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Using Handover 

Add a Patient Task to Handover: 

 

Click once on the patient’s name. 

 Select Add patient to Handover. 

 Select an appropriate option from the Category Type list. 

 

 Select the Grade Required. 

 

 

Click into the Complete From field to open the calendar and select the 
date.  

 

Select Complete From time. 

 

Click into the Complete To field to open the calendar and select the 
date. 

 
 

Select the Complete To time. 
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 Enter task information into the Details box. 

 

 

Click on Add. 

 
The information will display, to add a second task click on Add, when 
finished click on Save. 

 

 

The patient will now also appear on the Handover page but with the task details to be completed, 
this is accessed via the Handover link at the top of the page. When you are on the Handover page 
the link will display in amber text.  

You will be able to complete the same searches and ordering but instead of showing just one row 
for each patient, it will show a row for each handover task for that patient. 

 

You are also able to add an existing patient task to handover by clicking on the gold star against 
the patient task and then adding the Category Type, Grade Required and the Complete From/To 
Date and Time. The task will appear for the patient in the handover list. When returning to the 
Inpatient view the star will now display as dark grey. 
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Complete Handover Tasks: 

 

Select Handover link at the top of the page. The link will go orange 
when you are on the handover page. 

 

Select the task to mark as Complete. 

 
Click on the Complete header. 

 

Click on OK. 

 
Completed tasks will be greyed out and the Status column will display 
as Completed by… 

 

Remove a Patient Task from Handover: 

 

Click once on the patient’s name when on the Handover page. 

 Select Remove Patient from Handover. 

 

Click on OK. 

 

Tasks can also be removed in the same way as marking a task as 
complete by checking the Remove box against the patient task and 
clicking on the Remove heading. 

 


