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CARE4 MODULE NAME: Workload 

 
To complete patient direct workload, you will need to be in the patient’s chart and open 
the “Document Selection” page. If you are currently in document then double click on 
“Document” to open another document. 
 

Select the Workload document. To make documentation easier click on “Rapid Entry” 
located in the middle of the blue tool bar at the top of the page. 

 
 
Now fill in the relevant information based on the time spent with this patient. 
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When you are finished, click sign in the top right corner of the blue tool bar. Once you 
sign the document you will no longer be able to go back and change the information, 
you will only be able to add an amendment.  
 

 

Can alter date and time if 
needed  
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Indirect Workload 
 

Indirect Workload is capturing time spent doing the same activities, but is not linked to a 
specific patient.  
 
You will need to “Return To” the Main Menu. 

 
You then will change to clinical and select “PCS Status Board” 
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Once you have PCS Status Board open, on the right side of the screen in the darker 
green you will see “Indirect” click on it with your mouse. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now select the clinic you are filling the workload for from the list that pops up, then click 
open on the bottom middle of the screen. 

 

  A work list will then become available.  You will 
need to click on Add that is on the bottom of that screen to add your workload time. 
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The “Intervention Lookup” will appear, choose which ever workload items are needed. 

 

  To move to the next page of 
interventions, click “Next” Located in the middle on the bottom of the page.  If you want 
to cancel what you are doing click “Cancel” on the bottom Right side of the screen, and 
when you are finished adding what you want click “OK” located right beside the Cancel 
in the bottom right. 

  

 
 
Now you will see that the workload items are added to the “Work List”.  To document on 
them you need to click beside the intervention under the “NOW” header and then click 
on “Document” on the bottom green tool bar. 
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You will receive a pop up, click “Save”. 
 
 
 
 
 
 
 
 
 

 
And now you are finished documenting 
your Indirect Workload. 
 
 
 

 
To return to the Ambulatory work screen go the 
“Return To” in the top left of the black tool bar and 
close out of PCS or return to AMB home screen. 
You may have to go the “Return To” menu two or 
three times to close everything out. You are only 
able to close one application at a time. 
 

 
 
 
 
 

 
 

 


