
   

 

 

 

Expanse Tip Sheet for Endoscopists 
Purpose 
This guide provides an overview of common steps for Endoscopists within Expanse.  
 

When Does this Apply? 
This tip sheet is a reminder of key steps in Expanse for consultants in the endoscopy unit. Inpatient ward-based 
Expanse functions are not detailed in this tip sheet. This does not substitute Expanse training. 
 
This guide covers: 
1.1 Reviewing your cases for the day on Surgery Tracker 
1.2 Signing histology orders from Expanse, generated by your nurse. 
1.3 Ordering medication, that you are prescribing for your day case patient, and reviewing allergies. 
1.3   Recording medication administration 
1.5   Prescribing TTOs 
1.6   Reviewing your completed endoscopy report in Expanse 

Version Control 
Version Date Author Reviewed by 
2.0 18/11/25 Dr M Garfield – Medical 

Services 
R Brites De Carvalho – Clinical 
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1.1 How to review your cases in Surgery Tracker 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Navigate to Surgery 

Tracker  

 

2. On the right-hand side 

click on the Multiple 

Facilities icon 

 

3. Click on the tick Select 

All to deselect all 

facilities, and then select 

the facility you do want to 

see. Click Apply. 

 

4. You can now see today’s 

list for you selected 

facility, and navigate to 

other dates from the date 

icon of the tracker 

 

5. Click on More Lists to 

create a Tracker page by 

Surgeon (you) 

 

Find your name in the Menu to 

have a Surgery Tracker view of 

your patients only.  
(Ctrl +F then search by surname to 

speed this up) 

 

 

2, 3 

1 

4 

5 



   

 

 

 
1.2 How to sign histology orders from Expanse, generated by your nurse. 
To send an order to your sign queue, the nurse should select ‘in person instruction’ as 

the Order Source when they are generating the Order. 

 

   
 

 

 

 

 

 

 

 

 

 

 

1. Navigate to your 

Surgery Tracker or 

Acute Status Board 

from the Main Menu 

 

2. In the top black 

ribbon at the top – 

click on your Sign 

queue. 

 

3. On your Sign List 

that appears on the 

left-hand side, click 

the histology order 

that has been sent to 

you to sign. It will 

appear as green 

when selected. 

 

4. Review the Order-  

if there are no 

changes required… 

 

5. Sign using your PIN. 

 

(Should you need to reject the 

order, let your nursing team know 

what changes are required, and ask 

them the re-enter the order) 

 

1.3 How to prescribe/order medication for your patient 

 

 

1. Navigate to Acute Status Board 

from Main Menu. 

 

2. Click on Rounds Patients and 

select Surgical Cases 

 

3. Select your patient by clicking 

on them once– their row will turn 

green when selected. 

 

 

4. Now click the Orders icon at the 

top 

 

 

5. On the Order page, click ENTER, 

to enter Orders. 

 
 
6. On the right-hand side, you can 
see the Allergies widget. Click it for 
more, and to add new information. 
Always ensure you have checked 
and updated the patient’s allergies 
before prescribing. 
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7.Search the medication you want 

to prescribe. 

 

8. If you are likely to prescribe this 

frequently, favourite this order, so 

you don’t have to keep searching 

for it. Here, I have made Midazolam 

2mg IV ONCE and Entonox a 

favourite order by clicking the star 

on the right-hand side, until it 

turns yellow. To Order the 

medication, make sure the green 

ticks on the LHS are selected. 

Uncheck to cancel prescribing 

these. 

 

9.Click SUBMIT, and Sign your 

Orders with your PIN 

 

10.You will see your medication 

order now appears on the Current 

Orders page. If you want to STOP a 

medication, do this by clicking on 

the text in the Status column, and 

then selecting STOP. SUBMIT and 

SAVE Edits with your PIN. 
 

Note: This is the only correct method to 

discontinue prescribed medication in 

Expanse. 

 

 

1.4 How to record medication administration 

 

 

 

To record your own administration 

of medication from Surgery 

Tracker, without the use of Sign 

Queue: 

 

1. Select your patient by clicking 

on them once– their row will turn 

green when selected. 

 

2. Select Chart in the black bar at 

the top 

 

3. Click on the Menu in the black 

bar and select Edit MAR 

 

4. On the medication you 

administered, select the 

administration field, and select  

Document 
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5.Enter the administered dose, 

and amend the time it was 

administered as required 

 

6.Click OK in the top right-hand 

side 

 

7.Save and sign using your 4-digit 

PIN 

 

The MAR will now show your 

medication administration 

documentation. 

 

Select ‘Back’ and ‘Cancel’ to go 

back to the Chart screen. 

 

Note: Nurses can document your 

intra-procedure medication orders 

and administration (using the ‘In-

Person Instruction’ as the Order 

Source). These can be sent to your 

sign queue, for you to sign at the 

end of the procedure. Refer to 

section 1.2 on how to sign orders 

from your Sign queue. 

 

 

 

1.5 How to prescribe TTOs 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

 
 

 

1. Select your patient by 

clicking on them once. 

Their row will turn green 

when selected. 

 

2. Click the Discharge icon 

at the top. Scroll down to 

Discharge 

Medications. 

 

3. If the medication is to be 

dispensed by an HCA 

pharmacy click Order 

TTO. (If the meds are to 

be dispensed by an 

external pharmacy, 

select Order Rx. 

(External prescriptions 

will need to be printed 

and will require a wet 

signature). 

 

4. You are in Discharge 

Orders. Select Add 

New. 
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More on this available here: Ordering TTOs, Controlled Drug TTOs 

 

 

 

 

 

5. Search by the name of 

the medication order you 

are prescribing. 

 

6. You can favourite any 

common medication you 

prescribe, by hitting the 

star until yellow. 

 

7. Complete your 

prescription and select 

Queue and Exit.  

 
8. Select Add New, and 

follow the same steps as 

above, for any other 

TTOs you are 

prescribing. 

 

9. Submit and Sign using 

your PIN. 

 
10. If you want to leave the 

Discharge Orders 

page, click the red X on 

the left hand side 

 
11. For TTOs being sent to 

HCA pharmacy, print-

outs are not required, 

unless you are 

prescribing a 

controlled drug. HCA 

currently requires wet 

signatures for CDs, so 

these prescriptions need 

printing and signing.  

 
12. Do this by clicking 

Transmit/Print. Tick the 

CD drug in the Rx/Order 

column. The signed 

printout must then be 

sent to Pharmacy. 
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https://hcai.sharepoint.com/:p:/r/sites/INT_ExpanseHub/Expanse%20Tip%20Sheets/Clinical/Ordering/Writing%20(ordering)%20TTOS%20and%20the%20discharge%20summary%20-%20Tip%20Sheet%20(Reclassified%2010%20Nov).pptx?d=wde803e1c471d4708bcf9085da98989cf&csf=1&web=1&e=fgyYwP
https://hcai.sharepoint.com/:p:/r/sites/INT_ExpanseHub/Expanse%20Tip%20Sheets/Clinical/Ordering/Completing%20a%20TTO%20for%20a%20controlled%20drug%20-%20Tip%20Sheet%20(reclassified%2010%20Nov).pptx?d=w3eaf61992e994928a7dca56529cc6fd0&csf=1&web=1&e=ShYvuk
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1.6 How to review your Endoscopy report in Expanse 
 

 
 

 

 

 

 

 

Once you have completed your 

Endoscopy report in Medilogik, the 

report will integrate into Expanse. 

 

It is visible when you navigate to 

the patient’s Chart – and select 

Provider Notes. 
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