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ALLIED HEALTH – CASE MANAGEMENT 

 

Setting up the Multi-Patient Task List:  
 

Ensure the patient list is created using the Patient List Maintenance view; please refer to the 
appropriate Tip Sheet for this setup.  

  
 

Once a Patient List is available, navigate to the Multi-Patient Task List and select Options from the top 
toolbar and then choose Task List Properties.  
 

 
 
Manage Time Frames to ensure appropriate 
Current shift is selected as to avoid missing 
active tasks within the Multi-Patient Task List. 
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Select the Patient List tab from the top of the Task List Properties window. In the Patient List view, 
ensure the Choose a Patient List checkbox is selected. Choose one of the created Patient Lists from the 
left pane.  
 

  

 
 
 
 
*Note: If using a created patient list, avoid 
location filters as they will interfere. To do so, 
ensure to choose the No Location Filter in the 
right pane. The box should be blue when 
chosen.

 

 

Accessing Tasks/PowerForms from the Multi-Patient Task List:   
 

Double clicking the task line will open the assigned PowerForm.   
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*Note: The Case Management Consult, the Consult to Case Management – ALC Designation, the 
Complex Care & Rehab Referral Application, and the Case Management QRT Assessment are respective 
consult orders. PowerForms must be completed from the Multi-Patient Task List to ensure 
documentation and order status remains sync’d with the Consult Order.   
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

4                                        
 

CASE MANAGEMENT -
MPTL TASKING 

HOSPITAL INFORMATION SYSTEM (HIS) 
 

 
 
 
 
 
 
 
Rescheduling a Task:  
 

A task on the MPTL will remain active for only 7 days or 168 hours from when it was originally ordered; 
it will disappear entirely once past this time frame.   

  
 

Case Managers should use the Reschedule This Task feature within the first 3 days of the order, if there 
is a chance the patient will not be seen within the 7-day task time.  Rescheduling a task resets the 7-day 
timer).  
 
*Note: The Case Manager QRT Assessments cannot be re-scheduled.   
  
*Note: The ability to reschedule tasks are available only from the Multi-Patient Task List and the Single 
Patient Task List (Activities and Interventions band on the blue table of contents in the patient’s chart).  
   
*Note: The task can only be rescheduled up to 3 days from the original consult order.  

• If a task was ordered 4 days ago, the task can no longer be rescheduled.  
• If the task was ordered 3 days ago, the task can be rescheduled up to 3 days after the original 7-

day task deadline. 
  
  
  
  
  
  
  
  
  



  

5                                        
 

CASE MANAGEMENT -
MPTL TASKING 

HOSPITAL INFORMATION SYSTEM (HIS) 
 

  
  
  
  
  
 
 
Task Statuses and How to View Them:  
  
Overdue status will occur after a task has been assigned for more than 1 hour.   
  

 
  
Other types of Task Status:   

• InProcess – a PowerForm that has been saved by the end-user with some completed 
documentation.  
• Pending Validation – a PowerForm that has been submitted by a student and requires co-
signature.   
• Completed – a PowerForm that has been completed, but the MPTL has not yet been refreshed 
to omit the task from the MPTL.   

  

 

 
Tip: In the Options, you can adjust the Task 
Display. To broaden the types of tasks visible in 
the default settings – which are recommended 
to be kept as is – users can choose to include 
Completed tasks if needed. The default settings 
currently display are Pending Validation, 
Overdue, Pending, and In Process tasks.  
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Default Task Status display 
 

 
 
Choosing Completed status as additional task visibility 
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Once Completed Status is chosen to display, any completed tasks will become visible on the MPTL. 
 

 
 

 

*Tip: The MPTL can be printed by selecting the Print icon near the Refresh button. 
 

 
 

 

  
 

 

  
  
  

  
  

 
 


