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How to document a review in the notes 

 

This guide shows how visiting teams should document their reviews in the patient’s notes. 

Step 1: Log in to ICCA with your Whits username and password. The icon will be visible on 

all ITU computers but only accessible if you have completed training and been given 

authorisation by the ICCA team.  

                

 

Step 2: Open up the correct ICU from the list on the left hand side, and select Admitted Pts 

 

 

Step 3: Double click on the patient you are reviewing from the Census for that unit 
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Step 4: The Flowsheet will automatically open up when you enter a patient’s record. You 

may wish to select Medical Notes to see what is in there already, but it is not essential. 
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Step 5: Go to Add Document, and Add New Document 

                  

 

Step 6: Select Base Team or Specialty Medical Review, then press Add or double click 
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Step 7: Press OK once the Documents To Be Added box contains the review document 
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Step 8: Click on the black cross before Visiting Team to open up the various text boxes and 

drop down menus. Base team or Specialty review is a mandatory field. 
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Step 9: The pink / purple colour signifies unsaved data. To save your entry, click out of the 

boxes until the Save Chart function becomes available (which may look like this) 

 

 

Step 10: Click on Save Chart and the text will turn black, as it is now saved data in the 

Medical Notes under today’s date. 
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