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DISCHARGE SUMMARIES – START, SAVE, EDIT AND COMPLETE A DISCHARGE SUMMARY 

 

 
Once you have the ward displayed from either View Patients by Ward or 
Inpatient Whiteboard: 
 
Select your patient so their name appears in the Patient Banner 
 
Right-click the patient’s row then select Add Discharge Summary – you 
may need to scroll down the menu  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Discharge Summary window opens on top of the Careflow window. 
 
The first screen displays showing the Clinical date / time as now. Change this to a date/time in the past as required: 
 

 
 

Click the Next button - More tabs now display down the left-hand side.  
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DISCHARGE SUMMARIES – START, SAVE, EDIT AND COMPLETE A DISCHARGE SUMMARY 

Diagnoses/Relevant Investigations/Procedures/Treatment *: 

 
 
 

Click each tab that you need to complete and enter the relevant data.  Medications & Allergies tab is completed in EPMA (eLearning available) or see the Add,Edit 
and Delete Medications guide for a non-EPMA ward, if you want more detail than that shown on the next page. 

You can also use the Next and Back buttons (bottom-right of the screen) to move through the tabs 

* Fields with a red asterisk are mandatory 

Blue text has come from the last discharge summary 
 
Blue text does NOT appear on the summary to the GP 
Either click in the box and edit or add to the text, or press Enter 
on the keyboard to confirm the data as is. The text then turns 
black. 

* Tabs with a red asterisk 

indicate there are outstanding 
mandatory fields in that tab. 
 
You cannot Complete / Print 
the summary if mandatory 
fields are outstanding. 
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Medication / Allergies / Adverse Reactions *: 

 
 

 

 

 

 

 

 
 

Care: Not all allergies are visible here but they will display in the 
Discharge Summary document. 
 
Always check the allergy details by clicking on the Alert ribbon on the 
Patient Banner 

 
 

Note: All allergies are added and edited in ePMA 

Click the New button to add a medication. 

You must enter at least 3 characters in your search criteria. 

Begin with the % symbol as a wild card to make it easier to find 
medications. 

Type non to record Non-Formulary Drugs – although always use the 
actual drug name if possible. 

Refer to the Discharge Summaries > Add Edit and Delete Medications 
guide for more details. 

Record medications with complex instructions, such as 
reducing doses here. 
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Future Management *: 

 
 
 

 
 

Legal Information: 

 

 

Additional Dementia questions display for 
patients who are 75 or older 

Additional Mental Capacity fields display if you 
select Yes to the first question 
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Person Completing Record: * 

 

 

Discharge Details: 

 

 

 

 

 

 

 

 

 

 

 

This Consultant is auto-populated from the 
PAS 

Additional fields display depending on what you select from these 
values in the Discharge to location / destination field 
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If you have filled in as much as you can for now, but have not finished, click the Save button to save your progress. 
 
The Complete button will not become available until all the mandatory fields have been recorded and therefore all the asterisks have disappeared from the tabs on 
the left-hand side. 
 
NOTE: The Complete function is for printing the Discharge Summary which you must sign and send to Pharmacy if there are TTOs. 
  
This is covered below… 
 
 

 

DISCHARGE SUMMARIES – EDIT and/or COMPLETE A DISCHARGE SUMMARY 

 
Once you have the ward displayed from either View Patients by Ward or 
Inpatient Whiteboard: 
 
Select your patient so their name appears in the Patient Banner 
 
Right-click the patient’s row then select Edit Discharge Summary as the 
summary has already been started - you may need to scroll down the 
menu 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Check and update all the relevant fields.  
 
If you are not finished, select the Save button again to save your changes 
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DISCHARGE SUMMARIES – EDIT and/or COMPLETE A DISCHARGE SUMMARY 

If the summary is finished, click the Complete button 
 

The Print screen displays – this consists of 3 columns: 

 
 

Select the correct patient Discharge Summary in the Document Template 
column (1st column) 
 
Note: SDEC CCR (Same Day Emergency Care, Clinical Care Record) is used 
in certain wards only, e.g. EACU, RAMU 
 
The patient is shown, already ticked, in the Recipients column 
(2nd column). 
 
Click the Select button in the Recipients column – the template moves 
into the Selected Templates column (3rd column) 
 

 
 
 
 
 
 

 
 

Click the Submit button.   
 
 

The summary displays as a Word document – check the Taskbar  
 
Care: Do not make changes here as they will not display if somebody later views the 
summary rather than re-prints the Word document 
 

Close Word to send the document to the SecurePrint queue 
 
Note: You cannot print from within the Word document. 
 
Say No to the Save message as you will not have made changes 

A confirmation message displays in the bottom-right corner of the screen. 
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