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INTRODUCTION

Since June 2016 the HIS system is the main method of prescribing for inpatients and this
Standard Operating Policy (SOP) only applies to those areas where the HIS system is
being utilised for prescribing and administration of medication.

This procedure focuses on showing qualified staff how to use the electronic drug board
(eMAR), and how to correctly use the medication administration functionality correctly within
the HIS system.

This procedure should be used in conjunction with the overarching Medicines Management
Policy (TW10/037).

NB: All screenshots used in this SOP use fictional patients.

ACCESSING THE eMAR =
The eMAR can be accessed for each individual patient by clicking on the ‘Worklist '

Manager’ icon : Worklist

Manager

The eMAR will display the patient’s name and demographic details on the ‘header’ at the
top of the screen. It is important to check this before going further to ensure the correct
patient is ‘in context’ within the HIS system, and that you are looking at the tasks for the
patient you intend.

eMAR DISPLAY SETTINGS

Medications [eMaR] 24 hr Selected Palfd | Scheduling | (A1) w» | Statuz |[-":"-"] -

Fram |1E-I:I|:t-2EI1E —=T|| ||:|4:|:||:| | to |1?‘-I:I|:t-2EI'IE —='|| |'|2:|:||:| mmwals

3.1

3.2

3.3

3.4

The ‘Scheduling’ and ‘Status’ settings should not be changed as this will introduce the risk
that some types of medication tasks will fail to display on the eMAR.

The eMAR view will default to “Medications (eMAR) 24hrs selected patient”.

The dates and times will default to the current 24 hours, this is the standard view for
administering medication. If further information is needed about tasks previously
administered, or due in the future these dates and times can be changed.

The ‘by’ field (highlighted green) sets how the timings for tasks are ‘rounded-up’ and
‘rounded-down’. This setting should remain at “1 hour’ in most clinical settings to prevent
multiple eMAR columns. The main exception to this is in areas giving multiple doses of the
same medication (e.g. resus and recovery), in these areas it may be prudent to change this
setting to ‘Task Actual’, this gives the exact time each and every task was administered to
the given minute.
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4 MARKING MEDICATION TASK AS DONE
4.1 Always ensure you have the correct patient selected; you can see this from the Banner Bar

CARTER, Susan (Mrs) Born 0B-Jul-1989 (26y) Gender Female IHE Mo: Unknown

Actree 2 AKESIDE AVENUE, BILUNGE,.. | Phone and vl 01947 6466665 v ovara201 Location Swiey Ward O NoKnown Allergies ¥
4.2 Select a patient from the patient list

4.3 Select the Worklist Manager Icon from the toolbar.

44 Double Click the Medication order you wish to record the Mark as done or right Click to

choose Mark as Done. NB: The order is in yellow, which indicates that it is waiting to be
administered.

Worklist Manager - BENNETT, AMANDA

File Edit Miew Actions Help

EEEL S #ad

BENMNETT, Amanda (Mrs) Bom 22-Jul-1968 (47y) Gender Female NHS No: Unknown

Aderess SEVA CARE, 22-24 WIGAN LANE.... Phene and Email 01942 555888 RN 00013178 Location Swinley Ward @ No Known Allergies v
| Medcaiicns [e445] 8 be Sekected Fatiw | | Lo, | Scheduing [l || stanse (0] -
From | 27Hov2015 =J =] (0300 | to [29Hov-2n5 ={ =] 1900 | by [1 how | = iterval:

[2Miavis ZBNew15
Task Dascrption [Tzek Start |Taek Stcp 0200 [0400 [05.00 0500 [0700 [0200 [0500 [10.00 [13.00 [1200 [12:00 [1400 [1500 [16:00 [17.00 [12.00 [1300 [2000 [21:00 [2200 |20 |00 [0T0

HEMNETT. AMANDA [22-Jul-1968): D001 3178/129; Swinley W
Medications

-
13How 205 117

* Aspitin disparsiole *

tablsts
G 150 milGRAM[s] 27 Mow-2015 1344
Ol Lunichiime

4.5  There are often no fields to complete on the order form. If there are fields that need to be
completed before submission, these will be marked with an orange star as a mandatory
field.

46  Click OK.

[ PRX Task - BENNETT, AMANDA

PRX Task - BENNETT, AMANDA ®

Admiristered At

Dater (27 ov-2015 =] Tmemar 7

Task Information

Task: [ Aspirin dizpersibie tablets
Grve 150 miliGRAMs) Oral Lunchtime

Start DaterTime:[ 27 Hov-2015 1314 Stop DaterTime|

oM Foute Form
Adminéstered Dose: (150 [GRAMs) 5] [orl 5] [Dtzpersile Tablets
Late Admiristration Reson
&
Addibional Comments
Performed 22 Aboo, Omar | Consultant ) Entered By:

Co e,
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4.7 You are returned to the eMAR

EERR|R #6ad [mocew

| BENNETT, Amanda (Mrs) Eom 22-Jul-1968 (47y) Gender Female NS No: Unkmown

| Adclress SEVA CARE, 22-24 WIGAN LANE.... Phone and Email 01942 555888 MEN 00013178 Location Swinley Ward (@) Mo Known Allergies ¥
Medications (M4 & b Selected Paiis » | '_E::u.-_.-__ | Scheding |L°JI] |-| Statuz [[M] |_|
From [ 27Hov2015 —{=| to [29Hov2015 =] by [Thow = itewvals | Lpieie |

[2Mas EXESE

Task Dascipton [Task Start Task Sicp 0300 0400 [05.00 |U5:00 [07.00 [0B.00 [US00 [10.00 [19.00 [12:00 [13.00 |14 , [1500 [16:00 [17.00 [19:00 [19.00 [2600 [21:00 [2200 [2300 |o000 [o10
BENNETT. AMANDA [22-Jub-1968); 000131 76/129; Swinley W,

Medications

. . -

813000 2ms 1017

* Aspitin disparsinle o

tablsts

Give: 150 milGRAM(s) 27Hov-2015 1344 OA

Drel Lunchiine:

Note that there is now a tick and the user

initials denote that the medication has been
administered
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5 MARKING A TASK AS ‘NOT DONFE’
5.1 Always ensure you have the correct patient selected, you can see this from the Banner Bar.

CARTER, Susan (Mrs) Borm 0B-Jul-1989 {26y) Gender Female IGHE Ma: Unknown

Address 2 LAKESIDE AVEMUE, BILLINGE.... | Phone and Email 011942 6666666 MEN 00013201 Location Swinley Ward ® Mo Known Allergies 8

5.2 Select a patient from the patient list.
5.3 Select the Worklist Manager Icon from the toolbar.

54 Note that there is a * denoting that the order has not been c [ Mark a5 Done...
completed. —MirhasBone-ty-Stherm——

n

Worklist Manager - BENNETT, AMANDA

File Edit Miew Actions Help

T Add Completed Task..

Add Scheduled Task...
BENNETT, Amanda (Mrs) Bom 22-Jul-1968 (47y) Gender Female Clear Val CE
Address SEVA CARE, 22-24 WIGAN LANE.... Phone and Email 01942 555888 MRN 00013178 Location Swinley Ward o Refresh
:MedcalimylehtdﬂlSh‘Selal:tadPalieﬂ Idodify... | Scheduing |L°JIJ || stahus [Pending v| Edit r
From | 26Hov2015 =J =] (0300 | to [29How2m5 ={ =] 1200 | bw |1 how |w| ntervals | Update
k Column
2800v15 A 1
Task Description [Tzek Stait |Taek Stop 0500 [o400 [05:00 [05:00 [07.00 [0RO0 [0500 [10000 [19:00 [12:00 [13:00 [1400 [1500 [16:00 [17.00 [18:00 [15:00 SUSeE s L tTls
HENNETT. AMANDA [22-1ul-1968): 000N 3178/129; Swinley W, cehedule Firet Tack.
Medications %
* Alopuringl bablets + Reschedule 3
B A GRANE 138100 2015 1017 iov 5
5.5 Right Click the box to access the menu Add Commente..
Aer Meocaoe Man
5.6 Left Click Mark as not done e
Expert Advice (Drug Infa)...

5.7  Atask may not be carried out for any number of reasons i.e. the
patient may not be on the ward at that particular time

Roceor: | SRR -
59  Click the OK button o

5.8 Select the appropriate reason

[ aK ]| Cenzel ] Help ]

5.10 Note the red x denotes the medication has not been administered and the recorder’s initials
are displayed

Workhi=t Manager - BEMMET T, AMARLDA

Eide  Edit  Misw  Aghions  Help
NN P ER e (e

BEMNETT, Amanda (Mrs) Bom 22-Mul-1968 (47y) Gerger Female MM Mo Unknown

Adddress SEVA CARL 22-24 WIGAN LAML... Fhone ord Email 01942 555800 MEN (0013178 Locatian Swinley Ward (L2 Mo Known Allergies ¥
Fedicanons [ch&H | B b Sokeeicd Pai w [ | 1o Semikdry I"[ || Stan il Rl
From | #MHoedm s == 3000 | 1o | 790eerms =] 1200 | by Thoa -|'run.ds

I [Emas

Task Dasmpion [Tz Stat [Tz Stoa 0 [on0 =m0 e foroo foeoo fosoe [ [nam [izoo oo [aon 5o [eo (1700 (800 900 [2000 [2100 [2200 [2300 |ooon oo
AENHETT_ AM&NDA [F2-Jul-1SER) O3 TETH, Swinkep W

Medecalinns
*dhopunl tebists [

g*;,ﬂi":“m”[‘- IHersing o7 aa
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6 ADMINISTERING A LATE DRUG
6.1 Remember to double check the Banner bar to ensure that you are working on the correct

patient.
CARTER, Susan (Mrs) Horn 0B-Jul-1989 (26y) Genger Female NHE Nee Unknown
Address 2 LAKESIDE AVENUE. BILLINGE....  Fhone and Email 0119427 6666666 MRN 00013201 Location Swinley Ward @ Mo Known Allergies 8

6.2 Select a patient from the patient list and then select the Worklist Manager Icon from the
toolbar. We can then proceed to record why the drug has been administered late.

File Edit View Actions Help Test

(EE[® ]S P

‘ TRAINING, Abigail (Miss) Born 14-Mar-1985 (31y) Gender Female
| Address Buckingham Row, Brick Kiln Lane... Phone and Email Unknown MRN 10000028 Location Swinley Ward ®
[Medicalions (eMAR) 12 br Selected Paf = | | Modify. | Scheduing [[Al‘l \v| Status [[AH] \-|
From [31-map2me == ]|[0300 | to [31-hap2me —d=]| [23:00 | by 1 hou | v | intervals | Updaie
30MaylE [3iMayie
Task Description [Task Start [Task Stop 21:00 [03:00 [04:00 [0500 [0e:00 000 [oeo0 [omoo [1ooo [i100 [1200 1300 [1400 [1500 Ji600 [1700 Jis0o0 |
Training, Abigail [14-Mar-1985]; 10000028/22222; Swinley W4

Medications

A red box indicates that the task is
late and has not been carried out
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6.3 A form is opened up to allow you to record why the drug has been administered late.
Please note it is important that a reason for the late administration of the drug is recorded.

f® PRX Task - Training, Abigail

PRX Task - Training, Abigail ®
Administered At

Date: | 31-May-2016 j| Ti me=| 14:58 E|

Task Infarmation

Taski| Bisoprolol tablets

Give 2.5 milliGRAM(s) Cral Morning

Start Dateﬂime:|21.r\.13r.2015 14:42 Stop Date/Ti me:| |

The task box is the same as a normai
order, except that a late reason is
added as a mandatory field

Uom: Route:
Admlnls[t;;rsf |I| ImiIIiGHJ‘\.Mi )|E| Ioml

Patient Self-
Late Administration Reason administered

Click the OK button

Additional Comments:

Click the drop down box to access the |
Late Administration Reasons and =

select the appropriate option
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7 COUNTERSIGNING/CO-SIGNING MEDICATION
71 Certain tasks within the system require a co-signature to document a second-check of the
medication administration (e.g. controlled drugs, some injectable medication, items marked

‘Drug-See Note’ and insulin).

7.2 Remember to double check the Banner bar to ensure that you are working on the correct
patient.
CARTER, Susan (Mrs) Boen OB-Jul-1989 {26y] Genger Female NHE Mo Unknown
Address 2 LAKESIDE AVENUE, BILLINGE.... | Phone and Email 01942 6666666 MEN 00012301 Location Swinley Ward @ No Knawn Allergies x
7.3 Select a patient from the patient list.
7.4 Select the Worklist Manager Icon from the toolbar.

ol Manager - Bekeer, Fetia

Eilm fdi Wes Agtons  Hep

IDEEE &|#* & & [5ca)

BEHKER, Petro Az Unknnws (emder Femaln K Ko Winknown

Aecdveis Uksrr i Piroos evid Evveal Uinfbosecran AW 10000003 Lecation Swimbey Ward @ Mo Kncven Allcigies ¥
Wil v [=MAF B b Selacted Pl | 2oy | Scheciing I d Stz F -

Fro [1len 2006 = 1| [700 | bo [11don 200 o] 120 |k [Thow || ietereake | (b

e
w0 joem Jrod [usm Jreoo Tusoo Tmo Nooo Frm hzon nzm Maos rsw e rew fee o

Tk Dz plioes |k =kt [1ask 5
Bekke, Pelio ; 1000N0E/E211; Swindcy Waid; Ho Kirewe Al

Hazli:aliunz

* Moashies AT
Cantirwss 100
s h stk mie
e zachad:

g bes
e G E k)
Diad By 12 lroms
= el Fpm
LS R
I adion . D al e
hm

Ml zMz1121

This is the Controlled drug that has
been ordered

7.5

Select Mark as Done [ "

Mark as Done by Cther...
Wark a5 Mot Domne...

Barcode Scan

Mark as done means

that the drug has been
administered to the patient

ctivate Order.,
Add Completed Task...
Add Scheduled Task..

AR Varkance

Refrech

Edit ¥
Lock Columins

Create Schedule...

Schedule Farst Task,.
Reschedule 2
Wiew ¥
Wiewr Aleris..

Views Scan Warnings..,
'-".tn.lll:.-' e

Add Comments...

Order Message Manager
Send Dose...

Expert Advice (Drug Info)...
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7.6 Choosing Mark as Done will start up the Medication Administration form, where the co-sign
box can be found. Note that the co-sign box is mandatory.

7.7 Click in the Co-sign box

[ Medication Administration Form Co-Sig - Bekker, Pefro

Admanistered At

Medication Administration Form Co-5ig - Bekker, Petro @

DAt |11 Jan -2016 x| Time: 1103 ]

Task Information

Task: | Morphine (MST Continus] L00mg modified-release granules sachets sugar free
Gree 100 milliGRAM([s) Oral Every 12 hours Bam and &pm)
Pharmacy/Administration Information: Controlled Drug

Start Date/Time:|11-lan-2016 11:21

Stop Date/Time:

Previous Medicabion Alert(s) : E
«11-Jan-2016 11:20:54> - Ack, Dnug Interaction, for- food
UOM;
Admahistered Dose: | 100 [mliGRAM(E)

Cosian Click the drop down box

(3] to open the co-sign box
Late Administration Reazon

&l
Additional Comments:
=

Performed By: | Aboo, Omar | Consultant |

Entered Bg

o)==,

7.8 A co-signature box will be displayed,
where the second clinician/nurse can input
Username and Password. Click Ok once

entered

N - = e
#¢ Co-Signature

Please enter your user D and password

Username

Password
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Click Ok on the Medication Administration form dialogue box.

fB Medication Administration Form Co-Sig - Bekker, Petro

Date:

Task:

Medication Administration Form Co-5ig - Bekker, Petro @

Administered At

11-Jan 2016 x| Time a3 ]

Task Information

Morghine (M5T Continus] 100mg modified-release granules sachets sugar free
Grve 100 miliGRAM(s] Oral Every 12 hours Sam and &pm)
Pharmacy/Administration Information: Controlled Drug

Start Date/Time: 11_jan-2016 11:21 Stop Date/Time:

Previous Medication Alerts) : E
«11-Jan-2016 11:20:54> - Ack, Dnug Interaction, for- food
UOM: Flouse: Farm:
Agmanistered Dose: [100 [miiGRAMa) | o= I JI‘n\odﬁadeHschmuss
|Cl‘:::r'l|.Trann;| E
Late Administration Reason
&l
Addiboral Comments:
Click the OK button
Performed By _ﬁ-hao.. Omar | Consultant | Entered By _
8 OTHER TASK TYPES
8.1 Continuous Tasks
These tasks appear as a long light blue tasks spreading across the eMAR
continuously from the original start time. Click to administer these tasks when you
are putting up the first bag/syringe etc. Then click on the blue bar, in the correct
time slot, when the next bag/syringe is put up - you don't need to click to administer
the task each hour.
8.2 Special Continuous Tasks - PCA
These would work like all other continuous tasks where you click to administer when
the first syringe is put up, and then each time you change the syringe. All other PCA
records e.g. total, good, amount remaining etc. should be documented on the MAR
chart exactly as they are now.
8.3 Epidurals

The same rules would apply as for PCAs- the task should be ‘done' each time a bag
is changed. All other epidural records should continue as now on paper.

10
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8.4 Trough Tasks
These are task that do not have a defined ‘scheduled time'. The main example is
PRN which appears as a pink trough task on the eMAR. To administer a PRN task
double click the task grid at the time the PRN task is to be given. This will then give
a task form as with other tasks. Once completed the PRN trough MAY move a set
amount of time to indicate the interval that should be left until the next dose could
be given e.g. 4-6 hrs for paracetamol

8.5 Yellow trough tasks will appear when the prescriber places an order after the final
scheduled administration time for that day, for example prescribing atenolol 50mg
morning (9am) in the afternoon. This will place a trough task from the point it was
prescribed until the end of the first day to allow the nurse, if required, to administer
that first dose late and then get back to the schedule the following day

9 NON-HIS PRESCRIBING
9.1 Some aspects of prescribing remain on paper
9.1.1 Regular IV fluids
9.1.2 Sliding scale insulin
9.1.3 Some complex paediatric infusions that are currently on the infusion chart.
9.1.4 Small number of complex infusion e.g. IV immunoglobulins

10 HUMAN RIGHTS ACT
Implications of the Human Rights Act have been taken into account in the formulation of
this document and they have, where appropriate, been fully reflected in its wording.

11 ACCESSIBILITY STATEMENT
This document can be made available in a range of alternative formats e.g. large print,
Braille and audio cd.

For more details, please contact the HR Department on 01942 77 3766 or email
equalityanddiversity@wwl.nhs.uk

11
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