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Important Notice Regarding Use of Epic Software  

Epic Systems Corporation software is intended solely for use by competent healthcare professionals applying their medical skill, intellect and experience to mak e all 

judgments and decisions that affect patient health. Epic software and the data contained therein should not be used either as a substitute for the independent medical 

decisions of competent healthcare professionals or as the primary basis for monitoring or alerting healthcare professionals aÚɯÛÖɯÈɯ×ÈÛÐÌÕÛɀÚɯÊÖÕËÐÛÐÖÕȮɯÊÖÜÙÚÌɯÖÍɯ

treatment, diagnosis or prognosis. Epic software and the data contained therein should not be used in any manner that is not expressly described in the manuals 

provided by Epic with respect to the applicable software. All users of Epic software must implement tested and reliable processes for ensuring competent human 

decision-making in all actions impacting patient health or safety and must practice them at all times.  

© 1979-2006 Epic Systems Corporation.  All rights reserved.  Certain information contained herein is confidential and must be treate d accordingly.  After Visit Summary, 

Analyst, ASAP, BedTime, Break-the-Glass, Breeze, Bridges, Cadence, Care Everywhere, Charge Router, Chart Tracking, Chronicles, Clarity, Cohort, Epic, EpicCare, 

Epicenter, EpicComm, EpicDesktop, EpicLink, EpicOnHand, EpicRx, Epic Web, Funkeys, Hyperspace, Identifier, Identity, Matman, MyChart, MyEpic, OpTime, 

OutReach, Powered by Epic, Prelude, RedAlert, Resolute, Revenue Guardian, SmartForms, Stork and Tapestry are registered trademarks or trademarks of Epic Systems 

Corporation in  the United States and/or in other countries. Other product or company names referenced herein may be trademarks of their respective owners.  U.S. and 

international patents issued and pending.  
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Welcome to eReferral 
eReferral is an application that provide s real-time Web access to patient information, allowing you to easily  refer 

×ÈÛÐÌÕÛÚɯÛÖɯ2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚɯ'ÖÚ×ÐÛÈÓȭɯɯ 

This handbook will take you on an introductory tour of eReferral. On the first pages, you will find information that 

will help you get s tarted, such as browser requirements and how to log in.  The rest of the handbook contains 

explanations of how to use eReferral. Each section contains information on how to accomplish tasks, along with a 

picture of the activity  for quick reference. Please note that these images may differ slightly from what you see  when 

you are using eReferral.  

The icons below will aid you in quickly finding specific information : 

 Steps for completing patient-related tasks  

 Terms that appear in bold  throughout the handbo ok are further  defined in the eReferral Glossary at the end of 

the handbook.  

 

Getting Started 

Help and contact information 

 For help using an activity , click the Help button  on the Web page.  

 For all other issues, including login problems, please call tÏÌɯ2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚɯ'ÌÓ×ɯ#ÌÚÒɯÈÛɯƖƔƚ-987-1111 

 

Logging In and Out of eReferral 

Logging in 

When you are ready to begin, complete the following steps . 

1. Open your Web browser and access the following URL: http://gateway.seattlechildrens.org/  

2. Click eReferral underneath the Sign In section. 

3. Enter your user ID and password. 

 
    eReferral Log In Screen  

http://gateway.seattlechildrens.org/
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Quick Tip 
In two clicks, you can 

quickly access a patient 

you recently had open. On 

the Search My Patient List 

screen, select the Recent 

Patients tab, then click the 

name of the patient. 

Logging out 

When you are ready to log out, you have two options:  

 Secure Screen 

If you need to leave your  computer, but you are in the middle of your work , click Secure Screen. This directs your 

Web browser to the secure screen page so that confidential information no longer appears. When  you are ready to 

log back in, retype your password and you are returned to the same page that you were using before you secured 

the screen. This way, you do not need to navigate back to the page on which you were previously working.  

 Log Out 

When you are done using eReferral, click Log Out. This completely log s you out of t he application. The next time 

that you log in, you are directed to your Start  page. 

 

Navigating in eReferral 

Search by Patient Name 

Path:  Patient button  

When you know specific information about a patient, such as h is name ÖÙɯ2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚɯ,ÌËÐÊÈÓɯ1ecord 

Number , you can use Search My Patient List to enter that information , and then select the appropriate patient from 

the list of possible matches. This is possible only after àÖÜɀÝÌɯÌÚÛÈÉÓÐÚÏÌË access to a patient, such as through 

creating a referral fÖÙɯÛÏÌɯ×ÈÛÐÌÕÛɯÖÙɯÉÌÐÕÎɯÐÕɯÛÏÌɯÚÈÔÌɯ×ÙÈÊÛÐÊÌɯÈÚɯÛÏÌɯ×ÈÛÐÌÕÛɀÚɯprimary care physician ( PCP).   

 
Search My Patients  Screen  

Search your patient list by patient name 

1. Click Patient  . 

2. $ÕÛÌÙɯÛÏÌɯ×ÈÛÐÌÕÛɀÚɯÕÈÔÌ in the appropriate field . You can use completion  matching  in the Name field . This 

means entering the first few letters of a name, such ÈÚɯɁ)ÖÏɂɯÍÖÙɯɁ)ÖÏÕÚÖÕȭɂɯ 

3. Click Search. eReferral then searches for all possible matches based on your entry and will display only patients 

who are associated with provi ders in your practice. 

4. If your search returns multiple patients,  click the name of the patient whose record you want to open.  

 



 

  

5 

If Your Search Does Not Produce Results ñ Expand Your Search 

Path:  Patient button > First Access hyperlink 

If you do not find a patient using the steps above, you may be able to expand your search and gain access to a 

patient by entering more identifying information about the patient . This tool may be used when you need to submit 

a referral for  a patient for whom your clinic is n ot listed as the PCP. Completion matching is not available on this 

screen. 

 
   First Access ñ Patient Select  

Expand your search 

1. Click Patient .  

2. Click the First Access hyperlink . 

3. Complete all of the required fields , and then click Search. 

4. Click the name of the patient  whose referrals you want to view . Note : There may be a discrepancy with the 

ËÌÔÖÎÙÈ×ÏÐÊɯÐÕÍÖÙÔÈÛÐÖÕɯÐÍɯÛÏÌɯ×ÈÛÐÌÕÛɯÏÈÚÕɀÛɯÉÌÌÕɯÚÌÌÕɯÈÛɯ2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚɯÚÐÕÊÌɯa demographic change 

occurred.  

If Your First Access Search Does Not Produce Results 

Path:  Patient button > First Access hyperlink > Create New button 

If you still cannot find a patient using the steps above, you may create a new patient record in the system by 

entering specific patient  information . This tool may also be used when you need to submit a referral for  a patient 

that has never been seen ÈÛɯ2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚȭ 

                              
              First Access ñ Patient Create  

Create new patient 

1. Click Patient .  

2. Click the First Access hyperlink . 

3. Click  Create New . 

4. Complete all of the required fields , and click Create New. 

5. Review the information and click Create New. 
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Quick Tip 
To see only patients for 

whom a particular pr ovider 

is the PCP, select the provider 

ÕÈÔÌɯÐÕɯÛÏÌɯ/ÈÛÐÌÕÛɀÚɯ/"/ɯÐÚɯ

drop down box.   

View a List of Your Patients 

Path: Pt Lists tab  

View a list of all patients to whom you have access through the Patient Lists activity. 

 
                          Patient List  

View a list of your patients through Pt Lists tab 

1. Select the Pt Lists tab. 

2. On the list of patients that appears, find the patient whose record you want to open.  

3. If you have access to many patients, not all of your patients appear on one page. You 

can use the alphabetical search index at the top of the page to quickly find patients  

by clicking  the first letter of the ×ÈÛÐÌÕÛɀÚɯÓÈÚÛɯÕÈÔÌȭ Or, to browse each page using 

the alphabetical search index, click the arrow buttons on the  left side of the toolbar.  

4. "ÓÐÊÒɯÈɯ×ÈÛÐÌÕÛɀÚɯÕÈÔÌɯÛÖɯselect that patient. 

 

Path: Search My Patient List screen  

View a list of patients to whom you have access on the Search My Patient List screen. 

 
        My Patient List  

View a list of your patients on Search My Patient List screen 

1. Click Patient . 

2. Click on My Patient List in the middle of the page to expand your patient list .  The list will remain expanded 

each time you log in. 

3. If you have access to many patients, not all of your patients appear on one page. You can use the alphabetical 

search index at the top of the page to quickly find patients  by clicking  the first letter of the ×ÈÛÐÌÕÛɀÚɯÓÈÚÛɯÕÈÔÌȭ 

Or, to browse each page using the alphabetical search index, click the arrow buttons on the left sid e of the 

toolbar.  

4. "ÓÐÊÒɯÈɯ×ÈÛÐÌÕÛɀÚɯÕÈÔÌɯÛÖɯselect that patient. 
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Monitoring Your Patients 
Path: Referrals tab > Event Monitor 

The Event Monitor activities  allow you to monitor events that have occurred or have been scheduled with  your 

patients, such as outpatient appointments or inpatient  admissions.  

View your patientsõ events 

1. Select the Referrals tab, then click Event Monitor on the left menu.  

2. On the list of options that appears, click View My Events . 

3. Specify dates in the From Date and To Date field s  to adjust your search for 

patient events. Click Search. 

4. The events that have occurred in the date range that you specified appear in the 

Search Results table. 

5. To view more details about a particular event, c lick on the event name in the Event 

column. 

 

 

Creating Referrals  

Path: Referrals tab > Referrals > New Referral 

In eReferral, you can quickly enter referral  information using the New Referral option on the Referrals tab. The 

referrals that you create are then transmitted electronically to Seattle ChiÓËÙÌÕɀÚɯ'ÖÚ×ÐÛÈÓȭ 

To create a new referral in eReferral, use the New Referral form. You will  be required to enter information such as 

type of referral , specialty and reason for consult/transfer of care. Under the Additional Information section, p lease 

include history of present illness and be as detailed as possible so that the referral can be assessed and 

recommendations can be made for diagnosis or treatment.   

 
                                                                                            New Referral  ñ General  

Quick Tip 
Dates are easy to enter: t 

ÌÕÛÌÙÚɯÛÖËÈàɀÚɯËÈÛÌȮɯt+1 

ÌÕÛÌÙÚɯÛÖÔÖÙÙÖÞɀÚɯËÈÛÌȮɯ

w+2 enters the date two 

weeks from today, m-1 

enters the date from a 

month ago, and so on. 
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                                                                                New Referral ñ Reason for Visit  

Create a new referral 

1. Select the Referrals tab, then click Referrals on the menu that appears.  

2. Click New Referral.  

3. Complete the fields  on the form that are required and for which you have information.  

4. When you are finished completing the first page, click Next.  

5. Complete the fields as necessary. 

6. Click Submit Referral. 



 

  

9 

 

Viewing Patient Demographics 

You can view a patÐÌÕÛɀÚɯdemographic information, such as address and phone number. If a change in 

demographics is necessary, an In Basket message can be sent to 2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚɯ'ÖÚ×ÐÛÈÓɯto request the change.   

 
Patient Demographics  

View a patientõs demographic information 

1. Once on the Referrals tab, you can access patient demographic information by clicking on Referral by Patient 

and selecting a specific referral to view the Referral Details page.   

2. This page can also be reviewed directly after submitting a referral.  
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In Basket: Sending a Message to the Clinical Intake Team 

Path: In Basket tab  

From the Referrals tab, a list of different types of In Basket messages appear, such as PCP Change and Pt. Contact 

Info. From your In Basket, you can send messages to Seattle "ÏÐÓËÙÌÕɀÚɯ'ÖÚ×ÐÛÈÓ. The In Basket functions very 

simila rly to a common e-mail account, yet provides secure messaging capabilities. With just a few keystrokes, you 

can send a request to 2ÌÈÛÛÓÌɯ"ÏÐÓËÙÌÕɀÚ. This is a one-ÞÈàɯÊÖÔÔÜÕÐÊÈÛÐÖÕɯÐÕÛÖɯ"ÏÐÓËÙÌÕɀÚ; no response will be sent 

back. 

 
                                                                       PCP Change  Message  

Send an In Basket message  

1. Select the In Basket tab. 

2. Click the arrow next to the  New Msg button in the toolbar.  

3. Click on the type of message that you would like to send. 

4. Either click Use Last Name, First Name button  to pull in the patient currently listed in the patient header, or 

click the magnifying glass in the Patient field to search for a different patient.  This attaches the patientɀÚɯÕÈÔÌɯÛÖɯ

the secure message.  With the patient information attached to the message, no change will be made. 

5. Complete any other required fields.  

6. Type your message in the Note field.  

7. When you are finished, click Send Message. 
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Using Program Utilities 

Path:  Utils button 

You may use the eReferral utility o ptions to carry out account maintenance tasks, including setting the page that 

appears when you first log in.  

 

Setting Your Start Page  

You can use the Set Default Page tool to determine which page you see immediately after logging in to eReferral. 

For example, if you prefer to review your Patient List each time you log in, you can save time by setting your start 

page to Pt List tab. This will reduce the time you spend navigating  in the application.  

 
              Set Start Page  

Change your start page 

1. Click Utils , then click the Set Default Page hyperlink.  

2. Navigate to the page that you want to set as your start page. If you want to set one of the pages on the Referrals 

tab as your start page, use the menu to navigate to the activity.  

3. Once you are on the page that you want to set as your start page, click the Set Default  Page button at the top of 

the page to set the current page as your start page. 



 

  

12 

eReferral Glossary  

Activity 

Web pages that correspond to a specific task, such as selecting a patient or creating a referral. There are several 

different activities in eReferral, and the activities that you use depend on the tasks that you want to complete.  

Completion Matching  

 

Entering a partial word in a field instead of a whole word to reduce the amount of time you spend typing. For 

example, entering Joh,An instead of Johnson, Ann e Marie  and then pressing Enter shows you all of the patients 

whose last name begins with Joh and whose first name begins with An. Since it is likely that few patients have 

names that start with these letter combinations, it is easy to find the patient without typing the whole name. You 

can use this shortcut for any information that is stored in the database, such as patient names, specialties, and other 

×ÙÖÝÐËÌÙÚɀɯÕÈÔÌÚȭɯPictured above is an example of completion matching on the Search My Patient Listresults page.  

Event 

A clinical  encounter. Events are recorded in eReferral at several points in a patient flow; for example, events  are 

triggered when a patient schedules an appointment, is admitted to the hospital, cancels an appointment, etc. The 

urgency of events may vary; for example, a scheduled appointment for a physical may not be as urgent as an 

admission to the hospital. 

First Access 

A tool that you can use to open the record for a patient with whom you do not have an established relationship. 

3ÏÐÚɯÛÖÖÓɯÔÈàɯÉÌɯÜÚÌÍÜÓɯÐÕɯÌÔÌÙÎÌÕÊÐÌÚɯÖÙɯÈÛɯÖÛÏÌÙɯÛÐÔÌÚɯÞÏÌÕɯàÖÜɯÔÈàɯÕÌÌËɯÛÖɯÈÊÊÌÚÚɯÈɯ×ÈÛÐÌÕÛɀÚɯÙÌÊÖÙËɯÉÌÍÖÙÌɯ

àÖÜɀÝÌɯÉÌÌÕɯÎÙÈÕÛÌËɯÈÊÊÌss. The First Access button is available in the Patient Lookup  activity . After you click First 

Access, you are prompted to enter specific pieces of information about the patient before you can gain access to the 

record. 

Hyperlink  

 

Text that you can click to access a different Web page. Hyperlinks appear in several places in eReferral. When you 

hover over a hyperlink, y our mouse pointer typic ally changes to a hand icon and the text becomes underlined. An 

example of a hyperlink appears above. 
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Provider 

Any p erson involved in patient care, such as a nurse practitioner ȮɯÛÏÌɯ×ÈÛÐÌÕÛɀÚɯ×ÙÐÔÈÙàɯÊÈÙÌɯ×ÏàÚÐÊÐÈÕȮɯÖÙɯÈɯÙÌÍÌÙÙÐÕÎɯ

provider . Patient information in eReferral is often associated with a specific provider. For example, when you create 

a referral, you can enter a Ɂreferred byɂ and Ɂreferred toɂ provider . 

Recommended Field  

Information that  we recommend that you enter. A yellow exclamation point  appears next to recommended fields. 

You can continue to save or submit information if you do not complete recommende d fields. 

Secure Screen  

A method for securely hiding patient information  when you need to temporarily stop your work in eReferral. This 

option is available by clicking the Secure button in the upper right corner of the screen. When you click the  Secure 

button, it returns  your Web browser to the login page for the application . When you are ready to continue your 

work, if you  retype your password and click Resume, you are returned to the same page that you were using before 

you secured the screen. This way, you do not need to navigate back to the page on which you were previously 

working.  

Selection Button  

The button that you click to view  possible choices when you are entering information in a field. The choices that 

appear depend on the field in which th e button appears. For example, if you click this button next to the Provider 

field on the New Referral page, a list of providers that you can choose appears. You can then select your choice by 

clicking the appropriate name or option on the page. 


