
Configuring your EMR and Ocean Account for Telus PSS

1 of 14Configuring your EMR and Ocean Account for Telus PSSApril 2017

WHAT YOU WILL LEARN: This reference guide will walk you through the 
steps to configure your Telus Practice Solutions Suite (PSS) Electronic 
Medical Record (EMR) and Ocean account.

TARGET AUDIENCE: The reference guide is intended for eReferral 
senders and receivers currently using Telus PSS EMR.

PREREQUISITE: Prior to configuring your Telus PSS EMR and Ocean 
account, please ensure to set up your Ocean account (see the Setting up 
your Ocean Account reference guide for instructions).

TIME: These steps will take approximately ten minutes to complete.

Configuring your EMR and Ocean 
Account for Telus PSS

! NOTE
Ocean portal layout may appear slightly different from your current 
view in reference guide screenshots, however general steps remain 
applicable. Reference guide content is subject to change.
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— Step 1 —

As a first step, go to https://www.cognisantmd.com/
ereferral-guide/

Download the Ocean custom form files and the Ocean toolbar 
file available from the Resources for TELUS PS Suite Users 
sections of the webpage.

Save these files in your computer’s downloads folder.

! NOTE
If the files do not save as .cfm f iles, right-click each link and 
select Save As to manually save it as .cfm f iles.
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— Step 2 —

You will be importing the Ocean custom forms and toolbar files 
the same way Telus PSS custom forms are installed.

Open your Telus PSS EMR, and click the Records button.

Click the Settings drop-down menu, and select Edit Custom 

Forms.

This will open the Forms window.
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From the Forms window, click the File drop-down menu, and 
select Import Form(s).

This will open the Choose Custom Form File window.

— Step 3 —
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— Step 4 —

Within the Choose Custom Form File window, navigate to 
your computer’s downloads folder, and select the seven 
Ocean custom form and toolbar files (i.e. CMH Diagnostic 

Imaging eRequisition.cfm, CMH MRI eRequisition.cfm, 

WWLHIN Diabetes Central Intake.cfm, Ocean+Toolbar.cfm, 

Ocean+Attachment+Exporter.cfm, Ocean+eReferral.cfm and 

Ocean.cfm).

Click the Choose button.

Once all Ocean custom form files are imported, click the Done 
button to close the Forms window.

! NOTE
If you receive notification that any of the forms and/or 
toolbar already exist in your system, you can skip installing 
that specific form by deselecting it in the Choose Custom 

Form File window.
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— Step 5 —

To configure the Ocean custom form, open a dummy patient 
record.

To insert the Ocean custom form into the record, click the Data 
drop-down menu, then select New Custom Form.

This will open the Select a Form window.
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— Step 6 —

In the Select a Form window, enter Ocean in the search field.

Select the Ocean custom form file (i.e. Ocean), and click the 
Choose This Form button.
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— Step 7 —

Once complete, click the Settings button from the Ocean 
custom form, which should appear in the notes section of the 
patient’s record.

Enter your Ocean account username and password when 
prompted. This will open a settings window.
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— Step 8 —

In the settings window, click the Ocean Site Number button and 
enter your Ocean site number.

To obtain your Ocean site number, navigate to the Ocean 
portal, login and click the Admin tab. On the Admin tab, 
select the Site Account side tab. The number is available 
from the Site Number f ield. Alternatively ask the designated 
Ocean site administrator from your team (if applicable).

Once you have entered your Ocean site number, click the 
Settings button again from the Ocean custom form to reopen 
the settings window.

Click the Shared Encryption Key button and enter your shared 
encryption key.

To obtain your shared encryption key, navigate back to the 
Admin tab from the Ocean portal, and select the Encryption 
side tab. The shared encryption key should be available 
from this tab. Alternatively ask the designated Ocean site 
administrator from your team (if applicable). If you have not 
yet set up your shared encryption key, see the Setting up 

your Ocean Account reference guide for instructions.

Click on the Remove button to delete the custom form from the 
record.
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— Step 9 —

To configure the reminder for the Ocean toolbar, return to the 
dummy patient record.

Click the Settings drop-down menu, then select Edit 

Reminders.

This will open the Edit Reminders window.
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— Step 10 —

In the Edit Reminders window, click the Edit drop-down menu 
and select Add Reminder.

Enter Ocean Toolbar in the Reminder Name textbox field. 

Click the Add Line button.

This will open the Add Search Criterion window.
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— Step 11 —

In the Add Search Criterion window, specify the criteria for 
when you would like the Ocean toolbar to appear in a patient 
record.

To have the Ocean toolbar appear in all patient records, 
click Demographics, then Age, then the <= symbol, and enter 
200 in the text field (meaning that the Ocean toolbar will be 
displayed for all patients under the age of 200).

To have the Ocean toolbar appear for only your patients (if 
you have a shared EMR), click Other, then Current Doctors 
Initials, then is, and enter your Telus PSS initials in the text 
field (meaning that the Ocean toolbar will be displayed for 
only your patients).

Once the criteria has been entered, click the OK button.
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— Steps 12 —

Back in the Edit Reminders window, click the Show Custom Form 
or Stamp checkbox and select Ocean Toolbar from the drop-
down menu.

Click the Done button.
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— Steps Complete —

You have now configured your Telus PSS EMR and Ocean 
account!

You can access Ocean from your Telus PSS EMR account from 
the Ocean toolbar and custom form available from patients’ 
Telus PSS records.

This reference guide has been developed by the Centre for Effective Practice under the leadership of the System Coordinated Access program, which is hosted by the eHealth Centre of Excellence. This reference guide was developed in partnership with CognisantMD and Think Research.


