Medipac Transfer, Discharge, and Departure


Signing On
· To sign onto Medipac, enter your racfID and password at the sign on screen.
· Screen opens to session selection screen; locate cursor (flashing line or box) at command line.  Either type MEDIPAC or tab to MEDIPAC, press the Enter Key
· Do not use your mouse after clicking on medipac icon.

· Tab down to Patient Management (PTMG) and type an A, press the Enter Key.
Patient Management Screen
· In the upper left corner of the screen, the function is displayed. 

· In the upper right corner of the screen, the date and time are displayed.

· If you are in a patient’s record, the name of the patient will be displayed in the upper left corner and the account number will be in the upper right corner.

· The following functions will be used:
· NDSC – Nursing Unit Discharge
· NDPT—Nurse Unit Departure
· NXFE—Nurse Unit Transfer
· PPRF—Patient Profile Print
How to Transfer Patients

· Tab to NXFE.
· Type an A to the left of NXFE and press Enter Key.
· Using the patient list, tab to Account Number and enter 0, then the 12-digit account number and press the Enter Key.  
· On the transfer information screen, the date should remain the same, but the time can be changed to reflect the physical time the patient left the unit. 

· Transfer to bed on same unit:

1. Press F9 key to display the available beds on same unit.
2. Select the line number that corresponds to correct bed/Press Enter Key.

3. Confirm information, starting at top left and read downward.

4. Press Enter key to complete transfer:  Transfer complete.
5. A notice/confirmation sheet will print.

·  Transfer to bed on another unit:

1.  Tab to LOC field (location) and type “?” Press Enter key.

2. Type in the line number that corresponds to the correct unit.  Or alternatively, if you know the Medipac codes of the receiving unit, type in at LOC field and press Enter key.
3. Select the line number that corresponds to the correct bed/ press Enter key.  
4. Confirm information, starting at top left and read downward.
5. Press Enter key to complete transfer.  Transfer complete.
6. A notice/confirmation sheet will print.
How to Discharge patients (for inpatient IA)

· From patient management screen, tab to NDSC—Nurse Unit Discharge, type an A, and press Enter key.
· Enter 0 and 12-digit account number from patient list and press Enter key.

· Review the screen for accuracy (correct patient’s name in the upper left corner and account number in the upper right corner).

· On the discharge information screen, you can change the discharge date and time and enter a disposition code.

· If the date and time are correct, tab to the disposition code and enter one of the following:

· “E”—if alive

· “A”—if transferred to another facility

· “7”—if expired

· “?”—for more choices; only use for AMA or discharge to state, federal, psychiatric facilities only.
· Review the screen for accuracy (correct patient, account number, and disposition code.
· Press the Enter key to complete the discharge (this takes you to the patient selection parameters screen with “Discharge Complete” in the lower left corner).  A notice/confirmation sheet will print and should be placed on top with the broken-down chart for the Medical Records Dept.

How to Departure patients (for outpatient OT)
· From patient management screen, tab to NDPT—Nurse Unit Departure, type an A, and press Enter key.

· Enter 0 and the 12-digit account number from the patient list and press the Enter key.
· Review the screen for accuracy (correct patient’s name in the upper left corner and account number in the upper right corner).

· If the date and time are correct, tab to the disposition code and enter one of the following:

· “E”—if alive

· “A”—if transferred to another facility

· “7”—if expired

· “?”—for more choices; only use for AMA or discharge to state, federal, psychiatric facilities only.

· Tab to “DT/TM OF DISCH ORDER, OR IF COND DISCH, WHEN MET. DATE.. TIME..” –this is when patient is medically able to leave.  Tab to date and time fields when orders written or if conditional discharge, check with patient’s nurse for date and time patient is medically able to leave.
· Review the screen for accuracy (correct patient, account number, and disposition code, date and time when patient medically able to leave).

· Press the Enter key to complete the departure (This takes you to the patient selection parameters screen with “departure complete” in the lower left corner.


How to Navigate the Keyboard


Tab:  Moves cursor forward to the next field


Shift+Tab:  Moves cursor backward to the previous field


Arrow Keys:  Moves cursor up, down, left or right (use sparingly)


Esc key:  Reset key (stick man in lower left corner)


F1:  Displays HELP screens-may be text or selectable choices


F3:  Previous screen or exit out of a function


F7:  Goes back one screen (when in screens that have more than one page—will be displayed in lower left corner)


Pause/Break or Scroll Lock:  Goes back to the previous function  (use when F7 does not take you back a screen anymore)


F8:  Goes forward on screen (when in screen that more than one page—will be displayed in lower left corner)


F9:  Same account or cancel discharge or departure.


Enter Key:  Press to accept or confirm transactions








Pavilions


A pavilion is a collection of nursing units and departments within an institution that are separated because of physical or operational differences, or both.  Codes are associated with each Pavilion are used to track census, revenue, and other general ledger activities.  If you cannot transfer the patient to the correct bed, you may need to change the pavilion.  Currently, the pavilions are:


			Name			Pavilion #			  


VUH Vanderbilt Adult Hospital	       		1


VCH Vanderbilt Children’s Hospital		3		


VUH Heart and Vascular Institute			4	


PHV Psychiatric Hospital at Vanderbilt		5	


Bill Wilkerson Center				7		








Accidental Discharges or Departures


If patient was departed in error, the patient leaves the census and all WIZ orders are lost immediately.  Immediately contact the Admitting Department to cancel the departure. Try to get this done within 4h from departure/discharge. This will allow the patient to return to your census and the WIZ orders to be returned to the patient’s case.  If cancellation is not done within 4 hours, the pt. can be returned, however all active non-medication orders will have to be re-entered by nurse or MR and all medication orders re-entered by the Pharmacist.








