital signs 

Click on “Vitals” from the vertical tool bar.  To enter new VS, either click “New” or the  symbol.  

This will open the vital signs “order details” window.  Enter vitals here. 

 

 
 

 

 

8. Click on “Nursing Documentation” on vertical tool bar.   

a. Use ** entry definition (star-star-space-space) and MILITARY time when free texting new 

entries. For the military time simply use your .t macro. The text templates all start with ** and 

include an automatic time stamp. 

b. You MUST use all “IV” text templates to ensure that we are capturing all necessary information 

for coding and compliance. 

c. Make sure that you sign, date & time (military) your entry (can use macros).  We will set them 

up with you on Day 2 of training. 

d. Click “Apply” when you are done documenting. 

e. Click “Save & Close”.   
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Any patient that you mask or requires a mask (i.e. – patient who presents with cough), do address 

the text template C-PPE. 
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Deleting Duplicate Note: 
 

Charted on the wrong patient or started a second nursing 

note?  Oops!   

Don’t worry, there is a way to fix it!  
 

 

 

 

 

 

 

1) If you have not saved and closed the note  → click “close” and select, “do not save”. 

 

2) If you have already saved note → highlight the note in chart viewer → double click → task 

a. The task detail box will open → choose HIM Team in the drop down →Task type : Correct Note → 

Comment: “Please invalidate note- wrong patient or started a second note in error” → click ok 

 

 
 

 

 

b. If you want to be notified via task when HIM has removed the note, simply check this area: 

 

 

 

Super User Contact List 
Please contact your site super-user if you have any questions about Touchworks (TW) or would like additional 

tips, tricks or shortcuts once you’ve become accustomed to the TW system. 


