DOWNTIME BCA COMPUTER

· Log in and password to the Business Continuity Access PC (BCA) computer using your EPIC login name and password.
· If the home screen does not pull up automatically after logging in - click the EPIC May 2019 BCA Reports icon from the left-hand side of the screen.

HOW TO PRINT DAILY SCHEDULE:
1. First step is to click “JCHC Outpatient POS” located in the Location section of the reports list at the left-hand side of the screen.
2. Next double click “Downtime DAR JCHC Outpatient Clinics Today – Detail list”
3. Click Print in the bottom right-hand corner of the screen.
4. This report includes a schedule for all outpatient departments.  We will need to distribute the schedules to all appropriate areas ASAP.

HOW TO PRINT ACU PATIENT INFORMATION:
1. Click “JCHC Ambulatory Care Unit” from the left-hand side of the screen in the departments section.
2. Click “Appt Date” at the top of the screen to place dates in order.
3. Scroll down to today’s date.
4. Single click on the first patient of the day – hold the shift key down – single click on the last patient of the day
This highlights all of the scheduled patients for the day.  Now click Print in the bottom right hand corner.
NOTE:  The printed information includes – encounter information, patient PCP, allergies, immunizations, problem list, recent vital signs, current medication list, open future orders (orders for catheters, bladder scans, etc. can be found in this area), plan order summary (therapy plans can be found in this area), lab results, and order summary.
5. Notice a green check mark will appear in the “printer icon column”.  This is a visual aid that indicates this patient’s information has been printed.
HOW TO PRINT OR DAILY SCHEDULE:
1. In the Report Type section at the bottom left of screen – click “Status Board Reports”.
2. Click “OR Statusboard T” to print today’s schedule.
NOTE: This area is able to print today’s “T” schedule along with the next 5 days (T+1, T+2, T+3, T+4, T+5)
3. Click Print in the bottom right-hand corner of the screen.
HOW TO PRINT OR PREFERENCE CARDS:
1. In the Report Type section at the bottom left of screen – click “Case Detail Reports”.
2. Click “date” heading at the top of the screen.  This places the cases in order by date.
3. Scroll down to the correct date.
4. Find patient’s name on the correct date.
5. Next look for “CSS Pick List” in the “Report Title” column to the left of the screen.  
6. Click on the appropriate CSS Pick List.
7. Click “Print” in the bottom right-hand corner of the screen.
NOTE: To view the card instead of printing simply click the “view” icon in the bottom right hand corner instead of print.

     


 HOW TO PRINT JCHC POST OP CALL (SURGERIES):
1. In the Report Type section at the bottom left of screen – click “Status Board reports”
2. Scroll down to the correct date for “OR post call”
Example: T-1 would be yesterday’s cases.  T is today’s cases.
(All options are: T-1, T-2 and T-3)
3. Double click on the appropriate OR post call date.
4. Click Print in the bottom right-hand corner of the screen.
5. Enter your phone call notes in the margins of the list and enter them into system when it comes back up.

HOW TO PRINT JCHC ESI POST OP CALLS:
1. In the Report Type section at the bottom left of screen – click “Status Board reports”
2. Scroll down to the correct date for “OR ESI Post call”
Example: T-7 would be last Thursday’s cases.  
[bookmark: _GoBack](All options are: T-7, T-8 and T-11)
3. Double click on the appropriate “OR ESI post call” date.
4. Click Print in the bottom right-hand corner of the screen.
5. Enter your phone call notes in the margins of the list and enter them into system when it comes back up.





	
