TIP SHEET

Managing External Orders

Information you will find in this document:

e Marking an order as Scheduled Externally — Only for Orders that show up on Workqueue or in
Appt Desk as needing scheduling. Use this when you know of an appointment scheduled at
another institution for that order.

e Changing an order to External in Ancillary Orders — Only for Imaging staff with Change Order
button available in Anc Orders.

e Releasing an order to make it able to take the result — If you try to find an order in Ordered
status in Media manager to attach the report, you won’t find it. This step will make it available.

e Attaching a scan to an external order — This is used for attaching a final report from an external
institution, and marking the order as Final.

e Finalizing an order with Enter/Edit results — This activity is only available to some staff and it
allows more detailed editing of a Result.

Schedule Externally

If the order is in the Appt Desk or WQ, you can mark the order Scheduled Externally if you know the
appointment information at the outside institution.

Click Schedule Externally button.

From the WQ;

[

Sched Ext

From Appt Desk:

Euture  Admissions Past | Active Requests | Referrals

Fis Class Frocedure Imaging Crder Fanel Crdering Provider Order Date Approx Date

| | Internal, CT Head Physician 06/29/2021
Schedule in Family
Epic k Medicine

<

Schedule OrderUp Walkin ' Add-on  Edit Notes | CC Results | Defer| Schedule Externally

All fields are required except for the comments. Click Accept. The order will no longer be schedulable,
because the order will be performed at another institution. Note: if the patient changes their mind, a
new order is needed.
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Scheduled Externally -

I7Radvalidate, Abraham has an appointment scheduled elsewhere

Date Time Timezone
Ti212021 2:00 PM America/New_...

Reason
Patient Facility Preference

() Provider (@ Location

Falmouth Hospital

Comments

" Accept ¥ Cancel

Change an Order to External in Anc Orders
Only applies to Radiology/Imaging staff who have access to the Change Order button within Ancillary

Orders.

In Ancillary Orders, select the order that should be made External. Click Change Order.

Ancillary Orders
4 e =) E2 [E & #a w & 5 5

Refresh  Seftings | Mew Order | Change Order |Copy Order Cancel Order | ApptDesk Schedule Walkin  Add-on  EditN

Pr | lsol| CO | COVID QNR CVD QMR Res|| Scan | Order Date W |5 |Accession # | Procedurs
07/06/2021 Mammeogram Diagnostic (Bilateral)

| 07/06/2021 || Mammeogram Screening (Left)

[ 07/02/2021 E98239 MR Brain

O 1] 07/01/2021 E98173 DXA Monitoring

= 05/10/2021 +] |E96305 MRI Breast Clip Placement (Bilateral
= 03/30/2021 I |E95492 CT Chest

[ 03/03/2021 |-H E94836 US Abdomen Limited

Change the Order Class to External, Print Only — then click Accept.

Change Order: Mammogram Screening (Left)

Referring Prov: FAMILY MEDICINE, PHYSICIAN [E1000] E
Department: MGH IMG MR MG ELL2

Procedure: Mammugram[%creening (Left)

Priority:  |Routine Class: | pl
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You may be prompted with an ordering mode window. Fill out the required fields per your institutional
policy. You can add comments to inform a cosigning provider for the change order reason. Click Accept.

Providers -

Ordering Information
Order mode &

Per protocal: cosign required

EE G REL G EELTTIEGN  Per protocol: no cosign required | Outside Order

Crdering provider

FAMILY MEDICINE, PHYSICIAN

Authorizing Providers
For procedures

FAMILY MEDICINE, PHYSICIAN
Entry Information

Entered by

ORDER MODE, SUPPORT STAFF

Comments

Patient informed scheduling staff that she will be going to Mount Auburn hospital,|

" Accept » Cancel

Release an Order to enable Scanning/Resulting

You have received faxed paper results for a patient’s study from another institution (for CD imports,
please follow the image import workflow at your institution).

Open the patient’s Chart. Access Open Orders. Optional: If you wish you can star the activity for future
easy access (Opening chart will also open this activity for every patient)

BPAReview

R Cancer Staging
oris  Consents MO € care Everywhere

P Care Paths

&R Care Teams

] Consents
ges? Research ) Document s
= % Encounters 4
Episodes of Care
FYl
Growth Chart

Health Maintenance

EHD A2

Lifetime Dose Tracking

List Disclosures

Medications

f MGB Applications 4

MyChart Utilities 4

Open Orders [% 3
Fatient Files

Patient Hx Report

W

o
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Locate the order that you want to put results on. Check that the Order ID of the order is the correct
one.

IMPORTANT: if there is more than one order in Open Orders, you must confirm that you are touching

the correct order. The order will disappear from open orders once you release it.
Order Review - Open Orders

3 Refresh ¥ Views ~ ¥ Fifter ) Discontinye +4 Release ~ |5 Extend i IVF Labs View

tETESse future/standing order . .
Ok S.. Status Order sulting... R... Priority Order Date
Imaging

[ Pathology Requisition
CT Head (Order 3897033

Date: 6/29/2021 Department: MGH CT, North Shore Ordering/Authorizing: Physician Family Medicine, MD

Viekoad Daclin

Attach a Scan to a Released Order

Go to Media Manager. You may have it on your toolbar, but as long as you have access to it, you can find
it by using Search

In order to attach the scan or file to the order, click the little Arrow

Radiant, Eight-One MRN: 800]131 DOB: 9/16/
Bl =

New files will be attached to: atient: Rz

=
Document ID Internal 1D [

Select “Choose an Order”
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Media Manager

¥ Filters <& ClearAll Fillers £ 3 Refresh (3:54AM) | Fag Import [2 Scan = New E-Sig Form &

Radiant, Eight-One MRN: 8001731 DOB: 9/16/1978

New files will be attached to:

Select Current Patient t-One [80
Document 1D Internal ID Cheose an Encounter

Choose an Order -

Create New Encounter

Create New Order

Create New Consent

Look for your order. You may need or want to adjust filter settings (selecting All and adjusting date

range as needed should help you find all the orders) and click Search, if you have too many or too few
results in the lower pane. Find your order.

= Order Search [ x]

Search Options

From To Order Type
373152021

Procedures [1]

" Qutstanding " Preliminary o General Supply [2]
Micrabiology [3]
ol g
Rozulied &L Radiation Cncology [4]
Procedure

-
| k Search

[lo6/29/2021 05-18 PM
I Ua: A

B04/2027 06: R , B

06/02/2021 09:00 AM CT CHEST FAMILY MEDICINE, PHY ... In process 3897028 06/02/2021
05/10/2021 12:31 PM Bl MRI BREAST CLIP PLACEMENT (B... DIAMOND, ERIC NEIL [1...  In process 3897022 05/10/2021
05/04/2021 12:31 PM  US ABDOMEN LIMITED FAMILY MEDICINE, PHY ... In process 3897019 05/04/2021

Confirm that new files will now be attached to the Order you selected. Click Scan or Import and follow
the tip sheets you already have for scanning workflows.

Media Manager

¥ Filters < ClearAll Filters Gﬂefresh (5:31 PM) Erlmport %gcan ENEWE—Sig Form K2 Camera

Radiant, Emitwo MRN: 8003951 _DOB: 2/2/1985
New files will be attached to: E||Order: CT Head on 6/29/2021

Document 1D Internal 1D Description

Once you have scanned or imported, you have the opportunity to edit the file information. The Edit
button will also let you go back and do this step.

a | law Edit |
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In the lower corner you can click Modify Result (1) and mark the Result status as Final result (2). You can
also add CC recipients. By default, the Send Message box is checked, because the ordering provider will
want to see the results.

Result Information
202

1

v Send message Cc
Result date: 6/29/2021 05:36 PM
Abnormal:
IResuIt status: |Fina| result ;,Dl I

Billing pro\ﬂ'der:e

Resulting agency:

FAMILY MEDICINE. PHYSI
MGH IMG INTERFACES

s

Accept | Cancel

Note: if you have a report with no corresponding order in the system, you can use the Ext Result button
(1) which allows you to generate an order (2) to scan a result against (3 & 4). The associated encounter
field is not necessary, but if the order is related to an encounter it may be beneficial to find the order
through the encounter.

Media Manager

¥ Filters <* e Refresh (8:54 AM) ﬂjmpnﬂ 2 scan Bl New E-Sig Form ¥ Camera

MRN: 8001731 DOCB: 9/16/1978

1
na §+ Find Patieft xt Result

=
Radiant, Eight-One

HNew files will be attached to: IE‘ Patient: Radiant, Eight-One [8001731] Enter External Result
Document ID Internal ID Description Outside Labs
External Cancer Screening .
tside Records
[ | Outside Cardiology [OUTSIDES]
Outside Imaging [OUTSIDET]
[T Outside Lab [OUTSIDET]
D Outside Pathology [OUTSIDES]
D Qutside Procedure [OUTSIDEZ]
Downtime Orders
=1 Additional Tests
Additional test- Outside Imaging [OUTSIDET] Add
Ordered by: FAMILY MEDICINE, PHYSICIAN [E1000]
Order date: 8312021
Result date: 6/28/2021
Associated encounter: 6/28/2021 - Transcribe Orders] ol New Encounter |
|4 Create and mport | Create Results | Cancel |

Once you have scanned and finalized the order, you will see the order as Final in Chart Review. The scan
will appear as a link.
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Chart Review
P MBI  Encounters Labs  Imaging Procedures Surgery Anesthesia  Cardiology Neurology Meds Notes Letters Media Episodes LDAs Referrals OtherOrders MiscRepors  Consents MDS
i Refresh (5:42 PM) w32 Route [ Review Selected Preview - Qﬂ'md to Bookmarks

Y Filters Hide Canceled [] XRay [ ] MRI [J cT [J IR [] Breastimaging [] NM [] us [] Stressand Echo [] Outside Imaging [] Show Resuited

Date Ordered Performed Site  Resulted Accession # Exam Status (S RN N =H1 Bi=pe

Today CT Head
0 Today Today Ty e —— Performed: No end exam date/time recorded

Recent Reason For Exam

06/022021  03/30/2021 BWH... 06/02/2021 E95492 CT Chest Exam Begun st

05/10/2021  05/10/2021 BWH 96305 MRI Breast Clip Place... Arrived Study Result

05082021 031032021 - cassie 1S Abdomen Limited  Arived This study is finalized, but no result text exists in Epic for this study. Please see the scan below for result

information.
03/01/2021 030172021 MGH... E94753 CT Biopsy Liver Focal  Arrived
. . Scans on Order 3897034

02162021 0211612021 Eoddts IR CerebralCervical .. Expired Report - Imaging - Scan on 6/28/2021 5:35 PM by Front Desk Phscad: 3D Recon LQLpng

021202021 0211272021 E94337 USP Breast Needle L. Expired

020412021 02004/2021 E94046 MRI Breast Clip Place... Expired & CT Head: Patient Communication

020412021 020372021 0200472021 12:48 BWH... 02104/2021 £93994 MRI Breast Clip Place... Exam Ended [¥] Released X Not seen

Finalizing an Order with Enter/Edit Results

You will need to release the order to make it available for finalization with this method. Note: You must
be very careful with this step, and only release and finalize orders that you know you have a result for.
Double check your Order ID before editing and finalizing an order.

Look for your order. You may need or want to adjust filter settings (selecting All and adjusting date
range as needed should help you find all the orders) and click Search, if you have too many or too few
results.

Select the Order (verify in the lower pane that your order ID is the correct one) and click Edit. Before you
finalize you may wish to scan any paper result against the order from this menu or launch Media

Manager.
I
<« SnapShot  Chart Review  Care Team Paging  Results Review Implants Demographics | Letters Open Orders Order Review | Enter/Edit Results
Enter/Edit Results ¥ Fiter % cCancel Order .4Reﬂex0rder| # Edit Il— &
Filters: Cutstanding Imaging ordered on or after 4/7/2021 (5)
No. Test Code Type|Order Date|Auth. MD Order Status|Result Status| Result Date| Comp| Priority| Follow-up| Prov Stat
3897042 Bl MAMMOGRAM SCREENING i'kEF Custom  07/06/2021 FAMILY MEDICI Ordered ‘Yes Routine Ordered
3897038 MRI BRAIM [MR.NE.BRAIN] Custom  07/02/2021 FAMILY MEDICI Ordered Routine Ordered
3897028 CT CHEST [CT.TH.CHEST] Custom  06/02/2021 FAMILY MEDICI Resulted In process 06/02/2021 Routine Open
3897022 Bl MRI BREAST CLIP PLACEMENT (f Custom  05/10/2021 DIAMOND, ERIC Resulted In process Routine Open
3897019 US ABDOMEN LIMITED [US AB ABDI Custom  05/04/2021 FAMILY MEDICIl Resulted In process Routine Open

o heE®

Mammogram Screening (Left)|(Order 3897042)

Date: 7/6/2021 Department: MGH MRI, Ellison 2 Released By: Front Desk Radiology Authonzing: Physician Family Medicine, MD

Linked Results
Procedure Abnormality
KMammogram Screening (Left)

After you click Edit, a form will appear.
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Specimen Resulting Lab Results Message
Type: Other [35] Lab name MGH IMG INTERFACES Recipient Moder || Add PCP
Collected by: S — IAﬂendmg Physician Ingatient, MD [IPMD] | Add My List
Collection date: Providers o Build My Lists
Callection time: Billing FAMILY MEDICINE, PHY Clear All
Components  Sensitities Impression Smart Form [Hesult
oA AR 2% > B e >4 S Date: o 7/6/2021
Marrative text can go here e 37PM

Abnormal: Abnormal

Status Final

I™ Unsuccessful Attempt @

Accept Accept/llext
Discard Changes

In the Result area (1) Enter the date/time and set the status to Final. If the result is normal or abnormal
you can select the value in the abnormal field (if result is normal you can leave it blank, if Abnormal, it
can help to flag it for providers, it will show with a red Exclamation).

J Result
Date: 7/6/2021
Time: o 04:37 PM
Abnormal: Abnormal
Status: Final
[ Unsuccessful Attempt @
Accept Accept/Mext

Discard Changes

The Unsuccessful Attempt checkbox can be helpful for certain tests like Mammogram Screenings which
may satisfy health maintenance activities. Only if the scan was an unsuccessful attempt, use the
checkbox.

Mark as Unsuccessful Attempt -

Decision support tools like Health Maintenance and BestPractice Advisories typically ignore results
marked as unsuccessful attempts.

Consider marking this result as an unsuccessful attempt if the clinical intent of the order wasn't
satisfied, like if a Pap smear sample was inadequate or there was insufficient patient prep for a
colonoscopy. This result will still appear in the patient’s chart.

Marking a result as unsuccessful doesn't perform any clinical follow-up actions. You might need to
place another order, contact the patient to reschedule a procedure, or complete other tasks.

Iy

OK

The Narrative and Impression boxes are optional. If you’re scanning a report you can skip this step, but if
you have selectable text it may be helpful to providers if you paste the text into the box.
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s .
Components  Sensitivities Marrative Impression
Ao b @D+ e e =

Marrative text can go here

|
m

Fill in other optional information about the providers who performed and read the test as well as
whether to route the result to any providers.

Resulting Lab Results Message
Lab name: MGH IMG INTERFACES Recipient
Technician: Attending Physician Inpatient, MD [IPMD]

Providers o

Billing: FAMILY MEDICIMNE, PHY
RESU'“”Q-e ||':'UTS|DE MD~SM|TH| v Send results message [ Cc list only

Imnraccinn I



