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Imaging orders placed in Cerner will fire a task to the Multi-Patient Task List. The
workflows to manage tasks on the Multi-Patient Task List for immediate and future action
by viewing task details, using Message Center to communicate, and create reminders are
outlined below.

Tasks for Immediate Action

For tasks that need immediate action for scheduling/coordination at the next availability:

> From the Multi-Patient Task List:

STEP 1:  Scheduler reviews the task to identify what the | Review Orders for Authorization/Scheduling © 072121, foune
test is for and what is requested by selecting the
carrot in the Task/Order column.

STEP 2:  Scheduler sends a message to the Prior Auth staff pool notifying them to verify insurance and
obtain PA, if necessary.

* For routine imaging orders, in the Subject: enter Type of Scan — MD Initials - Due Date.
* For urgent imaging orders, in the Subject: enter URGENT - Type of Scan — MD Initials.
* Inthe To: field, add CCOM PA Team.

NOTE: Urgent imaging orders are processed the same as above, with the exception that the
scheduler indicates in the Subject line of the message that the order is URGENT, so it will be
processed as a priority and marking the message as a High Priority.

Task Edit

{, Notify 4 Message lourna 1 (2)

Patient: ‘TEST\NG, ONCOLOGYONE | Caller: |TESTING, ONCOLOGYONE Caller # |H (207) 123-4367, M (207) 111-2222

To:  |[CCOM PA Team x|ZZ, PCOFFICE SCHEDULER/MESSAGING x| |@ Ilnc\ude meI
] ||| Provider o cons Disable further replies

Subject: | URGENT - Type of Order - MD Initials | | [isavetoChart s |CCOM Physician Orders v]

Attachments
[ Transition of Care [ Browse Documents | |

Message
Avial Vo V@ R& sm=@% BUJS[EEZE &ef &

Please review imaging order, verify insurance and obtain PA, if necessary. Send back when ready for scheduling. Thank yuu,l

STEP 3:  For tasks awaiting a response from pore
a third party (prior auth, Not Done ' Task Comment -
scheduling, etc.), indicate a task e [ o™ cr veaness sene o snourance, muaseing sven. v
comment with the information: Sy
* Right-click the task. Pt Reaveten [Create ] [Cancel |
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= Select Task Comment. Task Details |

= Free text the comment in the task comment box TESTING, DANIELLE A DoB: 07/01/1970 Age: 49y Gender: Female

including the date and your initials. T e ot o At g
. 10/04/18 01:06 PM
= (Click Create. Pending
. . Ambulatory Care
= Task Comments can be viewed by selectlng the I PA sent to insurance company. Awaiting approval...dag |
09/26/19 | EMMC Family Medicine - Hampden

carrot in the Task/Order column.

NOTE: Task comments are to be used to enter information for staff to quickly view the status (e.g.,

awaiting authorization approval). All other information is to be documented in the Prior
Authorization iView Band.

STEP 4: Once the PA has been obtained, the PA staff will document in the Prior Authorization Band and

send a message back to the scheduler stating imaging is ready to be scheduled with the
authorization number and authorized dates.

~ |# Single Patient Task List

STEP 5:  Once all information is gathered and the appointment TaskjOrder
is obtained, the scheduler will complete the task from ] Reven Ordes hr:“h"r'm'DHﬁChEd"""g
Jue:
the Single Patient Task List in the patient’s chart. | Mot Done ot Rerd

Tasks for Future Action

For tasks that don’t need scheduling/coordination for 3 months, or further out (i.e., echocardiogram in 6
months, CT Scan in 1 year etc.), the scheduler will create a message to send to the PA staff and resource

scheduler pool with the order information and making note in the Subject of the message stating when the
imaging order is due.

The PA staff will create a reminder from the message to start working on obtaining the PA in the future. The
scheduler also converts the message to a reminder to book once the PA has been obtained.

STEP 1:  Scheduler identifies what the test is for and the

Task Details b
timeframe it’s needed in by selecting the carrot in the ey i oo oo
Pending
Task/Order column. e

08/20/19 | EMMC Family Medicine Orono

Use Ctrl C to copy the highlighted

STEP 2:  Highlight the task details and use Ctrl+C to copy.

Order Comments§Priority:Routine; Exam:EC Echocardiogram 2D ; Order As:EC Echocardiogram 2D
igns/Symptoms/Duration/Location: 5/p valve replacement ; Question to :
5) ; Requested Start Date/Time: 04/10/ ; Speci

STEP 3:  Navigate to the Communicate button and select
Message in the drop-down menu.

—i Communicate -

Message

STEP 4:  Use Ctrl+V to paste the copied task text into the body
of the Message.

STEP 5: In the To: field, add:
= CCOM PA Staff
= Scheduler 12 (Resource)

Reminder

Patient Letter

b b @)@

Provider Letter
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STEP 6:
Placed].

Task  Edit
# High {, Notify 3 MessageJournal [ Porizl Options

In the Subject: field, type Reminder — [Due Date] — [Name of Imaging Test] — [Date Order

FJLaunch Orders

Patient: | TESTING, ONCOLOGYONE |[88] Caller. [ TESTING, ONCOLOGYONE

Caller #: [ H (207) 123-4567, M (207) 111-2222

T |[CCOMPATeam x][Scheduler 9 (Resource) x|

[ [Jinclude me

I8 Provider ||

[=a

B8 1 70 consumer

Disable further replies

Subject: | Reminder - Due 04,05.22 — CT Chest - Ordered 11.09.21 |

v|  [VlSavetoChart s [CCOM Physician Orders v

Attachments
[ I Trmnsition of Care I

Browse Documents | | Other Attachments |

11/09/21 1037 AM

Message
Times New Roman Ve v @eaea (mee BUZS[EEZE &

Order Information Ll
Ordered Date:

Ordering Provider:
TEST MD, PROVIDER

Use CTRL+V to paste task details

Order ID:
3449899111

Order Details:
11/09/21, Routine

Order Comments:

Date/Time: 04/05/22 3:00:00 EDT ; Special Instructions: NOT FOUND);, Diagnosis: Acute leukemia

PrioritvRoutine: Exam:CT Chest w/Contrast 71260 ; Order As;CT Chest w/Contrast 71260; Signs/Symptoms/Duration/Location:
congh/chest pain ; Question to be Anwsered R/O PE. mass, pna : Scheduling Location: EMMC (ALL SITES) ; Requested Start

Click Send.

timeframe is 2 weeks.

indicated future date.

Creating a Reminder from a Message

Reminders can be created from a message allowing the
content of the message to be attached in the new reminder.

STEP 1:  Right-click the message you want to convert to

a Reminder.

STEP 2: In the menu, hover over Communicate and

select Reminder.

Diagnosis (0):
5

Actions

Dhges remmsen: [ ][ | el

e (I e

The task should not be completed at this time and will remain on the task list. The default

The task will be available for completion on the Single Patient Task List (SPTL) at the

e |

3Communicate ~ [l Open | B Reply EfReply All E4 Forward ¥gDelete }ﬁMessagEJoumaHd

Priority Patient Name From To Creat
TESTING, 0"C0l0f° 77 . PHYS ONC...Scheduler 9 (Resource);CCO...  11/09
Open
I Communicate 3 Message
Message Journal I Reminder
Reply ‘
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STEP 3: A message will display asking if you want to attach the
text of the selected message to the new reminder, click
Yes.

Do you want to attach the text of the selected message to the new reminder?

STEP 4:  In the Show Up: field, select the timeframe in which
you want to be reminded to commence the work.

Task  Edit
¥ High {, Motify 38 Message Journal

Patient: [ TESTING, ONCOLOGYONE [t showin:
Too  [[CCOMPATeam %] | [[#8] Clincludeme
| [[#8] Provider | =
Subject: | Reminder ~ Due 04.05.22 - CT Chest - Ordered 11.09.21 - Anthem | v| DsavetoChart As |Reminders
Attachments
[ BrowseDocuments | [ Gther Attachments |
Message
Times New Reman vz ] ®e @M% BUIS[EE= &efd

From: ZZ. SCHEDULER|

ITo: CCOM PA Team; Scheduler 9 (Resource);

Sent: 11/09/2021 10:47:07 EST

Subject: Reminder — Due 04.05.22 — CT Chest - Ordered 11.09.21

Order Information

W&ﬂwfr_ﬁh’——m‘“_‘,t*‘.\) '_,.f.....’-—-—-u-*_h‘_,/.

PRF- S

Order Details:
11/09/21, Routine
Order Comments:
v
Actions
[TJCall the patient with results | Show up: Weskls) v (030872022 | 5[ v [1349|{5]esT |
LT | I | el = 2 I =

STEP 5: Click Send.

= A prompt will display stating communication is

e Communication is patient related, do you want to save it to the chart?

patient related, do you want to save it to the chart?

Click No.
Managing the Reminder and Task Display: =]
STEP 1:  The reminder will appear on the date indicated for it to show up on in ST
the recipient’s Message Center under Reminders. - Worcltems (1)
Saved Documents
STEP 2:  Double-click the message and work the task as needed (i.e., Prior raper Bazed Documents
Authorization, Scheduling, etc.).
Consult Orders

STEP 3:  PA staff will document in the Prior Authorization iView band.

STEP 4:  Once the prior auth has been obtained, the PA staft will send a message to the scheduler indicating
the imaging order is ready to be scheduled with the necessary prior authorization information.
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|lﬂﬂ Save to Chart/Complete

+ Complete

STEP 5:  Document in the body of the reminder as needed to indicate that the
task is completed and select the Save to Chart/Complete button.
* If no documentation is needed, simply click the Complete button
in the toolbar.
* Each recipient will receive the same reminder; however, completing the reminder will not
complete it for other recipients.
STEP 6:

Once all information is gathered and the appointment obtained, the scheduler will complete the

task from the Single Patient Task List in the patient’s chart.

= After signing the Imaging Exam PowerForm, click the refresh icon &', The task will be

removed from the list.

Communication of Screening Information

For exams done with NLH, screening information can be sent to Scheduling via Message Center.

STEP 1:
STEP 2:

From within the patient’s chart, click Communicate on the toolbar.

—j Communicate =

Select the appropriate staff or pool to send the imaging screening

questionnaires in the TO: -

Task  Edit

ﬁeld. 9 High {, Notify 3§ Message Journal (6)

New Message =B =

[IIE=SPIRE summary View {FJLaunch Orders

Patient: [ TESTING, ONCTESTTWO

|[#8] caller: [ TESTING, ONCTESTTWO Caller #: [ H (555) 555-5555

u Il’l the SubjeCt: lil’le, Select Tor [EMMC Central Scheduling ||

88 Clinciuge me

|

Jl#8] Provider l#8] 7o consumer Disable further replies

SCHD Imaging

Subject: | SCHD Imaging Questionnaire

| saveto chart s [Imaging Questionnaire v

Attachments.

Questionnaire from the e DT I l

drop down.

= This will save the message
as an Imaging
Questionnaire in the
chart.

STEP 3:  Click the Insert Template

icon &3 on the toolbar.

STEP 4:  Select the appropriate

i e v @ ae B BUT

= [&fot &

3 Template Selection [=Tal=T]

questionnaire template and

Actions
[JAgreed

click Insert. DlotmaAcion
= Use the F3 key to tab

r
n Doc Vitals ST

AgeST
All Lab Results 14d CrossFIN ~

Insert:
Template selected will be inserted at the location of the curser,

cted will be inserted at the end of the document,

Template selected will replace all unsigned te. Zl M=
] Sk

| nset | [ Append Replace Cancel |

through the underscores in

the document to fill out the questionnaire.

STEP 5:  When complete, click Send.
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Query Future Reminders L CTE——
Empty Trash

In Message Center, go to Inbox on the toolbar and select Query Future Manag Conmtion

Reminders. v

Use the search filter options at the top of the window to view future reminders.
Unchart Task a—
If a chart was completed in error, unchart the PowerForm by following the steps below to have the task appear
back on the task list.
STEP 1:  Within the patient’s chart, navigate to the Form Browser in the Menu.
STEP 2:  Locate the Imaging Exam Information form that needs to be uncharted.
STEP 3:  The timeframe may need to be changed to locate the form.

= Right-click the gray bar and select Search Criteria. ﬁ

Search criteria
STEP 4:  Right-click the Imaging Exam -
All Forms
Information form and select Unchart. =D Thursday, September 9, 2021 EDT
(¥ | 14:40 EDT Imaging Exam Information Form

STEP 5:  Enter a comment for uncharting the

document.

Print

STEP 6:  Sign the uncharting form by clicking the History

green checkmark. Change DateTime
STEP 7:  The task will now re-appear on the task

list.

* The document will also appear with a red strikethrough within the Form Browser.

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.




