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This flyer outlines the process of placing orders using the Quick Orders page as well as
customizing the Quick Orders page.

Quick Orders Tab

Quick Orders pages contain different components depending on your specialty.

Components specific to ambulatory providers include:

» E&M Charges > In Office Procedures » Medicare Screening

» Appointments » Procedure Referral Requests » PowerPlans

» Labs and Pathology » POC Testing » New Order Entry

> Imaging/Diagnostics > Referrals » Outstanding Orders

> Meds/Injections » Joint Practice Protocol
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Components specific to acute providers include:

» PowerPlans » Prescriptions > Patient Care

» Patient Encounter Updates » Labs » New Order Entry

» Medications » Imaging » Outstanding Orders
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Overview of Quick Orders

> Components display orders for each category. The most common orders for each category are
available.
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» Placing Orders from the Quick Orders Components:

e Orders can be selected from within each component. To select an order, click the order once.

e The green number next to the Orders for Signature icon reflects the number of orders
added.

» New Order Entry

e Orders that are not included within the
components can be added using New

Ambulatory Orders and Medications LR e G T Tl = gl
Order Entry.

CBC with di
e In the search field, begin typing the order | cac with pifferentia

YOll are looking fOI' CBC without Differential

New Order Entry =

I
4
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e Once you find the appropriate order,
click to add it to Orders for Signature.

D f o X
» Non-providers placing orders: e s =

*Physician name
|

*Order Date/Time
02/07/2022 = v 1024 s EST

e The Ordering Physician window will populate for non-providers
placing orders.

| Q,

e Add the ordering physician in the Physician name field.

*Communication type

Fax
e Select the appropriate Communication type and click OK. Telephone-Requires Read Back
Verbal-Requires Read Back
Written

e Refer to the Order Options & Communication Types flyer for Protocol

. . Electronic
more information. Request Co-Sign

» Signing Orders. i

Cancel

o Click the Orders for Signature icon.

e Associate the diagnosis by clicking in the o forsignature x
column below the diagnosis. el B
Click 2 cell to assodiate a This Visit problem with an order. ] Always default association Clear all assodations
Afib Ex-tobacco user
e Update the diagnosis priority by clickin (s8.01) (zs7.801)
p g p ty Y g Clear column Clear column
in the column and select a number from < Labarstors (1)
: CBC with Differential
the ].lst. Routine, Order for Future Visit, Start: . ? :
v 1
e Click Sign. (= ==



http://ci.emhs.org/Flyers/Non-Providers/Hospital-Nurse/Orders/Order-Options-and-Communication-Types.aspx
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» Missing Details

e The Orders for Signature window will populate. A blue circle with a white X indicates missing

details.
Orders for Signature
| % @ =¥ Order Name Status Start Details
2 NECA E FIN:257745927 Admit: 06/11/2019 11:30 EDT
4 Laboratory
= CBC with Differential ~ Order 02/07/2022 10:30 E... Routing, Order for Future Visit, Start: 02/07/2022, ONCE, Afib | Ex-tobacco user, 02/07/2022 10:30 EST
1 Mizzing Required Detailz [ix Table Orders For Cozignature Sign Cancel
e Complete the missing details.
* Required fields will display in yellow.
e Future Orders (Ambulatory only)
= (Click the radio button next to Order for Future Visit.
» To change the start time of the order, click the calendar icon and select the time frame.
» Ifbeing performed outside Northern Light, select this in the order.
° Clle Sign Future Order Details
(®) Single Order () Recurring Order
“Specimen Type: | BLOOD Y | Future single order for CBC with Differential
I Order for Future Visit: |(a Yes (" No | (@ In Approximately ) Sometime Befare
PERFORMED OUTSIDE OF EMHS: |(® Yes ( No Doy [BRVEE alls s =1l
Weekis) Week(s)
Label Comment: | |
Menth Menth
Consulting Physician: | $| Grace Period (+/-) 2 = Days
Authorization #: | | () On Exactly
e =1k
« Projected start: (02/19/2022 - 02/23/2022)
Custom|Z|nq Ql“Ck OrderS TESTING, PROD14 - 1359762 Cancel

» Setting Components to Default Expanded/Collapsed.

e To change whether Quick Orders opens with components expanded or collapsed:

* Click the drop-down arrow in the component header. == [ coor Theme
» Click Default Expanded to change the setting. Default Expanded v/
» Changing the Color of Components. —
e The color of individual components can be changed. \h H

o C(lick the drop-down arrow in the header.

e (lick the desired color from the hover menu.
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> Customization Menu.

e In the upper right corner of the screen, a menu is available that contains multiple options for

customizing.

e Click to access options for each of the following tasks.

e View Layout allows customization of the number of columns.

e Drag and Drop allows users to drag and drop to rearrange components to suit

their workflow.

e Expand All expands all components. Collapse All collapses all components.

View Layout »
Drag and Drop
Expand All
Components p
Add Folder...
Clear Preferences
Help

e Components can be unselected if they are not needed in view.

e Add Folder allows users to select a personal favorite folder to display as a new component on

this view. The view can display up to 15 personal favorite folders.

» Rearranging Components.

e The order in which the components display can be changed.

e (lick Drag and Drop in the Customization menu.

e Once Drag and Drop has been enabled, the cursor will change to a four-headed arrow when

positioned.

e Drag and Drop the component to the desired location.

> Adding a Folder
e C(lick Add Folder.

e Click Select next to the personal
favorite folder you would like to add.

» Clearing Preferences.

o To reset the selected page to the

Add Personal Favorite Folder &

0 Select a personal favorite folder to display as a new component on this view. The view can display up to 15 personal favorite folders.

|Amhu\ataw Orders and Medications ‘

Favorites

] Protocols Select S
0 Lsbs Select

1 followup Select

et

) Pain meds Select | ¥

Cancel

system default view, click Clear Preferences in the Customization menu.

o This option will clear all preferences on the selected page, including color changes, filters,

components, and open/close defaults.

NOTE:

Remember to sign out using the Exit button EEd to save your changes.

For questions regarding process and/or policies, please contact your unit’s Clinical Educator or Clinical
Informaticist. For any other questions please contact the Customer Support Center at:
207-973-7728 or 1-888-827-7728.




