CLINICAL DOCUMENTATION REFERENCE SHEET
COSIGNING STUDENT DOCUMENTATION —BY COSIGNER

When students document in a patient chart, the documentation will be pended until the Cosigner
reviews and cosigns the documentation. The Cosigner can be the nurse, social worker, or instructor

with Epic access, who is assigned to the patient and precepting the student. After the Cosigner
reviews and cosigns the student charting, documentation will then save and appear signed in the
chart. All student charting must be reviewed and cosigned before the end of the shift. Students
administering medications will require the cosigner during administration.

Instructors: Log In, Establish Cosigner, then, Sign In, Select Role

1. At shift start, Instructors meet with students, provide patient
assignments for the day, and confirm the student’s Cosigner.

A. Preceptor/Cosigner: Tell students during patient assignment to
check-in with the cosigner before shift end (selected as Default

Cosigner by the student at Epic Log In), to confirm all student
documentation is cosigned before leaving.
B. Cosigners: Log In to Epic by entering their UserID, Password

and the Department where students will work with patients.
C. Student Nurses: Log In to Epic by entering their UserID,
Password, Department where students will work, and select

the Default Cosigner who will review charting before shift end.

2. After Log In, both instructors/cosigners and students will click Sign In from Epic

Brain or from Patients Lists.
3. From the Sign In window:

Hyperspace® vay 2024

:eatummg EpicCare

User ID

Password

Hyperspace® wmay 2024
Featuring EpicCare

Default cosigner: |\ [!]

S | “
Last lot e Sep 3, 2024 11:24 AM CDT.

# Sign I_ni 2 ’Sign Out
]

A. Complete the shift Start, End,

Start: 0800 10/09/2024

Contact # and Comment information.
B.IMPORTANT: In the Role field on the
upper-right, type the word student.

End: | 1600 10/09/2024

Contact #: | 4357

Comment: | Call x4892 when I'm not avail..

m 10H | 12H
3

C.INSTRUCTOR/COSIGNER:

Departments

B

Title
—

Number

||Sludenl Nurse Instructor ‘ c '

3058

Student Respiratory Therapist

Medical Student

Select Student Nurse Instructor.
D.STUDENT Nurse:

Add department ( : J +

‘ [J NCH 4EN MEDICAL

NP Student

Nurse Anesthetist Student

3053

15

69

3058

14

I
| Nursing Student (D}
gl

PA Student

70

Select Nursing Student.

e Selecting the appropriate Role ensures that unit staff do not see the cosigner as the shift
nurse in the floor monitors and distinguishes the role in Treatment Team reports.
e Non-nursing students do not need to change their Role from the Sign In window.

e NOTE: Patients will not appear in Epic Brain, only in Patient Lists > My Lists > My Patients.

E. Both Cosigner and Student Add department and select the patients assigned to the student for
the shift. Both having the same patients assigned will make it easier to find them for review.

4. COSIGNERS: Before the end of shift, must open each patient chart assigned to the student,

review documentation, then cosign the charted information — or follow up with the student nurse

before cosigning.
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CLINICAL DOCUMENTATION REFERENCE SHEET
COSIGNING STUDENT DOCUMENTATION —BY COSIGNER

Try It Out: Cosign Flowsheets and Navigators
1. COSIGN FLOWSHEETS/NAVIGATORS/ADMINISTRATIONS DOCUMENTATION:

Open the patlent Chart € summary Chart Review  Results  Work List @MAR‘ %) Flowsheets }mlek&/@ulpm Notes  Educatior

Flowsheets
H Eile | 2-AddRows 4 LDAAvatar + | ¥ AddCol p¥insertCol < DataValidate g Hide Device Data ~ | f LastFiled | $

A. From the Flowsheets activity tab, click the
Cosign Report button to open the Flowsheet Lot o ===
Data Needing COS|gn WindoW_ vmu!:}:-‘d Sha:g £ 1m 5m 10m 15m 30m 1h 2h 4h 8h 24h  Based On: D?DO‘;E:\E;\."

| vist signs % o821 o921
Respiratory A.. 7] 2200 | 0245 o715

vital Signs | Compl J Wssment  Intake/Output IV Assessment t  Daily Cares/Safety  Blood Admin

MEWS Vital Signs i |

or e
PAIN v T 985 (37.1) |
HEIGHT/WEIGHT /[t Temp Source [ Tympanic [

B. From the Summary activity tab, click the Cosign Student Documentation report tab.

C. Review the student charting — :
H H Summa
appearlng n red or blue tEXt' - Nr:lsingowerview IP Index - Clinical ~ SBAR Handoff @ £ B O O |Cosign Student Document .. & -

D. CIiC.k th.e C.C)-Slgn hyperlink tOl v:‘:.‘s‘agnsecnmpm CGS;Z‘_H = ] ; n ‘_ Cosign entire section REViEw::f‘;’r‘;::;g::;:,Tudgnt
cosign individual rows or entire L3 N __c e ik “Cosign
Temp Source Cosign ™ = osign rows I

sections.

E. Review all administrations (i.e. : s
rate/dose changes) and click o [|waere s o
the Cosign hyperlink to cosign.

Cosign administrations
{i.e. IV Rate/Dose Change)

F. If the student has access to  Administrations uith Cosign Requests
write notes, check for any " smat o (o it i o
student notes needing to be BT e T B SR @E

attested in the Notes activity.
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CLINICAL DOCUMENTATION REFERENCE SHEET

COSIGNING STUDENT DOCUMENTATION —BY COSIGNER

Try It Out: Cosign Medications

COSIGN MEDICATION ADMINISTRATION (only charts where students have security access to
document in the MAR to administer medications. Some student roles will be unable to administer

medications):

1.

administered.

2.
patient chart in the MAR activity:

A. Student scans the patient wristband

All medications administered by students require dual signature at the time the medication is

Student nurse follows medication administration procedure. From Patient Lists or inside the

barcode.

B.

Student scans the medication barcode. Links appropriate LDA when administering IV

medications.

the right side of MAR window.

C.
D. Student clicks Accept button.

Student confirms order details on left and updates the administration appropriately on

« Summary  Chart Review Results  Work List @MAR

MAR

Documented By: BLACKCHERRY, MIA

El Report B R Messages 48 Legend %

Action:
1 capsule (1 = 250 mg capsule)
Today 10/28/19 at 0200 (Given)
NCH Central Pharmacy

Given

Every 4 hours Route

Oral

250 mg

60 minutes from the due time Dose

Routine 250 mg

Today 10/28/19 at 0200
ces: Micromedex
ADM/Monitoring
Contraindication
Clinical Teaching

Dose Adjustments

" Flowsheets Intake/Output ~ Notes Education Care Plan  Shift Navigator Mavigators ™

Schedule Date/Time: 10/28/19 1000

Medication
‘ icillin (PRINCIPEN) 250 Sz’
rd

[

Document for Another User

R
Date Time. Comment
ﬂ 10/28/2019 1000 Enter Comment

Site

Recent Actions Next Actions
10/28 | 10/28 | 10/28 | 10/28 | 10/28 | 1028
0200 | 0600 | 1000 | 1400 | 1300 | 2200

You are documenting 1 adminislra(ion.l " Accept |x Cancel

3. A yellow message requesting Dual Signoff Summary appears in the upper area.
4. The cosigning nurse, preceptor or instructor with Epic access reviews the MAR window. When

information is accurate:
A. Cosigner clicks the Sign Off button,

B. Cosigner enters their User ID and Password,

C. Cosigner clicks the OK button.

€« Summar, 'y Chart Review Results  Work List @MAN © Flowsheets Intake/Output | Motes Education CarePlan  Shift Navigator Navigators =~ &
MAR & | B Report @ R Messages 4&Legend [ ~
P
\ ‘ 3! Dual Signoff Summary
Documented By: Mia Blackchery ScnedMEDaterTime: 10/2819 1000
ampicillin (PRINC|pEp-eapstie—Ro0-+ »

e —Prse256-my—Sra—FEveryt-om

a7 User Authentication

User Authentication

Patient: Anjou, Molly

ot 1
T
N
E
or
2
I |
R

o T
|
Al
o
cif
ol
ciichi

ecent Actions Next A
1028 | 10/28 | 10/26 | 1028 1
0200 | 0600 1000 | 1400 |

al Signott Second User: @

4

You are verifying 1 administration.]  Sign Of || Cancel Signoff
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CLINICAL DOCUMENTATION REFERENCE SHEET
COSIGNING STUDENT DOCUMENTATION —BY COSIGNER

Try It Out: Cosign Notes

COSIGN NOTES (only charts where students have security access to write notes. Some student
roles will be unable to write notes):
NOTE: Students MUST sign the note from the Notes activity. Cosigners are unable to cosign
pended notes.
1. Click the Notes activity tab.
2. Click the All Notes tab.
3. Find notes with an Author Type of “Student” or “Intern”. Click More ¥ and select “Cosign
Requirement” to sort by notes needing to be cosigned.
4. On the left, single-click (select) a row with a Student or Intern note.
5. On the right, from the upper toolbar, click the Attest button (the Attest button will only be active
when a note needs to be cosigned).

Example of Student Nurse — Plan of Care note (from Care Plan activity)

€« Summary Chart Review Results Work List @MAR [ Flowsheets \ntak.e/ Education | Care Plan  Orders Charg..  Shift N.. Navigators ~‘Welcome

Anjou, Molly @ Y Filter = Load All [] Show My Notes [ ] Show Notes by .. 3i% Mark All as Not New () Refresh 3% Legend ¥ Note Editor Settings () Reset Notes Activity Cache

e et Progress  Consults  Procedures H&P  Discharge  Emergency Planof Care Periop  Events  Adv Care Planning  Behavioral Health  Incomplete
Bed: DRTH[%';‘-T]RSN IPOMtho | Number of notes shown: 1 out of 1. All loaded. 5
Cur LCGMEF‘ NDC1H Gl Admit | | Sort: Date Note Type Service | More ~ @ s A K- || #£Edt ECopy A Aftest ion w2 Route T
= |
Code: Nil on file Today A L ek

(no ACP docs)

_ Mia Blackcherry, SN Plan of Care -
Patient Class: Inpatient, Nursing Student Date of Service: 10/28 .55 AM ia Blackcherry, SN Plan of Care Date of Service: 10/28/2019 9:55 AM
e % Nursing File Time: 1028 9:56 AM Nursing Student Cosign Needed
Cosign Needed Nursing

ALLERGIES

No Known Allergies =.
Problem: Pain Show: Clear all

filinession Time: D8 VM Goal: Patient’s pain/discomfort is manageable [ vznusl [ Tem plate [ .

Example of Student Social Worker note
& summary  Chart Review Results Review 1% Flowsheets Intake/Output Edu:atinn Care Plan  Orders  Document List @Ulilizatinn Review Case Mgmt Social Work Navigators

Notes
2
u +]NewNote Y Fiter :S Load All [ ] Show My Notes [ ] Show Notes by ... S}z Mark All as Not New {% Refresh 38 Legend J& Note Editor Setfings () Reset Notes Activity Cache.
Molly Anjou Progress  Consults  Procedures H&P  Discharge  Emergency PlanofCare Periop Events  AdvCare Planning  Behavioral Health  Incomplete
Female, 18 y.0., 10/27/2001
MRN: 304000010 Number of notes shown: 2 out of 2. All loaded.
Bed: TRN IP Ortho Pool 15 e e B oo < owe PIS
Cur Location: NCH G Admit Bay | | SO Dete Note Type | Sarvice || More~ =t A F- || & Edt B Copy 2 Rout q
01
No Seni A P BE
Code: Not on file (no ACP docs) ° e“’ze = ~
Patient Class: Inpatient ophia Bitterorange: Progress Notes - -
@ ;‘v );_ix_”;;a;" Social Worker... Date of Service: 10/28 10:12 AM phia Bitterorange Progress Notes Date of Service: 10/28/2019 10:12 AM
. o= File Time: 10128 10:14 AM Social Worker Intem Cosign Nesded
Cosign Needed _
Allergies: No Known Allergies Mia Blackcherry, SN Plan of Care Social Worker Student note
e g Nursing Student Date of Service: 10/28 9:55 AM Patient ready for discharge
ADMITTED: 10/27/2019 (1 D) % Nursing File Time: 10/28 9:56 AM

Example of Student/Intern Dietitian note

— —
MA & Summary  Chart Review Results  Work List @ MAR [ % Flowsheets Intake/Output | Motes |Education Care Plan  Orders ... -
4
Notes 3|

AHJOLI, MO“y +1NewNote ¥ Filter := Load Al []Show My Notes [ ] Show Notesby ... 2} Mark All as Not New O Refresh 1§ Legend J& Note Editor Seftings More ~
Female, 18 y.o., 9/9/2003 iy

MRN: 304000010 — . . . )
8ed: ORTHOH-TRN IP Ortho AllNotes | Progress  Consults  Procedures H&P  Discharge  Emergency Planof Care Periop Events  Adv Care Planning Behavioral Health -

bezlis Number of notes shown: 1 out of 1. All loaded. s There are new updates. Sort by new notes

Cur Location: Admit Bay 01

Code: Not on file Sort Note Type Service Rarely Used st a for # Edit [E Copy = Route & Tag

(no ACP docs)

Patient Class: Inpatient Today A ha (]
CSN: 80253597 S ~
Nch Ip Dietician Intern Progress Notes o
Accom(Code (Gonaal Registered Dietitian Date of Service: 09/09 5:33 PM Nch Ip Dietician Intern progress Notes /4, [
% Nutrition File Time: 09/09 5:39 PM Registered Dietitian Cosign Needed
Cosign Needed Nutrition
a
STOSEHTIR Registered Dietitian Student/Intern note
&P ttending

ALLERGIES 1 = 7
Koy 1L
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CLINICAL DOCUMENTATION REFERENCE SHEET
COSIGNING STUDENT DOCUMENTATION —BY COSIGNER

6. Clinician/Preceptor reviews the note, and documents appropriate additional information.
7. Click the Sign button.

p— —_— —
< Summary  ChartR.. Resuts % Flowsheets intake/.. | ™Notes  Education Careplan Orders Do List @ Utilization R... | Case Mgmt Social .. Navigators &=~ & Aftest -
Notes @2
Y Filter := Load All [ ] Show My Notes [ ] Show Notesby ... 5} Mark All as Not New {} Refresh 18 Legend ¥ Noie Editor Seftings ) Reset Noles Activity Cache & Progress Notes@ P
AllNotes = Progress  Consults  Procedures H&P  Discharge Emergency PlanofCare Pericp Events  Adv Care Planning Behavioral Health  Incomplete —
Number of notes shown: 2 out of 2. All loaded. Sophia Bitterorange
Social Worker Intern
Sort: Date Note Type Service | More ~ =t A K- rd
Progress Notes
No Service EON samE =] Cosign Needed
Sophia Bitterorange Progress Notes - Date of Service: 10/28/2019 10:12
Social Worker. Date of Service: 10/28 10-12 AM Sophia Bitterorange Progress Notes Date of Service: 10/28/2019 10:12 AM AM
& — File Time: 10/28 10-14 AM Social Worker Intern Caosign Needed
Cosign Needed
Mia Blackcherry, SN Plan of Care y ) Patient ready for discharge
Nursing Student  Date of Service: 10/28 3:55 AM Patient ready for discharge. =.
% Nursing File Time: 10/28 9:56 AM

I % | B A *

& = 5 More~

y Cosigner writes additional appropriate
information in the section attesting the
student note. |

/O et
4

NOTE: While the student’s signed note is stored in NCH’s Epic, the Note must be cosigned to
become part of the legal record. Notes that are NOT cosigned, are not visible/included via Request
of Information (ROI) reports.
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CLINICAL DOCUMENTATION REFERENCE SHEET

COSIGNING STUDENT DOCUMENTATION —

Try it Out: Cosign Notes Using InBasket

BY COSIGNER

COSIGN NOTES (only charts where students have security access to write notes. Some student

roles will be unable to write notes):

NOTE: Students must sign their note from the Notes activity. Cosigners are unable to cosign pended

notes.

| & 1 : Cosign Motes

1. On the grey bar at the top of the screen, click the | hyperlink.

i 1: Cosign Motes | & 20 : BestPractice &0 ~
[, =Y [+ Log Out
CLASSROOM ENVIRONMEN ER18111= ges Q

=20 ¢ retientiookup | 8 sBReports - | [ Calculator. O My Reports
2. The InBasket opens to the Cosign Notes folder.
3. In the middle-column, click the unread message and review the documentation details on the
right column.
A. Click the Attest button on the upper toolbar to cosign the note.
B. Click the Encounter button to open the patient chart, cosign flowsheets, and cosign notes.

| 8= ” [ " o ” = || Anjou, Molly | CLASSROOM ENVIRONMEN [ [/ es ;I .
In Basket ©FNewMsg - @ PatientMsg £ Refresh s EditPools & Personalize / Search # Manage QuickActions ~ - E B i Properties ~ @ X
Messages f& > Cosign Notes 0 unread, 1 total Sort & Filter ¥ & || &/ Done | £ Edit Defer g Chart Review a8a5
{1 b=
wEg (i ki :atL;s 5;;2;?: ::tlentM . - | [E message  [E moreinfo [5 Patientinfo [F Meds/Problems [F vitals/Labs |5 MyLastNote [§] Help
- ea jou, Molly
BestPractice (20) @  Author: Miz Blackcherry, SN Mote Type: Plan of Care
Visit Type: Hospital E It a a ~
S‘F]S;C\g?t:’!-ogsgésdicn;ﬁgl?yr L. Cosign-Required Note Received: Today
0 4 Mia Blackcherry, SN *=* Sidney Cameo, RN
Molly
Female, 18 y.o., 10/27/2001 5 Attached Notes
MRN: 304000010
Phone: 773-321-2345 (H) Plan of Care by Mia Blackcherry, SN at 10/28/2019
9:55 AM
PCP: None
Brimary Cva: None Author: Mia Service: — Author Type:
Vg Blackcherry, SN Mursing Student
Filed: 10/28/2019 Date of Service: Mote Type: Plan of
%56 AM 10/28/2019 9:55 Care
In Basket & newnsg - £
. . My Messages
4. From InBasket, after clicking the Attest button, | cosion Notes Plan of Care PR
document appropriate additional information. i )
~
H H Mia Blackcherry, SN
5. Click the Sign button.
- Nursing
6. The message will move to the Completed Work
. Cosign Needed
folder in InBasket. oateof Sevice: 102672018 855
AM
Problem: Pain
Goal: Patient’s pain/discomfort v

Sent Messages ¥
(6)Comgleted W... ¥

=, More »

Cosigner writes additional appropriate
information in this section attesting the
student note |

Opened Patien.. ¥

‘QE X Cancel
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CLINICAL DOCUMENTATION REFERENCE SHEET
COSIGNING STUDENT DOCUMENTATION —BY COSIGNER

Try it Out: System List to Identify Patients Needing Cosign

From Patient Lists, use the All Patients Needing My Flowsheet Cosign System List to identify
patients with student charting needing cosign.

1. Under Available Lists (lower-left), click the System Lists folder to show subfolders.

2. Click the Needing Cosign folder to show the All Patients Needing My Flowsheet Cosign

System List.

3. Select the All Patients Needing My Flowsheet Cosign System List to see all patients, listed
on the upper-right, that have flowsheet documentation in which you were selected as the

cosigner.

Patient Lists

My Lists
¥ My Patients
i All My Patients
~ % My Unit
i Login Department

5 Recent Searches

~ I System Lists
» B All My Patients

9 ~ [ Needing Cosign

i3 All Patients Ne.

M EditList ~ # Signin «* Sign Out ﬁWoﬂ( List [BH Flowsheets @};M [Z] Continuous Obs # Back in Bed

7 All Patients Needing My Flowsheet Cosign 1 patient

Bed & /

Patient Name

Wrap Text %\ Assignment Wizard [= Visit Messaging

Refreshed just now G

Med

Flowsheet Admin

ign Requires Cosign
Cosign  Needed?

APPLE MOLLY

TRN IP ghtho Pool 15
otes

Orders ¥=Care Plan  FH Flowsheets

Cosign Cos
Unit Notes Ord
NCH ORTHO
G2 MAR

5 %

[ S
Room:TRN IP Ortho Pool 05  Bed:TRN IP Ortho Pool 15

» B EpicCare Link Ad--
» § Expected Lab Dr-

Apple, Molly  uni:oRTHOH

Questions — Contact:
IT Service Desk at (847) 618-HELP (4357)

Additional Epic Training educational materials:

Visit NCH TechKNOWIoqy page or press F1 from within Epic for your Learning Home Dashboard

This material contains confidential and copyrighted information of Epic Systems Corporation
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