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Introduction

Purpose of Group Notes

This program was designed to assist providers in documenting group therapy sessions
and events such as immunization clinics. It allows the easy assembly of patient groups
based on Clinics, Specialties, Wards, Teams, or Provider lists. It then allows the note
author to specify parts of a note that apply to the entire group and parts that apply to
individuals. It does the same with encounter data. After the note and encounter
information is complete, it provides for a single signature for the entire group.

Scope of the Manual

Tasks associated with Group Notes: System setup, workstation setup, creation of notes
for a group, and collection of encounter data. This manual provides information deemed
necessary to conduct these functions.

Audience

Information in this manual is intended for end users. This usually means providers
conducting group sessions and limited scope clinics such as for training or vaccination.
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Using Group Notes

How Group Notes Works

Grou

p Notes is a companion to the CPRS (Computerized Patient Record System) Notes

tab. If you are familiar with creating clinical notes in CPRS you will have little trouble
with Group Notes.

Creating notes for a group of patients who have just participated in a group therapy
session, education, or an immunization clinic follows these steps:

© gk~ W e

7.
8.

Note

Set the visit location and the date/time for the encounter.
Select the patients involved, compiling them into a list.

Select a note title common for the group.
Enter note information common for the group.
Enter encounter data that is common for the group.

Select individual patients and enter encounter and note information unique to
each individual.

Sign the notes.
Go back to the patient selection screen and repeat for additional groups.
. If you are interrupted and exit the session before signing the note, Group Notes

will file notes individually for each patient in an unsigned state and generate
notifications that there are notes awaiting signature. Any work after exiting Group Notes

must

be accomplished in CPRS.
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Log In

Users now use a more secure access method called two-factor authentication (sometimes
called 2FA). Two-factor authentication simply means that you use your Personal
Identification Verification (P1V) card and your Personal Identification Number (PIN) to
gain access. If you experience a problem with two-factor authentication, you can select
Cancel on the dialog that requests a certificate and enter your access and verify code to
log in.

Note: To use the new two-factor authentication, each user’s Active Directory entry must
be “Bound” for each VistA instance. So, if you can access one VistA system, but a
different one that you access does not work, you will need to contact support to verify
that your Active Directory entry has been bound to all the accounts you access.

To login with your PIV card, follow these steps: Double-click the Group Notes icon on
your desktop or in your VA Apps folder.

If the Connect To dialog appears, click the down-arrow, select the appropriate account
(if more than one exists), and click OK.

In the Windows Security dialog, select the certificate associated with your PIV card and
press <Enter>. If there are multiple certificates, choose the one that is for “internal PIV
authentication.” You can see that by hovering over the name for the certificate as shown
below.

'Windows Securit

Select a Certificate

| Cprsprovider0. Two
‘ Issuer: VA Internal Subordinate CA 1
Valid From: 1/31/2017 to 1/31/2018 L
|

Click here to view certificate prope...

me Two Cprsprovifter 000010 (a...
] Issuer: Veterans Al = lcar CA R1

Valid From: 8/31/2( Two Cprsprovider 000010 (affiliate)
Y internal PIV Authentication
<! Two Cprsprovider 000010 (a...

‘ Issuer: Veterans Affairs User CAB1
‘ Valid From: 8/31/2016 to 8/6/2018

. two.cprsprovider@va.gov
‘ o) Issuer: Communications Server
| S Valid From: 6/9/2017 to 12/6/2017

[ ok ][ cancel |
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Note: If there is a problem with your PIV or PIN, you can select Cancel to revert to
using your access and verify codes.

Cisco AnyConnect - Certificate Selection

Select the certificate for authentication.

' Two Cprsprovider 000010 (a...
’ Issuer: Veterans Affairs User CAB1
l Valid From: 8/31/2016 to 8/6/2018

Type your PIN into the dialog that appears and press <Enter>.

r ——
ActivClient Login : N it

Actividentity

ActivClient

Please enter your PIN.

PIN I :s:::s‘

oK I Cancel l

" J

If you lose your P1V card or forget it, there is an alternative way to log into CPRS using
your access and verify code. Each user should be assigned an access code and a verify
code. You will need to check with your local facility to get your access and verify codes,
if necessary.

To login to CPRS with your access and verify code, follow these steps:

1. Double-click the CPRS icon on your desktop. The VistA logo window and the VistA
Sign-on dialog will appear.

2. If the Connect To dialog appears, click the down-arrow, select the appropriate account
(if more than one exists), and click OK.

3. Type your access code into the Access Code field and press the Tab key.

4. Type the verify code into the verify code field and press the Enter key or click OK.

Note: You can also type the access code, followed by a semicolon, followed by the
verify code. Once you have done this, press the Enter key or click OK.
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& VISTA Sign-on O[]
v‘“ D
p.:|
AN = Access Code: I*“*“ v OK
.\' l'\".\
_/— Verify Code: I**““*l X Cancel
‘Server: ISC5A3 Wolume: CUR UCE DEY |Port: _NLAD:

The VISTA Sign-on screen
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Defining Group Encounter Information and a Patient
List
On the same dialog, the user defines two things:

o the common Encounter Information that will apply to all patients in a group
o the list of patient names for the group note

Visit Information

Information filled in or provided in the Group fields (upper right corner) is carried
forward by the program into the encounter fields.

&) Group Notes in use by: Cprsprovider,Eight (cprsnode1) = O X
File Tools Help
Search Categories Patients (All Patients) Group Encounter
Group Encounter Provider:
@ﬂl OPgoviders Cprspatient,Eight : = 3 =]
2 ALl ider,El - Oi&t Sta v
QO wards QO dlinics Cprspatient,Eightyfive ICprsprowder EVENZ Oy l
Cprspatient,Eightyfour | Group Visit Location:
O'_I’_eam/Personal OPC“_@“ Cprspatient,Forty | —
O Spedlties (O No Default Cprspaitnet,Fortyone INUTRHTON DIABETES CLASS j_l
Cprspatient,Fortythree | =
Cprspatient,Fortytwo | Group Visit Date/Time:
Zosis ol |[Feb5,2021013:10 =
Cprspatient,Fifty 4
Cprspatient,Fiftyfive ~
Cprspatient,Fiftyfour ient,Se
Cprspatient,Fiftysix Cprspatien A=
Cprspaitnet,Forty o g
Cprspatient,Fortyeight SSN: 666-77-2007
Cprspatient,Fortynine
Cprspatient,Fortyone DOB: Jul 07,1977
Cprspatient,Fortyseven
Cprspatient,Fortysix Sex: Male v
Cprspatient,Fortythree "
Cprspatient,Fortytwo Vi @ Select & Inquiry
Patients list for group notes/encounters 7, Remove [ X !{enmli
Name SSN A.. S.. Llocat.. Admission Primary T... Primary Provi...
CPRSPATIENT, THIRTEEN 666-01-3013 81 F
CPRSPATIENT,SIXTEEN 666-15-9753 61 M 1/14/2020
CPRSPATIENT,SEVEN 666-77-7007 43 M 3S(M)
1% Show Patient(s) Selector [ Create Group Note [t’_’ Start New Group Note [] Exit

This is the initial Group Notes dialog. The user enters the Group Encounter Provider, the
Group Visit Location, and the Group Visit Date/Time in the area on the upper right (red

outline added).
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Use these steps to define the Group Encounter information:

1. Inthe upper right portion of the dialog, select the name of the Group Encounter provider
from the drop-down list. (You can type the first few letters of the provider’s name to
move to that area of the list.)

Define the Group Visit Location from the drop-down list.

3. The visit date/time defaults to the date/time when you launch the dialog or start a new
group note. If the time is not correct, you can select the icon with three dots, and it will
bring up a calendar. You can then set the date and time.

4. You can edit the Encounter information until the group note is created.

Defining a List of Patients for the Encounter

From the main Group Notes dialog, the user can define the group of patients to which
the common note text and encounter information will be applied. These patient selection
fields and buttons are like the CPRS patient selection screen with a few fields and
buttons added to facilitate creating group notes.

Note: If the patients are being selected from a clinic appointment list, the date and
time of the visit MUST match exactly the date and time of the appointment.
If there is a mismatch, you will create a duplicate encounter.

N

If the patient’s preferred name has been entered into VistA, it will display in parentheses
after the patient’s first name in the “Patient list for group notes/encounters box,” as
shown below.
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&) Group Notes in use by: Cprsprovider,Eight (cprsnode) - a X
File Tools Help
Search Categories Patients (All Patients) Group Encounter
/Group Encounter Provider:
@511 OPLOWderS Cprspatient,Eight A I ]
QO wards QO clinics Cprspatient,Eightyfive [Cprspmwder,E\ghi = H
Cprspatient,Eightyfour Group Visit Location:
OIeamfPerm oPGﬂM Cprspatient,Fifty 2 1
(O spedalties (O No Default Cprspatinet,Fiftyone [NUTRITION DIABETES CLASS -,]
Cprspatient,Fiftythree |
Cprspatient, Fiftytwo ‘ Group Visit Date/Time:
(Corspatient Seven [Feb 5,2021@13:10 =)\
Cprspatient,Seventy
Cprspatient,Seventyeight ~
Cprspatient,Seventyfive -
Cprspatient,Seventyfour Cprspatient,Seven
Cprspaitnet,Seventynine - Eor
Cprspatient,Seventyone S5O 0908222007
Cprspatient,Seventysix
Cprspatient,Seventyseven DOs: ul 07,1977
Cprspatient,Seventythree
Cprspatient,Seventytwo Sex: Male &
Cprspatient,Sixty
Cprspatient, Twenty v @ Select & Ingquiry
Patients list for group notes/encounters 7 Remove 3¢ Remove Al
Name SSN Age Sex Location Admission  Primary Team Primary Provider
CPRSPATIENT, THIRTEEN(CPRSPREFERRE 666-01-3013 81 F
CPRSPATIENT,SIXTEEN 666-01-0016 61 M 111412021
CPRSPATIENT,SEVEN 666-77-7007 43 M 38 (M)
Iz Show Patient(s) Selector [3 Create Group Note T2 Start New Group Note ﬂ Exit

Note: From this dialog, users can create a list of patients. Users can search for
patient names and add them to a list. There are buttons to add the name and do an
inquiry to ensure it is the correct patient. The list of names is displayed below with
preferred names, if defined, displaying in parentheses after the patient's name.

Use these following steps to define the Group of patients:

1. If you want to narrow the list of patients, you can use the Search Categories

choices.

2. Select a category, such as Wards, Team/Personal lists, Specialties, Providers,
Clinics, or PCMM teams

3. When you select a Category, such as wards, a list of wards displays. Select an
item to further narrow your search (such as a specific ward, team, or list) to
display a list of patient names.

4. Under the Patients box, locate the appropriate name. (You may type a few letters

of the name to move to that area of the list, or you may scroll.)
Highlight a name.

When you highlight a name, basic demographic information is displayed below
the Encounter information. If the user is still unsure whether this is the correct
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patient, the user can select the Inquiry button. When the user selects in the
Inquiry button, Group Notes displays a dialog with detailed patient demographic
information. The user can then close the dialog containing the detailed patient
information and add the patient if that is the right person, or locate the correct
patient if it is not. As each name is selected, using the Select button or double-
clicking on a name, the name is added under the Patient list for Group
Notes/Encounters in the lower portion of the dialog.

7. Review the list. If any incorrect names are in the list, the user can remove
individual names using the Remove button. If all names need to be removed, the
user can select the Remove All button.

8. Using the Select button (or double-clicking on a patient name), the Remove
button, or the Remove All button, build the patient list.

9. Once the user has the correct patient names, the user selects the Create Group
Note button.
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Common Encounter Data Entry

Note: Information common to the entire group must be entered before data for an

individual patient.

Pressing the Group Notes button moves to the note-building dialog screen. To return to
patient selection (to add or subtract patients) use the Show Patient Selector button.

Until you change it by selecting an individual patient, all actions will apply to the entire

group.

Note: Use the Update button to modify visit and provider information
Note: Use the New Note button to select a note title

Note: Use the New Encounter button to enter group encounter information

& Group Notes in use by: a o
File Action Tools Help
Provider: s sy s 8 Location: " Date: 03/24/2022 15:51
[ For Al Patients Hew Mote. . pelate | New Encounter...
Selected patents: Progress note: content shared by sl patients:
(CPRSPATIENT FIFTEEN
(CPREFATIENT FOURTEEN
(CPRSFATIENT SIXTEEN

Enceunter data for sl patents

Fatient: CPRSEATIENT, FIFTEEN

Facisnt: CFREFA

Patisn

Zhow Patient(s) Selector Hate Start Mew Group Note Exit
Note-building dialog screen
June 2022
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Common Note Title

Pressing the New Note button will allow you to select a note title. This will be the note
title used for each member of the group:

Progress Note Properties

Progress Note Title: [ 1349 <SOCIAL WORK INTAKE ASSMTMHIGH RISK SCREEN FORM 10-1349(T) > | | OK |

| SOCIAL WORK PSYCHOSOCIAL ASSESSMENT <SOCIAL WORK PSYCHOSOCIAL ASSESSMENT(T): A Cancel
0121 <HIV CONSENT FORM (10-0121)>
10-10M PSYCHIATRY/HISTORY JASSESSMENT /PLAN < 10-10M/PSYCHIATRY HISTORY/ASSESSMED
10-10M-DETOX(T)
10-10M/DETOX(T) <10-10M-DETOX(T)>
10-10M/NURSE(T)
10-10M/PHYSICIAN/MID-LEVEL (NON-TEMPLATE)
10-10M/PHYSICIAN/MID-LEVEL(T)
10-10M/PHYSICIAN/PA <10-10M/PHYSICIANMID-LEVEL(T)>
10-10M/PSYCHIATRY HISTORY /ASSESSMENT /PLAN(T)
10M <10-10M-DETOX(T)>
10M <10-10M/NURSE(T)>
10M <10-10M/PHYSICIAN/MID-LEVEL(NON-TEMPLATE) >
10M <10-10M/PHYSICIAN/MID-LEVEL(T)>
10M <10-10M/PSYCHIATRY MISTORY/ASSESSMENT PLAN(T) >
1349 <SOCIAL WORK INTAKE ASSMT HIGH RISK SCREEN FORM 10-1349(1)>
| 1IST <MAJOR DEPRESSION CLIN PATHWY /OUTPNT/1ST VISIT>
7978E <PHYSICAL EXAMINATION-10-7978E(T) >
7978L <DISCHARGE NOTE-10-7978L(T)>
7978M <DISCHARGE INSTRUCTIONS-FORM 10-7978M(T)>
9034 <MENTAL STATUS QUESTIONNAIRE-FORM 10-9034(T)> v

Date/Time of Note: | Mar 24,2022@15:58
Author: ‘ Cprsprovider,Forty - Physidan -

Note: If the provider requires a co-signer, the co-signer must be designated at the
time of note title selection. The field for designating a co-signer appears only
if the author of the note requires a co-signer. The requirement for co-signer
is a product of the author’s User Class and the set-up of the document in
TIU.

This is the “point of no return.” Once you select a title, a note will be created for each
member of the group. If you exit the program without signing, unsigned notes are
created for each member of the group and notifications will appear in CPRS that a note
awaiting signature is available for each of these patients.

Warning: Objects in boilerplate are problematic for group notes. The first patient
on the list gets filled in and then the note text is given to each patient. So,
do not use objects in the boilerplate of these notes titles that would be
different for each patient.
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Common Note Text Entry

If the note title selected contains boilerplate text, it will appear in the Common note

content pane. You may edit the contents of this boilerplate and/or add additional text.

Note: When ready, press the New Encounter button to continue to common
encounter data

Note: Add or modify common note text in the top panel on the right side

Group Motes in uze by:
File Action Tools Help

Prowvider: Sosss_ sy smeem 8 Location: 1E/NHOU Date: 03724 20233 15:58

] Fer Al Patients v Mo Change Mote | New Encounter...

Sedected pabents: Comman note content for group patients. Titke: SOCTAL WORK INTAKE ASSMT HIGH RISK SCREEN FORM 10-1343(T)
CPRLSPATIENT FIFTEEN [

CPRSPATIENT FOURTEEN |

CPRSPATIENT, SIXTEEN

Ercounter data for all patients

Fatient: CFRASFATIENT, FIFTEENH

Fatient: CPRSFATIENT, SIXTIEN

et Mew Group MNate

Ext

Note: For CACs and ADPACs: When setting up boiler plate that will be used in
Group Notes be aware that inserted objects that import specific patient data

will not work properly. Do not put TIU objects in this boiler plate.
Exceptions to this rule are objects that are general in nature such as the

current date.
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Common Encounter Entry

The Group Notes encounter form is customized for group entry. At this point in the
program only tabs that would be common to all patients are displayed:

g Encounter Form for Group of 3 Patients 1E/NHCU (Mar 24,2022815:58)

Vigt Type  Disgnoses Procedures  |menunizations  Patient Ed Health Factors

T of Wisd Section Mame Mosdifiers

Serace Connection & Rated Deabidbes

Aveailable providess

Wzt Related To
Yoz Mo

Curent providers for encounter
.Empmvdﬂ_Fulm-Ph_,-:idm ] Cpraprovadis Foibporss - Phpsician
_prspacrader. Foduone - Fhusc ~ R
W
Frimeany

(1]

Cancel

Encounter Form

Fill out the encounter form the way you would normally perform this operation, and

then press the OK button. The following dialog will display:
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The dialog below displays the Encounter information you entered in the Encounter Data
for all patients pane.

% Group Motes in use by: Cprsdoctor,Fourfivefive (vhaispdbsets636.vha.med.va.gov) — O *
File Action Tools Help
Provider: CPRSDOCTOR,FOURFIVEFIVE Location: DIGMA HEP C Date: 06/29/2022 16:03 Update...
For All Patients New Mote... Change Note | New Encounter...|| Edit Encounter... Sign Mote... Save w/fo Sign | Add Signers...
Selected patients: Common note content for group patients. Title: 410 D PROGRESS NOTE
CPRSPATIENT,EIGHT (CPRSPRE
CPRSPATIENT,EIGHTEEN
CPRSPATIENT,ELEVEN (CPRSPR
Encounter Data for all patients
Patient: CPRSPATIENT,EIGHT (CPRSPREFERRED) ~
NEW PATIENT Detailed Low Complexity - 0 Percent Impaired, Ltd, Res,
Patient: CPRSPATIENT,EIGHTEEN
NEW PATIENT Detailed Low Complexity - 0 Percent Impaired, Ltd, Res,
Tha+ 3 mm+e s CTARCHATTENT TTTUTM (CINCTINTETRDTNL W
Show Patient(s) Selector Create Group Mote Start New Group Mote Exit

Note: Group encounter data appears in the pane below "Encounter Data for all
patients™

Note: ICD-10-CM Diagnosis information will display if the encounter date is on or
after the ICD-10 activation date

Note: If you need to enter Encounter data for an individual patient, please see
Individual Encounter Entry
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Individual Note Text Entry

When an individual patient is selected, the Additional note text pane becomes active.

Q Group Notes in use by: - i g "5 ey ¥ _ o

Fide Action Tools Help

Provider: s am ey Location: 1£/NHCU Date: 03/24/2022 15:58

[CJFor Al Pavents J Change Note o, EdtEncounter...  SignNote... Save wfo Sign

Selected povents: Common note content for CPRSPATIENT FIFTEEN Title: SOCIAL WORK INTAKE ASSMT/MIGH RISK SCREEN FORM 10-1345(T)

CPRSPATIENT FIFTEEN
|OPRSPATIENT FOURTEEN
HCPRSPATIENT, SIXTEEN

Agditional note text for CPRSPATIENT FIFTEEN Title: SOCIAL WORK INTAKE ASSMT MIGH RISK SCREEN FORM 10-1345(T)

Encounter data for CPRSPATIENT FIFTEEN

Diagnoses:

Primary Alcohol Abuse wvith Alcohol-Induced Mood Disorder (ICD-10-Q¥ Fl10.14)
Procedures:

Alcohol (Echancl): Breath = 1 Class B & 2 Class C Frndngs

Start New Group Note

Note: When finished customizing individual notes, press the Edit Encounter button

to customize individual encounter data

Note: Type information specific to the selected patient in the Additional Note text

pane

Note: Click in the left pane to repeat for each patient that needs specific note text

Note: ICD-10-CM Diagnosis information will display in the pane below ""Encounter
Data for CPRSPATIENT..." if the encounter date is on or after the ICD-10

activation date
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Individual Encounter Entry
When an individual patient is selected the encounter form now shows all tabs.

Note: Use the Encounter Form dialog to enter Encounter data that applies only to
the specific patient

g Encounter Form for Group of 3 Patients 1E/NHCU (Mar 24,2022815:58) - O >
Vist Type Disgnoses Procedwes  Imenunizations Patient Ed  Heakh Factors
T of Wisdt Section Hame Mesdifiers

Serace Connection & Rated Deabibies Wizt Related To
| ] Yes Mo

Available providers
[ Cprzprovides Foatyore - Physician
ICpuspacrnder Fordyone - Prvscian

Cruspaovider, Se - Fhyscian
Crusoacrvider Thies « Hurze Practbionss

ok Cancel

Note: ICD-10-CM Diagnosis information will display in the pane below
"Encounter Data for CPRSPATIENT..." if the encounter date is on or after
the ICD-10 activation date
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gqu'pNotcsmu'.eb,-. =nm e Temalles.d. e el e - m] p 4

File Action Tools Help

Provider: i sa s B Location: 1E/NHCU Date: 03/24/2022 15:58 Update. .,
[JFor Al Patients tver tote Change Note  Hlew Encounter. . EdtEncounter... | Sign Note... Save wjo Sign Add Signers
Selected patents: | Common note content for CPRSPATIENT,FOURTEEN Title: SOCIAL WORK INTAKE ASSMT/HIGH RISK SCREEN FORM 10-1349(T)

[cPRSPATIENT FIFTEEN

|CPRSPATIENT  SIXTEEN Comenon kikoemalion for 88 Detents entered here

Agditional note text for CPRSPATIENT FOURTEEN Tighe: SOCIAL WORK INTAKE ASSMTMHIGH RISK SCREEN FORM 10-1349(T)
| Indhvidual note text for Patent Fourteen|

Encounter data for CPRSPATIENT, FOURTEEN

Diagnoses:
Primary Alcohol Abuse with Alcohol=Induced Mocd Disorder (ICD-10-0M FLO.14)

Procedures:
Alcchol (Echancl); Breath - L Class B ¢ 2 Class C Frdngs

ow Pasent(s) Selector Creste Group Nots Start New Group Note Exit

Note: When all data has been entered press the Sign Note button at the top of the
screen to display the Sign Note window

Note: The individual encounter data in the bottom pane only appears when that
patient is selected
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Group Signing

When the Sign Note button is pressed the program automatically selects For All
Patients. If any encounter data is missing such as service-connected status, the program
will prompt you for it at this time.

Note: When you sign the note in the Sign Note dialog, you are signing
for every patient in the group

Note: ICD-10-CM Diagnosis information will display in the pane below
"Encounter Data for CPRSPATIENT..." if the encounter date is on or after
the ICD-10 activation date

a

Provider: CPRSPROVIDER FORTY Localion NHOU/E Dabe: 0324/ 2022 15:51

EF« Al Patents Change Mote | © Edit Encounter... Hote Save wijo Sign

Comemnan note content for group patients, Tige: 10-100MURSE(T)
Comman MNobe Informabon

.S-grs Mete
The sagristuse vl b= sppled bo sl robas fe group patient:

Sgnsture Code

! ] [ ok | conca

Encounter Data fior al patients

Paziens: CPASPATIENT,SIX ~

DLaQRoSEs:
Frimary Acute pancreatitis with infected necrosis, unspecified [(ICD=-L10-CH K25.5%2)

Peocedusad:
Alechol (Exhansl)) BEeath

Patisnt: CRPREPATIENT, SINTEER

Diagnoses:
Frimary Acute pancreatitis wich infected necrosis, unspecifiesd [ICD-10-CM K25.52)

Start New Group Note Exit

If business rules specify that you need a co-signer, notifications will appear in CPRS to
the effect that the expected co-signer has notes ready to sign.
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After the signature has been accepted, if the Group Note has been set up for additional

signer(s), the Add Signers button becomes enabled.

Note: You can assign one patient or more than one patient
ICD-10-CM Diagnosis information will display in the pane below

"Encounter Data for CPRSPATIENT..." if the encounter date is on or after the

ICD-10 activation date

@ Group Neotes in use by: Cprsdoctor,Fourfivefive (vhaispdbsets656.vha med.va.gov)

File Action Tools Help

Provider: CPRSDOCTOR,FOURFIVEFIVE Location: PHE WOMEN'S LIFESTYLE MGMT 1 Date: 05/18/2022 16:37

Selected patients: Common note content for CPRSPATIENT,FOURTEEN Title: 410 D PROGRESS NOTE Signed

| CPRSPATIENT,FOURTEEN |  common information for all patients. Test Additional Signers.

CPRSPATIENT,FIVE (JORDAN)

Additional note text for CPRSPATIENT,FOURTEEN Title: 410 D PROGRESS NOTE Signed

Encounter data for CPRSPATIENT ,FOURTEEN

Show Patient(s) Selector Create Group Note Start New Group Note

[CJFor All Patients New Mote... Change Note  New Encounter...| Edit Encounter... Sign Note... Save wjo Sign | Add Signers...

Update...

Enabled"T

L

Exit
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To add Additional Signer(s):
1. Click the Add Signers button

2. Select and add additional signer(s) from the Identify Additional Signers Dialog. When

finished, click the OK button

& Group Notes in use by: Cprsdoctor, Fourfivefive 56.vha.m o — ) <
File Action Teools Help
Provider: CPRSDOCTOR,FOURFIVEFIVE Location: PHE WOMEN'S LIFESTYLE MGMT 1 Date: 05/18/2022 16:37 Update...
[ For All Patients New Note... Change Note | New Encounter...|| Edit Encounter... Sign Note... Save wio sian Add Signers
Selected patients: Common note content for CPRSPATIENT,FOURTEEN Title: 410 D PROGRESS NOTE Signed
CPRSPATIENT, FOURTEEN Common information for all patients. Test Additional Signers.
CPRSPATIENT,FIVE (JORDAN)
Identify Additional Signers
Awuthor (not editable) Expected Cosigner (not editable)
Cprsdoctor, Fourfivefrve
Select or enter additional signers Current additional signers
Cprsnurse, Two - tered Nurse Add Cprsbp.Doctor
Cprsbp. Doc - Adjudicator ~ Cprsbp.Doctorbp L
Cprebp.Doctor - Doctor Remove Cprsnurse, Two
Cprsbp.Doctorbp - Doctor
Cprshp, Three - Physician Assistant Student Remove All
Cprsbp, Two - Physician Assistant
Cprsclerk One - Clerk -
Cpredctr.Svnofnin - Doctor
Cprsdoctor.Fourfivetive - Doctor
Cprsdoctor,Prince - Doctor
Cpredoctor.Shelkhtest- Doctor
| Cprsjagphys.Six - Doctor
Cpremhprovider,One - Physician Assistant
Cprsnurse,Brandt - Registered Nurse
Cprenurse,One - Registered Nurse
: ed Nurse
Cprsphysician,Clone - Chief, Pulmonary Medici
Cprephysician,Jo Fellow - Fellow Cardiology Pr v
= OK Cancel| =
Show Pa - — T Exit
Identify Additional Signers Dialog
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Repeat

To return to the patient selection dialog with a clean slate to enter another group note,
press the Start New Group Note button. Otherwise press the Exit button

Note: Press the Start New Group Note button to start over on a new group

Note: ICD-10-CM Diagnosis information will display in the pane below
"Encounter Data for CPRSPATIENT..." if the encounter date is on or after

the ICD-10 activation date

@ Group Notes in use by: com: (e Pl fe =l 2w - m] X
File Action Tools Help

Provider: s a0 B Location: 1E/NHCU Date: 03/24/2022 15:58 Update...
[JFoe Al Patents s Change Note  Hew Encounte Edit Encounter ... Sign Note... Save wjo Sign

Selected patents: Common note content for CPRSPATIENT FOURTEEN Title: SOCIAL WORK INTAKE ASSMT MIGH RISK SCREEN FORM 10-1345(T)
CPRSPATIENT FIFTEEN |

CPRSPATIENT FOURTEEN

CPRSPATIENT,SIXTEEN

Agditional note text for CPRSPATIENT FOURTEEN Title: SOCIAL WORK INTAKE ASSMTMHIGH RISK SCREEN FORM 10-1349(T)
Individual note text for Patent Fourteen|

Encounter data for CPRSPATIENT FOURTEEN

Diagnoses:
Primary Alcohol Abuse with Alcohol=Induced Mocd Disorder (ICD-10-0M FLO.14)

Procedures
Alcchol (Echancl); Breath - L Class B ¢ 2 Class C Frdngs

Start New Group Note Exit

Patient Selection Dialog

Group Notes/Encounter Collection User Manual 21 June 2022



Glossary

ADPAC

Boilerplate

CAC

CPRS

IRMS
TIU

VDL

Automated Data Processing Application Coordinator. A
VistA software expert who usually works for IRMS.

A pre-defined TIU template that can be filled in for Titles,
speeding up the text entry process. TIU exports several
Titles with boilerplate text which can be modified to meet
specific needs; sites can also create their own.

For Group Notes, a title with information that would be
common for each member of the group works well. Any
TIU objects used in boilerplate are filled in as if for the first
patient, so avoid objects in Group Notes boilerplate.

Clinical Application Coordinator. A software specialist
who usually works for one of the medical center services.

Computerized Patient Record System. A front-end program
that attempts to provide all VistA functionality in a
Windows interface. Currently CPRS is being re-written to
work in any windowing system that supports a web
browser. This will allow users to access VistA from UNIX
and Macintosh based systems. The target date for release of
this advanced system is third quarter 2005.

Information Resource Management Service.

Text Integration Utilities. An umbrella package with the
purpose of combining all clinical note processing into a
single entity. In CPRS, TIU is represented by the Notes tab.

VistA Document Library. A service of the Department of
Veterans Affairs to provide documentation to all users.
Anyone can access the VDL at web address:
www.va.gov/vdl/
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	Introduction 
	Purpose of Group Notes 
	Purpose of Group Notes 
	This program was designed to assist providers in documenting group therapy sessions and events such as immunization clinics. It allows the easy assembly of patient groups based on Clinics, Specialties, Wards, Teams, or Provider lists. It then allows the note author to specify parts of a note that apply to the entire group and parts that apply to individuals. It does the same with encounter data. After the note and encounter information is complete, it provides for a single signature for the entire group. 
	Scope of the Manual 
	Scope of the Manual 
	Tasks associated with Group Notes: System setup, workstation setup, creation of notes for a group, and collection of encounter data. This manual provides information deemed necessary to conduct these functions. 


	Audience 
	Audience 
	Information in this manual is intended for end users. This usually means providers conducting group sessions and limited scope clinics such as for training or vaccination. 

	Using Group Notes 
	Using Group Notes 
	How Group Notes Works 
	How Group Notes Works 
	Group Notes is a companion to the CPRS (Computerized Patient Record System) Notes tab. If you are familiar with creating clinical notes in CPRS you will have little trouble with Group Notes. 
	Creating notes for a group of patients who have just participated in a group therapy session, education, or an immunization clinic follows these steps: 
	1. 
	1. 
	1. 
	Set the visit location and the date/time for the encounter. 

	2. 
	2. 
	Select the patients involved, compiling them into a list. 

	3. 
	3. 
	Select a note title common for the group. 

	4. 
	4. 
	Enter note information common for the group. 

	5. 
	5. 
	Enter encounter data that is common for the group. 

	6. 
	6. 
	Select individual patients and enter encounter and note information unique to each individual. 

	7. 
	7. 
	Sign the notes. 

	8. 
	8. 
	Go back to the patient selection screen and repeat for additional groups. 


	Note: If you are interrupted and exit the session before signing the note, Group Notes will file notes individually for each patient in an unsigned state and generate notifications that there are notes awaiting signature. Any work after exiting Group Notes must be accomplished in CPRS. 

	Log In 
	Log In 
	Users now use a more secure access method called two-factor authentication (sometimes called 2FA). Two-factor authentication simply means that you use your Personal Identification Verification (PIV) card and your Personal Identification Number (PIN) to gain access. If you experience a problem with two-factor authentication, you can select Cancel on the dialog that requests a certificate and enter your access and verify code to log in. 
	Note: To use the new two-factor authentication, each user’s Active Directory entry must be “Bound” for each VistA instance. So, if you can access one VistA system, but a 
	different one that you access does not work, you will need to contact support to verify that your Active Directory entry has been bound to all the accounts you access. 
	To login with your PIV card, follow these steps: Double-click the Group Notes icon on your desktop or in your VA Apps folder.  
	If the Connect To dialog appears, click the down-arrow, select the appropriate account (if more than one exists), and click OK. 
	In the Windows Security dialog, select the certificate associated with your PIV card and press <Enter>. If there are multiple certificates, choose the one that is for “internal PIV authentication.” You can see that by hovering over the name for the certificate as shown below. 
	P
	Figure

	Note: If there is a problem with your PIV or PIN, you can select Cancel to revert to using your access and verify codes. 
	Figure
	Type your PIN into the dialog that appears and press <Enter>. 
	Figure
	If you lose your PIV card or forget it, there is an alternative way to log into CPRS using your access and verify code. Each user should be assigned an access code and a verify code. You will need to check with your local facility to get your access and verify codes, if necessary. 
	To login to CPRS with your access and verify code, follow these steps: 
	1. 
	1. 
	1. 
	1. 
	Double-click the CPRS icon on your desktop. The VistA logo window and the VistA Sign-on dialog will appear. 


	2. 
	2. 
	2. 
	If the Connect To dialog appears, click the down-arrow, select the appropriate account (if more than one exists), and click OK. 


	3. 
	3. 
	3. 
	Type your access code into the Access Code field and press the Tab key. 


	4. 
	4. 
	4. 
	Type the verify code into the verify code field and press the Enter key or click OK. 



	Note: You can also type the access code, followed by a semicolon, followed by the verify code. Once you have done this, press the Enter key or click OK. 
	The VISTA Sign-on screen 

	Defining Group Encounter Information and a Patient List 
	Defining Group Encounter Information and a Patient List 
	On the same dialog, the user defines two things: 
	• 
	• 
	• 
	the common Encounter Information that will apply to all patients in a group 

	• 
	• 
	the list of patient names for the group note 



	Visit Information 
	Visit Information 
	Information filled in or provided in the Group fields (upper right corner) is carried forward by the program into the encounter fields. 
	P
	Figure

	This is the initial Group Notes dialog. The user enters the Group Encounter Provider, the Group Visit Location, and the Group Visit Date/Time in the area on the upper right (red outline added). 
	Group Notes/Encounter Collection User Manual 6 June 2022 
	Use these steps to define the Group Encounter information: 
	1. 
	1. 
	1. 
	In the upper right portion of the dialog, select the name of the Group Encounter provider from the drop-down list. (You can type the first few letters of the provider’s name to move to that area of the list.) 

	2. 
	2. 
	Define the Group Visit Location from the drop-down list. 

	3. 
	3. 
	The visit date/time defaults to the date/time when you launch the dialog or start a new group note. If the time is not correct, you can select the icon with three dots, and it will bring up a calendar. You can then set the date and time. 

	4. 
	4. 
	You can edit the Encounter information until the group note is created. 



	Defining a List of Patients for the Encounter 
	Defining a List of Patients for the Encounter 
	From the main Group Notes dialog, the user can define the group of patients to which the common note text and encounter information will be applied. These patient selection fields and buttons are like the CPRS patient selection screen with a few fields and buttons added to facilitate creating group notes. 
	Note: If the patients are being selected from a clinic appointment list, the date and time of the visit MUST match exactly the date and time of the appointment. If there is a mismatch, you will create a duplicate encounter. 
	If the patient’s preferred name has been entered into VistA, it will display in parentheses after the patient’s first name in the “Patient list for group notes/encounters box,” as 
	shown below. 
	P
	Figure

	Note: From this dialog, users can create a list of patients. Users can search for patient names and add them to a list. There are buttons to add the name and do an inquiry to ensure it is the correct patient. The list of names is displayed below with preferred names, if defined, displaying in parentheses after the patient's name. 
	Use these following steps to define the Group of patients: 
	1. 
	1. 
	1. 
	If you want to narrow the list of patients, you can use the Search Categories choices. 

	2. 
	2. 
	Select a category, such as Wards, Team/Personal lists, Specialties, Providers, Clinics, or PCMM teams 

	3. 
	3. 
	When you select a Category, such as wards, a list of wards displays. Select an item to further narrow your search (such as a specific ward, team, or list) to display a list of patient names. 

	4. 
	4. 
	Under the Patients box, locate the appropriate name. (You may type a few letters of the name to move to that area of the list, or you may scroll.) 

	5. 
	5. 
	Highlight a name. 

	6. 
	6. 
	6. 
	When you highlight a name, basic demographic information is displayed below the Encounter information. If the user is still unsure whether this is the correct 

	patient, the user can select the Inquiry button. When the user selects in the Inquiry button, Group Notes displays a dialog with detailed patient demographic information. The user can then close the dialog containing the detailed patient information and add the patient if that is the right person, or locate the correct patient if it is not. As each name is selected, using the Select button or double-clicking on a name, the name is added under the Patient list for Group Notes/Encounters in the lower portion 

	7. 
	7. 
	Review the list. If any incorrect names are in the list, the user can remove individual names using the Remove button. If all names need to be removed, the user can select the Remove All button. 

	8. 
	8. 
	Using the Select button (or double-clicking on a patient name), the Remove button, or the Remove All button, build the patient list. 

	9. 
	9. 
	Once the user has the correct patient names, the user selects the Create Group Note button. 



	Common Encounter Data Entry 
	Common Encounter Data Entry 
	Note: Information common to the entire group must be entered before data for an individual patient. 
	Pressing the Group Notes button moves to the note-building dialog screen. To return to patient selection (to add or subtract patients) use the Show Patient Selector button. 
	Until you change it by selecting an individual patient, all actions will apply to the entire group. 
	Note: Use the Update button to modify visit and provider information Note: Use the New Note button to select a note title Note: Use the New Encounter button to enter group encounter information 
	P
	Figure

	Note-building dialog screen 

	Common Note Title 
	Common Note Title 
	Pressing the New Note button will allow you to select a note title. This will be the note title used for each member of the group: 
	P
	Figure

	Note: If the provider requires a co-signer, the co-signer must be designated at the time of note title selection. The field for designating a co-signer appears only if the author of the note requires a co-signer. The requirement for co-signer is a product of the author’s User Class and the set-up of the document in TIU. 
	This is the “point of no return.” Once you select a title, a note will be created for each member of the group. If you exit the program without signing, unsigned notes are created for each member of the group and notifications will appear in CPRS that a note awaiting signature is available for each of these patients. 
	Warning: Objects in boilerplate are problematic for group notes. The first patient on the list gets filled in and then the note text is given to each patient. So, do not use objects in the boilerplate of these notes titles that would be different for each patient. 

	Common Note Text Entry 
	Common Note Text Entry 
	If the note title selected contains boilerplate text, it will appear in the Common note content pane. You may edit the contents of this boilerplate and/or add additional text. 
	Note: When ready, press the New Encounter button to continue to common encounter data Note: Add or modify common note text in the top panel on the right side 
	P
	Figure

	Note: For CACs and ADPACs: When setting up boiler plate that will be used in Group Notes be aware that inserted objects that import specific patient data will not work properly. Do not put TIU objects in this boiler plate. Exceptions to this rule are objects that are general in nature such as the current date. 

	Common Encounter Entry 
	Common Encounter Entry 
	The Group Notes encounter form is customized for group entry. At this point in the program only tabs that would be common to all patients are displayed: 
	P
	Figure

	Encounter Form 
	Encounter Form 
	Fill out the encounter form the way you would normally perform this operation, and then press the OK button. The following dialog will display: 
	The dialog below displays the Encounter information you entered in the Encounter Data for all patients pane. 
	P
	Figure

	Note: Group encounter data appears in the pane below "Encounter Data for all patients" 
	Note: ICD-10-CM Diagnosis information will display if the encounter date is on or after the ICD-10 activation date 
	Note: If you need to enter Encounter data for an individual patient, please see 
	Individual Encounter Entry 
	Individual Encounter Entry 
	Individual Encounter Entry 




	Individual Note Text Entry 
	Individual Note Text Entry 
	When an individual patient is selected, the Additional note text pane becomes active. 
	P
	Figure

	Note: When finished customizing individual notes, press the Edit Encounter button to customize individual encounter data 
	Note: Type information specific to the selected patient in the Additional Note text pane 
	Note: Click in the left pane to repeat for each patient that needs specific note text 
	Note: ICD-10-CM Diagnosis information will display in the pane below "Encounter Data for CPRSPATIENT…" if the encounter date is on or after the ICD-10 activation date 

	Individual Encounter Entry 
	Individual Encounter Entry 
	When an individual patient is selected the encounter form now shows all tabs. 
	Note: Use the Encounter Form dialog to enter Encounter data that applies only to the specific patient 
	P
	Figure

	Note: ICD-10-CM Diagnosis information will display in the pane below 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	the ICD-10 activation date 
	P
	Figure

	Note: When all data has been entered press the Sign Note button at the top of the screen to display the Sign Note window 
	Note: The individual encounter data in the bottom pane only appears when that patient is selected 


	Group Signing 
	Group Signing 
	When the Sign Note button is pressed the program automatically selects For All Patients. If any encounter data is missing such as service-connected status, the program will prompt you for it at this time. 
	Note: When you sign the note in the Sign Note dialog, you are signing for every patient in the group Note: ICD-10-CM Diagnosis information will display in the pane below 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	the ICD-10 activation date 
	P
	Figure

	If business rules specify that you need a co-signer, notifications will appear in CPRS to the effect that the expected co-signer has notes ready to sign. 
	After the signature has been accepted, the Group Note has been set up for additional signer(s), the Add Signers button becomes enabled. 
	if 

	Note: You can assign one patient or more than one patient ICD-10-CM Diagnosis information will display in the pane below 

	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after the 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after the 
	ICD-10 activation date 
	P
	Figure
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	To add Additional Signer(s): 
	1. 
	1. 
	1. 
	Click the Add Signers button 

	2. 
	2. 
	Select and add additional signer(s) from the Identify Additional Signers Dialog. When finished, click the OK button 


	P
	Figure

	Identify Additional Signers Dialog 
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	Repeat 
	Repeat 
	To return to the patient selection dialog with a clean slate to enter another group note, press the Start New Group Note button. Otherwise press the Exit button 
	Note: Press the Start New Group Note button to start over on a new group Note: ICD-10-CM Diagnosis information will display in the pane below 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	"Encounter Data for CPRSPATIENT…" if the encounter date is on or after 
	the ICD-10 activation date 
	P
	Figure

	Patient Selection Dialog 
	Glossary 
	Glossary 
	Glossary 

	ADPAC 
	ADPAC 
	Automated Data Processing Application Coordinator. A VistA software expert who usually works for IRMS. 

	Boilerplate 
	Boilerplate 
	A pre-defined TIU template that can be filled in for Titles, speeding up the text entry process. TIU exports several Titles with boilerplate text which can be modified to meet specific needs; sites can also create their own. 

	TR
	For Group Notes, a title with information that would be common for each member of the group works well. Any TIU objects used in boilerplate are filled in as if for the first patient, so avoid objects in Group Notes boilerplate. 

	CAC 
	CAC 
	Clinical Application Coordinator. A software specialist who usually works for one of the medical center services. 

	CPRS 
	CPRS 
	Computerized Patient Record System. A front-end program that attempts to provide all VistA functionality in a Windows interface. Currently CPRS is being re-written to work in any windowing system that supports a web browser. This will allow users to access VistA from UNIX 

	TR
	and Macintosh based systems. The target date for release of this advanced system is third quarter 2005. 

	IRMS 
	IRMS 
	Information Resource Management Service. 

	TIU 
	TIU 
	Text Integration Utilities. An umbrella package with the purpose of combining all clinical note processing into a single entity. In CPRS, TIU is represented by the Notes tab. 

	VDL 
	VDL 
	VistA Document Library. A service of the Department of Veterans Affairs to provide documentation to all users. Anyone can access the VDL at web address: www.va.gov/vdl/ 
	VistA Document Library. A service of the Department of Veterans Affairs to provide documentation to all users. Anyone can access the VDL at web address: www.va.gov/vdl/ 
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