
Document Queue 
 

Document Queue should be checked at least once per day. (First and/or last part of the day is 
recommended).  
 
Go to Clinical screen,​ Queue Folder​. 

 
 
 
From the ​Document Queue​ window, you may search by Provider, Method and Status. 

 
 
 
 
 
 
 
 
 
 



 
You may sort documents (alphabetically or by most recent date) by clicking on the column 
headers.  

 
 
 
 
If someone is calling to check on the status of a document they haven’t received, verify all 
information is correct, such as fax # or if script is being sent to the correct pharmacy. 
 
 
Check  Methods.  

 
Check status. 

 



If a document needs to go out as soon as possible, highlight it and click​ Process​. This will 
prioritize it in the queue. 

 
 
Right clicking on highlighted ​Fax or Mail​ document, will bring up a list of action options.  

 



** Your office may be set up to print​ Mail ​automatically.  If not, highlight document, click 
Process** 
 
Review scripts under ​ePrescribing​ method. 
Be sure to check if any scripts have​ Failed ​by changing status drop down to Failed. 

 
 
 
Scripts that have failed need to be corrected and resent.  ​Right click​ on the correct patient.  A 
window will appear which will allow you to resend  or check status.  
 * Note:  Resending directly from this screen will send the script exactly as is.  Script correction 
may be necessary. See following.  



 
 
  
Choose eRX status, Document Queue Info will show reason script failed.  

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Go to patient’s chart.  Correct and resend script from chart.  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Return to Document Queue.  
Change drop down from Failed to ​Submitted​ to make sure script was successfully re-sent.  

 
 
 
 
 
Make sure to search ​Complete​ scripts when a patient or pharmacy calls to check on status.  

 
 
Note:  If ​all scripts show status as Ready​, contact HST support for assistance. 
 
 
 


