St George's University Hospitals m

NHS Foundation Trust

Paperless Requesting of Elective Beds on the General Intensive Care Unit (GICU)
- using Infoflex v5

Introduction

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

®  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 you
to give the unit as much notice as possible and help them manage their elective workload.

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

¢ Demand for post op beds varies greatly by day. When requesting an ICU bed, please look at worklist in Infoflex
so that you know how many other requests have been made that day.

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 You 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).

Please ensure that a member of the team comes to the unit on the day of surgery to check bed availability.

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 not based in GICU:

1. Logging in to Infoflex

2. Data Entry Module - Make an ICU bed request and edit an ICU bed request

3. View ICU activity / demand in the worklist module.

4. Troubleshooting
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d.

Logging on to Infoflex

Click on the ‘Start’ icon and
. B . InfoFle: w5
select ‘Infoflex v5’ from the list.

InfoFlex D atabase: IInfoerva Live

Username:

Ensure ‘Infoflexv5 live‘is
shown as the Infoflex
database.

PFazzward:

—
—

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

Data Entry Module - Make an ICU bed request and edit an ICU bed request

To access the Data Entry module, — i InfoFlex v5
JJB '02{.1'.“f p

click on the Data Entry’ icon A InfoFlex  Madule He||:u

Data Ently n ‘ ﬂ

The data entry module will open as shown below:

£ InfoFlex v5 Data Entry - ICU Bed Requesters E‘@El

InfoFlex Module Wiew Subject Event Help

S8V e l@gpeB Al ~H-XIBE @

Forename Sumame | Person Bith Date| 1 Gender Code (C]_ NHS Number "
|

5 |06 07 |08 09 10 11 12 [13 14 15 16 17 18 [19 20 21 |22 23 |2

Screens } Tl ]

x|

Mo subject event(s] selected

Testing testicu |CL) Bed Requesters Data Entry Mode

First you will need to find the detail of the patient needing an ICU/HDU bed.

e. Click on the binocular icon #4 (top right hand side of the screen) to open the ‘Infoflex Subject Search’ as
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®. Infoflex Subject Search | I|Er5—<

@ Search Level |Data View Search j L4 Ck Find Mow
Criteria ]__ I Cancel

MRM
Test
Forename
Surname

i Mew Subject |

Person Birth Date

Ll |=|

Perzon Gender Code [Current]

Q

MHS Murnber

P Add.. | | O Clear |

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

Cerner will be display

ed.

g. Ifthisis the correct patient, double click on ‘ICU bed requestors’ (towards the top on the left of the screen)
to open the requesting 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)

" InfoFlex v5 Data Entry - ICU Bed Requesters

InfoFlex Module View Subject Ewent Help

=R AT ) D BREE # L v-H-
o MRN For
@ ICU Bed Requesters j 2475774 TESTF
ata View Design vent History
B3 Data View Desi ET I3 E vent Hi
=] K |April 2015 May 2015
EF g Tue28 ‘Wwed29 Thu30 Frill  Sat02 [Sun03 Mon04 TueO
& “ 8 Fatient Demographics

A

ICLl Bed Request (14

Drata Entry --- Patient Demographic:

3
Last changed by ‘DATALINK' on 1941272014 at 23:38:59
% v MRN (2475774

Screens l Grid ]

MHE Mumkber

Rk 2473774
SUrName IZITEST
Faorename TEST-PATIEMTES

[Gubiact O x|

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

Screens IG”d }

ICU Bed Booking

Date form crested *

Patiert Type *

r Form Sult

rICU Bed Booking

Bleep / Contact number *

2810412015 16:43

Referring Consultant * L2
Consultant Specialty * Relevart Madical History
(reazon why a critical care
Gperation * bed is needed) *
Expected langth of stay in GICU * -
Operation date ]
X Other Relevant Information, eq
Theatre List Time details o previously cancelled
Patient Location Pre Operation * ~  operation(s)
vyard Location *
Congultant &naesthetist (it
Cortact on day of surgery * known)

IAII items marked with * are mandatory

1 By

Bed requested by *
First Mame *
Cortact Mumber *
Fole *

Departmert *

L Mame of authaorising consuttant *
Speciaty *
Date form submitted to IC1#28/0472015 16:43
Request Status 3 - Mo Operation Date

i. Complete all the required information and click on ‘Save’. Please provide as much information as possible.
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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 listicons '™ where they are

shown, to enter pre-defined information.

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.

j. You can view existing requests for individual patients and edit open # InfoFlex v5 Data Entry - ICU Bed Req

requests in this module. Once a request has been reviewed by GICU (usually  infoFlex Moduls Wiew Subject Event Help

on the morning of surgery) it cannot be edited and must be re-submitted. &S PEAZT LD

k. Existing ICU bed requests for this patient are displayed in the ‘Subject ;@lcu ped Reueser j;l =
overview’ section (middle left hand side of the screen). SR [ s— K
The information in brackets is the operation date following by the status of = @@ ff 1.
the request. £711CU Bed Request (1] <

I. Click on the request to see the details. If the request has already been
reviewed by GICU it cannot be edited and the text fields will all be grey. =@ Patient Demographics Soi
Please contact GICU if the surgery has been cancelled or re-scheduled DNCU Bed Roguest (25/04/2015

m. Remember to save any changes you have made

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

a. To access the Worklist module,

. L. I‘, ) it InfoFlex ¥5
click on the ‘Worklist’ icon | ko
| ‘il InfoFlex Module Help

| } or :
ll‘l, ‘:_ ﬂ.’l % % 'a.'l-—'
!
Work List W K i G

b. The following screen will be displayed, showing the worklist ‘ICU bed requests by date’ and prompting you to
enter a date range.
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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 system ICU Bed Requesters \ wiork List Mode /4|

c. 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.

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

Theatre list time

Patient Surname

Patient MRN

Operation details

Referring Consultant

Speciality (of Consultant)

Patient location pre-op

Request status.

O 0O O O O O O O

4" InfoFlex v5 Work List - ICU Bed Requesters

InfoFlex  Module Wiew Summary Event Help
IR IEATE N S IEIEEIEE )
gata Views Summaly Views/Groups
@ ICU Bed Requesters ~ | | T8 Bed Requests [summary of 1CU Bed Request]
) Refiesh | ) Lood 2 | B Soreen B Documerts ¢ | Bay Copy & Print | [ width ~ | Jig Chart | &uto-refiesh is OFF
Query ICL Bed Requests by Date ~  Subject Detalls - Hs
Operation date |Theatle List Time * ‘Sumame |MHN ‘ Operation * Refering Consultant * Consultant Specialty * Lacation Pre-0p Request Status
26/04/2015 AM SHITH | wle avilla Baneriee GEMERAL SURGERY Cheselden Fequested
: 26/04/2015 AM KOwaLSKl left nephrectany Anzon UROLOGY Fequested
| | 28/04/2015 Full day BROWN legectomy Baneriee GEMERAL SURGERY Gray Requested
| | 28/04/2015 A FICKLES revision of previously mastectomy Lokn PLASTIC SURGERY Cavell Requested
| | 28/04/2015 Full dap CRUST replace left ear Albuguergque AUDIOLOGICAL MEDICINE  Dalby Requested
| | 29/04/2015 Evening MORRIS bladder reduction Anderson UROLOGY Buckland Requested
| |29/04/2018 AM JENMINGS Lowy anterior resectiona dn iiostomy Hagger GEMERAL SURGERY SaL Request Reviewed
| | 29/04/2015 PM SMITH sleeve gastiectomy Yasiikostas GEMERAL SURGERY Requested
GREEMN lap chole Hamilton CRITICAL CARE MEDICINE SAL Mo Operation Cate
I AM BLACK. citcumcision Anderson UROLOGY SAL No Operation Drate
I PM JUsT test test test Kumar GEMERAL SURGERY Champneys No Operation Date
: PM BLOODWORTH tansil Anderson UROLOGY Caroline No Operation Date

e. To sort the view if needed (e.g. by speciality), click on the column header(s)

f. To re-enter or change the date range, click on ‘refresh’ icon ) Refresh

g. 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:
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T InfoFlex v5 Work List - ICU Bed Requesters
InfoFlex Module View Summary Event Help
&8 ¥rAhzob
Data Views
@ ICU Bed Requesters
Summary :: 9 events found
(J Refresh | Smeen &) Documents 7 | B2y Copy @ Print :l width ~ [H Chart | Auto-refreshis OFF

[ _D_uer_l,l ICU Bed Requests by Date - Subject Details @ CWT_TEST_1 - JOHM = SMITH = 01/02/1530 1 - Male - 123 455 4320 -

Summary Views/Groups
J G Bed Requests [summary of 10U Bed Reguest|

Operation date Theatre List Time * Surname MRN Operation * | Referring Consultant * Consultant Specialty * | Lacation Pre-Op Request Status
. 29/04/2015 P 5 CwWT_TEST_1 sleeve gastrectamy Wazilkastas GEMERAL SURGERY Requested

Data Entry — CWT_TEST_1 :: JOHN :: SMITH :: 01/02/1930 :: 1 - Male :: 123 455 4320
@Evanl ICU Bed Request [(29/04/2015 :: Requested) [Last changed by “spstem’ on 28/04/2015 at 18:16:30]

e ICU Bed Booking - b P
rICU Bed Booking
Date form created * 2704720151503 histary of COPD
p o= Bl =45
Referring Consuttant * 7030208 - Yasiikostas & Wlin 2013
Consuttart Speciaty * GENERAL SURGERY Relevant Medical History
(reason why a critical care
Operation * sleeve gastrectomy hedl i needed) *
Expected length of stay in GICU * 02-12- 24 hrs -
Operation date 290472015 5]
e 02-PM Other Relevant Information, eg
M 7 details or previously cancelled
Patient Location Pre Operation * SaL - Sal - operstion(s)
wiard Location *
Consultant Anaesthetist (it B030137 - Johnston -
Contact on day of surgery * Alice - F1 Knom)

Bleep i Contact number * - BE30

Il it arked with * ar andat
Patient Type * 01 - Routine (18 wesk RTT) IA ems marked with * are mandatory

n. You can edit open requests at this point unless it has already been reviewed by GICU (usually on the morning
of surgery). If the request cannot be edited the text fields will all be grey.

0. Remember to save any changes you have made

p. You also have access to the two other worklists. You can access by either of these clicking on the ‘Query’
Button as shown below:

" InfoFlex v5 Work List - ICU Bed Requesters

InfoFlex  Module  Miew Summary  Event  Help
B e VEHREZT O 1¥] @
Summary Views/Groups

@ ICU Bed Requesters J T Bed Fequests [summary of 101 Bed Request]

Screen Documents Auto-refresh is OFF

Subject Details

Operation date mizzing
Today's Aeguests

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

r. The ‘Today’s Requests’ worklist shows all requests where the operation date is ‘today’. Same day requests
are highlighted in red (see items e —p above for sorting and editing request information).

4. 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)

e  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.

b. Unable to login for the first time:
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® Please check with your service manager that you have been set up as a ‘requestor’. Your initial login details
are explained in section 1 above.

Forgotten your password:
Mon- Fri 9am to 5pm; contact the GICU on ex1307. One of the team will be able to help or advise who you
should contact.

e Email the Head of Nursing (Anne Palmer) or Service Manager (Nichola Miles)

d. Not set up as a user:
e Email the Head of Nursing (Anne Palmer) or Service Manager (Nichola Miles) who will arrange for you to be
set up as a user.
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