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Educational PowerPoint

• This PowerPoint presentation is to serve as an educational tool for 
the new MICU triage process, please complete the survey link at 
the end so we can ensure all necessary providers are ready to use 
Epic as a tool to keep track of patient's that are pending admission 
to the MICU

• It may be helpful to open Epic while reviewing and follow along



Overview
• The Triage Note Cards will be replaced with an electronic triage list in EPIC
• List will be shared with:

o All fellows
o All staff
o All charge nurses

• Responsibilities
o Charge Nurses - "View Only"
o Fellows/Staff - Only persons adding/removing patients

▪ Communicate with each person being added to the list (for now fellow should call charge with each 
addition, Halo is NOT up and running fully for nursing at this time, this is a work in process)

▪ Communicate with Charge nurse twice per shift to review triage order/acuity
• 0800, 1200, 1600, 1930, 0000, 0330 (to not conflict with charge nurse meeting at 4 am)

▪ Remove patient from list upon ARRIVAL to ICU, (if a patient is removed from the list due to no longer 
needing MICU admission please call charge and let them know they are being removed)

• Goal
o Clear, consistent, and concise communication on patients awaiting ICU transfer
o Reduce unnecessary phone calls



Steps to MICU Triage List

1. Log in under Department "HFHS Provider Critical Care"
2. Verify that dot phrase was shared with you
3. Access Shared MICU Triage List via Patient List Tab
4. Add Patient to list by typing MRN
5. Accessing Sticky Note
6. Assign Patient to Team List (only if assigned an ICU bed)
7. Removing Patient from List



Step 1: Log in



Ensure you 
are in the 

correct 
context upon 

sign-in



Step 2: Verify Dot Phrase 
Availability

You should be granted access to dot phrase .hfhmicutriage
In the event, you do not have access follow Step 2 to add



The DotPhrase can be 
found in the 

SmartPhrase Manager: 
Click on Epic in the left 

hand corner then 
navigate to tools -> 

SmartTool Editors -> 
SmartPhrase Manager



You can find the dot phrase under Dr. Brugnoni's
phrases, search her name in the user box and 
scroll down to find "HFHMICUTRIAGE"



You can add yourself as a user or create your own copy



Step 3: Access Shared MICU 
Triage List via Patient List Tab



To access your lists, click on "Patient Lists" 
from your home screen



On the left hand 
side scroll down 
to "Shared 
Patient Lists"



Click on the 
Shared 

Patients Lists 
to open the 
folder and 

then select 
the list "MICU 

Triage"



The list of patients awaiting a MICU bed 
appear here



From this screen patients can be added or 
removed from the list



Step 4: Adding a Patient
*** Patient MUST have an MRN****



Select "Add Patient"



After clicking "Add Patient" a box appears to 
search for your patient
**MRN must be created by ATMO for patient



After finding your patient, click accept to add 
to the list



Step 5: Accessing Sticky 
Note



Patient information will appear on shared list. 
Additional ICU triage details will be added under 
"Specialty Comments" Column



Double click the small blue sticky note to add 
information



A textbox appears to 
input your info, to 
standardize this 
information we have 
created a dot phrase



Dot Phrase: 
.HFHMICUTRIAGE

These fields 
should be 

completed by the 
provider who took 

the triage call



Step 6: Assign Patient to Team 
List
To be completed if patient is assigned an ICU bed



• If patient is assigned bed in MICU, please add them to their 
respective team list before removing them from MICU Triage 
shared list

• Ex. If patient is assigned a bed in POD4. Please add them to the 
POD 4 Team List prior to removing them from triage list.

• Team List Names
oDET MICU BLUE = Pod 4
oDET MICU GREEN = C6
oDET MICU RED = Pod 2
oDET MICU POD 1 = Pod 1



Upon bed assignment, Right click on patient 
name -> Select Assign Teams



Click "Assign Teams". A new window appears; type the 
appropriate team name followed by "accept". See next 
slide for Team Names



Team Names

• DET MICU BLUE
• DET MICU GREEN
• DET MICU RED
• DET MICU POD 1



Step 7: Removing Patients



To remove a patient: click once to select the 
patient you would like to remove, that patient will 
then be highlighted with a blue color



After your patient is selected, choose remove patient



You will then receive a prompt to confirm your choice



Fellow and Staff Roles and 
Responsibilities



Fellow/Attending Responsibilities
• Patient's must have an MRN prior to adding to the list. If ATMO does not have an MRN available/created, please kindly advise them to call back once information is 

ready

• It is expected that you add patients to the list within a timely manner (<30 minutes upon receiving call) using the dotphrase to standardize information

• Immediately call charge nurses upon adding/removing patient from the list (current standard practice)
o Addition of Patient to List
o Removal of patient warrants a call in the following circumstances:

▪ Transfer Cancelled
▪ Patient Downgraded
▪ Patient Expires

o You do not have call charge to remove a patient who was assigned a bed in the ICU

• It is the triage physician's responsibility to maintain the accuracy of the list and add/remove patients accordingly:
o Add all patients awaiting ICU placement
o Remove patient from list when they physically arrive to their MICU bed (not upon bed assignment)

▪ Prior to removing patient from MICU Triage, please add the patient to the appropriate teams list 
• (ex. Add POD 4 assigned patient to POD4/MICU Blue List, then delete from shared list)

o Remove patients who have no longer require ICU admission (transfer cancelled, downgraded, or expired) after communicating with charge nurse

• The MICU charge nurse will also have access to the list for viewing. It is expected that the charge nurse is contacted every time a patient is added or removed from 
the list, or a bed is assigned. Additionally, there will be mandatory conference times (twice per shift) for charge and triage physician to discuss priority of 
assignments in more detail.

o Mandatory Conference Times –Twice per shift
▪ DAY: 0800, 1200
▪ EVENING:1600, 1930
▪ OVERNIGHT: 0000, 03:30



Charge Nursing

• Ensure logged in under "Provider Critical Care" and have 
access to shared list at start of shift

• Refresh list and view at own discretion for planning needs

• Conference with Triage Fellow/Physician at designated times:
o Immediate Calls

▪ Bed assignments

▪ Any addition/removal of patient from list

oMandatory conference times (address priority concerns)
▪ Day: 0800, 1200

▪ Afternoon: 1600, 1930

▪ Overnight: 0000, 0330



On the Go?
• The MICU Triage List can be accessed on you HFH Phone by using 

the EPIC app
1. Log in to Epic Haiku App
2. Select "Patients" in bottom left corner
3. Select "Patient List" at top center of screen
4. Click on "Shared Patient List" -> "MICU Triage"

▪ Your list may not be immediately visible and may require you to click back arrow to 
see all lists

5. Click "Edit" in top left
6. Click "+" in top left
7. Enter Patient MRN and select patient

▪ You cannot access sticky note on the go
▪ On the go entries still require the sticky note to be entered at a later time on a desktop 

computer



Survey Link

Please click the link below and complete the one question survey to 
receive credit for completing this review of the new triage process

https://www.surveymonkey.com/r/86SX3F9

Thank you for your time and let us know if you have any questions or 
concerns!



Proposed Conference Times/Schedule

• 0800
o Day Fellow + Day Charge

• 1200
o Day Fellow + Day Charge

• 1600
o Late Fellow + Day Charge

• 1930
o Late Fellow + PM Charge

• 0000
o Overnight Fellow + PM Charge

• 0330
o Overnight Fellow + PM Charge




