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axiUm / MiPacs Support 
If you require hardware or software assistance, please contact  

Dentistry Technology Support <DentIT@umanitoba.ca> 

CSS will determine if University IST assistance is required 

Staff hours are 8:00 am to 4:30 pm 
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Provider & Instructor Check List for Clinical Session 
 
 

Beginning of Session: 
✓ Intake Form is complete in axiUm; view in > attachments > paper chart > screening package 
✓ Odontogram is up to date 
✓ Treatment Plan is completed with phasing and accepted/signed by the patient 
✓ EHR accurately reflects the approved Treatment Plan 
✓ Medical History has been taken and updated on patient’s EHR 
✓ Blood Pressure readings are entered in the Medical History Form 

During Session: 
✓ Radiology Report Finding Form must be completed at the session when radiographs were taken 

End of Session: 
✓ Entry and approval of the following: 

All EHR forms: Medical History, Radiology Request, Oral Pathology and General Referral Forms, updates 
and any other forms completed during session 

✓ Forms actioned to correct messaging group 
✓ Clinical Notes are mandatory for each session 
✓ To generate a grade card a procedure code must be set to In Process or Complete 
✓ All treatment codes must be correct before getting instructor’s swipe 
✓ Grading Window selected must reflect discipline of session 

Patient Check out: 
✓ A procedure code must be swiped before checking out patient at reception 
✓ To ensure patient privacy, discuss details of treatment and costs in your clinic unit before escorting to 

reception 
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Welcome Screen 
 

 

               
 

Module List 
Patients: search for patients 

Patient Care: not used 

Attachments: documents related to patient 

Electronic Health Record: patient chart 
Perio Chart 
X-Ray: Digital Radiograph - MiPacs 
Scheduler: managing appointments 
Dispensary: not used 
Chart Tracking: not used 
Info Manager: reporting list 
Transactions: financial records 
Personal Planner: organizational reports related to assigned patient list 
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Taskbar 
 

 
 
 

User  

Office Alerts  (reference Patient Card page 16-17) 

Medical Alerts  (reference Patient Card page 16-17) 

Patient Name  (U74: Sex and Age) 

Chart Number  (Turquoise indicates pending approval(s)) 

Messenger system of axiUm   (blue indicates unread messages & red indicates high-priority 

messages) Used for patient care related communication 

Government Insurance    
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Modules 
 

 
 

  
Select Patients icon on top left of screen to search your patient chart  
 

→ Type patient name or chart number into search bar  

→ Select appropriate header based on search type (Name or Chart #) 

→ Select patient (highlighted) 

→ Ensure correct patient is selected (bottom taskbar)  
Display above search bar includes: 
o Patient name and demographics 
o Chart #  
o Status 
o Assigned providers (A-Dental student, H-Dental hygiene student, D-Grad resident) 
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To see full details and demographics of patient, select patient card icon  
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Select Attachments icon on left of screen to view documents 
 

→ Select appropriate section 
Consents: signed treatment plans, release of personal health information, other consents 
Documents-Outgoing: patient correspondence 
Medical Consults: correspondence with physician 
Endo: external referrals to Endodontist, treatment reports 
Referrals: limited referrals from Private Practice 
Fee Waiver: funding request documents  
Insurance: insurance letters 
Patient Chart Info: patient intake forms including consents 
 
 
 



8 

 

 
  

 
 
Select EHR icon on left of screen to view Electronic Health Record 
 
EHR displays: 
o Odontogram 

o Patient Alerts (Medical, Needs, Problems and Objectives) 

o Tx History 

o Tx Plans 

o Forms 

o Attachments/Consents 

o Perio 

o Chart Add 

 
 
 
 
 
 
 
 
 



9 

 

 
 

 
 
Select Perio Chart icon on left of screen to view perio charting 
Left side of perio chart: 
Current view selected (Maxillary or Mandibular) 
Buccal and lingual areas shown 
Abbreviation of conditions: 
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Select X-Ray icon on left of screen to open MiPacs and view X-Rays  
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Select Scheduler icon on left of screen to view schedule and book appointments 
 
Top of screen: Current Book and date  
Left side of screen: AM/PM session designated by 8:00 or 12:00  
Right side of screen: Chair view or Active view tabs  
Bottom of screen:  
Today: Select to resume to current date  
Date: Displays date selected (Tue, Apr 29, 2025) Navigate day/day using +/-  
1 Week: Navigate week/week using +/- 
Provider: Displays current user (A9999) 
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Select Info Manager icon on left of screen to view reports on patient information 
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Select Transactions icon on left of screen to view outstanding balances and transaction history 
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Select Personal Planner icon left of screen to manage patient assignment and patient forms 

→ Select appropriate tab and select search  to populate list 
Unapproved: All Treatment, Notes and Forms that have not been approved (swiped) by an instructor 
Assigned Pts: All assigned patients 
Appointments: Appointment history 
Pt Needs: Submit a Pt Needs Request for a specific treatment requirement 
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Assigned Forms: Review forms monthly. Forms still assigned to you and/or forms with a status “open” require 
your attention.  
o axiUm Correction Card Form: Once completed, action to PCC Leads messaging group 

o Radiology Request Form: Once all findings recorded, update status from REQ (Radiographs requested) to 

FIN (Finished entering findings) remove yourself from user 

o General Referral Form: Once completed and approved by instructor, action to Associate Dean  

o O Path Consult Referral & Report: Once completed and approved by instructor, action to Oral Pathology 

Staff messaging group 

 
 
See page 50-52 on how to “Action/Running man” forms  
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Patient Card 
 

 

 

 
 

 

Select the Patient Card icon  
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Overview of patient card 
o Patient demographics  
o Insurance details (check for SAP, NIHB, or CDCP) 
o Office alert details (hover over office code for description) 

 
Pay close attention to: 
Alert 
o 2MCI - Medical consult Incomplete 
o 1ACCTU – Account Uncollectable SEE ADMIN STAFF 
o 1COLL – Sent to collections 
o PMGMT – Patient Management SEE ASSOCIATE DEAN 
Office  
o  5GPERS - Grad Perio Scaling  
o LTDTX - Limited Treatment 
o  PROSP - Grad Prostho Patient 
Custom 
o  Can display preferred Language 
 
The lower section of the Patient Card provides the patient’s appointment history 
Type 
o Booked 
o Deleted   
o Cancelled 
o Failed 
Reason  
o  24HR – 48HR - Insufficient notice 
o Greater than 48HR - Sufficient notice 

 



18 

 

Contact Notes 
 

 
 

→ Select the Contact note icon  

→ Type your detailed communication in the note field 

→ Once note completed, select add new record  
 
All communication with your patient (Phone, text, & email) must be documented at the time of interaction in 
contact notes. These entries are a part of a legal document 
 
A note cannot be deleted or modified. Correction card is required to request a deletion 
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Electronic Health Record 
 
 
 
Odontogram 
Must accurately reflect patient’s current dentition, update with any changes/new findings 

→ Select Tooth Number and Right Click to: 
Enter/Update 
o Missing teeth 
o Existing condition  
o Age change (primary/permanent) 
o Tooth condition  
o Tooth details 

 
View 
o Tooth history 
o Tooth notes/conditions 

 

 

To indicate a tooth is missing: 

→ “Right click” on tooth number and select Missing 
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If tooth was entered Missing incorrectly: 

→ “Right click” on tooth number and select Undo Missing 

 

If patient presents with mixed dentition: 

→ “Right click” on tooth number and select Age Change (tooth 24 updated to tooth 64) 
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Medical History Report/Form 
 

 
 
To view or update the existing Medical History: 

→ Select Forms  

→ Select Medical History Form  

→ Complete/Update existing Dental, Medical History and BP Physical Exam tabs 

→ Get approval - new entries will appear blue until approved by an instructor 
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To view the Blood Pressure History: 

→ Select the BP_Physical Exam Tab 

→ Highlight Blood Pressure and “right click”, choose Show History and pop-up window will appear 
 

 
If there is no existing Medical History Form 
 

 
Create a new record: 

→ Select   

→ Choose MEDHX from dropdown list, select ok 

→ Complete Form 

→ Get approval - new entries will appear blue until approved by an instructor  
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Template Note 
  

 
 

→ Select Tx History tab  

→ “Click” on the Add a New Note icon  (A window to Select Note Type will appear) 

→ Select the Template Note and “click” ok 
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→ Template Note window opens, “click” the ellipsis  (A window to Select Clinical Note Codes List will appear) 
→ Expand  heading of your designated class to populate note type options 

 

 
 

→ “Double click” on appropriate note for current session 
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o Code: Note Selected (ex. D3X1 – Comprehensive Tx Plan Exam Note) 
o Current date will populate automatically 

→ Answer question selected in Prompt field, select Next/Prev to navigate to remaining questions 

→ Select ok to close note 

→ Note will remain in blue text until completed and approved by instructor (note can be edited after closing by 

selecting the edit record icon ) 
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Radiology Request & Report Form 
 

 

 
 

To request radiographs, complete the Radiology Request Form  
 

→ Enter planned radiograph codes in Tx History tab  

→ Select   

→ Choose RADREQ from dropdown list, select ok 
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→ Select Request tab 

→ EPR questions must be answered to complete the form 
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→ Indicate x-ray type and site(s), select ok to continue  

→ Get instructor approval (entries will appear blue until approved by an instructor, text changes to black 
when approved)  

→ Book a chair in Radiology Department Schedule for 1 unit (see page 61-63 in Scheduler Module for 
instruction) 

→ Proceed without patient to Radiology Department 
 

 
 

→ Radiology staff will verify and complete Request Approved tab (if not approved, Radiology staff will deny 
taking radiographs) 
Note:  A “screen refresh” may be necessary to see approved form (click outside of current screen and 
return) 

→ If Request is approved, confirm you reserved adequate chair time with Radiology Staff  

→ Bring patient back to Radiology for scheduled chair time 

→ Radiology Staff will update Planned radiograph code to Complete in the Tx History tab 
→ Return to clinic and refresh screen 
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→ Select the Patient exposures icon  
 

 
 

→ Review exposure count (this count reflects all images taken during current session, including retakes) 

→ Update the exposure count if required and select modify record  
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→ Select Report/Findings tab and complete findings 

→ Get approval - entries will appear blue until approved by an instructor  
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→ Select  Action 

→ Select Status dropdown list 

→ Select FIN to indicate you have finished entering findings 

→ Delete your name from the User field by clicking X  

→ Select OK 
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Perio Chart 
 

Perio chart can be accessed through the EHR or by the Perio Chart Module in the main menu 
 

EHR Module: 

 

→ Select the Perio tab and create new record icon  

→ To expand/minimize the perio chart through the EHR module select  

 

Perio Chart Module: 

 

→ Select the Perio chart module and create a new record icon  
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→ Select exam type 
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o Upper Right-side field will indicate location in the mouth (ie. Maxillary Right) 

→ Set cursor to desired surface of tooth cell in line with selected condition (tooth location will highlight) 

→ Select condition you want to begin exam with by selecting cell 

o Each cell represents three surfaces of a tooth: 

ex. Tooth 18                   ex. Tooth 28    

Left= Distal                     Left= Mesial 

Middle= Buccal              Middle= Buccal 

Right= Mesial                 Right= Distal 

               

→ Use the number/letter keys or keypad to continue entering conditions as required (Once you begin 

entering the values for a condition, it will automatically move to the next tooth)  

→ As you are entering your Perio Exam, you can also add Tooth Condition’s for the selected tooth by 

choosing the Notes/Conditions button 
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→ Save your completed/incomplete perio charting before closing 

To resume an incomplete exam on file during an alternate session: 

→ Select  within the Perio Chart  

A pop-up warning will ask if you want to: resume entry of an incomplete exam?  

→ Select (Yes) to continue or (No) to enter a new exam  
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Tx Plan Form 
 

 
 

 To enter a TXPLAN (Treatment Plan) Form: 

→ Select Forms tab in EHR 

→ Select  to add a new Form 

→ Select TXPLAN from dropdown list and select ok to populate  

→ Answer all questions  

o Note will remain in blue text until completed and approved by instructor (note can be edited after closing 

by “double clicking” on it) 
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Once the TXPLAN Form has been completed and approved Open the Tx Plans tab in EHR 

→ Select  to add a new TX Plan 

 

 
 

→ Complete “TX Plan Description” Field – Enter your provider (A) number followed by the description of tx 

plan 

→ Complete the “Chief Concerns” Field 

→ You can then enter the Provider (DR) / Patient (PT) “Obejectives / Notes” by choosing either field 
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→ Enter problems by selecting “New Item” in the “Problem Tab” 
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→ Select the elipsis to populate a Full List of problems you can use to indicate your findings (each dicipline 

can be expanded to specify problems) 

 

→ Must enter site, surface and status for each problem entered 

→ Select “New Item” in the “Diagnoses Tab” 



40 

 

 

→ Select the elipsis to populate a Full List of Clinical Diagnosis you can use to indicate your findings (each 

dicipline can be expanded to specify problems) 

→ You must link the diagnosis code to at least one problem code 
o A diagnosis code can be linked to multiple problems 

o You cannot duplicate diagnosis codes 

 

→ Enter description in the “Tx Option Description Field” 

→ Select “New Item”  

 

→ Select diagnosis from the drop-down menu  
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→ Match diagnosis code to correct Procedure by selecting the ellipsis for “Procedure Description” 

→ Select “Quick List” and choose appropriate discipline to populate treatment procedure codes 

 

→ Enter site, surface, phase, sequence for procedure code entered 

 

o Status will automatically update as Planned (P) after you enter procedure code 

o If the procedure code you have chosen does not have a price listed ($0.00) it is an incorrect code 

o A diagnosis code can be linked to multiple procedure codes 

o You can edit or delete a line by “right clicking” on the item 
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→ Once a Tx Option is agreed upon by your patient and instructor, get instructor approval  

 

 

→ Select “Approve Option” 

→ Ensure there are NO highlighted lines of treatment (or only the highlighted line will be approved) 

o Treatment plans entered cannot be modified after instructor approval 

 

 
 

→ After Instructor approval Select “Pt. Accept/Print” and have patient review and sign the treatment plan 
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o A PDF document of the Treatment Plan will populate for the patient to review  

 

→ Close out of PDF document to populate signature pad for patient to sign electronically 

→ Select “OK” 
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o The signed Treatment Plan will now be saved in “Attachments – Consents – Patient Consents” 

o A printed copy for your patient can be requested at checkout from a PCC or Reception staff member 

 

 
 

o All planned treatments approved by patient and instructor will now appear in the TX History Tab in EHR 
o If you need to modify the treatment plan create a “Copy” of the existing treatment plan, make necessary 

modifications and repeat approval steps above 

 

 

→ In Tx Plans Tab highlight the Treatment Plan you wish to copy 

→ Select  to copy record  
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→ Highlight the “Copy of..” treatment plan 

→ Select  to edit the copied treatment plan 

 

→ Update the Tx Plan Description Field accordingly (cannot remain titled “Copy of…”)  

→ Make any necessary edits to Treatment Codes, add additional Problems and/or Diagnoses  

o Original Problem Codes cannot be changed or deleted but status can be updated to “Resolved” 
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→ Follow approval steps listed above (page 44-45) 

→ Inactive the original Tx Plan by highlighting the record and selecting  *don’t skip this step 

 
 

A pop-up window will appear to enter details of why treatment plan was inactivated 

→ Enter details in Inactive Reason Field 

→ “Check” the box “Make treatments inactive via changing their status” 

→ Select accurate status from the dropdown list and select “ok” 
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Treatment Status Updates 
 

 
 

→ Highlight the Treatment Code that requires a status update 

→ Select  to open the “Edit Planned Treatment” window 

→ Update the surface and status accordingly and select “ok” 

→ “Double click” on the Chart highlighted in turqouise  to open the approval window  
 

 
 
o By default all treatment, forms, and notes are highlighted for approval 

→ Highlight codes and ensure only codes reflective of the current clinical session are selected (all highlighted 
lines will be approved) 
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Grade Card 
 

o After receiving approvals, Grade Card (Evaluation window) will appear 
o Verify the Grade card “Form” and “Discipline” selected reflects the appropriate treatment for your 

appointment (incorrect Forms will affect grade reports) 
 

 
 
o Once evaluation form is complete, another approval will be required 

 
o If your instructor is unable to provide you with a grade, you can resume at a later time by “right-clicking” 

on the complete treatment code and selecting “Add Student Eval…” 
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Chart Add 
 

 

o Use the "Chart Add" tab ONLY to add a newly planned procedure code that is being completed today and 

was not part of the initial Treatment Plan. (ie:0100.5 – Pt Cancelled/insufficient notice, 01101A Screening 

etc.) 

o You will also add the existing findings during examination in this tab 

o Please use the Chart Add tab carefully - Once you complete and approve a code in this tab, you cannot 

modify or delete 

o To modify or delete, you must complete an axiUm Correction Card (found in Forms Tab) 

 

 

 
 

→ Select Chart Add Tab 

→ Select Quick List 

→ Choose appropriate category to populate list of corresponding Procedure Codes 

→ Highlight Procedure Code 

→ Select status  
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→ Select Chart Add Tab 

→ Select Quick List 

→ Choose appropriate category to populate list of corresponding Procedure Codes 

→ Highlight Procedure Code 

→ Select  to add Finding 
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Forms 
 

 
 

→ In Forms Tab select  to add a form 

→ Select form type from the dropdown list and select “ok” 
 

 
 

→ Answer question fields 

o Fields highlighted pink are mandatory to answer, answering all fields provides the best detail  

 

→ Scroll to bottom of form for instruction on where to “Action”  

→ Select  “Add Action”  

 

o Add Form Action window will popup  
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→ Start by removing your name from the User Field by selecting  

o If this step is missed your form will sit unattended to in axiUm causing delays in patient management 

 

 
→ Select ellipsis for Message Group Field  

o A window will pop up with a listing of the available Message Groups 

→ Highlight the accurate Message Group as indicated on the Form instructions (receiving user list will appear) 

→ “Double Click” on the highlighted Message Group 
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o Add Form Action window will popup  

o Verify correct Message Group was selected 

→ Select “ok” 

 

→ To review the status of a Form “click” on the Form Type 

o A listing of details will appear to the left  

o If your form was not actioned correctly and is still assigned to yourself, please complete the steps above 
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Scheduler 
 

 
 

→ Select  Book icon to view and select either the Main Clinic or Radiology Book 
 

There are two views in the scheduler window: 
o The Chair Tab allows you to view your assigned chair in Main Clinic layout 
o The Active Tab is used to schedule your patient 

 

 
 
 

o All chairs have been assigned based on the rotation schedule 
o Only book into a unit that is assigned to you, if you are unsuccessful at locating your assigned chair, inquire 

with Rotation Coordinator 
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To book an appointment in Main Clinic: 

→ Open the chair view to locate assigned chair on appropriate date (hovering over the chair will display chair 
number) 

 

 
 

→ Once desired chair is located, “click” on the Active Tab 
 

 
 

→ “Left click” on the avaliable session (Yellow is available, Grey is unavailable) selecting the correct start time 
of either 8:30am or 1:30pm, Select Patient window will populate 
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→ Search your patient and “double click” 
 

 
→ Appt. Code: Select *All Session* from the drop down list 

→ Tx Discipline: Select appropriate discipline for your session 

→ Appt Details: Confirm your booking is correct as this information will be sent to your patient automatically 
(If a booking is entered incorrectly, you must call and notify the patient of this error as rescheduled or 
cancelled reminders are not sent to the patient) 

→ Reason: Enter details of session 
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→ Select Tx Plan button to open patient’s current In Process and Planned Tx list 
 

  
 

 
 

→ Select the In Process or Planned Tx(s) that are intended for the appointment being booked and click on 

arrow  to move the treatment to the Appointment Treatments side (Treatment can be moved back to 
the Planned Treatment side if needed) 

→ Close window and click Accept 
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o Patient is now scheduled in your chair 

 
→ “Right click” on the appointment to make a change 
Patient Check In: Must check in patient when they arrive to appointment 
Patient Check Out: Must check out patient prior to escorting to reception 

 
Reschedule: This appointment card will change from white to yellow, allowing you to move the appointment 
to another session (details on appointment card will not have to be updated)  
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o After alternative date is chosen, “double click” the start time of available(yellow) session                    

(8:30am or 1:30pm) to schedule 

 
Edit: To update/change appointment details, select Accept once completed 
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Cancel: Select the appropriate reason from the drop down list   
o 24HR: Cancelled between 24HR-48HR of appointment time (insufficient notice) 
o 48HR: Cancelled with 48HR or more from appointment time 
o Providing more than two days notice is reasonable unless patient is delaying frequently 
 

 
Failed: If patient cancels with less than 24 hours notice or no shows 
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Delete: Appointment may need to be deleted if scheduled in error or if appointment changes at no fault of the 
patient (i.e. denture case was not returned by the lab in time) 
 

 
o Appointment type must accurately reflect attendance history as this is monitored to remain a patient at 

the college. Be sure to always update the appointment type accordingly. 
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Chair Booking in Radiology 
 

 

 
 
To book your current patient in Radiology: 

→ Select the  Book Icon, highlight radiology and “click” select to open the schedule 
 

 
 

→ Select the  settings icon 
→ Switch the Scheduler Type to Book and “click” Accept 
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o Radiology request form must be completed/approved prior to booking radiology appointments                
See page 26  
 

→ To book an appointment for Periapical/Bitewing xrays, only schedule one unit of time (15 minutes) in 
columns D118A – D118D 

→ To book an appointment for Panoramic xrays, only schedule two units of time (30 minutes) in          
column Pan/Ceph 
 

o Do not schedule any appointments in any other columns 
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→ Appt. Code: Select *15 minutes or 30 minutes* from the dropdown list according to x-ray type 

→ Tx Discipline: Select *Radiology*  

→ Appt Details: Confirm your booking is correct  

→ Reason: Enter details of x-rays to be taken 
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Info Manager 

 

 
o The Info Manager is used to view reports of patient information 
o These reports can be used to track your progress throughout the year and prepare yourself for clearance  
o Pre-defined reports have been created for students to view information such as Patient Balances, 

Incomplete Forms, Your Planned, In Process, and Complete procedures 
 

Patient Balances Report 

 
→ Select Info Manager 

→ Select Billing, Patient Balances, Pre-defined, window will populate with the report “Patient A/R by chart” 
and Select 

 
→ Select Search, window will populate with a warning, “click” yes 
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o Patient balances will populate 

 
 
o To print report for clearance, Select All, Print, select your printer and select 
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Planned, Completed & In Process Report 

 
→ Select Info Manager 

→ Select Custom Reports, UG Reports, “Double click” “Planned.Completed & In Process”, window will 
populate with the report 
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Transactions 
 
 
Click on the tabs on the top of the screen to see the specifics of the following:   
 
o General Tab - overview of transactions and balances 

 
o Treatment - fees and approved planned treatment  
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Personal Planner 
 

 

 
 
 

 
 
Select Personal Planner icon left of screen to manage patient assignment, patient forms and Needs requests 
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Unapproved 

→ “Click” Unapproved tab and search  
o List of all unapproved items will appear (check this regularly for managing your patients efficiently and in 

preparation for clearance) 
 

 
Assigned Pts 

→ “Click” Assigned Pts tab and search  
o List of all patients assigned to you 



71 

 

 
Appointments 

→ “Click” Appointments tab and search  
o List of all appointments will populate – no appointments with “Active” status for a past dates  
 
Pt Needs 

→ “Click” Pt Needs tab and search  
o List of all Pt Needs requests will populate 

 
 
Needs Request Form 
 

 
 

→ “Click”  to open a Needs Request Form  

o User Forms window will open, “Click”  to select your request form based on your current year, “OK” 
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o Step 1 - You must indicate “Yes” for the 1st question  
o Step 2 - “Double click” to show Needs type list for request – please select each of the needs you require at 

the present time, only submitting 1 request form for multiple needs 
o When you select a Need, provide additional information about why you are requesting this Need, “OK” 

 
 

 
 
o You must “Click” the Calculate Button, review the # of your Complete, In process & Planned requirements 

to confirm if you should submit the request 
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o Step 3 – Action the form to your PCC by updating the Form Status: “Send to PCC” 
o If any changes are required, continue using same form and update as needed 
 

 
 
Assigned Forms: Review forms monthly. Forms still assigned to you and/or forms with a status “open” require 
your attention, this will aid you in preparation for clearance  
o axiUm Correction Card Form: Once completed, action to PCC Leads messaging group 

o Radiology Request Form: Once all findings recorded, update status from REQ (Radiographs requested) to 

FIN (Finished entering findings) remove yourself from user 

o General Referral Form: Once completed and approved by instructor, action to Associate Dean  

o O Path Consult Referral & Report: Once completed and approved by instructor, action to Oral Pathology 

Staff messaging group 
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Correction Cards 
 

→ Correction Cards are required to be completed when data entry errors occur 

 

 
→ Select Forms 

→ Select  Create a New Record, “click” on the elipsis  and select “Axium Correction Card Form” 

 

→ Complete all pink mandatory fields. If not completed the form will be sent back to you for further 

correction 
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→ Once all fields have been completed, a signature is required by your orginal instructor who approved the 

treatment when the error/change occurred 

 

→ After signature is completed, click action  a window will populate 

→ “Click” on the status drop down and select PCC – Sent to PCC Leads which will populate the Message 

Group “PCC Leads”, “click” ok 

 

o Verify that the Message Group is correct and your name does not appear under the User field                 

(This will result in the form being undelivered) 



76 

 

 

o If you’ve received an axiUm message indicating a form has been assigned to you please read the 

comments and address any requested information 

 

o Go to the form that has been Assigned to you and edit form 

 
o Your edits will change to blue which require another approval and signature 

→ After signature is completed, click action  a window will populate 

→ “Click” on the status drop down and select PCC – Sent to PCC Leads which will populate the Message 

Group “PCC Leads”, “click” ok 

→ If all the information has been completed, the PCC will complete the correction, and the form status will 

update to CLOSE 


