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Designating a personalized printer and fax location list in the Manual Expedite tool
reduces scrolling by creating a manageable output locations list. The steps outlined
below will show how to add printers, fax locations, setting output device default favorites
as well as non-default locations.

Setting Manual Expedite Printer and Fax Favorites

> Setting Manual Expedite Printer Favorites
STEP 1:  Select a patient.

STEP 2:  Select the Manual Expedite (ME) icon on the Order Viewer (OV) toolbar. Ig-l
STEP 3:  Select Printers from Print to Options. e R

© Sanico resources ® Printers
STEP 4:  Right-click in the Output devices field. e

* Hover over Filter Type.

STEP 5:  Select Printer.
» Locate the printer to be added.

STEP 6:  Right-click the selected Printer.

Output devices:
h202 - accs senvices

STEP 7:  Select Add to Favorites.
= Repeat for all the printers you would like to add. e

> Setting Manual Expedite Fax Favorites N
Output devices:

STEP 1:  Right-click the Output devices field. S | =

* Hover over Filter Type.

STEP 2:  Select Fax.

* Locate the Fax location to be added.
STEP 3:  Repeat Steps 6 through 7 above for instruction on how to add fax location(s) favorites.

> Setting Printer and Fax list as Default Expedite Fax Favorites

STEP 1:  Right-click the Output devices field Qutput Jonces | ® Pontrem
= Hover over Filter Type.

STEP 2:  Select Favorites.

*  Qutput devices will default open to the Favorites List.




From the Office of Clinical Informatics

Lab - Manual Expedite: Managing Printer and Fax Favorites
Managing Printer and Fax Defaults

Page 2 of 2

» Locating a Printer or Fax location not listed in Favorites list

Print Time Option

STEP 1: Right-click the Output devices field. S | ® Prminew

| Filter Type o Favorites

= Hover over Filter Type. Rt V] A

Last Used v Printer

STEP 2: Select All.

STEP 3: Locate the printer or fax location to be added.
STEP 4: Select OK.

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.




