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Training Objectives 

 

At the end of the session, you will be able to: 

 

 Login to the system 

 Navigate your landing page 

 Search for a patient 

 Begin an encounter 

 Identify field types 

 Understand how to access help features 
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Logging into BORN 
Go to the BORN website  https://my.bornontario.ca from a hospital site or to  
   https://vpn.bornontario.ca from an MPG clinic site 

1.  Enter your Username 

2.  Enter your  password 

3.  Click the Login button 

 

https://my.bornontario.ca/
https://vpn.bornontario.ca/
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LANDING PAGE 

Getting Started with Data Entry 
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Landing Page 
 

• The Landing Page is your main (home) page in the BORN System   

• It displays a number of dashboard components, depending on the permissions associated with 
your account 
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Patient Records 

• The Patient Records dashboard component will display the encounter records which you 
have created or updated.  

• By default it will display the encounter records created in the last 14 days where the 
status is Draft.   

• You can change the Dates and/or Status to refine your search.   
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Patient Records 

To refine the Patient Records results: 

 

1. Change the Create Date From, Create Date To or Status 

 

2. Click the Refine Search button to refresh the data presented in the Patient Records 
dashboard component. 

 

3. The Patient Record list will only contain the encounters that you have created or 
updated based on the Create Date From and Created Date To you entered. 

 

4. Click the Patient Name to be directed to the first data entry screen for the selected 
encounter record. 
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Quick Links 

Quick Links is a left navigation bar, displaying all links that you have access to, based on your 
role and account permissions.   

 

1. Click any link in the Quick Links menu to access its respective page.   

2. Clicking Sign Out will log you out of BORN.   
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Announcements 

The Announcements component will display announcements published by BORN for the user 
community. 
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Privacy Page 

• The privacy policy is a legal document that discloses the ways in which the BORN system protects 
the privacy of patients and their personal health information.  This page is visible to all users.  
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Contact BORN 

The menu bar of the BORN system contains a Contact Us link.  Click the link to display 
the Contact Us page.   
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PATIENT SEARCH & ADD ENCOUNTER 

Getting Started with Data Entry 
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Patient Search 

• The Patient Search tool allows you to search the BORN system for a specific patient by 
entering: 

•  an OHIP number  ** OHIP should always be used when available** 
           OR 

• ID number (Midwifery Client Code is an ID number) 

  OR 

•  a combination of the patient’s last name, first name, and date of birth (DOB). 

   

 

 

Quick Search from Landing Page 

1. Enter the search information 
available to you   

2. Click the Search icon  
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Search Results 
 

•If one or more matches are found in a search, the Search Results screen will   display 

 

 

 

 

 

 

 

 

 

 

 

 

•Click on the desired patient to open the patient record 
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Search Results 
 

• If no matches are found based on your search criteria, the Search Results screen will indicate 
“No records to display.” 
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Advanced Search 
• The Advanced Search tool provides you with the ability to search patients with more 

detailed search parameters.   

 

 

 

 

 

 

 

 

 

 

• If the patient is not found, the information you have already entered will be used to 
populate the ‘Advanced Search’ page and ‘Create Patient’ page. 
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Advanced Search 
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Patient Profile Overview 

Once you have searched the patient 
and found the desired patient record 

• Enter the demographic info in the 
‘Demographics & ID’ tab 

• Enter the applicable encounters 
(see encounter specific training 
guide for more info)  
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OTHER DATA ENTRY FUNDAMENTALS 

Getting Started with Data Entry 
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Within each Tab of an Encounter, you will find a number of different interactive 
field types: 

 

 
UI Control Description 

Greyed out fields Read-only field – does not allow you to change 

Tabs Identify other pages (or windows) to access within a page 

Text Fields A box in which you type information  

Radio Button A circular button you can click on to select; indicating a choice 

Drop Down  
List 

Indicates a hidden list you can open by clicking on the down 
arrow 

Multi-Selection  
List Fields 

A button generated list of one or more choices to click on 

Date and  
Time Fields 

Interactive Calendar or Time Picker, to select a date or time at 
with a click 

Data Entry Fields 
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Greyed Out Fields 

Greyed out fields indicate a field that cannot be changed.  These fields 
are either locked or pre-populated by the database.   
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Textboxes 

• Textboxes are fields into which you manually enter values or words specific 
to its label.  

•  Fields requiring only numbers will not allow you to enter letter characters.   

• Fields requiring comments may allow you to enter both letters and numbers, 
as applicable.   

 

Click in a textbox area to input data.   

 

 

Note:  If you cannot see the letter characters you are typing and a warning 
symbol flashes on the screen, the characters you are trying to enter are 
invalid.  
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Radio Buttons 

Radio Buttons are fields indicating a choice of two or more options.  In most 
cases, you will see Yes or No options.  Sometimes you will come across Yes, 
No or Unknown, as shown below, or other specific lists from which you select 
choices.  Click the radio button next to the response that is appropriate to the 
information required. 
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Drop Down Lists 

Drop down lists are fields where you can only 
select one choice.   

•Identified by the drop down arrow at the right 
side of the text box 

•Select the drop down arrow or the textbox to 
access the list    

•When the list drops down, select the 
appropriate response.  
 

 

 

You can also type in the drop down box to quickly 
access the value you are looking for. 
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Multi-Selection Lists 

• Multi-selection lists are fields where you can select more than one choice. 
Indicated by a large list box (non-interactive) with a SELECT button in the lower 
right hand corner. 

 

 

 

 

 

 

 
 

 

1. Click SELECT to access the list of choices.   
2. When the list displays, select the appropriate 

response(s) by clicking in the applicable 
check box(es).   

3. Once all the appropriate choices have been 
selected, click OK to continue. 
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Dates/Calendars 

• Calendars are used for selecting a specific date related to an encounter.   You can 
type the date into the textbox, or click the calendar icon to access a Calendar in 
which you select a date by clicking on it 

 

 

 

 

 

 

 

 

 

 

 

 

• Use the arrow buttons to move between months.  
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Time Picker 

• Time Picker fields are used to select a specific time related to an encounter. You can type the 
time into the textbox or click the time icon to access a Time Picker in which you can select 
the applicable time. 

 

 

 

 

 

 

 

 

 

 

• For more accurate times, you may choose to enter the time manually.  The textbox 
recognizes AM/PM, and 24HR clock time.  For example, you can enter 8:45 PM or 20:45. 

• The textbox will also recognize the time without “:” sign between the numbers.  For quick 
efficient entries, you can simply enter 2045 and then click outside of the box.   
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Save Encounter 

• If you need to leave the screen while entering an encounter, you can save the 
information you have already entered. 

 

   

 

 

 

 

 

 

 

 

Note:  The system will NOT run data validation when the Save functionality is  

            performed. Once an encounter is saved, it will be marked with a Draft  

            status in the system.  
 
 

 

 

 

 

 

 

 

 

 

 

1. Click on the desired patient to open the patient record. 

 

Click on Save to save 
the information you 
have entered 
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Save and Proceed To the Next Tab 

• Clicking on the Proceed button will save the information you have entered for that 
tab, as well as run the mandatory field validations for that tab.  

 

 

   

 

 

 

 

Note:  Once the data has been saved and validated, you will be taken to the     

           next tab for that encounter to continue data entry.  
 

 

 

 

 

 

 

 

 

 

 

 

1. Click on the desired patient to open the patient record. 
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Submit Encounter 

When all tabs have been completed, you are required to Submit the encounter.   

 

   
 

 

 

 

 

Note:  The system will run validation rules in each tab to ensure all required fields 
have been completed correctly, and the data is compliant with the verification rules.   
 
 

 

 

 

 

 

 

 

 

 

 

 

1.Click on the desired patient to open the patient record. 
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Submit Encounter 

• If errors are detected, an error message will display. All tabs that contain validation errors will 
have an Alert Icon visible on the tab title. 

 

 

 

 

• Check that all required fields are 
entered correctly. 
 

• After all corrections are made, 
click Submit again to complete 
the Encounter creation.  

 
• Click on each tab title to access 

each screen to resolve the errors 
(if applicable) 

 



32 

Cancel Data Entry of Encounter 

• Clicking on the Cancel button while completing data entry for an encounter will 
take you back to patient profile screen.  

 

• If there have been changes made to any of the fields of a tab, clicking on the 
Cancel button will alert you that any information you have entered into that 
encounter since the last save will be discarded.  

 

   
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on the desired patient to open the patient record. 
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Page Level Help 

• Page level Help is available for all of the encounter data entry screens  

• Click the Help       icon at the top right corner of the encounter data entry tab 

• A pop up screen indicating help options will display 
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Field Level Help 

• Definitions for data elements are available. 

• For pick lists that contain values belonging to a hierarchy, the BORN system will use a “\” 
symbol to denote the level at which the pick list value belongs.  

• The Field Level Help for Multi-select Controls will display the entire list of values, 
keywords, and descriptions for all values belonging to that pick list.  

• Use the Ctrl+F functionality of your browser to find the applicable value by searching for 
a partial or exact match of the pick list value, keywords, or description.  Once you have 
the correct value, the Field Level Help can also be used to identify the position in which 
that value sits in the list, so that it is easier to locate when choosing the value from the 
pick list once you have closed the Field Level Help pop-up. 

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 
2. Click the Close button to return to the originating page. 
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Field Level Help 

Perform the following steps to launch field level help of multi-select controls.  

1.  Click the label of the field to display Field Level Help. E.g.                            Note the mouse cursor will turn into a 
question mark when hover over the field label 

2.  A browser window is displayed with all of the applicable fields (Field Name, Keywords, and Description) for that 
page 

• Click Ctrl + F to search the keyword 
in a browser search.   

 
• Enter one or more keywords in the 

search box and press Enter.  Your 
browser will indicate possible 
values containing your keyword(s). 
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Recap 

 

In this Training Session we covered: 

 
Landing Page 

Patient Search 

New Encounter Entry 

Encounter Field Types 

Page & Field Level Help 
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www.BORNOntario.ca 
info@BORNOntario.ca 

Questions? 

http://www.bornontario.ca/

