
EPIC & VA GUIDE

WRITING NOTES, 
FINDING INFORMATION, 

A FEW TIPS



For help with VA computing, Erica Stohs has created a wonderful
document that cannot be improved upon. 

Please find it on eduke.org “Erica Stohs’ VA Guide”



The following slides will help you find your schedule of patients, 
gather information about them, write notes, arrange for follow up,
identify a cosigner, and close the encounter in EPIC for HMC and UW
General ID clinics. 

However, we will not cover EPIC Inboxes or Madison clinic-specific 
functions. These are important. I, Chloe, or the chiefs are happy to teach 
you about these anytime. 



LOG INTO EPIC https://access.uwmedicine.org

UW MED USER NAME

password –
same login 
for 
citrix/EPIC/ORCA

If you have Mojave installed on your mac, I can help you access citrix through 
something called Citrix Workspace. If you don’t have Mojave installed, try to avoid it.



THAT WILL TAKE YOU HERE: FROM HERE, CAN GO TO EPIC OR ORCA

CHOOSE EPIC AND BE PATIENT



YOU MAY GET THIS NASTY ERROR. DON’T FEAR.



GO TO YOUR NAME IN THE UPPER R. CLICK IT. AND INSTALL CITRIX RECEIVER.



DOWNLOAD THE FILE. OPEN IT. DOUBLE CLICK. INSTALL CITRIX RECEIVER.



FOLLOW ON-SCREEN INSTRUCTIONS FOR INSTALLING. 
ON SOME MACS, WILL ALSO NEED TO CLICK “OPEN” HERE.



THIS WINDOW POPS UP. Click Connect.
ENTER SAME USER NAME AND PASSWORD.



ENTER:
UWMC INFECTIOUS DISEASE or

HMC INFECTIOUS DISEASE CLINIC



THIS IS HOW YOU ACCESS  YOUR INBASKET/INBOX.



INITIAL SET UP:
Click Schedule Tab.



If your screen looks like this, click 
down arrow next to your name. 



If your screen looks like this, click 
down arrow next to your name. Then, 
click push-pin.



THIS SHOULD BE YOU
But if you want to see anyone else’s schedule
click here. If you see a different schedule set-up,
click this push-pin.



GO TO YOUR FIRST DAY OF CLINIC ON THE 
CALENDAR. 
CHOOSE ONE OF THE PATIENTS YOU’LL BE 
SEEING ON THE FIRST DAY AND DOUBLE CLICK 
ON THEIR NAME. 
YOU ARE ALLOWED TO PRE-CHART ON YOUR 
PATIENTS SO YOU CAN ACTUALLY START A 
NOTE FOR THE FIRST DAY OF CLINIC.



IF FOR SOME REASON YOU CAN’T FIND A 
PATIENT (OR YOUR SCHEDULE) OR YOU’RE 
AT THE VA, OPEN THIS TEST PATIENT.
CLICK ENCOUNTER. THEN FIND PATIENT.



Double click this Women’s Clinic 
appointment. Then continue.



NOW LET’S LEARN ABOUT SMART PHRASES, 
AKA DOT PHRASES



TO EDIT SMART PHRASES OR SEE WHICH ONES YOU HAVE AVAILABLE:
-Click EPIC
-Select Tools
-Select SmartTool Editors
-Select SmartPhrase Manager



TO ACCESS THIS EASILY IN THE FUTURE:
-Click EPIC
-Click the pushpin next to the SmartPhrase Manager



NEXT – click on SmartPhrase Manager



Type the name of the source for all TRUTH:
BRYSON-CAHN, CHLOE

Hit GO



Highlight all smart phrases (hold down shift and use down arrow
key). Then, hit Share.



The phrases should show up on the left and your name on the right.
Click Accept.



.idinitial

.idfollowup

.idtravelconsult

.idtravelavs

.madisoninitialvisit

.madisonreturnvisit

.prepinitial

.prepreturn

These are the phrases you have just shared with yourself. Note that
this year, you’ll need only the top 4, but you have the approved templates
for Madison Clinic also.



YOU WILL ALSO WANT TO PIN THE My SmartPhrases tab to your EPIC menu:
-Click EPIC
-Select Tools
-Select SmartTool Editors
-Select My SmartPhrases



TO ACCESS THIS EASILY IN THE FUTURE:
-Click EPIC
-Click the pushpin next to the My SmartPhrases
-Click My SmartPhrases



Create new phrases here!
You can only edit the phrases you created. But if you would like to
modify an existing phrase, open it here, copy the content, and create 
your own new phrase. 



To use a smart phrase in your note, go to the My Note section, and type
“.” followed by the name of any of your smart phrases. Use F2 to go 
from section to section *** and any of the drop down boxes.



SPEED BUTTONS



Click the wrench above My Note section.



In this box, type “IDINITIAL” and hit + Add.
Then, type “IDFOLLOWUP” and hit + Add.
Then, type “IDTRAVELCONSULT” and hit + Add.



You should see these three boxes. Click Accept.



Notice the boxes just above “My Note” in the Note section.
Click one of these and see that it populates the phrase into the note
below.



1) Click the Wrap-Up tab
2) Click the wrench

Now we’ll add a Speed Button to the Patient Instructions area
so you can add instructions to AVS “After Visit Summary” for 
Travel Consults in ID clinic.



Type “IDTRAVELAVS” into the box and click + Add
and then Accept.



If you click the box, it will populate the After Visit Summary.



CHART REVIEW FOR A 
NEW PATIENT



CLICK CHART REVIEW
Notes: Here you can see previous notes
Labs: Labs listed one by one
Micro: A microbiology tab that is not as good as ORCA
Imaging and Media are coming later.

Use down arrow to see more tabs.



LET’S ALSO MAKE SURE YOU HAVE THE TOOLS YOU NEED 
ON THE MENU BAR:
-Graphs (where you can find vitals and weights)
-Comm Mgmt (for ccing UW or outside providers your notes)
-Results Review (for better viewing of labs)



If not, look here:
-Click “More” on the bottom -> This will open up a list
-Click on “Additional Tools” or “My Chart Utilities”
-Once you find what you want, hover and click the star



SET UP RESULTS REVIEW



CLICK RESULTS REVIEW



CHOOSE THE TOP GRAY BAR AND HIT 
ACCEPT



FIX THE ORDER OF THE DATES:
-Click OPTIONS
-Click Trend Dates in reverse 

chronological order



THE DEFAULT IS TO SEE ALL LAB 
RESULTS, BUT YOU CAN TREND 
SPECIFIC LABS BY HIGHLIGHTING 
THEM ON THE LEFT



MINDSCAPE TAB









THERE ARE TWO WAYS TO ACCESS 
OUTSIDE RECORDS:
- Care Everywhere for participating 

institutions
- Media Tab (From Chart Review) for 

Faxed Records



CLICK CHART REVIEW



MEDIA TAB



Notice the Micro tab.
You are welcome to use it but most fellows find that the 
micro tab in ORCA is more helpful. Consider keeping 
ORCA open in clinic.

Note: When we fax notes to outside providers, they 
cannot see any images you paste into the note.



Notice the Imaging Tab.
The radiology reports are listed here. 
You can also look at the images in PACS here



Now let’s write a note

Notice what happens when you click 
this right arrow



Your note disappears. Panic ensues. 
You can get the note back by clicking 

the left arrow



END OF VISIT



CLICK ON WRAP-UP TAB



ENTER LEVEL OF SERVICE
Attending Name 

IF PATIENT NEEDS FOLLOW-
UP VISIT, ENTER TIME 
FRAME HERE



AT HMC, CC ALL CHARTS TO 
ASHLEY KATZER AND 
BRITTANY MCDERMOTT



SIGN VISIT



HAIKU. 

You can use the instructions below download the Haiku 
app to access EPIC from your Smart Phone: iphone or 
Android. This means you can chart review patients or 
see if your schedule has changed or check your inbox 
from your bed.

https://intranet.uwmedicine.org/BU/ClinApps/EPICResourceLibrary/Haiku_Access_for
_Android.pdf

https://intranet.uwmedicine.org/BU/ClinApps/EPICResourceLibrary/Haiku_or_Canto_
Access_for_iOS.pdf

https://urldefense.proofpoint.com/v2/url?u=https-3A__intranet.uwmedicine.org_BU_ClinApps_EPICResourceLibrary_Haiku-5FAccess-5Ffor-5FAndroid.pdf&d=DwMFAg&c=eRAMFD45gAfqt84VtBcfhQ&r=fskr6pi6phLczl2AP6UfdPlPnpgCJdop1M30AkSWcls&m=Sk0EWB_NH1mLX07iRlaAEJj4eS04pU7SYpdhePFH4Kk&s=0dm1M0AeB6n--llFfnWkaBfx2N6ohzjqR6w5kiqfCjo&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__intranet.uwmedicine.org_BU_ClinApps_EPICResourceLibrary_Haiku-5For-5FCanto-5FAccess-5Ffor-5FiOS.pdf&d=DwMFAg&c=eRAMFD45gAfqt84VtBcfhQ&r=fskr6pi6phLczl2AP6UfdPlPnpgCJdop1M30AkSWcls&m=Sk0EWB_NH1mLX07iRlaAEJj4eS04pU7SYpdhePFH4Kk&s=fbrtzTh_xx1neuxLvQWR4KF6GL0FbSpAHW2uTZpDE1w&e=


THE END.

Remember to go back to eduke.org for refresher before 
Madison Clinic next year.


