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This Quick Reference Guide demonstrates the workflows for documenting allergies. 

Common Buttons & Icons

 
No Known Allergies button 

 
No Known Medication 
Allergies button 

 
Plus icon 

 

Save button 

 
Mark as Reviewed button 

 Comment Bubble icon 

 

Component Refresh icon 

 

Modify button 

 Collapse and Expand arrows 

 
Home icon 

Document Allergies 
 From the Workflow MPage screen: 

STEP 1: Click the Allergies component. 

NOTE: If the patient has no known allergies, click No Known Allergies. If the patient has a food or 
environmental allergy but no known medication allergies, click No Known Medication 
Allergies. 

STEP 2: Click the Plus icon. The Add Allergy window displays. 

STEP 3: Click the Add Allergy Search field. 

STEP 4: Enter the name of the allergy to document. Matching results display as typing. 

STEP 5: Click the appropriate allergy. The selected allergy window displays with fields to document the 
allergy details. 

NOTE: Fields with a red asterisk are required to be completed. 

NOTE: Substances in the Multum Allergy Category need to be categorized as a drug. 

STEP 6: Click the Category dropdown arrow; then click the appropriate category. 
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STEP 7: Click the Severity dropdown arrow; then click the appropriate severity. 

NOTE: It is mandatory to document the severity, even though there is no red asterisk, and even if 
the severity is unknown. 

STEP 8: Click the Reactions field. 

STEP 9: Enter the reaction. Matching results display. 

STEP 10: Click the appropriate reaction. 

NOTE: Multiple reactions can be documented. 

STEP 11: Click the Type dropdown arrow; then click the appropriate type. 

STEP 12: Click the Source dropdown arrow; then click the appropriate source. 

STEP 13: Click the Status dropdown arrow; then click the appropriate Status. 

NOTE: Add comments to document the history of an allergy. It is important to note that comments 
can never be deleted. 

STEP 14: Scroll down; then click the Comments field. 

STEP 15: Enter the comment in the field. 

STEP 16: Click Save. 

NOTE: A Comment Bubble icon displays to indicate a comment has been added for an allergy. All 
comments will show the date and time entered, with the most recent comment displaying at 
the top. 

STEP 17: Click the X Close button. The patient’s allergies list updates. 

NOTE: If changes are not showing, use the component Refresh icon to update the screen with the 
most recent information. 

STEP 18:  Click Mark as Reviewed to indicate the rest of the patient’s allergies have been reviewed. 

NOTE: The patient’s allergy information needs to be reviewed and updated at every visit or 
admission. 

Modify or Cancel an Allergy 
NOTE: Only cancel an allergy if it has been documented in error. If the allergy is no longer a 

problem, use the Resolved option. 

 From the Workflow MPage screen: 
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STEP 1: Click the Allergies component. 

STEP 2: Click the allergy to modify. The selected allergy window displays. 

STEP 3: Click Modify. 

STEP 4: Update the appropriate fields. 

NOTE:  To cancel or resolve an allergy: 

 Click the Status dropdown arrow; then click the appropriate status. 

 If canceling an allergy, document the Cancel Reason field. 

STEP 5: Click Save. 

STEP 6: Click the X Close button. The patient’s allergies list updates. 

NOTE: If changes are not showing, use the component Refresh icon to update the screen with the 
most recent information. 

NOTE: Click the Canceled Expand arrow to view inactive allergies. 

STEP 7: Click Mark as Reviewed. 

NOTE: The patient’s allergy information needs to be reviewed and updated at every visit or 
admission. 

Display Allergies Setting 
 From the Workflow MPage screen: 

STEP 1: Click the Allergies component. 

STEP 2: Click the Allergies header. 

STEP 3: Set the display option using the Display dropdown arrow. 

NOTE: Options are Active, Inactive, and All. The allergies will then display on the Handoff 
component based on the selection. 

STEP 4: Click the Home icon to return to the previous window. 

Mark Allergies as Reviewed 
 From the Workflow MPage screen: 

STEP 1: Click the Allergies component. 

STEP 2: Review and update the list, as appropriate. 
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STEP 3: Click Mark as Reviewed. 

For questions regarding process and/or policies, please contact your unit’s Clinical Educator. For 
questions regarding workflow, please place a ticket to Health Informatics. For any other questions 

please contact the Customer Support Center at: 207-973-7728 or 1-888-827-7728. 

https://emh.service-now.com/esp?id=sc_cat_item&sys_id=7779d9ee1babc010200c33fccd4bcbeb

