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

Document Queue

ﬁlF’mmdets I IAII Methods I m

¥ Unspeclfed Howard Fi WD 11.!‘1 E#DS Btrlp’r Seript - Am umnlllm Mail Ready
Unspacified Howard Fr JMD 11722005 | Script Seript - Amllonde mall Ready
Haff, Anthony Howard Fi MDD 12005105 |Ecripl Scripl - Amoxicillin Chewable *Test Pharmacy™ mail Ready
Unspeciied Howard Fi MDD [120705 |Soript Seript- Ammacillin *Test Pharmacy™ Mail Ready
Unspecifiad Howard Fi ,MD |1 2/07i05 |Serpt Stripl - Robilussin AC *Test Pharmacy® Wil Failed
LInspecified Howard Fi MO 10705 | Soript Seript - Maprosm *Test Pharmacy™ Mail Ready
Unspacified Howvard Fi ,MD  |[12/0705 |Script Script - Clpro Tast Pharmacy® Maill Ready
LInspecified Howard Fi (MDD |A10/06 | Script Script - Cyclobenzaprine *Test Pharmacy™ Wil Ready =
Unspacified Howard Fi MDA 0006 |Seript Seript- Amiloride *Tost Pharmacy™ nall Ready




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

!NIF‘rD\'ldars j l.&llMu:hnds j |Dp9n j

| |Are Updala Latter
Bl He MO [08n 2711 [Referral | Rereral Lefter o Wal _|Pending
IEE [He MO |D8r1 211 |Refarral | Referral Letter o Mail_|Pending
Bl He WD [D8N 2711 [Referral | Rereral Lefier D Mal _|Panding
NEE [He (MO |11/35011 |Refarral _|Referral Letter Ja Mail_|Pending
Bl He MO (0172517 [Referral | Referal Lefier Ja mal__|Panding
IEE |He MO |020%17 |Referral | Referral Latter Ja Mail__|Panding
Bl He M0 [02007/13 [Referral | Rerenal Lefier ] Wal _ |Pending
IEE IRe MD  |DAMEA12 |Referral | Referral Leter F: Mail  |Pending
ca DS/07/06 [Referral | Refenal LeRer wit PN Wal__|Panding
[ ca D&7M6 |Referral | Referral Letier with P Mail__|Pending

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.
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|AII Providers j | vi Open j

- Al Mathods
Fax
ePrescribing
Secure E-Mail
Portal Messages
Reminders
Mail
Doc Mgr

Check status.

iReady’ i

—Pending B
—Cn Deck B
— Failed B
— Complete -
—After Hours =

— Submitted =
| |




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

Document Queue

Last Inbound Fax: Tuesday, 01/31117 10:04am
Last Outbound Fax: Thursday, 0172617 3:01pm
Patient Provider Date Type Description Recipient Via Status

All Providers |vi | Fax v Open |v|

P: Lisa L 12M5M18 |Referral  |Referral Letter (Default) F Fax Pending
[Ipi ed__|C 12127715 [Referral_|Referral Letier (Default) 5 Fax__ |Pending
| |Pi ed |C |12/27116 |Referral |Referral Letter (Default) H Fai Pending

Pi ‘ed C 12127116 |Referral  |Referral Letter iDefault) F Fax Pending
e ; IC 011117 |Referral |Referral Letiar (Default) A Fax  |Pending
[le L 014117 |Referral_|Referral Letter (Default) M Fax__ |Pending

R 13¢l L 01M6/17 |Referral  |Referral Letter (Default) o) Fax Pending

Hi 13 L 01M9/17 |Referral |Referral Letter (Default) M Fax Pending
[|H 13 C 01119117 |Referral | Referral Lefter (Default) B Far__ |Pending
[la 2 L 0111917 [Referral _|Referral Letter (Default) W Fax__ |Pending

Gl 2 L 011917 |Referral  |Referral Letter (Default) F; Fax Pending

Document Count: 53 C Process >| |Delete Item| | Exit |

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

! ™ Last Inbound Fax:

All Providers :! Fax E Open E| Last Outbound Fax.
Patient Provider Date Type Description Rec

] . L 081116 |Referral  |Referral Letter (Default)

H | | CIEETNRIEN SEEIERTRN o farral Lettar (Deafault)

j LA JL T WD 0811716 |Referral  [Referral Letter (Default)

Sr L MO 08M7HE6 |Referral  |Referral Letter (Default) Retry

1H: I MD 08M18/16 |Referral |Referral Letter (Default) Resend

[H e MD 081816 |Referral _[Referral Letter (Default) Mail

|Hi 1L MO 0818016 |Referral | Referral Letler (Defaull) Fax

|H 1L WD 081816 |Referral  [Referral Letter (Default)

1 L MO 0B/2516 |Referral | Raferral Leter (Default) Flag as Urgent

I I MD 08/25/16 |Referral |Referral Letter (Default) Increase Priority

jLE JL Mo 08/29116 |Referral  |Referral Letter (Default) Decrease Priorty

i 1L MO 0&/29/16 |Referral | Referral Letler (Defaull) Dol

LA AL WD Q829016 |Referral  [Referral Letter (Default) e

Fh L MD 090116 |Referral  |Referral Later (Defawlt)

s I WD 00/13/16 |Referral |Referral Letlar (Defaull) Delate

|Br 1L MO 091316 |Referral  |Referral Letter (Default) FaxSc.rvitesfnct-Up

|G 1L MD 08115016 |Referral | Referral Letler (Defaull) Retry Al Eailed Faxes

T L Mo 0915916 |Referral  [Referral Letter (Default)

|Le I MD 091516 |Referral _|Referral Letler (Defaulty

1B L KD 0021016 |Referral  [Referral Letter (Default) S

|G 4C 09/28M16 |Referral  |Refemral Letter (Default) 5
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Document Count: 53 Process Delate ltam | | Exit




** 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.

Document Queue

| A1l Providers

=]

Last eRx Sent: Friday, 012017 6:29pm

-

=] eprescribing . Last eRx Complete: Friday, 012047 6:37pm
o Unspecified o5 E:ﬂ:"ng 5 TABLET cvs eRx__|Submitled

Yi Unspecified 0 L 4 MG TASLET Ecke R Submitted
e Unspeciied paj| N Deck Vs sf |Submited
[ e Unspecified 02: cvs sRx__ |sutmilleg
v E 0 A;::FHE;EH Wt e |Bubmited

5 Unspeciied 02 ; F B0 MCG SPRAT |CVS oFor | Submitted
[w Unspecified oz Submitted ZVATE 5 Wi TAB oS eRx  |Submitled
[ [ Unspeciied 0227H4 |Refll  |LIGINOPRIL 40 WG TABLET VS e |Submitted
iE Unspeciied 0212774 |Refll  |MELOXICAM 15 MG TABLET VS sFor | Submitted
= Unspecified 0202714 |Refll  |IBUPROFEN 800 MG TABLET Vs, eFx | Submitied
Iz Unsoecified 0202774 |Refll | LABETALOL HCL 200 MG TABLET Ecke sFx | Bubmitted
iz Unspeciied 022774 |Refll  |FUROSENMIDE 20 MG TABLET VS eFor | Submitted
[ Unspecinied 0202714 |Refll |VIT D2 1.25 WG (50,000 UNIT) cvs sFx  |Submitted
i Unspecified 0272774 |Refll  |DOMNEPEZILHCL § MO TABLET S eFRx_ |Submittzd
Iz Unspeciied 0212714 |Refl | DIAZER#M 10 MG TABLET Ecke e |Submitted
o e 0202514 |Seript | Ramipril Vs eFx  |Submined
I e 022514 |Geript |Amlodipine Ccvs eRx  |submittsd
u |E 02/25M 4 |Senipt Dioeepeyeling Hyclate C\VE efht Submitted
IE e 0202504 |Serpt | Singulair cvs sFRx  |Submitted
_E E 02251 4 | Senipt Azithromycin CWVE eRx Submitted
e Unspeciied 022014 |Refll  |METOPROLOL TARTRATE 25 MG TAB|CVE eFor | Submitted
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Document Count: 31
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Scripts that have failed need to be corrected and resent. Right click on the correct patient. A

Process |

Delete ftem | Exit |

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.




Document Queue

= . = Last eRx Sant: Friday, 01/20117 6:29pm
All Provders =l JePrescribing ] m Last eRx Complete: Friday, 01/2017 _6:37pm
L .
__\-'_‘. _f 01720017 [Seript Lisinopril Failed
_E __P 01720017 (Script Tramadal \ efx Status Failad
LN _IF 01720417 |Script Diflucan Failed
RES _IE 01 8HT |Refill NOVOLOG FLEXPEN SYRINGE c Falled
~E _E 0171817 |Seript Glucophage Cl Fallad
_E _E 011817 [Seript Dmeprazole W Failed
Jﬂ _E 0141817 [Seript Gabapentin G Failed
W _IE AT |Script Depo-Provera W Failed
mLd __IE MATHT |Seript Toprol KL Wy Failed
HE] _E 0717 |Refill RISPERIDOME 4 MG TABLET Gl Fallad
RE] _E 01 77 |Refill TRAZODOME HCL 100 MG TABLET 1 Failed
_ﬂ _E A THAT [Seript Zolpidem cr Failed
s _IE 077 [Seript Tizanidine WY Failad
= __IE oA 7T |Script Micotine Gi Falled
| |H _E 01717 |Seript Mizotine 1 Fallad
lLIP _IE MM 77 [Script Yictoza 2-Pak ¥ Failed
HES _IE M 617 |Refill MOVOLOG FLEXPEN SYRINGE cr Failad
| 1 _E 1M 61T | Refill AMLODIPINE 10MG TAB H: Failed
| H _IF 011317 |Script Tramadol Ri Failed
e E 0112117 |Refill AMLODIPINE 10MG TAB H: Fallad
1= — e — L e e — Ty El
Document Count; 374 Process | Delete ttem | Exit |

Choose eRX status, Document Queue Info will show reason script failed.
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Date: 0120017 Cluewed: 0172017 :

Pre P HP i

Lzer P FHP-C i
Fatient: H A [
Recipient: Green Pharm

Type: Script i
hessage # 1374.00087 362 -

Bad MCPDP id = 16899 =T




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



File

Clinical | PatientActivity

Reports  Biling Patients Appointments Chnical Decuments Communications Tables Tools
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L FEYE
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Account: 11242 [4]

Patty Testpati
DOB: Aga: Sex:F

Last Visit:11/14/03 Next Visit:

L * HNo Pharmacy On File *

E

Schedule | mbox1 | TOC | visit

wee | oo | ovr
s [0 | rsrom [
Date Type Subject

DEIDBZ Noles Allergic rhinitis

01/04/12|Hotes Hotes
11008111 [Tther Continuity of Care
08/28/11 |Notes Hotes
03118108 |Hotes Notes

<

—Allergies &
Medication

[ Add To Emwortes | [ Change Strength | [ Change Sig |
| sae | [ Pt || oneime | [ Cancel |




Return to Document Queue.

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

Fiz Aeports Bling Patients Appontments  Cinical Documents  Communications  Tables  Took

Document Queue

: i = Last eRx Sent: Monday, 012317 9:50am
[ Proiders =] [opecciving ] | EATRURICIONNE ] Last oRx Complete: Friday, 0120117 6:37pm
L Unsgecified S0 4 |Ref IBUPROFEM BOD MG TABLET CVEWFlorda SL Ry Sunrmitted
o Linspecifiad D228 4 |Rafill FOLBIC TABLET CYE Spring Fanden aRy Subrmitled
:E Unspecidied D2028M4 [Refill LOSARTAN-HCTZ 100-25 MG TAR CYE E.Comwallis Dr 24 Hr|eRs Submitied
Ll E WD D2/2711 4 |Seript Hydroesging HC Walgreens Drug Store 2Ry Sunmitted
:E Unzpecifisd 2z a | Redill FLUTICASONE PROP S0 MCG SPRAY CHEWWFlonds St ef Subrnitied
kil Linsgecifisd D274 |Rafill AMLODIFINE BESYLATE 6 MG TAB CVE Liberty Plaza aRy Subrmitted
iE Unspeciied D271 4 |Refill LISINOPRIL 40 MG TABLET CYE Linery Plaza eRs Submitied
=] Unspecified Q22714 [Refil MELCHICAM 15 MG TABLET CY5 E.Cormvaallis Dr 24 Hr|aRx Submitied
:E Unspecifisd Q2274 | Redill IHUPROFEM 800 MG TAELET CYEIpharmacy #2532 ef Subrnitied
Fi Linsgecifiad 274 | Rafill LABETALOL HCL 200 MG TABLET Eckerd Morhling S aRx Subrmitted
:E Unzpecified 02374 |Refill FURJSEMIDE 20 MG TABLET CYE Alamance efy Submitied
! Unsgecified 022714 [Rafil VIT D2 1.25 MG (50,000 LUNIT) Y5 E.Cormvallis Dr 24 Hr[aRx Submitied
:E Unspecifisd 2274 | Redill DOMEPEZIL HCOL S MG TABLET CyE E.Comwallis Dr 24 Hr]eRs Subrnitied
Fi Linspecifiad 02274 |Rafill DIAZEFAM 10 MG TABLET Eckerd Groomatwi aRy Submitted —
:E _IE MWD 02251 4 |Seripd Ramipril CYE Alamance ey Submitted
Ll E WD 0212514 |Serip! Amlodipine CVE Aarmance eRx Subrnitted
:E :E Wil 027251 4 |Seript Diowyeycling Hyelate CYE Alamance af Subrnitied
Li E Wil D225 4 |Serip! Singulair CYE aRy Subrmitted
i E ‘WD 0272514 |Seript | Azithromycin CVE E.Comwallis Dr 24 Hr|eR:  |Submitied
En Unspecifiod D220/14 [Refil METOPROLOL TARTRATE 25 MG TAR  |CYE Alamance aRx Submitted
Ch o ™ T DA s 8 (O epirs T 10 G el = hraibind
Dogument Count; 31 Procass Daleta lem Exit

Make sure to search Complete scripts when a patient or pharmacy calls to check on status.
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Note: If all scripts show status as Ready, contact HST support for assistance.



