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CPRS EMR Set Up and Tips 
 
Table of Contents 

1. Documentation 
a. Create a list of your favorite document types 
b. Create a default attending cosigner 
c. Changing the view of your documents 
d. Templates 

i. Simple templates 
ii. Dialog templates 

2. Orders 
3. Labs 
4. Set Up Team Lists 
5. Cache 
6. Viewing Medication Compliance 
7. Viewing Vaccination Records 
8. Clinical Reminders 
9. Notifications 
10. Other 

a. iMedConsent is found under “Tools”. It is how you can consent for 
blood/procedures/CT scans 

b. Joint Legacy View (JLV) is in the top right corner. It connects the patient’s profile 
to all VA health care files in the nation 

11. Link to CPRS Access From Home: https://citrixaccess.va.gov/vpn/index_citrix_splash.html  
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1. Documentation 
a. Create a list of your favorite document types 

i. On the menu bar, click “Tools” then “Options” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 – Click “Document 

Titles…” 

3 – Search and add your favorite document types: 

- History and physical 

- General medicine inpatient note 

- Life-sustaining treatment note 

- Medication reconciliation note 

- General medicine inpatient consult note 

- Discharge instructions 

- Irregular discharge provider note 

- Death note 

- Primary care provider note 

- Letter to patient 

4 – Click on the 

arrows to reorder 

your documents 

1 – Click “Notes” 
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b. Assign a default attending cosigner 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c. Changing the view of your documents 
i. On the menu bar, click “View” then “Custom View” 

 

 

 

 

 

 

 

 

d.  
e.  

 
 
 
 

1 – Click “Notes” 

2 – Click “Notes” 

Click here to 

change how 

often your 

note autosaves 
Type in the 

name of your 

attending 

Click here to change the 

number of documents to 

display; the more you pick 

the slower CPRS will run 

You can change the 

chronological order, how 

to sort the documents, 

and how to group them 
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f. Templates 
i. On the menu bar, click “Options” then “Edit Templates” 

ii. There are two main types of templates. The first one is a simple template. 
The second one is called a “Dialog” template and allows you to add 
options into your template to click on and add into your notes.  

iii. Of note, there are sample CPRS templates on the UNM Chief Website: 
https://imchiefs.unm.edu/ 

iv. Simple template 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 
 
 
 
 

1 – Name your template 
2 – Make sure template 

type is “Template” 

Click here to organize 

your templates 
Click here so your 

template does not force 

automatic breaks in your 

template 

Click here to add in patient data such 

as lab values (e.g., TSH), patient 

demographics, medications, etc. 

Click here to add a template 

fields such as calendar 

dates or text boxes to tab 

through when using your 

template 

You can right-click on 

your templates then click 

“Preview/Print Template” 

to sample how it will look 

https://imchiefs.unm.edu/
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v. Dialog template 
 
 

 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.  
 
 

The entire template 

shows up here. 

Dialog templates allow you to build a template with 

options in it. Each option has the ability to be 

selected and viewed in your final note or left out of it.  

To create an option, you need to create another 

template within the dialog template (see below). 

1 – Change the template 

type to “Dialog” 

The sub-template you are 

working on shows up here. 

The additional templates should 

have the template type “Template” 

Click “Display Only” to create a 

template that will show up when 

you are writing your note but 

will not copy into your note.  

Click and drag your 

template to reorder it. 
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See below for what the final note will look like if you select the above. 

For example, the above COPD dialog template will look like this when done. You click on the lines you want 

added into your note. The below “Notes” part of the template is a “display only” template that will just show 

in this section but not in your final note. 
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2. Orders 
a. On the left-hand screen of the orders tab, are a list of pre-made order sets. For 

example, “Medicine Inpatient” as below.  

 
b.  Order sets to know about 

i. Under “Medicine Inpatient” 
1. “Place patient on Pending Bed Placement”: This requests a bed on 

a floor 
2. “Generic Admission Orders”: Basic order set for internal medicine 
3. Under the “Pharmacy Orders” section, you will find IV fluids and 

insulin. This is also where you will find glucose monitoring orders.  
ii. Click “Medicine” then “Patient Care” to find drain care orders, incentive 

spirometer, nursing orders such as neuro checks, and wound care orders. 
iii. Under “Pharmacy” 

1. Click on “IV Fluids/IVPBs” to find IV electrolyte replacements 
iv. Under “Well Education2”: These are short videos that you can assign to 

your hospitalized patient. They have to watch the educational video 
before watching other TV.  
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v. Saving your favorite orders 
 
 
 

 
c. Write Delayed Orders 

 
 
 
 
 
 
 
 

 

 

 

1 – After you have created your order with all of your favorite presets such as 

collection time, click “Options” then “Save as Quick Order”  

You can find your favorite orders under 

each section (e.g., laboratory, 

pharmacy, and radiology).  

Any time your patient is 

being admitted, 

transferring services, 

transferring floors, or 

coming out of surgery, you 

will need to write delayed 

orders. First click on “Write 

Delayed Orders” then click 

on “Admit to _” for the 

floor you want. 



 

 

 Return to Table of Contents 9 

Created by Ashley Trane, MD 
 

3. Labs 
a. You can create worksheets to view labs. You can either take another provider’s 

worksheet or create one yourself. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.  
 
 
 
 
 
 
 
 
 
 
 
 

To take another provider’s 

worksheet: search for any 

provider’s lab worksheets by typing 

in their name here. 

Select the worksheet (aka test group) you 

want to copy. Then select “New” to save it 

to your favorite worksheets. 

To create your own 

worksheet, search for the 

desired lab here. Then click 

“Add” and organize them 

how you want to view them. 

For example, the above cholesterol worksheet will look like the below when done. 
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5. Set Up Team Lists 
a. On the menu bar, click “Tools” then “Options” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to create your own 

personal list. This is good for 

keeping track of patients you 

need to follow up on labs 

after discharge. 

Click here to set your default 

team/clinic patient list. 

Click here for 

your default 

team list, 

preferred ward, 

or clinic based on 

the day of the 

week. 

Once you have 

your default 

teams/ward/clinic 

selected on the 

right, select which 

one you want to 

display when you 

open CPRS. 
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6. Cache  
a. On the menu bar, click “Tools” then “Options” then click “CLINICAL APPS-VISTA 

GIU”. From there select “Shift Handoff Tool” 
 

7. Viewing Medication Compliance 
a. You can view all medications the patient has been ordered, when they started 

the prescription, when it was last filled. This helps with checking for medication 
compliance and searching prior medication history.  
 
 

 
8. Viewing Vaccination Records 

 
 

 
 
 
 
 

Under “Reports”, click on “Pharmacy” then “All Medications” 

Under “Reports”, click on “Health Summary” then “Immunization” 
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9. Clinical Reminders 
 
 
 
 
 
 
 
 
  
  
 
  
  
  
  
  
  
  
 

 
10. Notifications 

a. On the menu bar, click “Tools” then “Options” then click “Notifications”. 

On the “Cover Page”, there are a 

list of clinical reminders and their 

due dates. 

When writing a note, a list of 

clinical reminders that are due 

will appear on the left. Click on 

them to add them to your note 

and to complete your clinical 

reminders.  

You can click 

change what 

alerts get 

sent to you.  

You can click 

on “Surrogate 

Settings” to 

have your 

notifications 

go to 

someone else 

while on 

vacation.  
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