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1) From the Unscheduled Orders Workqueue, select the order (single click) and then click Appt Desk from the 
toolbar 

 

 
 
 

2) Once in the Appt Desk, click More > Review from the toolbar to open Chart Review. 
 
 

 

 
 
 

3) Navigate to the Imaging tab of Chart Review 
 
 
 

Accessing Chart Review via the Unscheduled Orders Workqueue 
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  Scenarios – Applicable to both Clinicians and Administrative Staff  
 
 

Scenario # 1 

A single unscheduled (non-duplicate) order exists. 

 

 
 

 
 

Action Required 

The order needs to be scheduled or needs to have the ordering clinician (or designated provider in your practice) 
determine if the exam is still clinically necessary.  If no longer necessary, discontinue the order. 

 
 

 
 

Scenario # 2 

Multiple orders exist for the same modality and body part. One is unscheduled (Status of Ordered) and another has 
been completed (Status of “Final”) after the Ordered date of the unscheduled order. This indicates the remaining order 
is a duplicate. 

 
 

 
 

Action Required 

Discontinue the remaining order. 
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Scenario # 3 

Multiple orders (same modality and body part) exist, but none are scheduled. 
 

 
 

 

Action Required 

Discontinue all but the newest order. Schedule the newest order. 
 
 

 

 

Scenario # 4 

Multiple orders exist, with an unscheduled order on the same date as a Final order. 
 

 
 

 
Action Required 

Review the multiple orders in question to determine if a duplicate exists. It’s possible that an unscheduled order may be 
a follow-up based on the results of an earlier exam. In the example above, we can determine that the ‘ordered’ exam is 
a duplicate because the resulted date of the two ‘final’ exams is after the ordered dated of the unscheduled order. 
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Scenario # 5 

Multiple orders exist, with the Ordered date of an unscheduled order prior to the Ordered date of a resulted (Final) 
order. 

 

 

 
 

Action Required 

Discontinue the unscheduled orders (see page 5). 
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  How to Discontinue an Order  
 

1) Click on either the Order Review or Open Orders tab on the left-hand side (the available options may vary based 
on your job role) 

a. Hint: If Order Review is not an available tab on left side, click the More button and search for Open Orders 
or Order Review – click the star to the right of the text to favorite it 

 

 
 

2) Select the order to be discontinued, and click the Discontinue button from the toolbar 
 

 
 
 

3) When the Cancel Order window opens, enter Duplicate in the Reason for Canceling field, then click Accept 
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  Obtaining Additional Clinical Input  
 

In cases where additional clinical input is needed, send a staff message to the ordering provider (or designated provider 
reviewer in your specialty/practice) via In Basket. 

 
 

• Hint: Use F3 to quickly add the current patient to the “Patient” line of a staff message 
 

 

 

• When the ordering provider responds, launch directly into the patient’s chart by selecting “Chart” while viewing 
the staff message. From there, the order can be scheduled (following your usual scheduling workflow) or 
discontinued (via Order Review as described above). 
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  Additional Chart Review – Applicable to Clinicians Only  

• Click on Encounters tab, and then review encounters for dates of service that correspond to the order date of 
the unscheduled radiology order to determine if the order is still clinically necessary. 

 
 

• In addition, review other relevant encounters after the ordering date (e.g. visits with the ordering provider or 
relevant specialty, in this case the 6/7/18 appointment in Cardiology). 

 

 


