
 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  1 

 

 

 

 Business Analysis Department 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

EMR - II 

Kentucky Department for Public Health 

  



 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  2 

 

CONTENTS  

Documenting Treatment Plan ........................................................................... 4 

Overview of Treatment Management .............................................................................................................. 4 

Prescribing/Refilling Medications ..................................................................................................................... 5 

Adding Medications to your Favorite List ......................................................................................................... 9 

Using Chart Panel to Continue/Refill/Stop Medication ................................................................................... 10 

Prescribing Medication with Formulary .......................................................................................................... 11 

Checking Prescription Log(s) .......................................................................................................................... 13 

Lab/Diagnostic Imaging Orders Workflow ...................................................................................................... 14 

Ordering Diagnostic Imaging .......................................................................................................................... 19 

Ordering Procedures ...................................................................................................................................... 20 

Outgoing Referrals ......................................................................................................................................... 21 

Documenting the Treatment Plan – II ............................................................... 25 

Immunizations/Injections – Ordering/Administering Immunization................................................................ 25 

Reviewing & Importing Historical Lab Results into Progress Note ................................................................... 26 

Preventive Medicine ...................................................................................................................................... 27 

Billing and Follow-up Information .................................................................... 28 

Entering Billing Information and Follow-up Details ......................................................................................... 28 

Super Bills ...................................................................................................................................................... 29 

Printing the Progress Note in Different Styles:................................................................................................ 30 

Faxing the Progress Note in Different Styles: .................................................................................................. 30 

Locking a Progress Note in Different Styles: ................................................................................................... 31 

Printing & Modifying Patient Visit Summary................................................................................................... 32 

Faxing Consult Notes/Report: ........................................................................................................................ 33 

Printing Consult Notes/ Reports: .................................................................................................................... 34 

Using eCliniforms ........................................................................................................................................... 35 

Re-Inking the Saved Documents ..................................................................................................................... 36 

Progress Notes Short-Cuts................................................................................ 38 

Patient Chart Panel ........................................................................................................................................ 38 

Using the ‘Caret’ Options ............................................................................................................................... 38 

Using the ‘Scroll Item” Function ..................................................................................................................... 39 

Using the ‘Notes’ Drop-Down......................................................................................................................... 40 



 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  3 

 

Appendix A: Notices ........................................................................................ 41 

Trademarks .................................................................................................................................................... 41 

Copyright ....................................................................................................................................................... 41 

 

  



 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  4 

 

Documenting Treatment Plan 

Overview of Treatment Management 

From the progress note, click on “Treatment”. The following window opens. 

  

 

 Patient assessments made in the assessment section of the progress notes appear as individual tab(s) in 

the Treatment Window. The individual tabs allow the provider to specifically address each symptom.  

 Treatment Screen allows Providers to:  

o Prescribe Medication. 

o Order Lab/Diagnostic Imaging. 

o Order In-House Procedure. 

o Generate Outgoing Referral. 

 In addition, advanced features of the EMR System such as Order Sets and eCliniSense can also be found 

in the treatment section. 
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Prescribing/Refilling Medications  

 

1. Click on the ‘tab’ corresponding to the diagnosis for which medications need to be prescribed or refilled. 

2. To refill patient’s current medications, click on the “Cur Rx” button, select the meds that need to be 

refilled and simply type in the number of refills in the “Refills” column. Can select 30 or 90 day refills. 

3. To document whether the patient was asked to increase/decrease/stop the current dose, click on the 

“comment” column and choose the respective comment. 

4. To prescribe a new medication, click on the “Add” button. 

a. Choose the corresponding diagnosis code. 

b. Choose a new medication from the ‘drug dictionary’ by searching for the medication. Once the  

medication is chosen and when you click on ‘Ok’, the dosage details can be modified back on the 

‘Treatment’ screen. 

5. To edit the duration/dispense and refill information, click on the desired column. 

 

1 

2 

3 

4 

5 

4a 

4b 



 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  6 

 

6. To edit the duration/dispense and refill information, click on the desired column (‘pop-up’ must be 

checked in order for this screen to appear). 

 

7.  The medications can then be printed or faxed or electronically prescribed to the patient’s pharmacy by 

clicking on either the “Print” button (to print on prescription paper) or the green arrow next to the 

“Print” button (to fax or e-scribe).

 

Note: If patient has an ePrescribe pharmacy (indicated by the red ‘E’ with a black background) users can hit ‘Send 

Rx’ and it will be sent out automatically.  
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ePrescribing 

 

 For ePrescribing, provider can enter any comments under the comment section. 

 Provider can select which medication to ePrescribe by checking off the selection under the ‘Prescription’ 

section. In addition, individual comments for each medication can be entered under the comments 

section. 

 Once complete, the provider can preview the script using the ‘Show Preview Rx’ button or ePrescribe 

the medication to the Pharmacy using the ‘Send ePrescription’ button. 
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Faxing 

 By default, the patient’s preferred pharmacy will be populated in the ‘To’ section with the 

corresponding fax number. 

 Provider can choose to fax the prescription to a different pharmacy using the ‘Browse’ button. In 

addition, the fax number can be entered manually in the fax number box. 

 For faxed prescription, provider signature will be sent along with the prescription automatically. 

 Once ready to send, the provider can click on ‘Send Fax’ button to electronically fax the prescription to 

the pharmacy. 
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Adding Medications to your Favorite List 

Frequently used medications can be added to your favorite list by: 

1. From the “Manage Prescriptions” window (Ex: click “Add” from the treatment screen), search for the 

desired medication. 

2. Once the medication is located, click on the   for the desired medication. 

3. “Add to Favorite Rx List” window will show up with default medication properties and NDC Code. Edit 

the properties, if needed.  

4. If you need to modify the Strength, the NDC can be chosen by using the “…” button.  

5. Click OK to add the medication to the favorite list. 

 

 

 

 

 

Medication that is part of the favorite list can be found using the “My Favorite” radio button. 

 

Favorite Medications can also be removed by clicking on the  button. 

1 
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Using Chart Panel to Continue/Refill/Stop Medication 

In addition to the treatment section, existing medication (part of current medication) can be 

Continued/Refilled/Stopped using the Chart Panel by: 

1. Open “Overview” tab from Chart Panel. 

2. Click on the “C”, “R” or “S” button on the desired medication. 

3. (The Selected) Medication will be brought to the Treatment section with the previously associated 

Assessment. 

4. If you wish to ePrescribe/eFax the medication, click on the Treatment section, edit the medication 

properties, and send prescription. 
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Prescribing Medication with Formulary  

When Rx Eligibility is performed, provider can view the medications that are covered by the insurance/on 

Formulary by: 

1. From the Treatment Screen, click on Add button. (In addition to ‘Add’, provider can also click on the 

Green Arrow and select Rx with Formulary).  

2. The Select Rx Window will be displayed. 

3. Search for the desired medication by typing in the search box. 

4. The medication will show up in different colors corresponding to their coverage. 

5. Select the desired medication. 

6. The medication is added to the list of medications to be prescribed. 
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The “?” allows the provider to see the meaning of the different colors (Green, Yellow, Orange and Red). 

1 

2 
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Checking Prescription Log(s)  

Medication(s) that have been prescribed are logged in the system.  

To check the prescription log: 

 From the Patient Hub – ePrescription Logs. 

 From Documents Band – Prescriptions (For Medication that have been Faxed/Printed) 

   – ePrescriptions (For Medication that have been ePrescribed). 
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 Lab/Diagnostic Imaging Orders Workflow 

Below illustrates the workflow for lab/diagnostic orders pre-interface and post interface. 

Labs are ordered from the 
progress note.

Type of 
order?

Send patient to Lab draw 
area (if applicable).

Assign the lab with 
results to the clinician 

for review.

Staff member will fill out lab 
form and  perform lab, attach 

requisition to samples for send 
out.

Patient proceeds to 
check-out.

IN-HOUSE

SEND-OUT

Complete the test and 
document the results 

appropriately.

  Staff member can electronically 
submit order using the “Quick 

Transmit” button. Print 
requisition and attach to 

samples.

Interface turned-
on?

Print a copy of the order for 
the patient

Send patient to Lab draw 
area (if applicable).

Print a copy of the order for 
the patient

YES
NO

Send patient to Lab draw 
area (if applicable).

Open up the lab results 
screen from Progress 

Note.
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 In the Lab section, click on “Browse” to open the Labs screen.  

  

 Check off the desired diagnosis code on the left hand side and use the ‘Look Up’ section to search and 

select labs for the current visit. The selected lab will be associated with a diagnosis (on the left hand 

side). Provider can use the filter (Lab Company, Lookup by Name, etc., In-House or Send Out) to search 

for the desired lab. 

 
  ‘In-House’ is the eClinicalWorks (eCW) terminology for CLIA-Waived and Provider Preferred Microscopy. 

These are the labs that are ordered, drawn, and resulted within the walls of the Local Health 

Department.  Below is a list of in-house labs that are specifically built for the Local Health Departments: 
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 Future (Lab) can be selected by highlighting the ‘Future Orders’ tab, select the desired date (from the 

calendar), and search for the lab using the ‘Look Up’ feature.  

 Once selected, recurring future orders for labs can be ordered by clicking on the “Add Standing Orders” 

button.  

 

 If an AOE (Ask at Order Entry Question) is associated with 

an Order, the AOE window will pop up (with the Lab 

Name), at which point the provider can enter the 

information into the window and click ‘OK’. 

 

 

 Once completed, the provider can transmit the order electronically via the interface using the ‘Quick 

Transmit’ feature.  

 Once clicked, the provider can electronically transfer the order by selecting the desired order, lab 

company, enter the collection date, fasting requirement, assigned to staff, and click ‘Transmit’. 
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 In addition, the lab requisition can be printed/faxed by clicking on the ‘Print Orders’ button from the 

treatment screen. 
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Ordering Diagnostic Imaging  

 In the Diagnostic Imaging section, click “Browse” to open the list of Diagnostic Imaging procedure orders 

in your system. 

 

 Similar to selecting the lab, check off the desired diagnosis code on the left hand side and use the ‘Look 

Up’ section to search and select the DI for the current visit. The selected Imaging will be associated with 

a diagnosis (on the left hand side). Provider can use the filter (DI Company, Lookup by Name, etc., In-

House or Send Out) to search for the desired Imaging. 

 Future (DI) Orders can be selected by highlighting the ‘Future Orders’ tab, select the desired date (from 

the calendar), and search for the DI using the ‘Look Up’ feature.  

 Once selected, recurring future orders for DI can be ordered by clicking on the “Add Standing Orders” 

button.  
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Ordering Procedures  

 Similar to lab and diagnostic imaging, procedures can also be ordered from the treatment screen by 

following a process similar to the lab and diagnostic imaging ordering process.  

 Provider can use the ‘Lookup’ option to search for the desired procedure. 

 Diagnosis code needs to be selected before procedure look-up and selection. 
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Outgoing Referrals  

Provider orders the Referral 
from the progress note.

Open up the ‘outgoing 
referral’ screen and enter the 

required information.

Referral is assigned to the 
appropriate staff member 

(referral coordinator)

Fax the referral with the 
appropriate attachments to the 

referring physician’s office

Change the referral status to 
“Addressed”.

Scan-in  the consult report and 
attach it with the appropriate 

referral

Change the ‘status’ of the 
referral to ‘Consult Pending’

Assign the scanned consult 
report to the corresponding 

provider.

REFERRAL COORDINATOR
WORKFLOW

After the Consult Report comes back
 from the referring physician’s office
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The Outgoing Referral button on the treatment screen opens the window where you can enter 

information for creating a referral. 

 

 

 Enter the information into the fields and then print the referral or assign it to the staff member that 

processes referral. 

By using the Referral Module in eCW, you can track if the consult report has been received or not. 
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Example of Referral Workflow:  

 

 

1. Once referral window opens, provider can verify/select his/her name from the ‘Referral From’ drop 

down. 

2. Provider can specify the specialist by clicking on the drop down from the ‘Referral To’ section. 

3. Provider can specify the reason for the referral by using the ‘Add’ or Browse’ button. 

4. Provider can also specify the diagnosis code by clicking on the ‘Previous Dx’ or ‘Add’ button. In addition, 

Provider can also specify a procedure by clicking ‘Add’ under procedures (optional). 

5. Attachments such as the Progress Note, lab/DI results, etc. can be attached using the ‘Attachments’ 

button. 

Displays patient 

and provider 

information. 

Allows the provider to 

specify the 

specialist/specialty. 

Allows provider to 

specify the reason 

and diagnosis 

code. 

1 
2 

3 

4 

6 

7 

5 
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6. If the provider wants to add notes or special instructions, click on the ‘Notes’ tab and enter the 

information. 

7. Once completed, provider assigns the referral to the staff that processes the referral.  

8. Staff can print/fax the referral along with the attachments (if applicable) by clicking on the “Send 

Referral” button. 

9. Once completed, Staff can change the status of the referral to ‘Consult Pending’. 

 

 

 

 

 

 

 

 

 

Note: The assigned referral can also be found in the ‘R’ Jelly Bean.  

 

Displays the 

assigned 

referral(s). 

Allows user to 

search for referral 

by status. 

8 
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Documenting the Treatment Plan – II 

Immunizations/Injections – Ordering/Administering Immunization 

From the progress notes, click on “Immunizations”. The Immunizations/Therapeutic Injections window opens for 

the patient.  Click on “Add” button to add an immunization.  

 

 

 Use the “Find” field to locate the immunization from 

the list in the left pane. Once located select the 

desired immunization by simply clicking on it. 

 

 After selecting the immunization, provider can exit 

out of the immunization screen, return to the office 

visit screen and select ‘Nur’ or ‘MA’ as the status so 

that the Nurse/MA knows that the patient needs to be administered a shot.  

 Nurse/MA then can enter the examination room and document the other required fields on the 

“Immunizations” screen (such as ‘given by’, dosage details, location, etc.). 

 The following fields must be filled in: Lot Number (Manufacturer, Expiry Date, VIS Date, Dosage will auto 

populate), route, location, given by. 

Provides 

recommendations 

on vaccinations 

based on CDC 

schedule.  

Allows you to verify 

immunizations. 
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Reviewing & Importing Historical Lab Results into Progress Note  

 

 The previously ordered labs are available on the labs/DI section on the right side chart panel of the 

progress note.  

 If the results are already marked off as “reviewed” by the provider, the lab appears in a normal font, if it 

has not been reviewed, the lab name appears in bold text.  

 Once the lab has been marked ‘Reviewed’, the icon will change to a blue arrow (next to the lab name). 

By clicking on the arrow, the lab result will be imported to the current progress notes under the ‘past 

results’ section.   

 

Note: Very important for Women’s Cancer Screening Program and Lead: 

 Must create lab, back date & enter in results. Scanning document will not be sufficient. 



 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  27 

 

Preventive Medicine  

The preventive medicine screen is used to document the necessary counseling given to the patient. 

 

 

 The categories are available on the left side and the items under the categories are on the right side. 

 Click on the ‘Notes’ box to document the information in more detail. 

 There is also a miscellaneous notes section at the bottom of the section.  
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Billing and Follow-up Information 

Entering Billing Information and Follow-up Details 

From the progress notes, click on “Visit code”, to open the “Billing” window. 

  

1. The “Assessment” section will have all the diagnoses added by the provider. The provider can also add 

additional diagnoses from here. 

2. The E & M code can be entered through the following format: 

a. Provider can enter the E&M (Office Visit) code by clicking on the ‘Add E&M’ button or by clicking on 

‘Add CPT’ button.  

3. Additional “Procedure Codes” can be added by clicking on the ‘Add CPT’ button.  

4. If the provider wants to put in some notes for the biller those can be typed in the “billing notes” section. 

5. A follow-up appointment with respective details can be entered in the “Follow-up” section. The details entered 

here will be displayed in the “Appointment” screen and can be seen by the clerks during the check-out process. 

6. “Done” indicates to the billing department that the note is ‘ready to be billed’ where as “Close” means that the 

provider will still work on the note and might enter additional billing information.  

 

 

1 

2a 

4 

5 

6 
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Super Bills 

Users can also enter in billing information using super bills. 

From the progress note: 

1) Click on the ‘green arrow’ next to the ‘details’ button. 

2) Choose ‘Super Bill’. 

3) Select the appropriate super bill to display the list of available CPT codes. 

4) Select the corresponding CPT codes. 

5) Click ‘Save’ and the codes will drop on the ‘Procedure Codes’ Section of the progress note. 

 

 

 

 

 

 

 

 

 

1 

2 
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Printing the Progress Note in Different Styles:  

Click on the small green arrow next to the ‘Print’ button at the bottom of the progress notes and choose the style of 

printing.  

 

 

 

 

Faxing the Progress Note in Different Styles: 

Click on the green arrow next to the “Fax” button, then choose the ‘style’. Once the ‘fax’ window opens, enter the fax 

number and click on the “Send Fax” button. 

 

 

 

 

To print 

various styles. 

To fax the progress 

notes in different styles. 
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Locking a Progress Note in Different Styles: 

To lock the progress notes, click on the green arrow next to the “Lock” button at the bottom of the screen and choose a 

‘style’ to lock the note.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Allows providers to 

preview and lock the 

progress notes in different 

styles.  
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Printing & Modifying Patient Visit Summary  

To modify/add notes to the visit summary: Check the boxes next to the items to include in the printing of the visit 

summary.  

  

 

 

 

To type some additional notes along with the visit summary, simply place your cursor on the screen where you would 

like to add your notes and type in any personalized notes, if required.  
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Faxing Consult Notes/Report:  

Click on the green arrow next to the “Fax” button and choose the “Fax Consult Notes” option. 

  

 

 

To Fax consult 

notes.  

Choose consult 

report/consult request 

depending if it is an 

outgoing referral 

note/incoming referral 

note. 

Allows you to 

specify the 

recipient(s). 

Allows you to 

preview the 

document. 

Allows you to 

save the 

document in 

the specified 

folder. 
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Printing Consult Notes/ Reports: 

Click on the green arrow next to the “Print” button, choose the “Consult Note” and choose the “Print Using letter” 

option to print the consult note/report in a pre-loaded letter format. Provider can also print using the ‘HTML’ version by 

selecting ‘Print Using html’. 
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Using eCliniforms  

Paper forms that providers/patient needs to sign and are not available in the EMR system (Some insurance/facility 

requires their unique paper forms) can be uploaded as ‘eCliniForms’. eCliniForms can be accessed through the 

appointment window and the progress note (INK). eCliniForms can be ‘Inked’ using the Stylus from the tablet, the 

Signature Pad or finger using the iPad. 

 

           

 

 

Click on Ink Doc to start 

inking the document 

(using Stylus). Once 

done, click on ‘floppy 

disk’ symbol to save it. 
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To use the eCliniforms: 

1. Click on the ‘Ink’ button at the bottom of the screen, which will open the eCliniForm screen.  

2. Choose the form. 

3. Click on ‘Ink doc’ and this will open the screen for inking.  

4. Mark the necessary details and click on the ‘floppy disk’ symbol to save the changes made.  

5. This document will be available for reference under the ‘Chart Documents’ folder in the patient documents.    

             

 

Re-Inking the Saved Documents  

Once the document is saved in the patient documents, you can re-ink the document by: 

1. Open “Patient Documents” section. 

2. Select the desired document and click on the “Ink” icon. 

3. Start inking. 

4. Click the floppy disk icon to save. 

 

Click on the ‘floppy disk’ 

symbol to save what you 

marked. 



 

© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  37 
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Progress Notes Short-Cuts 

Patient Chart Panel 

The patient’s history and allergy information can be populated on the current progress note, from previously entered 

information, by simply clicking on the respective ‘blue arrow’ icons on the patient chart panel. 

  

 

Using the ‘Caret’ Options 

The following sections of the progress note: HPI, ROS, Examination, Physical Examination, Assessment and Treatment, 

can be populated from previously entered information by clicking on the ‘caret’ option (yellow inverted triangle) next to 

the respective headings. The “Recent Encounter Of” allows you to view only your encounter(s) or all providers’ 

encounters. 

The “copy” button will replace existing information with the selected information while the “Merge” button will append 

the selected information to the already existing data in that section. 
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Using the ‘Scroll Item” Function  

For the HPI, ROS, Examination, Procedure, Preventative Medicine and Physical Examination sections, the notes that are 

already entered for the various symptoms can be modified by directly clicking on the green font of a certain item in a given 

section. Once the window opens, a user has the ability to use the “Prev” and “Next” button to easily toggle through 

different items of a particular section. This will be beneficial when using templates because it will allow users to fill in 

symptoms without having to click into the various different windows. 
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Using the ‘Notes’ Drop-Down 

For the HPI, Examination and Physical Examination sections, the notes that are already entered for the various 

symptoms can be modified by directly clicking on the respective notes keyword and choosing the alternate option from 

the drop down window that pops-up. This will be beneficial when using templates because it will allow users to change 

the symptoms without having to click into the various different windows. It will also allow users to move through the 

progress note quicker. 

 

 

 

1. Click on the respective keywords to enable the “drop down” window. 

2. The check boxes are multi-select options and the radio buttons are a single select option. 

3. Use the “Prev” and “Next” buttons to toggle between category items. 

4. Use the “category drop down” option to move to different categories documented in the respective section 

of the progress note. 

5. Click on the hyperlinks at the top of the window to quickly move to a different section of the progress note 

or access “Order sets” that are linked to correlating template(s) that were merged onto the progress note. 
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Appendix A: Notices 

Trademarks 

eClinicalWorks® 

eBO® 

P2P® 

eEHX® 

eClinicalWorks, eBO, P2P, and eEHX, are registered trademarks of eClinicalWorks, LLC. 

All other trademarks or service marks contained herein are the property of their respective owners. 

 

Copyright 

CPT Copyright Notice 

CPT © 2012 American Medical Association.  All rights reserved. 

Fee schedules, relative value units, conversion factors and/or related components are not assigned by the AMA, 

are not part of CPT, and the AMA is not recommending their use.  The AMA does not directly or indirectly 

practice medicine or dispense medical services.  The AMA assumes no liability for data contained or not 

contained herein. 

IBM® Cognos® 

IBM and Cognos are registered trademarks of IBM Corporation in the United States, other countries, or both. 
 

 

 

 

 


