
Medication Consent Form Instructional Guide 

 

1. In the Search Forms box, type “med” to search for the Medication Consent form. Double-click on 
Medication Consent to open the form. 
 

 
 
 

2. The Select Client form will launch. Type in the name of the client for whom medication consent is 
being completed. Choose the appropriate client and click Select. Next, select the appropriate episode 
(e.g., 1-HHSA MH EPISODE). Once episode is selected, the Medication Consent form will launch (see 3). 
 

 
 
 
 
 
 



3. On the Medication Consent form screen, click Add to create a new medication consent. 
If a form is marked as Final, it cannot be edited or deleted. 
If a form is marked as Draft, it can be edited before being submitted as final. In this case, Medication 
Consent may be drafted by the MA/Nurse, saved as Draft, then opened by the MD/NP, reviewed with 
client, signatures obtained, and finalized. 
 

 
 
 
 

4. Once you click Add, the first screen that appears is the Consent Date/Signatures page. Before 
completing this section, medications must first be added to the consent form. From the left side of the 
screen, click on Enter Medications. 
 

 
 
 
 



 
5. Enter all of the medications for which informed consent is being obtained. 

Click on Add New Item. Then, under Medication Name and Route, type the name of the medication 
you are adding – you may search by either generic or brand name. From the results list, select the 
appropriate medication and route (e.g., fluoxetine PO (Prozac)). Double-click to select. 
 

 
 
 

6. Once the medication is selected, fill in Target Symptoms and Frequency Range. All other categories are 
defaulted, but may be changed, if indicated. 
Dose ranges: minimum and maximum dose ranges are pre-populated, but may be changed if you need 
to prescribe the medication outside of the typical range. 
Strength: defaulted to “mg”, but may be changed if needed. 
Expected Duration: defaulted to “ongoing”, but may be changed if needed. 
 

 



7. When you are done entering all of the medications needing to be added, click back on Consent 
Date/Signatures on the left hand side of the screen. 
Enter the Consent Date and obtain all necessary signatures. 
Mark as Final – you will get a message that says, “Selecting Final prevents future edits”. Select OK. 
Then, click Submit. 
 

 
 
 

8. Once submitted, an Informed Consent for Treatment with Psychotropic Medications “report” will 
launch, which displays a typed Medication Consent form that can be printed and provided to the client. 
 

 


