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Documentation Instructions – Residents in ED 

 
 
LOG IN with user role: IH Provider -  

When you first login to Meditech, ensure you have selected the correct role and site. Click the down 
arrow to change: 

 
 
 
 

 

 

 

 

Select ED Physician Tracker from the start menu: 

 

SET UP PIN 
Select the Menu option. Change PIN will display. After selecting Change PIN, the following screen 
will show. 

Enter your Network password, and then enter your new PIN in the Enter New PIN and Re-enter to 
Verify fields. Click OK. 
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SIGN UP 

1. Click on the button with ‘Sign Up’ written on it and click ‘Sign Up’ on the drop-down menu that 
appears to add yourself as the resident assigned to the patient. 

 

That will add your name in blue at the bottom of the button to differentiate from an ED staff 
provider. 

2. Add your preceptor as the ED provider by clicking on the ‘Sign Up’ button again and click 
on ‘Edit Providers’ in the drop-down menu. 

Failure to add preceptor with Sign Up button will mean preceptor needs to be added as Principal on 
the Document Contributors screen (instructions included later). 

 

 

An overlay will appear to allow preceptor to be added. 
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On this overlay, you will search for your preceptor by name using the search box in the top right 
corner. The list will filter based on your search field. Click on the correct physician from the list to 
highlight it in blue. You will also see the physician’s name appear on the left under ED Provider. 
Click Save in the top right corner to confirm your choice. 

 

 

You will return to the tracker where you will see both preceptor and resident appear on the ‘Sign 
Up’ button. 

 

3. With the patient highlighted, click the Document button at the top of screen to open the 
document selection screen. 
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CREATE DOCUMENTATION 
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Click on the appropriate Emergency Dept Note document to open it. 

Look at the document contributor section underneath Emergency Dept Note:  
 

 

If your preceptor is not listed as Principal, you will need to click in this area to open the Document 
Contributors overlay.  
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Click inside the ED Note text box to start documenting. 

 

When you have finished documenting, you must fill out the Disposition on the Discharge Plan by 
clicking on the Discharge Plan button in the blue bar. 

 

When your document is complete, select Sign and enter PIN. 
 

The system will return you to the tracker and the document will display in I-Signed status in the 
patient’s EMR. 

 

The Preceptor is notified in their Sign queue to complete their portion of the ED document. 
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Preceptor Instructions – Residents in ED 

 
 
Preceptor 
From your tracker you will now see the patient that your resident assigned to you. To review and sign the 
document, you must click on the Sign List button. Do not access through the Document panel. 

 

 

Reports to be signed will appear in your sign queue: your draft reports, as well as  student and 
resident reports. 

 

To add notes of your own and enter the required responses, select the Edit Document button to 
launch the document. The note the resident originally signed will be captured for audit purposes. 
The notes the preceptor signs will appear separately and beneath the resident’s documentation. 
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On the Discharge Plan, complete the required Final Diagnosis, Complexity and Disposition fields. 

 

When all of the mandatory fields have been completed, click Sign and enter PIN to finalize.  
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IMPORTANT! 

If you discover you have created documentation in error (incorrect patient/account/template): 
• Immediately create an addendum stating “This report has been created on the wrong 
patient/account/template and will be cancelled. Please ensure your records are updated 
accordingly.” 
• Create the document on the correct patient/account/template 
• Email DocumentationSupport@interiorhealth.ca with patient and report demographics so that we can 

remove the 
report from the patient’s EMR. 

If you discover a typo/text error in your document: 
• Create an addendum to correct or clarify the text error. 
• If the error cannot be clarified in an addendum, email DocumentationSupport@interiorhealth.ca with 
report details and we will assist in correction. 

 

Support Information (All) 
Our Medical Documentation team regularly audits Resident documentation. We will contact you if your 
documentation requires attention. 

For Documentation questions, quality issues or corrections, email 
DocumentationSupport@interiorhealth.ca For technical support please contact IMIT SERVICE 
DESK: 1-855-242-1300 or servicedesk@interiorhealth.ca 
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