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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 asa substitute for the independent medical
decisions of competent healthcare professionals or as the primary basis for monitoring or alerting healthcare professionals a0 w0 OWE wx EUD1 60Uz UWEOOE P (
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 respectto 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.

© 19792006 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 tradmarks 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

eReferralis an application that provide s reattime Web access to patient information, allowing you to easily refer
xEUPI OUUwUOwW21 ECUOT w"i1 POEUI OzUw' OUxPUEOS ww

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 requirementsand how to log in. The rest of the handbook contains
explanations of how to use eReferral. Each section containsinformation on how to accomplish tasks, along with a
picture of the activity for quick reference. Please rote 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 :

OS?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.
e For all other issues, including login problems, pleasecallti 1 w21 EUUOI w" 1 DOEUET21w' 1 Ox w#1 UOw

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 eReferralunderneath the Sign In section.
3. Enter your user ID and password.

Lag In

EpiciCare Link™ 3nd PlanLink ™ Epic Summer 2009 Relesse
& Copyright 1997-2003 Epic Systems Corparstion, 8| Fights Reserved.
U.8. Patents 5,781,801 and 5,301,105, Other U.8. Patents pending.
#dditional copuriaht and legal notices

eReferral Log In Screen
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http://gateway.seattlechildrens.org/

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. Thiglirects your
Web browser to the secure screerpage 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 wereusing 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 hisnameOU w21 EU0UOI1 w" T pegodtd) 1 Oz Uy

Number, you can useSearch My Patient Listto enter that information , and then select the appropriate patient from
the list of possible matches. This is possibleonly aftera O Uz Y1 wl UhCtcEsE 10 ®padient&ich as through

creaing areferral T OUwWUT T wx EUDT OUwWOUWET DOT wb Opithéry card)dyBitian xRCBE UD E 1 u
i)
(Selecl Pml&l“TE)ﬂEﬂﬂEﬂ Select PQtlQn(TRECEn( F’EUEntS]
Search Mv Patients
NameMRN: [ QUiCk Tip
ST s | = In two clicks, you can

irth date: i i
Birth dat quickly access a patient

you recently had open. On
P Search ©> Previous [&] Clear the Search My Patient List
screen select the Recent

) Patients tab, then click the
Search My Patients Screen [ name of the patient.

™ Use Sounds-Like

My Patient List

% Or gain access to additional patients in the system by using First Access @

< g Search your patient list by patient name

1. Click Patient 5&.

2. $0U01 UwUOT 1 wx B thedpgddpriate dielE Yol can usecompletion matching @ in the Name field . This
means entering the first few letters of a name,suchE Uw? ) OT » wi OUw?) O1T OUOOB6 » w

3. Click Search. eReferral then searches for all possible matches based on your entryand will display only patients
who are associatedwith provi ders in your practice.

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

Seattle Children’s
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If Your Search Does Not Produce Results i 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 searchand 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.

= e

Please fill out the required fields to gain access to a patient. Enter the full name as Lasthame FirstName (example: Doe John)

O Name: |\ O sex: I j
O Birthdate:

© Required ltem £ Search (2] Clear 48 Create New

;;‘2 Search for patients to whom you already have access using Patient Search.

First Access i1 Patient Select

g g 'Expond your search

Click Patient 3.

Click the First Accesshyperlink .

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

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

El OOT UExT PEwWDOiI OUOEUDPOOwWHPI wlT T wx EUDI Caldlamograpiiiczchhangg | 1 O w
occurred.

oD PR

If Your First Access Search Does Not Produce Results
Path: 8 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 beenseerE Uw2 1 EU0UOT w" 1 DPOEUI Oz UB

=E
Please fill out the required fields to gain access to a patient. Enter the full name as Lasthame Firsthame (example: Doe Jahn).
O Name: O sex: hd
O Birthdate:
O Address: (] City:
O state: g O Zip Code:
© Home Phone:
O Required ltem 48 Create New @] Clear <= Back to Search

&i Search for patients to whom you already have access using Patient Search.

FirstAccess i Patient Create

@Crea’re new patient

Click Patient 8.
Click the First Accesshyperlink .
Click Create New.

Complete all of the required fields @ and click Create New.
Review the information and click Create New.

a bk WD PE
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View a List of Your Patients
Path: Pt Lists fab | 2> Pt Lists

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

=@
[ Refresh Patient’s PCP is: | (All providers) B
Patient Name MRN DOB Age Sex
HULK INCREDIBLE 5501504 104172001 Byr )
HULL INCREDIBLE 5501509 12/31/2006 3yr ]
MOUSE MIGHTY 5501508 10/1/2005 Ayr I
RA,SHE 5501507 104172001 Byr F
WWOMAN WONDER 5301506 10/2/2001 Byr F
% Gain access to additional patients by using First Access. @

Patient List

g g View a list of your patients through Pt Lists tab

1. Selectthe Pt Lists tab.
2. On the list of patients that appears, find the patient whose record you want to open.
3. Ifyou have access to many patients, not all of your patients appear on one page. You Quick Tip
. . . : To see only patients for
can use the alphabeical search indexat the top of the page to quickly find patients : _
L . Loa s xa . f s A o whom a particular pr ovider

by clicking the first letter of the x EUD | O U z UQrQdbblwae €denpage using is the PCP, select the provider

the alphabetical search index, click the arrow buttons on the left side of the toolbar. OEOI whbOwUI 1 w/ B

4. " OPEOWE wx E U Bdled that patiedtE O1 wU O w drop down box.

Path: Search My Patient List screen [ M FAfiERELISE

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

=10
[Selecl PmiemTEmnueﬂ Select PanamTRa:em Panemﬂ
Search My Patients
Name/MRN: |
SSN: | Sex: | =l
Birth date:
™ Use Sounds-Like
A search 2] Clear
My Patient List

Patient Name MRN DOB Age Sex
HULK INCREDIBLE 5301504 107172001 Byr M
HULL INCREDIBLE 5501509 12/31/2006 Tyr
MOUSE MIGHTY 5301308 10/1/2003 Ayr h
RASHE 5801507 107172001 ayr F
WOMAM MYONDER 9301506 10/2/2001 ayr F

m Or gain access to additional patients in the system by using First Access @,

My Patient List

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

1. Click Patient é&.

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 me page. You can use the alphabédtal

search indexat the top of the page to quickly find patients by clicking the first letter of thex EUD1T OUz UwOH&

Or, to browse eachpage using the alphabetical search index, click the arrow buttons on the left sid e of the
toolbar.
4. " OPEOWE wx E U Bdeb that patiedtE O1 wU Ow
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Monitoring Your Patients

Path: Referrals tab > Event Monitor

The Event Monitor activities @ allow you to monitor eventsthat have occurred or have been scheduledwith your

patients, such asoutpatient appointments or inpatient admissions.

QgView your patients @évents
1. Selectthe Referralstab, 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 Datefield s@: to adjust your search for

patient events. Click Search.

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

Search Results table.

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

column.

Creating Referrals

Path: Referrals tab > Referrals > New Referral

Quick Tip

Dates are easy to entert
1 OUTl UUwWU OHE 3
I OUT UUwWwUOOOU
w+2 enters the date two
weeks from today, m-1
enters the date from a
month ago, and so on

In eReferral, you can quickly enter referral information using the New Referral option on the Referralstab. The
referrals that you create are then transmitted electronically to Seattle ChiOE Ul Oz Uw' OUxPDUE OGS

To create a new referral ineReferral, 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 possibleso that the referral can be assessed and

recommendations can be made for diagnosis or treatment.

General | Reason for Visit

General Information
Referral # 431462 Status; New Request

oType: (none) hd Class: To Seattle Children's
Additional Type Detail: |(none) 2

Referral By
Provider: - Location/POS: re]

Referral To

& Preferred Location (optional): g (1} Dept. specialty: g

O Required ltem & Recommended ftem

New Referral f

=10

= Next

General

Seattle Children’s
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New Referral

General | Reason for Visit
O Reason for consult/transfer of care: B
|
Subject (optional):
o E
Can the patient be seen by an MD only or is ARNP/PA ok?
Will an interpreter be needed? If so, which language?
Pertinent Health History :
£l v
© Required ltem <= Back f Submit Referral 3 Cancel Request

New Referral fi Reason for Visit

OECreaie a new referral

2 o

Selectthe Referralstab, then click Referrals on the menu that appears.
Click New Referral.

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

When you are finished completing the first page, click Next.
Complete the fields as necessary.
Click Submit Referral.

&)\ Seattle Children’s
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Viewing Patient Demographics

You can view a patb | Odgmographic information, such as address and phone number. If a changein

demographics is necessary, an In Basket message can be sent®l EUUOT w" T D O bkehudst theuchaBige.x B U

=6

Your referral has been submitted. Please fax additional supporting documents with the referral number to 206-985-3121.

Referral Info
Refarral # Submitted Date Status
431485 Aug 2, 2010 Incornplete (8]

Dept Speciatty Preferred Loc Location Phane Referral Type Considerations
Adolescent Medicine [1] Consultation [1]

Referted By
AFFILIATELINK, MD [B00181]

Reason for Visit
Addt! Detail
chronic headaches

Additional Info
6 months of headaches

Please verify the information below. Use the menu on the left to request updates.

Patient i
Patient Name Sex DOB
Hulk, Incredible Male 104 /2001

Patient Demographics
Address Phone
360 ME 85th 5t 206-365-1486 (Home)
SEATTLE WA 98115

PCP
Primary Care Frovider L |

Al H Pollack
=l

4 Back

Patient Demographics

G;S)View apat i edemoégraphic 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.

Seattle Children’s
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In Basket: Sending a Message to the Clinical Intake Team

Path: In Basket tab | & In Basket

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 sendmessagesto Seattle” | D OE Ul O z.0he'In@®askebflihEibns very

similarly to a common e-mail account, yet provides secure messaging capabilities.With just a few keystrokes, you
cansend arequestto 2 | EUUOT w.Thiabneb 82 WEOOOU OP E E U b O Oauespdnsgs will hbeBedtE U |
back.

select a patient and enter their PCP change information

O Required tem o Send Messags X Cancsl

PCP Change Message

Send an In Basket message

1. Selectthe 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 Namebutton 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 patieng UwOE O
the secure message.With the patient information attached to the message, no change will be made.

Complete any other required fields.

6. Type your message in the Note field.

7. When you are finished, click Send Message.

o

Seattle Children’s
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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 SeDefault 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.

A 3.8 .8, gpic
=1

G o @) Home €0 In Basket 2Pt Lists (%) Refemals

Set your default page

You can chaose the page that appears by defaull when you log in 1o eReferal. I you chaose a page which requires
a pat ed, that activity wil also be used aé your default paga upon selecting a patient. I wil alzo

wlt page

Navigate 1o the page you want o appear by defaull and click the Set Defaull Page button at the top of the screen.
OR

Click here to clear your defaull page and usa the system seftings instead |

Set Start Page

Change your start page

1. Click Utils %, then click the SetDefault Pagehyperlink.

2. Navigate to the page that you want to set as your start page. If you want to set one of the pageson the Referrals
tab as your start page, use the ma&u to navigate to the activity.

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

Seattle Children’s
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eReferral Glossary®

Activity

Web pages that correspond to a specific task, such asselecting 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

=G
(Selecl PmiemTE;ﬂended Select PatlemTHenem Patlemsw
Search My Patients
Name/MRN:
SSN: | Sex: I j
Birth date: l—
™ Use Sounds-Like
# Search (@] Clear
Patient Search Results: 2 patient records

Patient Name a MRN DOB Age Sex
HULK INCREDIBLE 5501504 104142001 Byr ]
HULL INCREDIELE 5501309 12/31/2008 T i)

% Or gain access to additional patients in the system by using First Access @,

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 Jdh 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
x UOY DEI U Pigtundd BHOVe (3 druexample of completion matching on the Search My Patient Listresults page.

Event

A clinical encounter. Events are recorded ineReferral 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.

3T DPUWUOOOWOEA WET wOUT 1 UOwPOwl 61 UT 1 OEPT UwOUWEUwWOUT T UwlB
adUz Yl wiEl 1 O sd Th&ERY$l AcEesstbiithn is available inthe 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

08/23/2008 |

Text that you can click to accessa 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 iconand the text becomes underlined. An
example of a hyperlink appears above.

Seattle Children’s
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Provider

Any p erson involved in patient care, such as a nursepractitonerOwUT 1 wx EUPI OUz Uwx UPOEUA wh

provider . Patient information in eReferralis often associated with a specific provider. For example, when you create
a referral, you can enter a ?referred by? and ?referred to? provider .

Recommended Field W

Information that we recommend that you enter. A yellow exclamation point appears next torecommended fields.
You can continue to save or submit information if you do not complete recommende d fields.

Secure Screen @J

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 E

The button that you click to view possible choiceswhen 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 selecyour choice by
clicking the appropriate name or option on the page.
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