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Buddy in Unit:_____________________________ 

Buddy that is a UC:_________________________ 
 

Week 1 

o Day 1-3, New Employee Orientation 

o Day 4-5-Orient to unit, such as where supplies are kept, etc.  

o Making sure access to Clarity, Envi, ScheduleWise and Ascend are in place  

o Intro to Ascend will start. (how to print the next days labs, and reschedule missed labs) 

o How to submit Work Orders, and contact Helpline 

o Office etiquette 



o Familiarizing with Clarity 

o Go over Unit Coordinator Tip sheet 

o Screening of patients, and cleaning the lobby 

Week 2 (in home unit) continued support from Lead Unit Coordinator or designee  

o Reviewing the Role Based Standard Work for the Unit Coordinator 

o Intro to Scanning 

o Continuing Ascend, and lab prep 

o Arrange for Distribution to come and train for ordering, and observe an order 

o Add self as part of all your units care team. 

o How to obtain hospital records by fax (review PowerPoint) 

o Learn how to move patients around in Ascend (may need to wait until a new patient starts) 

o Intro into transportation 

o Intro to patient travel 

Week 3 (in home unit) continued support from Lead Unit Coordinator or designee 

o Continue patient transportation 

o Continue Patient travel 

o Walk through an aided order 

o Intro into Patient Admissions 

Week 4 (in home unit) continued support from Lead Unit Coordinator or designee 

o Lead will recap all subjects and see if further training time is needed. 

Week #1 
Day 1-3, New Employee Orientation 
 

This will take place with the education department.  You will be assigned your badge, and most of the 

electronic access that you will need to start with NKC. You will receive an overview from various 

departments.  If you have any questions while this is going on, you can email me at 

Jennelle.murphy@nwkidney.org, or call from any phone inside NKC by dialing 1916 and that will get you 

directly to my desk. 

 

Day 4 & 5. First days in unit 

 

o Scavenger Hunt of unit, this will be done by someone from your unit preferably when you first clock in. 

(this document can be found in Policy Manager) 

 

o Make sure appropriate computer access works (check off once access has been obtained  

o Clarity: Emailed IT on _____________, followed up on ____________ 

o Envi: Emailed Distribution on _____________, followed up on ____________ 

o Office Depot: Emailed Distribution on _____________, followed up on ____________ 

o Local hospital EMR #1 _______________, emailed IT on _____________ 

o Local hospital EMR #2 _______________, emailed IT on _____________ 

o Local hospital EMR #3 _______________, emailed IT on _____________ 

o Local hospital EMR #4 _______________, emailed IT on _____________ 

 

o How to submit Work Orders, (see handout proceeding this section) how to contact Helpline 

o Office etiquette 

o Familiarizing with Clarity 

o Add self as part of all your units care team. (See standard work proceeding this section) 

o Screening of patients, and cleaning the lobby 

o KNet and Policy Manager Overview 

mailto:Jennelle.murphy@nwkidney.org


o Make a list of patients that are in a skilled nursing facility (project we do together)  

Notes:____________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

______________________________________ 



 



Getting to know KNet and Policy Manager 

 
 

KNet 
KNet is an icon on your desktop. The most commonly used portions 

of this program for the Clinical Unit Coordinator is the search bar. 

Do you need to find the phone number to a unit, type it in the 

search bar, need to know what unit a person works at, use the 

search bar (you get the picture). 

The home screen also shows you were to access your timecard.   

KNet holds a lot of helpful information and would be a good thing 

to explore in your down time.  

 

 

Policy Manager 
Something else that is on the home screen of KNet is Policy 

Manager. Once you double click on this, it will bring you to a new 

screen.  On the left-hand side of the page you will see a list, in that 

list you will see Clinical Unit Coordinator listed. Double click on that.  

This is where all the Standard Work and other helpful documents 

associated with our job is located.  This section is always under 



construction, so come and visit it often. In addition, if you feel like 

we should have something added to this section, just let me know. 

 

 
How to add yourself as part of the patients care team. 

• From Clarity home screen, click on the Patient’s tab, then from that drop-down menu click on Patients Care 

Team. 

• Find the patient you would like to add yourself to by utilizing the search option.  If the patient is already pulled 

up, you can click the Change button to search for a different patient. 

• Click on Associate Clarity User, then the next window pops up. 

• Use drop down arrow and select yourself 

• Click start date : todays date 

• Leave End Date blank 

• Care Team Role : Unit Coordinator 

• Click Add button 

 

 

 

 

 

 

 

 

 



 

 

 

 

Week #2 
Week 2 (in home unit) continued support from Lead Unit Coordinator or designee  

o Reviewing the Role Based Standard Work for the Unit Coordinator, concentrating on Daily Work. (role based 

standard work sheet can be found in Policy Manager, but a rough copy is included in this section) 

o Intro to Scanning (see standard work proceeding this section) 

o Continuing Ascend, and lab prep (hands on, no handout) 

o Arrange for Distribution to come and train for ordering, and observe an order 

o Go over Unit Coordinator Tip sheet 

o Create a nursing home folder/binder 

o How to obtain hospital records by fax  

o Learn how to move patients around in Ascend (may need to wait until a new patient starts) 

o Intro into transportation (see handout proceeding this section) 

 

In your down time: 

• go through all your units’ patients and add yourself as a care team member. (This is an 

important step, so that you will know when to obtain hospital discharge summaries.) 

• pick a random patient and go through the Transient In-Center Hemodialysis Standard Work 

and see if you can find the most asked for documents. 

 

 

 

Notes:____________________________________________________

___________________________________________________________

___________________________________________________________



___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

______________________________________ 

___________________________________________________________

___________________________________________________________

___________________________________________________________

________________________________________________  

 

Unit Coordinator Tip Sheet: 

 

How to order business cards: 

� Directions can be found on KNet: https://knet.nwkidney.org/docs/1401045939815.pdf?t=637269448987424219 

� User name: nwkidney.org 

� Password: *order1* 

� Cost Center: ask your manager for your units cost center 

 

How to order toner for copy machine or to report issues with the machine: 

� If you need to order toner, you can only order it through Copiers Northwest.  You do so by calling them. Their 

phone number is located on the machine.  They will ask you what the machine ID number is and that is also 

located on the front of the machine, usually on a small silver sticker, with letters and numbers. 

� If you are having problems with the machine, like not printing, always jamming (not computer issue, but 

machine issues) you would still call the number listed on the machine, and they will need the machine number 

as well.  We lease our machines, and they will send out a technician, if necessary, to fix the machine. 

� Copiers Northwest will never call the unit to see if you need supplies. 

� Be Aware:  There is a scam going around.  A company will call you asking for the model of your copier.  They may 

even say they are the company we lease our equipment from, (but they will not say the actual name of the 

company), the caller may even know your name.  Do not give them any information about your machine.  The 

scam part is that they will send you toner, marked up hundreds of dollars, and then submit the bill to our main 

office.  It happens often. So be careful. 

 

https://knet.nwkidney.org/docs/1401045939815.pdf?t=637269448987424219


How to update patients address or phone number: 

� If a patient needs to update their address or phone number with NKC, we need to send an email to Margaret 

Harris at Margaret.harris@nwkidney.org. 

� She will then update the information in our billing system, which feeds into Clarity. 

� If you update it in Clarity, but do not send the information off to be updated in our billing system, it will revert to 

the old information within 24 hours. 

Run Sheets for Doctors 

Doctors will call asking for the most recent run sheets for a patient.  They may call them progress worksheets too.  In 

Clarity it is called the Patient Summary report (see standard work).  Be sure to us a large date range to include monthly 

lab draws.  

Any phone calls from other medical offices 

If one of our patient’s doctors calls us and asks for any records to be faxed over, you may fax them over.  This is covered 

in the continuity of care, so no patient authorization for release of medical records needs to be singed. 

If they are asking for a new lab to be drawn, or a dry weight change, that is a phone call that needs to be passed to a RN.  

Unit Coordinators should not be taking orders over the phone.   

If a patient is trying to tell you that they will not be coming in for treatment today at their scheduled time, you should 

transfer that call to a nurse. 

If the phone is for a nurse and you can clearly see they are busy, or they have not answered a call you have paged to 

them.  Feel free to take a message.  But be sure to notify the nurse of the message ASAP. 

The 2728 process: 

New ESRD Patient starts: 

1. A blank 2728 is included in our new patient packet, we then have the patient sign it in blue ink, then send to 

CIS department in the Burien Pavilion. This is done through interoffice so that they the actual ‘live’ signature, 

do not fax or scan it. 

How to order……. 

Office supplies: We use Office Depot for our office supplies, to order from them you will need to log into ENVI. You can 

search Office Depot on the KNet search bar to find the directions. 

Kidney-shaped squeeze balls (for new patients):  Order in Envi, item number is 50008 

Tote bags for new patients: This item is a bar coded item.  Its item number is 50007 

Replacement tote bags for patients: These cost $15. The patient needs to fill out an order form found on KNET (under 

employee tools, order work supplies, tote bag order form) Send check and order form to our Community Relations and 

Laptop Program Assistant Anders Nappe through interoffice mail. 

Headphones for new patients: This is a barcoded item.  Item number is 24954 

Monofiliament (for diabetic foot checks): Order through Envi, requisition, and NKC standard Items template.  Item 

number is 24536 

Disposable Lab Coats (med): Order through Envi, requisition, and NKC standard Items template.  Item number is 10412 

Disposable Lab Coats (large): Order through Envi, requisition, and NKC standard Items template.  Item number is 10413 

mailto:Margaret.harris@nwkidney.org


-All documents that are from the Transplant teams should be sent to HIM department for scanning. 

 



 



 

Frequency Actions / Step Key Points Reasons 

Every Day 

of Work 

 

Run Missed and Un-entered Treatments 

Report 

See Standard Work for assistance 

 

This is to help make sure the 

nurses have closed out all the 

sessions for the days prior. 

 

Run Order Changes See Standard Work for assistance 

This report will tell us which 

Treatment Flow sheets to print, 

in the next step 

 Use list that came up on the Order Changes 

Report and print all the Treatment Flow 

Sheets for those patients listed with 

hemodialysis prescription changes only 

See Standard Work for assistance 

These are used for paper 

charting if we should the power 

or internet go down. 

 Run RTC Hemodialysis Treatment 

Information for any patients that ran the day 

prior that are staying in a Nursing home or 

Rehab center 

See Standard Work for assistance 

This is ran then faxed to the 

nursing homes that our patients 

are staying at for continuity of 

care. 

 

   

    

 

*In some units the RN runs the Missed and Un-entered Treatment’s report. 

If so, it may not be necessary for you to do it. 
*Helpful reminder, you are running the Order Changes report to find out 

who you need to print updated Treatment Flow sheets for. Those 2 reports 

go hand in hand 

*Nursing Home history report is ran to make sure you have an accurate list 

of which patients are in a Skilled Nursing Facility. You may find that it is 
easier to keep a list elsewhere because this report does not tell you which 

day a patient runs.  Make sure to verify it is current, at least monthly. 
 

 

Standard 

Work: 
Daily Reports for the Clinical Unit Coordinator to Run 

Who: Clinical Unit 

Coordinator 

Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:    05/16/19 

Revision Date: 08-01-2022 

Standard 

Work: 
How to Run Missed and Un-entered Treatment Report in Clarity 



Frequency # Actions / Step Key Points Reasons 

Daily  
From Home Page in Clarity 
 

 

 
 

  
Click on Reports tab on left side of 

screen 
  

  

Click on Report Wizard on pop out menu   

  
Click on the Clinic Radio Button at top of 

screen 
  

  
In drop-down menu, select the Missed & 

Un-entered Treatments  
  

  Select the appropriate Patient Shift and 

Date Range 

*should be all shifts, dated the 

last day worked, through 

yesterday, if running daily 

 

  Click Run Report The report will be in a separate 

web browser window 

 

  Communicate with RN any information 

that needs to be corrected /integrated 

  

 

 

 

 

Who: Clinical Unit 

Coordinator 
Owner:  Jennelle Murphy 

Date Created:    05/21/19 

Revision Date: 

Standard 

Work: 
How to Run Order Changes Report 



Frequency # Actions / Step Key Points Reasons 

Daily  From Home Page in Clarity 

 

 

 
 

  Click on Reports tab on left side of 

screen 
  

  
Click on Report Wizard from the pop out 

menu 
  

  Click on the Clinic Radio Button at the 

top of the screen 
  

  In the drop-down menu, select the 

Order Changes report 
  

  Select the appropriate Patient Shift and 

Date Range 

it should be all shifts, dated the 

last day worked, through 

yesterday 

 

  Click Run Report The report will be in a separate 

web browser window 

 

  Print report. Then print Treatment Flow 

Sheet (see Standard Work) for those 

patients listed with changes to their 

Hemodialysis - Outpatient Hemodialysis 

Prescriptions 

  

 

 

 

Who: Clinical Unit 

Coordinator 

Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:    5/21/19 

Revision Date: 08/07/2020 

Standard 

Work: 
How to Run the Patient Treatment Flow Sheets 



Frequency # Actions / Step Key Points Reasons 
 

As Needed 

1. 

From Home Page in Clarity   

 2.  

Click on the Reports tab on left 

side of screen 

 -Used in our patient 

emergency binders  

 3.  

Click on Report Wizard for the 

pop out menu 

  

 4.  

Click on the Patient radio button 

-If patient is not selected, 

click on the change button.  
Then find the patient you are 
looking for 
-you can click the advance 
mode button to select 
multiple patients 

 

 5.  

In the drop-down menu, select 

the Treatment Flow Sheet 

report 

  

 6. Select the appropriate Patient 

Shift and Date range 

-If you are running this to do 
the daily update on the 
Patient Emergency Notebook, 
select same date range that 
you used for the Order 
Changes report. 

 

 7. Click Run Report, then print 

report 

 

-The report will be in a 

separate web browser 
window. 

 

 8. Then file in Red Patient 

Emergency Binder if doing an 

daily/monthly update 

  

 

 

Who: Any One 
Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:     

07/02/2019 

Revision Date: 

Standard 

Work: 
How to Run RTC Hemodialysis Treatment Information Report in Clarity 



Frequency # Actions / Step Key Points Reasons 

As needed  Must reference Nursing Home History report 

first if sending these to nursing homes 

 

 

 
 

  

From Home Page in Clarity   

  
Click on Reports tab on left side of 

screen 

 

  

  Click on Report Wizard from pop out 

menu 

 

  

  

Click on the Patient radio button   

  In the drop-down menu, select the RTC 

Hemodialysis Treatment Information 

report 

  

  Select the appropriate Patient and Date 

Range 

  

  Click Run Report The report will be in a separate 

web browser 

 

  Print, then fax to the appropriate 

nursing homes 

  

 

 

Who: Clinical Unit 

Coordinator 

Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:    06/03/19 

Revision Date: 

Standard 

Work: 
Missing AOB (Assignment of Benefits) Status Report in Ascend 



Frequency # Actions / Step Key Points Reasons 

 

Monthly 

1. 
Log into Ascend/Lab Check 

AOB= 

Assignment of Benefits  

 2.  

Go to the Reports drop down and 

select General 

  

 3.  

Find and click on Missing AOB 

Status 

  

Should be on the 2nd 

page of the reports 

 

 4. Modality-All Patients 

Effective Date-todays date 

Then click View button 

  

 5. Your downloads pop up should 

alert you that a new download is 

available, click the new download 

to view the results 

Any that show on this list are 

AOB’s that Ascend does not 

have.  Look to see if they 

have been uploaded into 

Document Management so 

that you can print and re-fax.  

Or print a new AOB, then 

have the patient sign and fax 

to Ascend. 

 

 

 

 

 

 

 

Who: Anyone 
Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:    09-07-2022 

Revision Date: 

Standard 

Work: 
Unit Coordinators Portion of the Hospitalization Process 



Frequency # Actions / Step Key Points 
  Discharge Summaries are needed after every 

discharge.  The information obtained in those 

summaries helps the RN complete their portion 

of the Medication Reconciliation which needs to 

be done within 2 weeks of discharge and make 

any needed notes in the patient’s chart. 

 

*Ref: Medication 

Reconciliation Standard Work 

located in Policy Manager 

* Ref: Hospitalization 

Admission/Discharge Standard 

Work located in Policy 

Manager 

Daily 1. Check patient messages from your home page 

in Clarity to see if any of your patients have 

been discharged from the hospital. 

*This step will only work if you 

have added yourself as a member 

of every patients care team in 

your unit. 

Multiple 

times a week 

2. Run the Clinic Hospitalization Short Form, to 

track if any of your patients have been 

discharge. 

*This will make sure you do not 

miss any discharges that did not 

show up in your messages. 

Once you have 

been notified 

your patient 

has been 

discharged 

3. Upon notification of discharge, obtain and scan 

hospital discharge summary/labs into the EMR 

Can obtain records by: 

-Access the hospitals EMR (if 

applicable) 

-Faxing request to the hospital 

-calling the hospital medical 

records department for a copy 

 

Notes:__________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

__________________________________________ 

Frequency # Actions / Step Key Points 
Should be ran at 

least once a week 

by the Clinical Unit 

Coordinator 

 

From home screen in Clarity 

We are running this report to make 

sure we have not missed any 

patients that may have been 

discharged. 

 1. 
Click Reports tab  

Who: Clinical Unit 

Coordinator 

Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:    06/23/2020 

Revision Date: 

Standard 

Work: 
Clinic Hospitalization-Short Form 

Who: Anyone 
Owner:  Jennelle Murphy 

Lead Unit Coordinator 

Date Created:    12/02/2020 

Revision Date: 08-01-2022 



 2. Click Reports Wizard  

 3. Click the Clinic radio button  

 4. Select Clinic Hospitalization-Short from 

the drop-down menu 

 

 5. Patient shift: leave alone, should default 

to ‘Select Value’ 

 

 6. Date Range: Set desired date range If you are running this on a 

Monday, then I would select 

week prior.  If you are running 

these on a Friday, I would select 

current week. 

  



 

 

 



 

Patient transportation 
• Patient Services staff look at emails and answer phone calls from 8 am and 4 pm on 

weekdays.  Emailed requests after 4 pm won’t be viewed until the next business 

day!   

• Email transportation@nwkidney.org for standing ride initiation or changes.  Try if at 

all possible, to change schedules a few days in advance so the patient can be 

guaranteed transportation.  If a change in schedule must start immediately, please 

call in the first 2-3 days’ worth of rides. 

• The unit coordinators are responsible for transportation arrangements for one 

time requests (SUF runs, make up runs, patient wants to be dropped off at a 

different location, etc).   Also, finding make up runs for patients.   We are having to 

send email requests back or redirect patients back to their units.    

• Transportation department continues to investigate and elevate serious complaints, 

arrange COVID transport, and problem solve any transportation dilemmas. 

 

 

• Metro Access phone number (206) 205-5000 

• Hopelink phone numbers and web address (you will need the patient’s 

provider 1 #) 

o To book a reservation (800) 923-7433 

o To cancel or check the status of a ride (800) 595-2172 

o Web address for quick information on standing rides: 

myrideonline.org 

            

*When you call, please be patient, long hold times are common 
The UC is generally not the one to make the call on whether the yellow cab gets called. Manager, Charge Nurse or 

Social Worker are the ones who would typically make the call. Yellow cab is paid for by a special NKC fund, so we try 

not to abuse this special service and only use it when it is necessary. 

mailto:transportation@nwkidney.org


The UC 

is generally not the one to make the call on whether the yellow cab gets called. Manager, Charge Nurse or Social 

Worker are the ones who would typically make the call. Yellow cab is paid for by a special NKC fund, so we try not to 

abuse this special service and only use it when it is necessary. 



Week 3  

 

o Continue patient transportation (link will be emailed to you) 

o Intro to patient travel (see handout proceeding this section) 

o Walk through an aided order 

o Intro into Patient Admissions 

 

Notes:__________________________________________________

_________________________________________________________

_________________________________ 

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________



_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_____________________________________________________ 

 

 

Continue patient transportation 

 

If you need to send in a request to our transportation 

department for an ongoing ride change, email them 

using this link and form. (I will email this link to you) 

TRANSPORTATION 
REQUEST.oft

 

Just a reminder, they do not handle one time only ride changes, you will need to 

call the patients transportation provider to get that taken care of.  If you are 

unsure who the patient’s transportation provider is, open Clarity, under 

registration, then General Information, find and select patient, scroll to the 

bottom of the next screen. And you will see something that says Transportation 

Arrangements.  That is where it will tell you if the patient drives themselves, or 

any other options.  If the patient is Hopelink, you will need to know where to 

find the patients Provider One number.  Sometimes it is located under the 

comments section of this area.  But if not, you can find it under Registration, 

then insurance information, then policies, then you will see the Provider One 

number listed under the Policy ID column, for the Medicaid option. 



 

Preferred mode of contact our transportation department is  via email: 

transportation@nwkidney.org Patients/staff can also call 206-720-3773 if needed. 



 

 



# Actions / Step Key Points 

This applies to all Northwest Kidney Centers’ patients requesting assistance 

with transient dialysis to a non-NKC facility 

7. Patients will be responsible for notifying their home 

unit at least 30 days prior to requested travel dates 

for domestic travel, and 3-4 months prior for 

international travel. 

 

8. Once patient has expressed interest in travel, they 

should be given the Travel with Hemodialysis 

(worksheet) found on KNet 

https://knet.nwkidney.org/Intra/article/1403541268181 

9. The Clinical Unit Coordinator or Social Worker from 

the patient’s home unit will help assist with dialysis 

arrangements while traveling 

 

10. The Clinical Unit Coordinator should create a travel 

folder after initial call to the unit the patient is 

traveling to.  The Travel Checklist should be utilized 

at the front of this folder to help stay organized with 

the travel timeline. 

All contents of folder can be shredded after 

one full calendar month from when the 

patient returned. 

11. The Clinical Unit Coordinator or Social Worker will 

assist the patient in contacting the unit to which the 

patient wishes to dialyze at while traveling. 

 

12. The Clinical Unit Coordinator will correspond with 

the unit the patient is traveling to secure all 

requested reports/test results. Then make sure they 

are sent in a timely fashion. 

 

13. The Clinical Unit Coordinator will notify the patient 

of any requirements Northwest Kidney Center can 

not obtain, such as further tests or procedures the 

other unit is requesting. 

 

The Clinical Unit Coordinator will notify patient once 

the other unit has assigned a chair time.  Usually 

this takes place 5-7 days prior to travel. 

 

Notes:__________________________________________________________________________

_____________________________________________ 

Travel Checklist/Timeline 

Standard 

Work: 
Transient In-Center Hemodialysis 

Who: Clinical Unit 

Coordinator  
Owner:  Jennelle Murphy 

Date Created:    06/08/2020 

Revision Date: 



 

Patient Name:________________________________________ 
Where are they traveling to:__________________________________________ 

What are their travel dates:__________________________________________ 

This is to help everyone in the unit know what step you are on with travel arrangements: 
 

Start here: 

o Give patient travel worksheet found on KNet (https://knet.nwkidney.org/Intra/article/1403541268181) 

� given on this date____________ 

o Create file for patient 

o Obtain front and back copies of insurance card and driver’s license (enlarge if possible) 

 

After initial phone call has been placed to unit they are traveling to: 

 (Encourage pt. to make initial call, otherwise, UC or Social Worker can) 

 

o Make sure a check list of records has been received within a few days of call  

� follow up on this date____________ 

� If no list has been received call them and let them know 

• follow up on this date ____________ if needed 

o Send all records that have been required.   

� If unable to send a record, make a note of why on the cover sheet. 

� If additional tests are needed, (see next step) 

� If additional doctor visits are needed, notify patient so they can take care of it. 

 

Where to find some of the most asked for documents 

Document Name Where to find 

2728 Document Management 

Most Current Labs Ascend 

Patient Demographics Clarity-Report Wizard-Registration Information 

Last 3 Flow Sheets Clarity-Report Wizard-RTC Treatment Information 

Medication List Patient Summary 

Vaccination Records Clarity-Report Wizard-Immunization 

IDT Assessments CIA/Care Plan-Document Management 

 

o Ask the patients Primary Nurse to input any tests you may need.   

� Be sure to tell them what date you want the test drawn.  Some requirements say that test 

results need to be within a certain time-period. 

o Follow up a few days after sending the initial reports to make sure the other company has received 

them. 

� follow up on this date____________ 

o Make sure the tests that are needed have been scheduled 

� follow up on this date____________ 

o Put a reminder in your outlook calendar to send the results 2 days after they were drawn. 

� follow up on this date____________ 

o 2 weeks before travel, sure to call the unit the patient is traveling to making sure they have everything  

� follow up on this date____________ 

o 1 week before travel call the unit to get a chair time.  Be prepared, they may not have one ready unit the 

Friday before the patient travels. 

� follow up on this date____________ 

Continue: Patient travel 



 

Pick a patient from your unit and let’s plan a fake vacation for them.   

• One month from today they will be spending 7 days in Hawaii.  They will be staying at Montage Kapalua Bay. 

(you will need to find this hotel and address) 

• We should find if that patient is a M-W-F, or T-TH-S patient, because that will tell us how many treatments 

they will need at the other facility. 

• we should find the closest dialysis center to the hotel, once that is obtained, find the phone number for their 

admissions department (usually it is the only number listed) 

• Now we will pretend that we called that number and started the process.  The other company sent us this 

fax, requesting all this information on our patient. So, start collecting it, according to the standard work we 

went over in week 2. 

TIP: Easiest way to find the Hepatitis results is by going into Ascend, and then reports, and finding the Hepatitis reports for the specific patient. 

Make sure to start your date range from January 1
st

 of the current year.  We do this because some of the test they will require we draw at the 

beginning of each year. Easiest way to print the PPD test results, if it was administered in clinic is on the Patient Summary report. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

Walk through an aided order 



 

Most of our ordering is done with the bin system. Distribution comes out multiple times a week and sees 

what we are low on, then the next day they bring those items. 

We oversee ordering these items;

 

 



 

 



 

 

Notes:____________________________________________________

___________________________________________________________

___________________ 

Intro into Patient Admissions 



 

Admission Process for Clinic Unit Coordinator 

 

� Ascend         

o Bring patient into your unit (see standard work)  

o Input patient schedule (inform nurse this has been done so they can input lab 

orders)(see standard work)  

o Put together new patient labs  

o Print Assignment of Benefits or AOB (see standard work)  

� Print up Admission Packet, and put AOB with packet  

� Prep the New Patient bag (squishy kidney, headphones, and access packet)  

� Go over new admission packet with patient (excluding Consent for Treatment) (ref handout)  

� Process the new patient packet after the patient has signed it  

� Put patient into ScheduleWise (see standard work)  

� Upload all Standing Orders (see standard work) 
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Uploading Standing Orders Tips 

(tips for when Standing Orders are updated, and you need to upload for every patient) 

 

 



 

 

 

 

 

 

 

• Start by opening K-Net, locate standing orders, and then open each one on their own tab by using the drag and 

drop method. 

• Once you have 6 tabs open you can click on the standing order and pull it to one of the open tabs, then proceed 

until all 6 have their own tab. 

• Next open Clarity, go to the registration menu and select General Information, and select your first patient. 

• To get a complete list of your patients. Go into Ascend and print a patient census. Ascend does not filter out 

patients that are in the hospital, or if they are AKI, its just a quick easy list. Use this list as your check off list. 

• I personally like to copy the MRN number and then just past it on all 6 documents.  Then go back and copy the 

patients name, and past it on all 6 documents.   

• Once I have done that, I can go through and save each Standing Order with the patient’s name and which 

standing order it is, on the unit scan drive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Standard 

Work: 
Uploading Standing Orders 



# Actions / Steps Key Points Tips 

1. Find the appropriate Standing Order on 

KNet that has the doctor’s signature already 

on it. Type in patients name and NKC# on 

the bottom. Hit the print button, and change 

your printer to Microsoft Print to PDF, then 

hit print. The next screen will prompt you to 

save the document and save into the Unit 

Scans folder.  

(repeat for all the Standing orders) 

 

We have 6 Standing Orders 

currently,  

1. Standing Order 

2. Heparin 

3. Iron 

4. Mircera 

5. ODPS 

6. Paricalcitol 

7. PRN Medications Addendum 

 

I like to have all 6 open in 

a separate tab, then I can 

just copy and past the 

name and NKC # across all 

of them at one time. Then 

Print to PDF each one and 

save them in the Unit 

Scans folder. 

2. Log into Clarity   

3. Open Document Management, and locate 

patient 

  

4. Click on Upload new document Double check that this has not 

already been uploaded 

 

5. Select appropriate date, in the Document 

Date field 

The date used should be the date 

that the doctor signed the 

Standing Order 

 

6. Document Type should be, In-Center 

Standing Orders 

  

7. Document Name should be the name of the 

Standing Order that you are trying to 

upload. 

  

8. Click the Submit button, once complete After you have clicked submit, you 

can click the view option to the 

right of the record you just 

entered, to see if it was uploaded 

correctly. 

 

 

 

 

Who: Clinical Unit 

Coordinator 
Owner:  Jennelle Murphy 

Date Created:    02/04/2019 

Revision Date:  05/19/2021 


