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Extending, Discontinuing, and Editing Orders

An order expiration date or expected date can be extended. An order can also be discontinued when no longer
necessary.

Note: Only providers/midlevels (PAs) have access to edit/modify orders (can be done both before and after
signing orders).

Discontinuing an Order

1. From an Appt Request workqueue or the Appt Desk, click Review on the toolbar to access chart review.

2. Within chart review, from the top right corner of the screen, click the down arrow and select Open
Orders.
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3. Select the appropriate order and then click Discontinue on the toolbar.
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4. Select the appropriate Reason for canceling and enter any additional free text comments.
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X Cancel Order x
COVID-19 PCR Order B
Reason for canceling: _
Comments:
Sear-::h:||
«  Title
Allergy
Duplicate
Entered in Error
Exam Mo Longer Needed Per Care Team
No Show
Ordered on Incorrect Episode/Contact
Ordered on Wrong Patient
Original order incorrect as discussed with care team
Other
. Patient Discharge
= Patient Expired
Patient Refused
Patient Unable to Void
Per Protocol
er (Order 722036466} | rregnoncy
GH Charlestown Healthcare Center Pediatfl | Replaced with Another Order

5. Click Accept.

Result: The order is cancelled. If managing a workqueue, the patient’s order moves to the Canceled tab.
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Extending an Order

1. From an Appt Request workqueue or the Appt Desk, click Review on the toolbar to access chart review.

2. Within chart review, from the top right corner of the screen, click the down arrow and select Open
Orders.
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3. Select the appropriate order and then click Extend on the toolbar.
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Appointment Requests

Immunization/Injection
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‘Al -l Future | HI' *Expected date will be extended for future
< orders with calendar dates only.
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4. Enter a new Expected date and/or Expire date.

5. Click Accept.

Editing Details of an Order after Signing [Providers/Midlevel (PAs) Only]

Only providers/midlevels (PAs) have access to edit/modify orders.

1. From Chart Review > Encounters tab, right-click on the encounter and select Edit or Addend Encounter.

2. Click Create Addendum.
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3. Click the clipboard icon on the bottom right corner of the screen.
4. Click the Pencil icon.
-
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Add schedule with: PCP
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Dioes this appointment need to be coordinated with other pre-visit appointments or
resources? (Ex. Imaging, interpreter, etc.): Mo
Is this a high priority pafient? Mo W
physical
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5. Edit any order details.
6. Click Accept.
7. Click Sign Orders.
8. Click Sign Addendum.
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