Partners eCare TIP SHEET

Customize Your Preference List for Efficient Ordering

This tip sheet is for Inpatient Providers who place orders.

Organizing your preference list effectively can help you more quickly place orders for patients. You can create
preference list sections to group orders you often place at the same time, add the orders you use most frequently,
and edit the display names so the orders are easier to find. After your preference list is set up, you can browse
through the orders and select quickly.

Place Orders and Add them to your Preference List

When you place orders, you can save them to your preference list, with the frequency, route, and other details
you prefer, for quick access in the future.

Add Orders to Your Preference List
1. Inthe “Place New orders...” field in the Orders Sidebar, enter part of a medication or procedure name in the
field. For example, enter “tymp” to search for tympanometry or "amo250" to find amoxicillin 250 mg.
2. Orders that you often place appear as you type.
a. If yousee what you're looking for, select it from the list.
b. If the order isn't on your preference list, select the Facility List tab to find it.
3. Click Accept when you're satisfied with the order details.

W

4. Inthe Orders Sidebar next to the order, click the (favorites) icon

Manage Orders Order Sets Options *
Place new orders or order sets & New
[& New Orders

amaoxicillin (AMOXIL) 250 mg/5 mL oral suspension P
250 mg W

250 mg, Oral, Every 8 hours scheduled, First Dose Today at
1515

Refrigerate. Shake Well.

Indication: Empiric

Infection Source: Bone & Jeint Infection

5. Inthe Add to Preference List window, enter any other details you want to use when you place this order in
the future such as instructions or answers to questions and click Accept. Remember that these details appear
only for you and you can always update them later.

o Inthe Display name field, enter an easy-to-remember name for the order. The next time you
need to place this order, you can search for your saved order using this name.

e Inthe Section field, enter the section of your preference list in which you want this order to
appear. Or, click New Section to add another section to your list.

e Consider adding the same order to your preference list more than once with different display
names and order details. For example, you might have one entry called "Cipro UTI 3 days" for
Ciprofloxacin UTI with a dose of 250 mg Q12h x 3 days and another called "Cipro Sinus 5 days" for
Ciprofloxacin sinusitis with a dose of 500 mg Q12h x 10 days.
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Orderable: amoxicillin (AMOXIL) 250 mg/5 mL oral suspension 250 El Pref List: Orders |
Display name: 2 |Amox 250 oral suspension _ :

I ——
(@ Warning

My Favorites

Admin Instructions, Question answers that you modified may be patient-specific and were not automatically copied over.

@ Note

Blank values will remain blank when this order is selected from your preference list.

Dose: 250 ”mg |
Weight Type: Ideal | Adjusted | Dosing
Administer Dose: 250 mg

Administer Amount: 5 mL

Rate: I:I mL/hr
| |

Frequency: |E\rer_'.r8hours schedul |

For: I:I pleily | Hours | Days v

Accept Cancel |I

Administer
Qver:

Browse Your Preference List

After you set up your preference list, you can speed up ordering by clicking + New in the Orders Sidebar. This will
default to the Browse tab and display a preference list. Select the orders you need from the list.

Place new orders or order sets

e To see only your personal preference list entries, select the Only Favorites check box at the top of the
Preference List Browser.

e Right-click an order in the Preference List Browser to change the details you saved, such as the display
name or dose.

& Order and Order Set Search ===

Preference List  Facility List

¥ [ only Favorites Order Sets No current selections.
v Order Sets Favorite Order Sets

Favorite Order Sets % [ General Adult Medicine Admission
>Behavioral Health

v Miscellaneous Behavioral Health

ADT .
Leqal Behavioral Health
egal
O Adolescent Violent/Self Destructive [ child Violent/Self Destructive Restraint
« Nursing Orders B
Restraint (2-17) (age 8 and youngen
Nursing
[ Adult Vielent/Self Destructive (18 and [ Non Violent/Non Self Destructive
Code Older) Restraint
Isolation
N Substance
Precautions [ Alcohol Withdrawal Assessment
Other Mental Health
v Consults and Referrals [ suicide Precautions Panel
> Facility
v Diet Miscellaneous
Diet ADT
>Labs [ Admit to Inpatient [0 Place in Post Procedure Recovery
© Pracedures )
[ place in Observation [ Transport te External Facility
Procedures
> Orders Legal
> Frequently placed orders [ Healthcare Proxy Activation [ Legal status

[ Healthcare Proxy Deactivation

Nursing Orders
Nursing Clear All Selected
[ Activity as tolerated [ Nasogastric tube removal v

X Cancel
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E Browse
e
| ¥r| & Only Favorites I | Order Sets r 3

I .
~ Order Sets Favorite Order Sets
Favorite Order Sets ¥ [ General Adult Medicine Admission
> Orders
Orders

My Favorites
¥ [ Amox 250 oral suspension ¥r Ocec

Edit your Preference List

After you add an order to your preference list, you might want to move it to a different section, or you might
change your mind about the details you specified. In the Preference List Composer, you can quickly edit order
details and remove orders that you no longer use.

1. Follow the path - Epic button > Tools > Patient Care Tools > Preference List Composer

2. Inthe Preference List Selector window, uncheck the Show outpatient preference lists to only show inpatient
preference lists.

3. Double-click your ORDERS PREFERENCE IP list from the Preference List Selector or whatever section you
chose to save your orders to.

4. Click Edit

[Freference List Seleﬂnrg @
D |Name o
111337 I% EURYPYLE, FINN-IM (IPIM07) EDUCATION PREFERENCE IP
111336 EURYPYLE, FINN-IM (IPIM07) EDUCATION PREFERENCE OP
111325 EURYPYLE, FINN-IM (IPIM07) EKG PREFERENCE 1P
111324 EURYPYLE, FINN-IM (IPIM0T) EKG PREFERENCE OP
11354 EURYPYLE, FINN-IM (IPIMOT) FACILITY ADMINISTERED MEDICATIONS PREFERENCE IP
111344 EURYPYLE, FINN-IM {IPIM07) HAIKU/CANTO MEDICATIONS PREFERENCE IP
111343 EURYPYLE, FINN-IM (IPIM07) HAIKUW/CANTO MEDICATIONS PREFERENCE OP
111323 EURYPYLE, FINN-IM (IPIMO7) IMAGING PREFERENCE IP
111322 EURYPYLE, FINN-IM (IPIMOT) IMAGING PREFERENCE OP
327 EURYPYLE, FINN-IM (IPIMOT) IMMUNIZATIONS PREFERENCE IP
111326 EURYPYLE, FINN-IM (IPIMO7) IMMUNIZATIONS PREFERENCE OP
1M1321 EURYPYLE, FINN-IM (IPIM07) LABS PREFERENCE IP
111320 EURYPYLE, FINN-IM {(IPIMO7) LABS PREFERENCE OP _I
111347 EURYPYLE, FINN-IM (IPIMOT) MEDICATIONS PREFERENCE IP
111346 EURYPYLE, FINN-IM (IPIMOT) MEDICATIONS PREFERENCE OP
1113583 EURYPYLE, FINN-IM {(IPIMO7) MISCELLANEOUS PREFERENCE IP
111341 EURYPYLE, FINN-IM (IPIMOT) NURSING ORDERS PREFERENCE IP
11340 EURYPYLE, FINN-IM (IPIMOT) NURSING ORDERS PREFEREMNCE OP
11331 EURYPYLE, FINN-IM (IPIM07) OFFICE VISITS PREFERENCE IP
111330 EURYPYLE, FINN-IM (IPIMOT) OFFICE VISITS PREFERENCE OP
111348 EURYPYLE, FINN-IM (IPIM0T) ORDERS PREFEREMNCE OP
11329 EURYPYLE, FINN-IM (IPIM07) OTHER PREFERENCE IP
111328 EURYPYLE, FINN-IM (IPIM07) OTHER PREFERENCE OP
111333 EURYPYLE, FINN-IM (IPIM07) PROCEDURES PREFERENCE IP
111332 EURYPYLE, FINN-IM {IPIM07) PROCEDURES PREFERENCE OP ;I

I ¥ Show gutpatient preference I\sts] [¥ Show jnpatient preference lists
Copy User I Edit I Close |

In the Preference List Composer, select the preference list section you want to edit.

To move an order from one section to another, click the order's name and drag it to the section you want.

Orders you starred automatically appear in the My Favorites section.

To modify details about the order such as frequency or display name, double-click the order's name. In the

window that appears, change the order details as needed and click Accept.

9. To change the name of a section or subsection, select that section or subsection and click Properties in the
toolbar.

10. When you are finished making changes to your preference list, click the X in the Workbench tab above. All

your changes are saved automatically.

N Ww
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I Workbench X I

EURYEYLE _FINN-IM {IPII\T"IDT) ORDERS PREFERENCE IP'[111349] - Inpatient
L + + x + - + x s
Properties Mew Section Mew Subsection Remove Section | Newltem Insertltem Mew Linked Panel Remove ltem | Edit Defaults
l—E Preference List Sections D |Name |Summar§.r
! LAB294 CBC Routine, Moming draw for 1 occurrence
- M Antibiotics LAB15 BMP Routine, Moming draw far 1 occurrence

Copy Preference Lists from Other Clinicians

To save time when writing orders, copy the preference lists that other clinicians have created for certain types of
orders. Sharing and copying preference lists between clinicians also helps spread experience and expertise
throughout your organization.

1. Go to Epic button > Tools > Patient Care Tools > Preference List Composer. The Preference List Selector
opens.

At the bottom of the screen, click Copy User. The PrefList Copy User activity opens.

In the From user field, enter the name of the user whose preference list you want to copy.

Verify that your name appears in the To user field.

Select a copy option.

vk wn

e If you want to add the other user's list to your existing list, select Merge.
e To completely replace your list with the other user's list, select Replace.

6. Select the check boxes for the types of lists you want to copy below.

7. The columns under your name and the other provider's name show how many orders are on each of your
preference lists.

8. To see the orders on your colleague's list, double-click the number on his list. To return to the copy screen,
choose PreflList Copy tab on the far-left side of the screen.

9. Click Copy. A confirmation window appears. Edits you make in the new list do not affect your colleague's list.

Preflist Copy User

P E

—Select Users and Ordering Mode ~Copy Option

From user: |SURGERY, PHYSICIAN [SURMD] 1| & Merge

To user. INPATIENT, ATTENDING PHYSICIAN [IPMD] | & Replace

Ordering mode: |Both ‘

——
i Select Preference List Types

r |Types Mumber of ltems for SURGERY, PHYSIC\AN|Numher of ltems for INPATIENT, ATTENDI. .. l;
[T Labs (Qutpatient) 0
¥ Labs (Inpatient)

[~ Imaging (Outpatient)
Elmagmg {Inpatient)

[T EKG (Outpatient)
EKG (Inpatient)
Immunizations (Outpatient)

DEQ ﬂ-

Immunizations (Inpatient)
Other (Qutpatient)

Other (Inpatient)

Office Visits (Outpatient)
Office Visits (Inpatient)
Procedures (Outpatient)
Procedures (Inpatient)
Supplies (Outpatient)
Supplies (Inpatient)
Education (Outpatient)
Education (Inpatient

Double—click the number cell to open the corresponding pref list composer Copy Close |

o 0o o0 o0 o0 o0 o oo oo oo o

e e e e A e e e e i A |
oo oo N D DD D D Do O
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