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Order Admin Module 
AHLTA-Theater 

The Order Admin module enables a user with the appropriate privilege to establish and maintain a 
customized formulary of Laboratory orders, Radiology orders, and Medications orders. By default, the 
majority of the Laboratory, Radiology, and Medication orders in the AHLTA-Theater database are listed 
as Active in the Order Admin module and are available to be ordered by a provider when utilizing the 
Order Lab, Order Rad, and Order Med tabs of the A/P module.  

For authorized users, the Order Admin module is available in the Tools folder in the Folder List or Tools 
in the menu bar.  

Manage Ancillary Orders Available for Provider Selection 

1. Expand the Tools folder in the Folder list.  
2. Click on Order Admin module. 
3. Select the appropriate tab needed for activating or deactivating the available orders. 

• Available options are Lab Order, Rad Order, and Med Order 
4. To make an order unavailable to providers, remove the checkmark by deselecting it.  
5. To make an order available to providers, click the check box to select. 

 

 
Order Admin Module—Lab Order Tab 
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Add Laboratory or Radiology Orders in Order Admin Module 

The formulary of laboratory and radiology orders can be further customized to accurately reflect the 
medical capabilities of the facility. Users with the appropriate access have the ability to add new orders 
to the list in Order Admin.  

1. Expand the Tools folder in the Folder list.  
2. Click on Order Admin module.  
3. Select the appropriate tab. Options are Lab Order or Rad Order.  
4. In the action bar, click the Add button.  
5. A blank line will be added to the end of the order list. The Active checkbox will automatically be 

checked.  
6. Click in each cell in the row to add or edit the order details.  
7. Fields are free text for alpha numeric and limited special characters.   

The name of the order cannot be changed once the order has been created in the order list. Only the adjacent fields 
for the order can be edited. If incorrect, the order can be deactivated or removed and added again with the correct 
name.  

Remove Orders from the Order Admin Module 

Orders listed in the Order Admin module can be removed to further customize the order list. 

1. Expand the Tools folder in the Folder list.  
2. Click on Order Admin module.  
3. Select the appropriate tab. Options are Lab Order, Rad Order and Med Order.  
4. Click on the name of the order in the list to highlight the order row.  
5. Click Remove from the Action bar.  

When an order is removed from the Order Admin module, this action cannot be undone. If the order was removed 
erroneously, the order will need to be added back into the list using the Add feature.  

 

Order Admin Module—Action Bar  
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Edit Orders in the Order Admin Module 

Orders listed in the Order Admin module can be modified to update the order details or to further 
customize the formulary. Nearly all of the fields in the row of an existing entry in the order list can be 
modified.  

The name of the order cannot be changed once the order has been created in the order list. Only the adjacent fields 
for the order can be edited. If incorrect, the order can be deactivated or removed and added again with the correct 
name.  

1. Expand the Tools folder in the Folder list.  
2. Click on Order Admin module.  
3. Select the appropriate tab. Options are Lab Order, Rad Order and Med Order.  
4. Click in each cell in the row to add or edit the order details. If the cell is available for editing, the 

cell will become active when selected. 
5. Some fields are free text for alpha numeric and limited special characters. Fields in the Med 

Order tab may require structured input and will have a drop down menu for selection.   
6. Edit the fields as necessary. Edits made will automatically save when the selected cell is 

navigated away from when another cell is selected. 
 

Order Admin Module—Med Order Edit   
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Adding Medication Orders in the Order Admin Module 

If a medication is not available in the list that populates the Med Order tab, the medication may be 
searched for in the AHLTA-Theater local database and added to the Med Order list. If the medication 
does not exist in the AHLTA-Theater local database, it cannot be added to the Med Order list in AHLTA-
Theater at this time.  

If a need arises to document a medication for a patient when that medication does not exist in the AHLTA-Theater 
database and therefore cannot be added to the formulary, the medication should be documented using the MEDS 
module.  

1. Expand the Tools folder in the Folder list.  
2. Click on Order Admin module.  
3. Select the Med Order tab.  
4. Click Add from the action bar.  
5. The Drug Information dialogue box will open. In the Medication: field enter the name or partial 

name of the drug to be added to the Med Order list.  
6. Click Search. 
7. Select the medication from the selections populating the Item Name: drop down menu.  
8. Click OK. 
9. The medication will populate in the Med Order list.  

Complete each field applicable to the medication. Fields consist of free text fields or dropdown 
menus.  

 
Med Order Tab—Add Medication  
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Managing Medication Stock Count Order Admin Module 

Medication stock can be managed within AHLTA-Theater by completing the Current Stock field for each 
of the medications in the formulary. When medications are dispensed in AHLTA-Theater, the dispensed 
medications will deplete the current stock field of the medication.  

If the dispensed medication count is more than the current stock count, the stock count for the 
dispensed medication will display as a negative count. The current stock field must be updated manually 
for each medication and should be verified as correct against physical count as required.  

 
Order Admin Module—Current Stock Field 
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