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PowerChart’'s Message Center is used to communicate to other staff members.
Click the links below to see instructions for uses in Message Center.

Patient contacts office via Phone

Creating a Phone Message Encounter

Send an InterOffice message to others

Reminders

VIR Schedule For Message

Qutpatient Future Orders

Pool Types/Uses

Accessing a Pool

Send a Message to a Pool

Optinto/out of a Pool
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Patient contacts office via Phone

WHO: Al users B Communicate
WHEN: Used to document a patient’s phone call (Phone Message)
1. From the tool bar, click the dropdown next to Communicate and select Message. Rerminder

2. Inthe Patient field, type the patient’s name and search by clicking the binoculars. 3 Patient Letter
3. After the patient is identified via the Search function, the user will search the patient's 8 Provider Letter

encounters for an Encounter Type of "Phone Message". If there is not an encounter, see the
directions on page 3 to create one.

4. Type the last name of the recipient in the To: field and click the binoculars to search.

5. Inthe Address Book window, click the name of the intended recipient and click the Add button to move the name to the
Send to column. Then click OK.

6. From the Subject dropdown, select the appropriate Phone Message type (depending on your practice, you will only see
one practice Specialty reminder type).

Practice Template Note Type

Cardiology Cardiology Phone Message Cardiology Phone Message

Neuro Interventional Surgery | Neuro Interventional Surgery Phone Neuro Interventional Surgery Phone Message
Message

Vascular Surgery Vascular Surgery Phone Message Vascular Surgery Phone Message

Vascular Interventional Vascular Interventional Radiology Phone | Vascular Interventional Radiology Phone Message

Radiology Message

7. The Save to Chart box will automatically check and the As: field will populate with the Note Type name.
8. Using the pre-defined sections, create the message.

9. Click Send.
) = )
Task Edit
¥ High t Notify 38 Message Journal [ ﬁLaunch Orders
2 | patient: [zztest, kel @8 Calier: [zztest, kel Caller = |
To: |Malton, Lisa L. xl ||E| Include me
cC: | ||E| To consumer Disable further replies
LTl C ardiclogy Phone Messac - 7| Saveto Chart As: |Card\o|ogy Phone Message v| 7
Attachments
Transition of Care Browse Decuments | | Other Attachments | 6
Message
- 12 - Q& s =@m% BUSS E=E= & d
Call Back Number: _ -
Reason for Calll _ 8
Caller (if other than patient). _
Actions
Add addendum to chart Remind on: l:“ v| = = |z| 2
Call me when you can
Complete chart Due on: l:“ _| - = |z| =
For your infermation
Review and respend 9 —  ————
Send | | Cancel
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Creating a Phone Message Encounter
**NOTE: All Phone Messages AND Reminders will be saved to a Phone Message Encounter. There should only be ONE
Phone Message Encounter per patient. If a Phone Message Encounter does not exist, you will need to add one.

1. After searching for the N =
patient, select the most
recent encounter that Hame: Neme 4gs | DOB Sex | MAN -
relates to the specialty/ Plappert £ FLAPPERT, YET ANOTHER 26\ears 104011330 Female 171001001004
. MRN: £ PLAPPERT, TEST Tw0 26%ears | 01/01/1990 Female | 17200102120
prowder. £ PLAPPERT, TEST THREE 26vears | 01/01/1330 Female 17200102122
: £ PLAPPERT. TEST SIC 01/01/1990 Female 17200102127 E
Account #: B
2. Click OK. e L-4FLAPPERT. TEST IT AGAIN 26 Years | 01/0111330 171001001005
i PLAPPERT, TEST FOUR 26%ears | 01/01/1990 Female 17200102125
. rom the Communicate e
LUE) = £ PLAPPERT, TEST FIVE %6ears | 01/01/1590 Female 17200102126
drOpdown L = E € PLAPPERT, TEST DO NOT LUSE %6 ears | 01/01/1590 Female | 171001001001
Age: £ PLAPPERT, SOARIANINTTESTNOENCOUNTER 26'ears | 01/01/1930 Female 18200100104
2 To: £ PLAPPERT, SOARIANINTTESTAGAINNDENC  26%ears | 01/01/1390 Female 18200100105
_'1 Communicate ~ Enc Status: 7 PLAPFERT. SOARIANINTTEST 26%ears | 01/0141990 Female 17200102145
| 1 PLAPPERT. NOSHOWTEST 26 'ears | 01/0111590 Female 17200102080
— £ PLAPFERT, NOENCMRNCREATE 26 \ears | 01/0111590 Female 18200100108
! Enc Type: £ ) ADOCOT BICLICICTCCT o 0101 11000 Cocecle 1000010010 ab
SeIeCt Message h Confidentiality  Murse Unit Room Bed FIN Enc Type Admit Date Dizch Date EncStatus  Med Ser
4. When the message Location: ﬂ CD Pk Creek 200 271001018859 Offics Visit 10/19/201616:30 | 10119/2016 2353 Discharged  CARDIDI
. - CD Pk Creek 200 271001001002 | Pre-&nival Office Wisit . 10/19/2016 02:00 Freadmitted
W|n.dow opens, the S
patient name should -
auto-populate into pocossed Dot =&l
context. .
5. Choose Subject as | Seach || Bosst |
approprlate and create
the Message.
H < n [3
6. Click Send.
ak. | ‘ Cancel ‘ | Preview...

7. The following alert will appear: The system was unable to match to an encounter. An encounter
8. Select Add Encounter. must be associated before this action can be completed.

| OK || Select encounter Add encounter |

i 53
9. Enter Client Name as AmbPhoneMsg. After typing this in the field, click the ellipSis (...) | Feass seiscithe faciiy snetor cirt where yous want to

10. Enter Facility name as AmbPhoneMsg. After typing this in the field, click the ellipsis (...) | ™" ==

11. The Ambulatory Phone Message Conversation opens. The required information auto- Dl Name | Ol glog
populates. Verify the information related to patient is correct. AmbPhonetdsg ™=
12. Click OK.

13. The message has been associated to the Phone Message Encounter and sent.

Facility Name | Facility Alias

AmbPhonet sg E]

Facility Client:

0K Cancel
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Send an InterOffice message to others

WHO: All users

WHEN: Use if a message needs to be sent to another user that is NOT PATIENT RELATED. Do not put a patient in
context when using this Message Type.

-; Communicate

1. From the tool bar, click the dropdown next to

Communicate and select Message.
Reminder

3 Patient Letter
3 Provider Letter

2. If there is a patient name in the patient, caller and caller# fields, remove them.

3. Type the last name of the recipient in the To: field and click the binoculars to search.

4. Inthe Address Book window, click the name of the intended recipient and click the Add button to move the name to the
Send to column. Then click OK.

5. From the Subject dropdown, select the appropriate message type (depending on your practice, you will only see one
practice General Message type).

Practice Template (From Subject dropdown) Note Type
Cardiology Cardiology InterOffice Message Cardiology General Message
Neuro Interventional Surgery | Neuro Interventional Surgery InterOffice Neuro Interventional Surgery General Message
Message
Vascular Surgery Vascular Surgery InterOffice Message Vascular Surgery General Message
Vascular Interventional Vascular Interventional Radiology InterOffice Vascular Interventional Radiology General Message
Radiology Messaae
e B8R =
6. The Save to Chart box will LY Edi |
automatically check and the ! High { Notify .3 & aJ
_AS ﬂeld WI” pOpUIate Wlth the Patient: | “ﬁl Caller:| | Caller-."*:|

Note Type name.

7 Type yOUr message in the To: HChafﬂn, Angela X| ||ﬁ| Include me
CC: |ﬁ To consumer Disable further replies
free text message area. | |
8. When finished, click Send. 5 S vl Cardiology InterOffice Message - Saveto Chart As: | Cardiology General Message 6

Message

-2 - P AR y RN BUSS EEE &

| -

After sending the message, you can 7
find it in Message Center under
Notifications, Sent Items.

Actions

.édﬁl adder;dum to chart Remind on: l:l ‘ v| I . :

all me when you can

Complete chart Dueon: l:” v| e S .

For your information

Review and respond 8 | Send | | C ’
en ancel
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Reminders
WHO: All users

WHEN: Use to communicate a reminder regarding patient care.
These reminders will appear in the patient's chart when in the Ambulatory Workflow.

1. With a patient’s chart open, create the reminder in one of two ways:
e From the tool bar, click the dropdown next to Communicate

and select Reminder.

e From the Reminders/ Notes section of the workflow,

click the blue plus sign.

o0k wdN

practice Specialty reminder type).

@ Message

Reminder

5 Patient Letter

Reminders/Notes (o) +

The patient’'s name should be in the Patient field.
Click on the binoculars to search the patient's encounters for an Encounter Type of "Phone Message".
Select the Phone Message encounter. If there is not an encounter, see the directions on page 3 to create one.

In the To: field, enter the recipient that is responsible for completing the reminder.

From the Subject dropdown, select the appropriate reminder type (depending on your practice, you will only see one

5 Provider Letter

n k%

Practice

Template (from Subject dropdown)

Note Type

Cardiology

Cardiology Reminder

Cardiology Reminder

Neuro Interventional Surgery

Neuro Interventional Surgery Reminder

Neuro Interventional Surgery Reminder

Vascular Surgery

Vascular Surgery Reminder

Vascular Surgery Reminder

Vascular Interventional Radiology

Vascular Interventional Radiology Reminder

Vascular Interventional Radiology Reminder

7. Type the reminder in the free text |2 ] = =)

area.
8. The reminder defaults to
"Show Up" in 1 minute. This
will be the date/time the
sender wants the reminder to
appear in the patient's chart, as
well as the Recipient's Work -~
Items in Message Center. =
9. The Due On date can be set. If
this date is set, the reminder 7
turns red when the Due Date
passes. The past-due reminder
will turn red in the Patient's Chart
and in the recipient's message
center Work Items folder.
When finished, click Send.

1 High {, Notify i Message Journa

Patient; [ zztest, kellyl

2 IMa\tun, Lisa L %
Il

TS diclogy Reminder]

|@

Include me

#

~  [¥SavetoChart As: |Reminder Cardiology -

Attachments

| BrowseDocuments | | Other Attachments | 6

- @ RE s mBY BUZSEE

&ef &

showup: [ 1| [MN - nzzams Z|[<] 10

Dueon: ||| o)== EE

10

8,9

10.
11.

[ send || cancel

This reminder can be sent to
another user to act upon.
Actions include:
e document on the reminder and save it to complete later
e reschedule the reminder
e redirect the reminder to another user
e complete the reminder. The user will be prompted to save the reminder upon completion. The user should save
the reminder if it is related to the patient's care. If saved, it will save to the patient's chart under Patient
Communications.
**NOTE: There should only be ONE Phone Message Encounter per patient. All Phone Messages AND Reminders will be
saved to this encounter.

IT Training Version: 01 Date: 11.30.16  Replaces: na 5




|
PowerChart Tip Sheet 5.
HEALTH SYSTEM
Communication- Message Center December 2016
VIR Schedule For Message
WHO: VIR and Vascular Surgery staff responsible for scheduling procedures, diagnostic studies and labs for inpatients who
are being discharged from the hospital
WHEN: Send this message to the staff responsible for obtaining referrals/auths to be made aware of an inpatient who is
being discharged, but has been scheduled for a procedure as follow up to the hospital discharge.
1. After scheduling the ordered study/test, search for the patient and select the most recent encounter that relates to the
specialty/provider.
2. Click OK.
3. From the Communicate dropdown, select Message.
4. When the message window opens, the patient name should auto-populate into context.
5. Click the binoculars next to the To: field.
6. On the Address Book window, click the circle = = >
next to Pool. el
7. Search for and highlight VIR-Vascular Referral | | mees nmeorseecttomis: Show names from
and Authorization. [ Global Address Bock -
8_ C||Ck Add Personnel @ Pool Distribution List
9_ CI|Ck OK Right click to add/remove a name in the personal address book Send'to
Name o Name.
Vascular Interventional Radiology EComm VIR-Vascular Referral and Authorization
Vascular Interventional Radiology Office
Vascular Interventional Radiology Prescription
Vascular Specialist Ecomm
Vascular Specialist Messages
Vascular Specialist Prescription
Vascular Specialist Results A
Vascular Specialist Scheduling
VIR Results
VIR_Vascular Outpatient Future Orders
VIR-Vascular Procedure Scheduling E
VIR-Vascular Referral and Autharization
Zika - Labs
[ Goneel
B eiEs
Task  Edit
10 From the Subject dl’OdeWI’l, ? High {, Notify 38 Message Journal {EJLaunch Orders
choose VIR- Vascular Schedule Patient; [ zztest, kellyl |8 Caller: [zztest, kellyl Caller#: |
f M To: [VIR-Vascular Referral and Authorization % |#8) [[include me
or essage' . ) | | (dh) To consumer || Disable further replies
11. Using the pre-defined sections, 8 -
create the message. Asachrments
12. Click Send Transition of Care BrowseDocuments | | Other Attachments |
Message
- 12 - RA {B@% BUSS E=EZE Sof ¥
Please complete the following -
Schedule for Procedure: _
Schedule for Office Visit: _
Schedule for Diagnostic: _
Schedule for Labs: _
Actions -
Add addendum to chart Remindon: ||| o === HE —
Compreaman bueen: ]| A = ER :
For your information
Review and respond P
| sena || cance
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Outpatient Future Orders

WHO: NPs working in the INPATIENT setting in Vascular Surgery and VIR

WHEN: Patient has a future order that requires a referral/authorization (i.e. Scheduling Office Visit, Procedure, etc.). An
office staff member will route the message to the correct pool that completes the required action.

Search for the patient and select the most recent encounter that relates to the specialty/provider.
Click OK.

From the Communicate dropdown, select Message.

When the message window opens, the patient name should auto-populate into context.
Click the binoculars next to the To: field.

On the Address Book window, click the circle next to Pool.

Search for and highlight VIR_Vascular Outpatient Future Orders.

Click Add.

. Click OK.

10. From the Subject dropdown, choose Vascular Referral Authorization Request.

11. Using the pre-defined sections, create the message.

12. Click Send.

©CoeNOO A WN=
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Using and Managing Pools

WHO: All users

WHEN: Pools are used to message a group of users who share a mailbox (i.e.— a prescription refill pool) in Message
Center that allows for shared responsibility of managing results, documents and messages for a shared group of patients.
Note: See specific pool uses below.

Pool Name Uses

Heart and Vascular Medical Records  HV staff sending request to HV Medical records team if a document is missing
from a patient's chart. The HV Med records group would receive the message
and research to obtain the missing chart information.

Transcription_Hospital Scheduling Message is sent to the transcription department for them to turn Office Note
into H&P; also need to add the signed consent to the surgery encounter.

Vascular and VIR Outpatient Any future orders placed on an inpatient that requires follow up after discharge.
Future Orders Message will be sent by Inpatient Provider to this pool. Amy Drennan to manage
the messages and forward to staff as required.

VIR-Vascular Procedure Scheduling Any future orders placed on an inpatient that require outpatient follow up after
discharge is tracked via this pool. Amy Drennan will send messages to this pool
for VIR and Vascular staff to follow up on scheduling procedures for discharged

inpatients.
VIR-Vascular Referral and Vascular interventional radiology and vascular surgery authorization and referral
Authorization team messages. When a provider orders a diagnostic study (Radiology catalog)

ONLY), a rule triggers a message to this pool IF THERE IS AN OUTPATIENT
(PreArrival Office Visit/Office Visit) ENCOUNTER. Note: The "Schedule For" orders
will send a task to 2 separate tabs on the MPTL - "Schedule Procedure" and
"Obtain Procedure Auth". The people responsible for scheduling the procedure
(into SurgiNet or wherever) work off the "Schedule Procedure" tab and those
responsible for getting the Ref/Auth work off of "Obtain Procedure Auth" tab.

Vascular Specialist Prescription Vascular Specialists prescription refill messages. Eprescribe inbound messages
are delivered to this pool for the VIR providers. The staff can send refill messages
to the pool. Portal patients can send requests to this pool.

Vascular Specialist Messages Vascular surgery patient messages. General messages from Patient Portal will be
delivered to this inbox. THIS IS ONLY FOR PORTAL MESSAGES.

Vascular Specialist Scheduling Vascular surgery office scheduling team messages. Appointment Requests from
Portal will be delivered to this pool.

Vascular Interventional Radiology Vascular Interventional Radiology messages. Messages from Patient Portal will be
Office Scheduling delivered to this pool regarding requests for office appointments.
Vascular Interventional Radiology VIR Messages from Portal - general messages from Patients.

Office Messages

Vascular Interventional Radiology VIR Results are delivered to this pool and to ordering provider for
Results outpatient results only.
VIR Prescription Vascular Interventional Radiology prescription refill messages. Eprescribe

inbound messages are delivered to this pool for the VIR providers. The staff can
send refill messages to the pool. Portal patients can send requests to this pool.
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Using and Managing Pools, continued

Pool Name Uses

Cardiology Prescription Refills Cardiology Consultants prescription refill messages. Refill requests from Patient
Portals and eprescribing pharmacies.

Cardiology Messages Cardiology patient messages — Messages from Patient Portal.

Cardiology Office Scheduling Cardiology Consultants office scheduling team messages. Messages can be sent
staff to staff regarding scheduling needs of cardiology patients. Requests for
appointments from Patient Portal are also delivered here.

Cardiology Referral and Cardiology Consultants authorization and referral team messages for Radiology
Authorization catalog orders only. Referral/Auth team will monitor this pool to identify the patients
for which referral/authorization might be required.

Cardiology Woodstown Office Pool for all communication for Cardiology Woodstown patients including Portal
messages for appointment and refill requests, eprescribing pharmacies, and
results.

Congestive Heart Failure Congestive heart failure procedure scheduling team messages.

Procedure Scheduling
Congestive Heart Failure Office Congestive heart failure office messages.

Congestive Heart Failure Congestive heart failure authorization and referral team messages.
Authorization and Referral

Congestive Heart Failure Clinical Pool for which all eprescribing, refill requests from Patient Portal and Results will
be delivered

Cardiology Anticoagulation Pool for which staff and providers can communicate about Anticoagulation
patients

Cardiology Implantable Device Pool for which staff and providers can communicate about Implantable Device
patients
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Using and Managing Pools, continued
Accessing a Pool
1. Cl!ck the Pools tab in Mes.sage Center_. ¢ Inbox Summary Messages
2. Click the dropdown arrow in the Pool field. T—
3. Select the appropriate pool from the dropdown list. Inbox | Proxies | Pools —3Communicate
Pool: Cardiol Priority
Result: Messages sent to the pool appear on the right i sbatenc] | | I - | ]
under the Messages tab. [ SR
Cardiclogy Prescription Hejﬂf
. . Filters: Cardiclogy Procedure Scheagiling
4. Double-click a message to open, view, and manage Cardiology Referral and Authorizatism
the message. 2 Inbe Cardiology Woodstown Office
o Bl
00, Full screen ¥ 1 hours 35 minutes ago
Messages X
3 Communicate ~ W te 4l Message Journal B, Select All
Priority Due Dat| Patient Name | lbjar.t From Assigned Status CreateDa.. ©  UpdateDate Type To
H H 4 TRAINCARDPHYS, EZEKIELA” Prescription ro... Pending 11/16/2016 1. 11/16/2016 1.. eRx Routing E... Stillabower M...
L BAIRD, JOHN E Prescription ro... Card, Decka Opened 06/16/2016 14:11  11/03/2016 21:10 eRx Routing Err... Tocci RN FNP, ...
? BAIRD, JOHN E Prescription ro... Pending 06/16/2016 1... 06/16/20161.. eRx Routing E.. Tocci RN FNP, ...
H SCHORAH, RONNEY R Prescription ro... Pending 06/01/2016 1... 06/01/20161.. eRx Routing E.. Ingram ANP, A...
H SCHORAH, RONNEY R Prescription ro... Pending 06/01/2016 1. 06/01/20161.. eRxRoutingE.. Ingram ANP, A...
? WEINSTEIN, FRED H Prescription ro... Pending 05/28/2016 1... 05/28/20161.. eRx Routing E.. Marshall MD, E...
1 SANTORA SR, MICHAEL J Prescription ro... Pending 05/09/2016 1... 05/09/20161.. eRxRouting E.. McMillen NP A...
Send a Message to a Pool
1. From the tool bar, click the dropdown next to —
Communicate and select Message. —
2. Inthe Patient field, type the patient’s name and Type s name or ssect from st Show names from
search by CIiCking the binoculars. 1 e Global Address Book -
3. Click the binoculars at the end of the To: field. pasomnel (@ pee | © oisrbutontin
4. From the Address Book, click the Pool radio button. Right clck to add/remove a name in the personal address book Sendto
5. Select the appropriate pool from the list displayed. S— e
ardiology Prescription Refills
Note: You many need to use the scroll bar on the s resdng S (
right to find the needed pool Cuology Offctenachiog (6)
6. Click the Add button to move the pool to the Send to | | [criee s 15/
COI u m n . C::d::::gyv Rz:’r;‘:\ and Authorization
! N A
7. Click OK when finished. e it
8. From the Subject dropdown, select the appropriate Conaet Hot e rcer cheching -
message type. . : :
9. Type your message in the free text message area. @l —
10. Click Send when finished.
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Using and Managing Pools, continued

opt into or OUt Of a POOI icwm uration Bemwarvmsl Manage Pools. }mm e Proxy | FYI Result Subscriptions| =loles
1. From the Pools tab, click the = = :
Manage button Mansae e
2. Select a pool from Available Pools.
3. Click the Opt In button to move the 2

pool to Member Pools.

4. Click the Opt Out button to remove a

pool from Member Pools. 3
5. Click OK when finished. i ot
6. Click OK in the Commit Progress

dialog box, which indicates the pool e ot

has been saved successfully. 4

Vascular Specialist Messages

Vascular Specialit Prescription

Vascular Specialist Scheduling
dure

Details

oK [ Cancel

6. From the Pools tab, select a predefined date range from the Display field or click the ellipsis (...) to enter a date range
from the Search Date Range box.

A. The top arrows move dates forward or backward in years. \A

B. The bottom arrows move dates forward or backward in months. ‘4 December ’
Su Mo Fr Sa

B 43

8. Click OK to close the calendar. 4 5 6 7 8 9 10

H H 11 12 13 14 15 16 17
9. Double-click a message to open, view, and manage the message. 5 10 1 21 33 23 24

25 26 27 28 29 30 31

EXS

8 | ok [ cance

Settings saved successfully.
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