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Covid-19 – EPR Visit & Assessment Process 
*Tip Sheet courtesy of the UHN CAC Centre 

 
*IMPORTANT – All of the following fields are used for Data Reporting to UHN Leadership to help make informed 

decisions. Please try to be accurate in you selections (ask clarifying questions with patients to be able to select the 

best options in EPR). Thank you! 

 

 

 

Step 1:  Login to EPR, select the Reg/ADT tab and click on the CAC Visit under the Covid Assessment Centre heading 

 
 

Step 2: If the person has a healthcard, enter the letter “o” followed by the person’s OHIP card number or if not, enter 

their name [last, first] or if the person has been a patient at UHN before, type the first few letters of their last name 

with a -  

 

Phase 1: Visit Activation and Patient Portal Login (Clerk or RN to perform) 
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If the person has never been at UHN before, you need to select “Add” instead. 

 
 

Step 3 (New Patients): For new patients you will be taken directly to the registration page, where you can enter fields 1 

– Patient name, 2 - Sex, 8 – Date of Birth, 16 - Address and 18 – Primary Phone Number to document the appropriate 

information for a new patient registration.  
 

 

Step 3 (For returning/existing patients): Select “Edit Registration” to verify and update their personal information. 
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Enter fields 1 – Patient name, 2 - Sex, 8 – Date of Birth, 16 - Address and 18 – Primary Phone Number to document the 

appropriate information for a new patient registration.  
 

 

TIP: Do not print the new registration reports when prompted.  
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Step 4: Add a new visit.   

 

The CAC visit encounter screen looks like this:  

 

Step 5: Select Y to review the data and submit the OHIP information for final activation of this visit. Select N if the 

person has another form of payment.  

*IMPORTANT to complete the insurance type to ensure UHN is not billed for the visit 
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TIP: For other forms of payment you can search the list of payment methods to locate the correct one by first selecting 

“I (insert)”.  

 

Then select the appropriate payment method from the list. Please note the majority of private insurance methods 

require the policy # and ID #, you can find these on the insurance card. 

 

TIP: Select “Manual Override” if information requires updating.  
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Step 6: Select the testing location “TW-COVID Assessment Centre” 

 

Step 7: Input the on-site Physician name to search for the appropriate physician.  

HINT: You may type the first few letters of the physicians name, followed by a dash (-) to search for the physician. 
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Step 8: Select “Accept” once all encounter information is completed.  

 

TIP: Do not print the new visit reports when prompted.  

 

Step 9: Select “Yes” to enter the patients chart.   

 

Step 10: Providing a patient their myUHN Patient Portal login information 

TIP: Ask the patient if they have a myUHN patient account. If they do already, you can skip this step and remind them to 

use their OHIP number to login. If not please provide them a verification code to login to check their results. Advise the 

patient to use their OHIP number to login for the first time along with the activation code. If they do not have an OHIP 

number, provide them their UHN MRN number.  
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TIP: Print the myUHN generate code page and provide to the Patient. It contains all of the instructions on how to 

access their results. 
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Step 1: Within the patient chart, find under the Assessments tab, the “Covid-19 Assessment – CAC Only”, select this to 

initiate a nursing assessment. 

 

Step 2: Proceed through assessment items 1-3 (please note: The only mandatory field is symptoms however it is 

advisable to complete these to the best of your ability for reporting purposes.) 

 

 

 

 

Phase 2: RN Assessment and Covid Order Entry (RN ONLY to perform) 
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Symptoms: Any symptoms they have been having and the date of onset of that symptom.  

*IMPORTANT to document all of the symptoms accurately and date of first onset as this will auto-populate in the 

Order Entry and be tied to the swab details. Please be as accurate as possible. 

 

HINT: Onset is by date 
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Covid-19 Exposure: Any exposures they report.  

TIP: If they report that public health has advised them to be tested and they have an exposure number you can 

document that when performing Order Entry for the swab. 

 

Occupation/Type: Please ask if they are a UHN employee, they live with a UHN employee or they are a member of the 

public. If they are an employee, ask if they consent to notify the UHN occupational health services of their results. 
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TIP: If a UHN employee presents to the CAC select the UHN Healthcare worker option #1. This will prompt you to ask the 

employee if they consent to Occupational Health services receiving their results. Select if they provide consent, “yes” or 

“no”. 

 

Once completed select “Accept”  
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Step 3: Perform Order Entry to generate a label for the Covid-19 Swab and collect the specimen 

 

Step 4: Select “DIRECT” then click “OK” 

 

Step 5: Search for the Covid-19 Test by typing the first few letters followed by a dash (-). Then select “Search” 
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Step 6: Select the covid-19 Virus Detection Test 

 

Once selected click on “Add Order” 

 

Step 7: Select #6, “now (label/collection)”, then click ok 

 

Step 8: Select #1, “Nasopharyngeal Swab”(#1) (unless advised otherwise – Saliva (#25) and Throat (#5) also available 

options), then click ok 
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Step 9: Select an outbreak number associated with a UHN outbreak if necessary, otherwise select NONE. Then select ok. 

 

Step 10: Select an investigation/outbreak option if patient identifies as being a hemodialysis patient or part of an 

outbreak outside of UHN. 
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*HINT: The person presenting should have received a phone call or letter advising them they were part of an 

outbreak. The outbreak number should have been provided to them – if not they may need to follow-up. 

 

*NOTE: The Clinical Symptoms, Symptom onset date, Reason for Test, Isolation, Covid-19 Exposure and site are all 

pre-populated based on information input in the assessment. It is extremely important you be accurate in the 

assessment as this information is tied to the specimen itself.  

 

Step 10: Select “Order Summary” then “Accept order” to finalize and print the label. Obtain the label from the label 

printer to provide the patient for their test. 

  

 


