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1. For both the Urgent Care / Emergency Department:  Initial Assessment of Blood and Body Fluid 

Worksheet and Discharge Summary documents entering the “Document queue”: 

a. Select Main Folder: Health Care Reports                                                                       

b. Select Sub Folder: PEP 

c. Associate with ‘Date Received’  – also known 
as date stamped or date received into the clinic 

d. Associate with ‘Date Created’– the true date 
for historical documents (date of the paper 
copy, not the date the historical document was 
scanned into the EMR)   

e. Select the generic WICCC provider OR continue 
to follow the site process to date 

f.  

 

 

2. Upon filing the referral select the EMR Section> Encounter Notes tab 

a. Select the green plus sign next to ‘Client Services’ >from the list of history select ‘Post-
Exposure Prophylaxis (PEP)’  

b. In the details drop down select the site the referral directed to 

c. In the date field select the date the referral was received 

d. Select Save and Close 
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3. Within 24 hours of receiving the referral contact with the patient and appointment MUST occur.  
Within the scheduler 

a. Select the provider and date to book 

b. Right click on the appointment time and select ‘Create Appointment’ 

c. Set the Type to ‘Long Visit’ 

d. Set the Reason to Trauma (Primary Care Sites) or Reproductive Health (WICCCs) 

e. Select 1 hour for duration  

Contact with patient to book must be attempted no less than 3 times 

 

4. In situations where the patient does not present for scheduled appointment: 

a. Right click on appointment>Select No show 

b. PCA contacts patient to check if patient would like to rebook 

c. PCA attempts to contact 3 times if no contact is made a letter is generated and sent to 
the patient 

d. PCA documents steps within patient section notes tab 

 

5. Patient Presents for appointment: 

a. PCA right clicks on appointment and selects Arrive  
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b. Appointment Provider initiates and completes the  Post-Exposure Prophylaxis Verbal 

Source Consent Clinical note template 

 

 

c. Appointment Provider initiates and completed the Follow Up Assessment of Blood or 
Body Fluid Exposure Form  
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6. PCA books follow up appointment and prints out the patients upcoming appointments: 

a. Load Patient chart 

b. Select F4 on the keyboard> A quick patient appointment view window will appear 

c. Select ‘File’ in the top left hand corner  

d. Select ‘Print Patient Schedule’ 

e. Select the check box for ‘Include Future Appointments’ 

f. Select Print 

         

 

7. Patient arrives for Follow up appointment 

a. PCA right clicks on appointment and selects Arrive 

b. Provider initiates and completes the Post Exposure Prophylaxis Community Follow-up 
clinical note for the pertinent visit (eg. 1 week, 4 week, 12 week & 24 week) and saves 
to the chart 
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c. To open the hyperlinks within the clinical note press and hold the control button on the 
keyboard and left click on the link.   This will open the appendix link in a browser 
window 
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