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Infoflex v5 in General Intensive Care Unit (GICU) for Elective Bed Requests
Quick Reference Guide (QRG) for GICU staff

Introduction

e Surgical teams who have identified an elective patient requiring level 2 or 3 post-operative care on General
Intensive Care Unit (GICU), can now make a bed request electronically using Infoflex once this decision is made.

e From Thursday 30" April 2015 clinical teams will be able to access Infoflex on all trust VDIs to request an elective
bed on GICU rather than having to come to GICU with the paper form to request a bed. This should enable them
to give the unit as much notice as possible and help GICU manage the elective workload.

Teams will still need to come to the unit and check bed availability on the day of surgery.

e Demand for post op beds varies greatly by day. The worklists in Infoflex will allow you to see how many requests
have been made on a particular day or date range.
¢ Notes for bed requestors:
o All fields marked * are mandatory and must be completed. The request cannot be submitted unless
completed.
o The operation date can be added later (as the operation date might not be set when the patient is
seen pre operatively) but this field must be completed later for the request to be sent to GICU.
o Staff can view existing requests for patients, and edit open requests right up until the request has
been reviewed by GICU (usually on the morning of surgery).

Infoflex has been implemented to improve elective bed requesting process; it will not replace the essential verbal
communication between surgical teams / anaesthetists and ICU.

* All new requests and changes to bed requests are tracked in Infoflex and this information can be fully audited
® This quick reference guide (QRG) explains the following and is aimed at staff who are based in GICU.

®  Your access and views will depend on which Infoflex group you are in — either GICU staff or GICU shift leads. A
small number of individuals will also have access to the set up new users and re-set passwords.

1. Logging in to Infoflex

2. View ICU activity / demand in the Worklist module.

3. Data Entry Module - Enter an ICU bed request and edit an ICU bed request

4, Qutcomes

5. Troubleshooting
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1. Logging on to Infoflex

a. Click on the ‘Start’ icon and select @ InfoFles vE

‘Infoflex v5’ from the list.
InfoFlex Database: IInfoerwE Live

b. Ensure ‘Infoflexvs live’ is shown

as the Infoflex database. Usemame: [

Pagaword:

c. Enter your trust username and the password ‘general’. Click on the ‘login’ button
You will be prompted to change this password the first time you login.

2. View ICU activity / demand in the Worklist module.

a. To access the Worklist module, i — # InfoFlex v5
| !
o

click on the ‘Worklist’ icon
) InfoFlex  Module Help

L2 | or
il ! ﬂ,’l B % ':-.l--"

Work List WK i a4

b. Today’s requests
Your default view as a member of GICU is the worklist ‘Today’s requests’. The following screen will be

displayed:

€7 InfoFlex v5 Work List - GICU Shift Leads
InfoFlex Module Yiew Summary Event Help

@& 8 VeHhzZOD =R ARGAL )
D i ews/Group B}
I@ GICU Shift Leads j ‘% Bed Requests [summary of ICU Bed Request’)
Summary :: 3 events found
{) Refresh | ¥ B Screen Documents 7} | By Copy & Pint | (5] width ~| lid Chart | Auto-efiesh is OFF
Query Today's Requests *  Subject Details
Operation date Theatre List Time * Sumame Forename MRN Operation * Refering Consultant * Consultant Specialty * Location Pre-Op Request Status
29/04/2M5 AM JENNINGS Low anterior resectiona dn ilio: GEMERAL SURGERY SaL RAequest Reviewed
29/04/2015 PM SMITH sleeve gastrectomy. GENERAL SURGERY Requested
29/04/205 Evening MORRIS bladder reduction UROLOGY Buckland Requested

c. The following information will be displayed:
o Operation date

o Theatre list time

o Patient Surname

o Patient Forename

o

Operation details
Referring Consultant
Speciality (of Consultant)
Patient location pre-op
Request status

O O O O O

MRN

d. The status of requests are as follows; these will be updated in the ‘request status column’ as the shift lead /
liaison nurse reviews the elective bed requests, accepts patients and as patients are admitted.
o No operation date

o Requested

o Request reviewed

o Patient accepted

o Patient admitted

o Patient not admitted
O

e. Same day requests are highlighted in red on the ‘todays requests’ worklist

f. If the list is not updating automatically, ensure that the ‘auto re-fresh button (¢ has been pressed.
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g. To sort the view if needed (e.g. by theatre list time), click on the column header.

h. To see the details of individual requests, highlight a patient record in the list and click on the ‘Screen’ icon
Screen This will show the request details in the bottom half of the screen as show below:

& InfoFlex v5 Work List - GICU Shift Leads
InfoFlex Module View Summary Event Help

B P VEAEZISD |} T= || &

Summary Views/Groups
j @ Bed Requests [summaty of 1CU Bed Request)

B Scieen () Documents <) | B Copy &b Prnt | 5] Widh ~ | [y Chat | Autorefiechis OFF

Query Today's Requests *  SubjectDetsls § S = |
Operation date  Theatre List Time*  Sumame  Forename  MAN Operation * Referring Consultant * Consubant Spacially * | LocstionPre-Op | Rlequest Status
23/04/2015 AM JEMNINGS Low antenor resections dn o GEMERAL SURGERY SAL Request Reviewed
23/04/2M5 M SMITH sleeve gastrectomy. GEMERAL SURGERY Requested

UROLOGY

4 4 ICU Bed Booking kM
Ir1CU Bed Booking
Date form created * 2704720151503 history of COFD
=4
Referring Consuterd* 7030209 - Vasikostas P s
Consutart Spaciaty * GENERAL SURGERY Relevant Medical Hstory
(reason why a critical care
Operslion » sleeve gastrectomy bed it needed)

Expected length of stay in GICU*  02-12- 4 hrs -

Operation date 29042015 D
- Other Relevant Information, eg
Theatre List Time 02.-PM - detalls or po by canceled
Patiert Location Pre Operation * SAL - Sal - operation(s)
Ward Location *
Consultant Anassthetist (if 6030137 - Jobnston -
Contact on day of surgery * Alice - FY1 EEEE
Bieep / Contact number * 6630 - 2
Patiert Type * 01 - Routine (18 week RTT) = kl tems marked with * are mandatorny |

i.  You can edit an open request at this point, unless it has already been reviewed by GICU shift lead / liaison
nurse (usually on the morning of surgery). If the request cannot be edited the text fields will all be grey.
Remember to save any changes you have made.

j. You have access to the two other worklists, ‘ICU bed requests by date’ and ‘Operation date missing’ and .
You can access by either of these clicking on the ‘Query’ Button as shown below:

" InfoFlex v5 Work List - ICU Bed Requesters

InfoFlex Module Wiew Summary Event Help

ST Y IEAEICI
Data Views Summary Yiews/Groups
@ ICU Bed Requesters j G Bed Fequests (summary of 101 Bed Request]
Screen Documents @l Capy % Frint | H Width 'l iu Chart | Auta-refreshiz OFF
j Subject Details

Operation date mizzing
Today's Heq&ests

k. If you select the worklist ‘ICU bed requests by date’, you will be prompted to enter a date range.

I.  Enter the date range you would like to view or click on the calendar icon a (on the right hand side of the
small box) and open the calendar to select the earliest and latest dates you are interested in. Select ‘OK’ to
see all requests for that date range (shown below):
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#* InfoFlex v5 Work List - ICU Bed Requesters

InfoFlex  Module Yiew Summary Event  Help

SIEIEET R Y Q@ = ® & |
BEIERYTTTS | Summary Yiews/Groups
@ ICU Bed Requesters - | T Bed Requests [summary of 1CU Bed Request)

T) Retresh | 1 Load el | B Sereen [ Dosuments ©00 | B Copy S5 i | ) vk | g Char | Autoretiesh is OFF
Query ICU Bed Requests by Date - Subject Details .

2" Enter, parameter values

Parameter

Earliest Dperation Date

Latest Operation Date

Testing [ aystem [ ICU Bed Requesters [ “Work List Mode [ /4|

m. The following screen will be displayed showing all requests within the date range specified as well as those
without an operation date:

£ InfoFlex v5 Work List - ICU Bed Requesters

InfoFlex Module Yiew Summary Event Help
®B(H VLEAEETOD IS )
Qala Views B Summary Views/Groups
@ ICU Bed Requesters ¥ | [T Bed Requests [summary of |CU Bed Request’)
L) Refresh | ¥ Loo0 20 | By Sereen & Documents 0 | Bey Copy & Print | 5 width ~| i} Chant | Autorelresh is OFF
Query ICU Bed Requests by Date - Subject Detals [ - M3
Operation date ‘ Theatre List Time * | Surname | MAN | Operation * Retering Consultant Corsultant Specialty * Location Pre-0p Request Status
28/04/2015 Al SMITH | wle avilla Bareries GENERAL SURGERY Cheselden Requested
: 28/04/2015 A KOWALSKI left nephrectomy Angan UROLOGY Requested
| | 28/04/205 Full day BROWN legectomy Bareriee GENERAL SURGERY Gray Requested
| | 28/04/205 Abd FICKLES revision of previously mastectomy Lohn PLASTIC SURGERY Cavell Requested
| | 28/04/2M5 Full day CRUST replace left ear Albuguerque AUDIOLOGICAL MEDICINE  Dalby Requested
| | 23/04/2m5 Evening MORRIS bladder reduction Anderson UROLOGY Buckland Requested
| |29/04/2015 AM JENNINGS Law anterior resectiona dn iliostomy Hagger GEMERAL SURGERY SaL Request Reviewed
| |29/04/2013 P SMITH sleeve gastrectamy Wasilkostas GEMERAL SURGERY Requested
GREEMN lap chole Hamiltan CRITICAL CARE MEDICINE  SAL Mo Operation D ate
I A BLACK circLmeision Anderson UROLOGY SAL Mo Operation D ate
I P JUST test test test Kurnar GENERAL SURGERY Champneys Mo Operation D ate
: Fid BLOODWORTH tonsil Anderson UROLOGY Caraline Mo Operation D ate

n. To re-enter or change the date range, click on ‘refresh’ icon £) Refresh
0. To sort the view if needed (e.g. by speciality), click on the column header.

p. To see the details of individual requests, highlight a patient record in the list and click on the ‘Screen’ icon
Screen This will show the request details in the bottom half of the screen as show below:

2

The ‘Operation date missing’ worklist shows all requests where an operation date is still waiting to be
supplied (see items o —p above for sorting and editing request information).

QRG: Infoflex v5 in General Intensive Care Unit (GICU) for Elective Bed Requests version 1.0 - 30/04/2015 Page 4 of 8
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3. Data Entry Module - Enter an ICU bed request and edit an ICU bed request

a. To access the Data Entry module, j,),h““ 7" InfoFlex v5

click on the Data Entry’ icon IR InfoFlex  Madule Help

. M
Data Enll_v I K‘ ﬂ

b. The data entry module will open as shown below:

4 InfoFlex v5 Data Entry - ICU Bed Requesters E|@E|
InfoFlex Module Wiew Subject Event Help
& 8|V De @@eE #L "H- X & E @
B Forename Sumame | Person Bitth Date| 1 Gender Code (C]_ NHS Number "
El @F’atlantDemngraph\cs z Zl
o g 03 04 |05 06 |07 08 09 [10 11 12 13 14 15 16 17 [18 19 20 |21 |22 23 24 25 26 " »
&3 »
£ 3
Screens ] Grid I
x|
Mo subject event(s) selected
Testing testicu ICU Bed Reguesters Data Entry Mode

c. First you will need to find the detail of the patient needing a bed on GICU.

d. Click on the binocular icon #4 (top right hand side of the screen) to open the ‘Infoflex Subject Search’ as

shown below:

. Infoflex Subject Search

@ Search Level |Data Yiew Search j =5 C% Find Now
Criteria l a ] Cancsl

MAN

Faorename

Test

Surmame D Mew Subject |

Person Birth D ate

Person Gender Code [Current]

Lol =

Q

MNHS Murnber

ap Add.. | O Clear |

e. Enter the MRN (hospital number) and click on 2\, Eindt Now . The patient information as entered in iClip/

Cerner will be displayed.

to open the requesting screen.

If this is the correct patient, double click on ‘ICU bed requestors’ (towards the top on the left of the screen)

Note: if there is already an open bed request for this patient you will be prompted to review it before

making a new request (see section j. below)
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" InfoFlex v5 Data Entry - ICU Bed Requesters

InfoFlex Module View Subject Ewent Help

B 8 VAT SH D BREE # L v-H-

=l 44 MFN For
|@ ICU Bed Requesters j 2475774 TESTF
B3 Data View Design [=] [=]
=8 K |April 2015 May 2015
EF g Tue28 ‘Wwed29 Thu30 Frill  Sat02 [Sun03 Mon04 TueO
& “ ﬁ Fatient Demographics
Yl CL) Bed Request (i 4
% v MRN (2475774
Screens l Grid ]
MHE Mumkber
Rk 2473774
SUrName IZITEST
Faorename TEST-PATIEMTES

x|

g. The requesting screen will be displayed as shown below:

Screens lﬁrid I

ICU Bed Booking

Date form created *

Ward Location *

Patient Type *

- Form Sul

rICU Bed Booking

Cortact on day of surgery *
Bleep § Contact number *

280412015 16:43

Referring Consutart * &
Consultant Speciaty * Relevant Medical History
(resson why a critical care

Cperation * bed is needed) *
Expected length of stay in GICU * -
Operstion date o

s Cther Relevant Information, eg
WEEHE LTS details o previously cancelled
Patient Location Pre Operation * - operation(s]

Consultart Anaesthetist (if
knovwvn)

lAII items marked with * are mandatory

Bed requested by *
First Marme *
Contact Mumber *
Role *

Department *

1 By

L] Mame of authorising consutant *
Specialty *
Date form submitted to ICU*28/04/2015 16:43

Request Status 3 - Mo Operation Date

h. Complete all the required information and click on ‘Save’. Please provide as much information as possible.

Teams will still need to come to the unit and check bed availability on the day of surgery.

Notes:

o Click on the dictionary icons #  calendar icon 4 and drop-down list icons

shown, to enter pre-defined information.

where they are

o All fields marked * are mandatory and must be completed. The request cannot be submitted unless
completed.

o The operation date can be added later (if an operation date is not known at pre-op assessment) but
this field must be completed later for the request to be sent to GICU.

o Please read any alert / validation messages.

i.  You can view existing requests for individual patients and edit open requests in this module. Once a request
has been reviewed by the GICU shift lead / liaison nurse (usually on the morning of surgery) it cannot be

edited and must be re-submitted.
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j.  Existing ICU bed requests for this patient are displayed in the ‘Subject

FoFl il i Lij |
overview’ section (middle left hand side of the screen). gﬁ; Myeqnga SZU ] gnt e
The information in brackets is the operation date following by the status of =

the request. [E 10U BedRequesters 7]
=] =[]
k. Click on the request to see the details. If the request has already been - ?gie”memg@hics (':‘;
reviewed by GICU it cannot be edited and the text fields will all be grey. 2 “)
Surgical teams have been advised to contact GICU if the surgery has been D10l Bed Reguest 4 o
cancelled or re-scheduled
|.  Remember to save any changes you have made. -8 P Do it a2 N

4. Outcomes

The status of requests that are displayed in the worklists and the data entry screen are updated as a result of
changes made in the shift lead / liaison nurse reviews the elective bed request and accepts the patient etc.

The statuses displayed are :

o No operation date
Requested
Request reviewed
Patient accepted
Patient admitted
Patient not admitted

O O O O O

a. If you have access you can update outcomes in either the of the two summary views indicated below —
Outcome or Bed Requests:

% InfoFlex v5 Work List - GICU Shift Leads

InfoFlex Module Wiew Summary Event Help

& H FLAETLE

Summary Views/Groups
| GicU Shit Leads | [@ outcomes (summany of 1CU Bed Rsquest)
'Ca Bed Requests (summary of '|CU Bed Request]

) Refresh Screen (G Documents

Query Outcomes by date - SubjestDetails

b. Within either module; retrieve the list of requests as explained in section 2 above and click on the individual
request to show the details of the request in the bottom half of the screen. The ‘Outcome’ section is
displayed at the bottom of this screen (as shown below). If you cannot see outcomes section you don’t have
the required access.

5. Troubleshooting

a. If you cannot find a bed request for a patient on Infoflex

e All requests for a particular patient made using Infoflex can be are seen in the data entry module in the
‘Subject overview’ section (middle left hand side of the screen). The information in brackets is the operation
date following by the status of the request (section 3j-l above)

®  Whilst paper requests are still accepted by GICU, the reception team will enter these requests on Infoflex so
ensure all information is available in one system; this will not always happen in ‘real time’ and there may be
a delay in data entry.
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4% InfoFlex v5 Work List - GICU Shift Leads

InfoFlex Module View Summary Event Help
® 9 VLEAEZOD ICIFEE

Data Views

. N Summary Views/Groups -~
@ GICU Shift Leads ~ | |G Bed Requests [summary of 1CU Bed Request) s
£ Retiesh | 4] Load Al | Screen Documents @‘ Copy & Print ‘ =) width '| {ild Chart | Auto-refresh is OFF

Query Today's Requests - Subject Details @ CwT_TEST_1 - JOHN = SMITH = 01/02/1930 - 1 - Male - 123 456 4320

I | Operation date ‘ Theatre List Time * ‘ Surhame | Farename | MRN | Operation * | Refering Consultant * Consultant Specialty * Location Pre-Op Request Status
23/04/2015 A JEMNINGS Low anterior resectiona dn fio: M3475188 Request Reviewed
29/04/2015 P JOHN CwWT_TEST 1 sleeve gastrectomy, GEMNERAL SURGERY Requested
23/04/205 Ewvening MORRIS bladder reduction UROLOGY Buckland Requested

Data Entry - CWT_TEST_1 :: JOHHN :: SMITH :: 01/02/1930 :: 1 - Male :: 123 455 4320 5 x|
#1Event - ICU Bed Request [29/04/2015 -: Requested) [Last changed by "spstem’ on 28/04/2015 at 18:27:56] |
4 4 ICU Bed Booking Ao |
RIS LRt Pre Uperaton T G =
Wiard Location *
Contact an day of surgery * Alice - F¥4 Eﬁ;f;;';ﬁm deect ®
Bleep f Contact number * 6630
Patiert Type * 01 - Rautine (18 week RTT) . l&ll items marked with * are mandatory
~Form Submitted By
Bied requested by * battav0l - Batta &  Name ot authorising consuttant * 4127194 - ®
First Mame * Vineet Speciaty *
Contact Mumkber * 2345 Date form submitted to ICU#27 0472015 1503 M o
Rl * Clinical Fellow: Reguest Status 1 - Requested
Department * TE20 \
- Outcome
Reguest Reviewed < X+ Patiert Accepted < K -
[Crate Regquest Reviewed @ Date Patient Accepted [
Operation Performed S K - Clear Ho Op Reasonis)
Reazon for not operating Comim
Cther Reason for not operating
Acimit to ICL < X -
Reason for not admitting
Cther rem=on for not admitting -
-

c. Updating outcomes:
®  Onthe morning of surgery:
o Reviewing a request - click on the green tick or red cross next to ‘request reviewed’ and then click on

‘save’. The date ‘today’ we be recorded and the status will be updated to ‘request reviewed’.

o Accepting a patient - click on the green tick or red cross next to ‘patient accepted’ and then click on
‘save’. The date ‘today’ we be recorded and the status will be updated to ‘patient accepted.

e Updating whether a patient has been admitted on not
o Indicate whether the patient’s operation was performed or not (green tick or red cross). If ‘No’ then pick

a reason from the list below.

Use the comments field to record any additional information.

QRG: Infoflex v5 in General Intensive Care Unit (GICU) for Elective Bed Requests version 1.0 - 30/04/2015 Page 8 of 8



