
How to Start Your Day and 
Pre-Chart in EPIC

by Your 2026-2027 Chiefs :)



Log in to EPIC (on Citrix or Desktop)



Log-in Departments are: NH Internal Medicine VIR (Inpatient), NH Critical Care VIR (MICU), 
NSUH Internal Medicine at 865, or LIJ Internal Medicine at 256 (MSGO)



You Can Also Change Department Here After Log-in by Clicking the EPIC 
button and "Change Context"



How to Pre-Chart and Do 
IDRs



Click on "Patient Lists." This Will Pull Up Your Inpatient Lists



Right on Arrival, You Should Sign In to Your Respective Team



Go to "Provider Teams" and Search Your Team.  Then Add them.  Confirm the Service.  If You Are the 
Primary Team Contact (Such as an Intern on the Green Team in MICU), Click "Take Over."  Then "Sign 
In."  THIS IS IMPORTANT, ESPECIALLY FOR MICU



At the Start of a New Inpatient Block, Interns Must Right Click their Patients and Click "Assign Me as 
1st Contact."  Seniors Must Right Click and Select "Assign Me."  Every Day on Signout, the Intern or 
Night Float Resident Must Select "Assign Me as 1st Contact" Immediately at the Start of Their Shift



To Add a New Patient to Your Team, Click "Assign Teams" and Search Your Team. 
You Can Remove Teams (for Example: ACP) via the "Remove Teams" Option



Note: You can add patients to a Group by Right-Clicking the Group Header (for example: "My 
Patients") and Clicking "Add Patient." This should NOT be necessary in most cases, as patients should 
show up in your team lists.  But this can be useful for a special MAR list that you create



Click on the first contact from



For New Patients: Add Provider Care Team (E.g. LIJ 
Medicine Team 1)



For primary team, set it as primary



There are several fields to update. See below



You will get this screen once the fields are filled out. You can choose to 
take over as first contact for a patient (eg if you are the intern or NF, 
etc)



At the Start of a New Inpatient Block, the Previous Intern and Senior (or ACP Team if It Is a New Admit 
or Transfer) Should Be Removed from the Patient's Chart by Going to "Treatment Team," then Clicking 
the Provider's Name and then Clicking "End"



If You Want, You Can Also Choose to Be Notified of Any New Abnormal Results By Clicking the "Edit" 
Icon and Choosing that Option in Front of Your Name (You Can Also Choose to Be Notified of Lab 
Results when You Are Ordering the Lab Itself – Will Demonstrate Later)



When a patient is selected, their summary displays at the bottom based on the "Physician Checklist" that we defaulted earlier (this 
makes sure to remind you to actually do your daily tasks).  You can click through labs, vitals,  I/Os, etc by clicking the circled headers 
(which can be re-organized). This allows for quick pre-charting.  This is also the area for discharge planning and IDRs



The Columns by the Patient Indicate Flags that Need to Be Removed (New Results, New Orders, 
etc.).  You Can Quick-View These Flags by Clicking Them.  You Can Mark them as Reviewed to 
Remove the Flag  (To Discuss Below)



In the Patient Summary, You Can View All Recent Vitals, Labs, Etc. On the 
Overview Tab or More Details on Their Individualized Tabs



In the Comprehensive Flowsheet You Can See Many Things.  You Can 
Change the Resolution from 24 Hour view to 15 Minute Views



In the Patient Summary, You Can View All Recent Vitals, Labs, Etc. On the 
Overview Tab or More Details on Their Individualized Tabs



Write Estimated Discharge Date, Medical Readiness, and "Add Comments" (for Case Manager 
Communications) by Double Clicking the Yellow Clock Under D/C Planning Column.  This Should be 
Done Every Day for IDRs.



Alternatively, You Can Go to the "Expected Discharge Date" Tab to Update 
That for Case Management



Go to the IDRs Tab for IDR Information and Updates



Note Regarding Results and Note Review

• When a New Result or New Note Is Added to the Chart, You 
Should Click the Clock Icon in the Tab Labelled (Mark as 
Reviewed).  
o This Time Stamps when You Saw the Results/Note
o "Marking as Reviewed" Removes Flags
oNote: It Is Important that You Actually Review and Address the 

Results/Note when You Mark as Reviewed, because You Are Otherwise 
Saying that You Saw a Result/Note but Did Nothing About It at the Time
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