Tip Sheet

Prioritizing Referral Workqueues

This tip sheet is for referral workqueue users to help identify and prioritize referrals from the MGH Emergency
Department. These referrals should be treated as urgent and responded to immediately — on the same day or by
next business day at the latest. This tip sheet shows two ways to locate MGH ED referrals — sorting and filtering.

Prioritizing Referral Scheduling Workqueues - Sorting

1. If not already on your referral workqueue, add the Referred by Dept column to your workqueue by
selecting Column Actions>Columns:

Column Actions

| Sched Status i ot s
(9) Auto Status - Scheduled Columns..
(1) Called 1x Sort... E
(0) Ready To Schedule View Profile...
(1) Called 2x
(0) Ready To Schedule B b
(1) Called 1x Reset Column Positions
(9) Auto Status - Scheduled
(0) Ready To Schedule
(0) Ready To Schedule

2. Ensure the checkbox next to Referred by Dept is selected. Use the Move Up or Move Down buttons to
reposition the column on your workqueue, then click Accept.

Columns -

Check the columns that you would like visible in this view. Use the
maove up and move down buttons to reorder the columns however

you like.
Move Up
Patient MRN _ show |
Start Date L
Subspecialty SeE
Exp Date w
The selected column should be 138 | pixels wide

Accept I Cancel |

3. To sort your workqueue, click the Referred by Dept column header. Then type MGHED on your keyboard
or scroll through the list to locate the referrals with MGHED in the Referred by Dept field.

Referred by Dept &
MGHED
MGHED
MGHED
MGHED
MGHED
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1. Select the Filter down arrow in the workqueue toolbar.

2. Select Set/Edit Filter.

Referral/Authorization Workqueue - MGH ORTHO HAND [664
3 Refresh (2 Defer | ¥ FilteE] Notes | 52§ Assign To User = £ Show Mine | # Edit A

¥ Apply Filter

Active (Total: 288)
| # scteditFiter ||
e | R | | Dfrrrnd by Dont 4 | Dafrrral Cla

3. Type referred by and click Add.

4. Double-click Referred by Dept.

. - Rule Editor Property/Rule Select

referred by £ Search | ¥ |@
Favorites  Properties Rules Search
" Searched level1 Matches: 13 @Searcn\

Set additional filters on the entries to be show .
Properties Directly From

Evaluation logic: Custom Referrals (13)
== Referred-By Location/POS
+ Add =k Referred-By Provider
I == Referred-By Department I
== Referred by Program

No active Lines

== Triage Communication To Referred By Pr¢
o Triage Communication To Referred By De
=k Referred-By Department Specialty

== Referred-By Provider Record

== Referred by Provider Level

W
Clear ™ Always open in filtered view < +RW Referred By Department > el

@ Property Tree help

Click on a property to see more information about that
property or rule. Click the == or double click the name
to add the property or rule to the rule.

Cancel

5. Inthe Operator field, click the equal sign (=) button.
6. Inthe Value field, click the Add button and search MGH Emergency.
7. Click Accept.

Filter Edit X|
Select existing rules (must satisfy all): Column Actions
Billing Peried | Transf{ ~
7
) =

Search| Recent

[MGH Emergency

Set additional filters on the entries to be shown:

Department Location

- . 10020010...  MGH EMERGENCY MGH Main C._.
SETTREE Custom 71 10020011... MGH HEC EMERGENCY DEP NGH Main C... MASS d]
T 10020010 MGH HBC EMER TEAM SVC (aka M. NGH Main G MASS
B0 10210010 MEE CONSULT FROM MGH (aka E MEE Main Ca . MASS d]
- — B0 15010010 ZVIEE CONSULTFROMMGH (ska £ ZMEE MainC  MASSA]

Valug:

Clear I™ Always open in fitered view

5 records total. all records loaded

Is/ Accept |x C
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Your selected department will display. Click Accept to complete the filter setup.

-~ Select existing rules (must satisfy all):

[

- Set additional filters on the entries to be shown:

| Evaluation logic: [T Or Custom: |

L LN Show Parameter Values

or

Property or
Rule:

Value FYY"I ~ voH EMERGENCY (10020010602 Bl ~

I + Accept I » cCancel v

Clear I~ Always open in filtered view

Accept | Cancel |

Your new filter will display. Click Accept to apply the filter.

~ Select existing rules (must satisfy all):

[

-~ Set additional filters on the entries to be shown:

‘ Evaluation logic: SN Or Custom: |

i R e rorr e

# Property QOperator

1 Referrals » =
# Referred-By Department

Value
MGH EMERGENCY [10020010608]

Clear | I~ Always open in filtered view
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