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SECTION 1: LOGGING IN TO MANAGER AND OPENING PATIENT RECORDS 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Enter your user name and password. These are usually, but not always, the same as your windows details. 

 
 

Select MO Manager 

 
 

Enter your username as User ID. This is usually firstname.surname format. From should always be MTW NHS Trust and Log into 
should be the area where the patient will be treated and should always be at ward/department level. Your password must be between 6 
and 10 characters long, start with a capital letter and be mixed case. It should contain at least 2 numbers, no special characters and be 

unique from the previous 5 passwords 

 
 

 
Your name should be displayed. If it isnôt click on the name displayed and select Switch Users. DO NOT USE Lock Application  

Ensure you are working in the correct area. This should show the department where the patient will be treated. Click on the location 
displayed to change 

Use File and Exit to close programme. DO NOT use X as this will close the window but will not log you off. 
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OPEN PATIENT - VISIT TAB 
Ensure only the Attending box is ticked to view a list of patient  

appointments that match the selected criteria for the location currently logged in to 

 

CUSTOMISE TOOLBAR 

System admin ï security ï customise toolbar 
Select an item from the menu on the left by clicking on it once then select óAddô to add to your toolbar. Select an item on the right then 

select óRemoveô to remove it from your toolbar. Click on an item on the right then select óIconô to change the picture of that icon. Change 
the numbers to change the sequence in which the icons will appear on your toolbar, item 10 will be on the far left, item 20 second from 

left and so on. Select Sort to put in numerical order once re-numbered. 
 

 
 

The items listed as 10 ï 160 above, show from left to right in the order defined by their numbers 
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OPEN PATIENT - PATIENT TAB 

 

PATIENT DETAILS 

Open patient window ï view patient 

All information in the demographics tabs is imported from KOMS however the patientôs Provider (Consultant) will need to be added 
manually. To add the Provider, select the Providers tab 

 
 

Select Modify then New. Type the surname of the required consultant then select Search. Highlight the relevant consultant then select 
OK 

 
 

From the Relationship menu, always select Consultant. Select OK to complete 

 
Once added, the nominated consultant will remain in the patient record  

To search for a patient enter at least the 
first 2 letters of their first and last names 
or select their primary ID type from the 

drop down list and enter in the box to the 
right then click Search. To select patient 
from list, highlight line by clicking once 
then select Open or double click on line 

Select an option from the Proceed to menu 
and whenever you open a patient record it 

will go directly to the area selected.  

Selecting  displays the last 20 patients 
you have viewed in the department selected 

Modify to 
change 

patient details 
or View to 
just view 

them  
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DRUG ALLERGIES 

Patient history ï allergies tab 
Allergies already entered are displayed here. Highlight and click View to see details. Icon is added to EMR for allergy information: 

 = Allergy status not completed  = NKDA  = Documented allergy 

 
 

Check óNo Known Allergiesô if appropriate or select Newé to add 

 
 

Always select Drug from Type drop down menu and not drug class. For drug allergies click   to search 

 
 

 
 

 
 
 

DO NOT FREE-TYPE DRUG NAMES as these wonõt then be 
linked to inputted information. Always select from list. 

 
Ensure the Formulary Only box is unchecked then type the first 
few letters of the drug, this will then display a list of matching 

agents. 
Highlight the drug you require from the list then select OK to add. 

 

SECTION 2: PATIENT HISTORY 

Tick the box(es) beside the correct reaction 
description then select the severity from the drop-

down menu 
 

Select Save-New to complete current entry then add 
another or select OK to complete task 
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ENTER VITAL SIGNS 

Vital signs - New 

Enter Vital signs in the right hand box next to the unit of measure. Once height and weight are entered, the system will calculate BSA & 
BMI. Range parameters are provided for reference 

 

 
Select All Approve to complete 

 
 

 

 

  

 

 

 

 

 

 

 

 

 

 

SECTION 3: PATIENT VITAL SIGNS 

 

 

 

  

 

OTHER MEDICATIONS 

Patient history ï Medications tab 

 
 

Do not enter concomitant medications in Aria, Tick No External Medications 
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ENTER DIAGNOSIS 

Exam ï diagnosis / problems tab 
Select New to enter a diagnosis 

 
 

You will then be taken to the Diagnosis/Problems tab 

 
 

Click on the magnifying glass to enter diagnosis 

 
 

 
Check the Keywords and Cancer Codes Only boxes then enter the first few letters of the diagnosis. All matching codes will populate the 

list below. 

 
Select the appropriate clinical description from the list then OK to complete 

 
Once a diagnosis has been selected, further tabs appear. Pathology and staging must be completed. 

 
 

 

 

SECTION 4: ENTER PATIENT DIAGNOSIS 
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Select the Pathology tab then click on the words Cell Histology 

 
 

Complete the top three drop down menus then select OK to complete 

 
 

Select the Staging tab then click on the white symbol to the left of the word Staging 

 
 

Click on the letter T to open up list of tumour classifications then check box for appropriate code. Follow this procedure for N, M and G 
classifications as appropriate. Add the date of the staging via the calendar. Select Approve to 

complete

 
 

Click on the Performance Status tab 
 

 
 

 

Select Assess then select the 
appropriate WHO performance 

status from the drop down menu. 
Select Approve to complete 
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SECTION 5: PRESCRIBING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

INITIATE CHEMOTHERAPY REGIMEN 

Medications ï Start treatment tab 
The regimens folder displayed will be relevant to the diagnosis entered. Click once on a regimen from the list on the left to view the 

details in the middle panel 

 
Change the number in the Cycle drop-down menu to start treatment at a cycle number other than 1. This is the only point at which the 

starting cycle number can be changed so ensure the correct cycle number is selected before proceeding 
Information lined paper contains the regimen summary 

Lined paper beside each drug entry contains further information 
Plain paper is empty 

Check the box(es) next to each treatment day(s) of the cycle that you wish to order then select Order to proceed 
 

                                                                                                    

 
 

 

The Dose calculation Management window will appear 
before the prescription can be viewed. Height, Weight 
and BSA used to calculate doses will be displayed. 
All dose calculations will be capped at a maximum 

BSA of 2m2 as standard. To override this, click on Use 
Actual to recalculate doses at actual BSA stated in the 
New Value column. To revert to cap select Use Cap 

(Button toggles between these 2 options) 
 

Select the golden 
Rx symbol to re-
open the dose 

calculation 
management 

window 
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VIEW AND AMEND PRESCRIPTION 

Medication - Order/Rx  

 
Ensure a name appears in the óOrdered byô drop-down list (should auto-populate for prescribers) and only 1 drug is highlighted, to 

enable the function buttons on the right hand side 

 
 

 

 

 

 

Internal: Administered on the 
ward/day unit 
Pick-up Internal: Given to the patient 
to take home (TTOs) 
 
PlanïOpt = Part of regimen 
Non-Plan = Added manually 
 

Key to function buttons on the right hand 
side: 
Favorites: to add an item to the prescription  
Modify: to make modifications to a drug 
except dose changes 
Delete: to delete a drug select again to 
Undelete (button toggles between the two 
actions) 
Screen: to view screening tool. This function 
should not be relied upon, a manual 
screening of the prescription should always 
be performed 
Adjust Dose: to perform a dose adjustment 
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MODIFY A DRUG 

Medications ï Order/Rx - Modify 
 

 
 
 
 
 
 
 
 
 

Format Type: Change to either Simple or Take as directed. Simple will enable drop down 
boxes to complete frequency, duration etc. Take as directed will disable all drop down menus 
and only enable information to be added into the admin instructions. When changing from 
one format type to the other, any admin instructions already present will be deleted so 
ensure they are highlighted and copied before changing the format type 

Type: Internal for drugs 
administered on the ward/day unit, 
Pickup-Internal for any drug given 
to the patient to take home and 
Pickup-External should not be 
used 

Dose/Range: This should only be 
changed if modifying an agent from 
favorites or entering an EDTA. For 
all other dose changes this should 
be done via the Adjust Dose button 

Frequency and Duration: Select 
from drop down menus 

 

Infusion mode: Select Continuous for infusions or bolus for boluses 
Diluent: To change or add, select New, then select diluent and volume from drop down menus. DO NOT change the diluent without 
first clicking on the New button 

Admin Instructions: Free type any administration instructions into this box 

ENTER AN EDTA RESULT 

Medications ï Order/Rx - Modify 
 

 
 
 
 
 
 
 
 
 
 

Select AUC (EDTA) from the drop down list under Unit 
then enter AUC value in Dose/Range box. This will 

prompt the EDTA button to appear. Select this button to 
enter EDTA result.  

Enter EDTA result in the right hand box next to the unit of 
measure then select All Approve to close window and OK 

on the next screen to complete change. 
 




















































