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Incoming and Outgoing Referrals 

There are 2 types of referrals in eClinicalWorks – Outgoing and Incoming. Primary Care practices will be using 

only the Outgoing referral since the patient can be seen without an authorization. On the other hand, Specialty 

offices will be utilizing the Incoming referral feature since some insurances may require the patient’s 

appointment to be the authorized prior to being seen, and the Outgoing Referral. 

Incoming Referrals 

Referral appointment request comes from 
patient/referring physician’s office .  

Search for the desired appointment 
slot from the ‘Resource Scheduling’ 

screen.

Assign referral to respective staff 
member.

 Register the patient in the ‘Patient 
Lookup’ screen by entering only the 

required fields* (please refer to 
patient registration workflow).

 Create an ‘Incoming Referral’ for 
the patient and enter the 

appropriate details.

 Scan-in/ verify the documents 
required for the referral (if available)

Schedule the appointment by 
selecting the appropriate Visit Type 

and Visit Reason.

Use the visits tab to link the 
scheduled appointment with the 

referral.

Is this a new 
patient?

Yes

No

Note: Referral must be 
done and linked before the 

progress note is locked.
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1. An incoming referral can be created for a patient by clicking on the “Referral” button on the 

‘Appointment’ screen or by going to the patient’s Hub and clicking on the “Referrals” button. 

2. The details of the referral can then be documented on the ‘Incoming Referrals’ screen, as required. 

3. Incoming referrals can be linked to the appointment by clicking on the ‘Visit Details’ tab. 

 

   

 

 

 

Click on the drop-down arrow 

and select the appropriate 

visit date that this referral has 

to be linked to. 
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Outgoing Referrals  

Referral is  ordered from the 
progress note.

Open up the ‘outgoing 
referral’ screen and enter the 

required information.

Referral is assigned to the 
appropriate staff member.

Fax the referral with the 
appropriate attachments to the 

referring 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 respective staff 

member .

REFERRAL COORDINATOR
WORKFLOW

After the Consult Report comes back
 from the referring physician’s office
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1. An outgoing referral can be created for a patient by clicking on the “Referral” button on the 

‘Appointment’ screen or by going to the patient’s Hub and clicking on the “Referrals” button.  

2. In addition, clinicians can initiate an outgoing referral from the Progress Note.  

 

 

Example of Referral Workflow (Clinician Portion): 

 

 

 

 

 

 

 

 

 

 

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

2. Provider can specify the specialty or program 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. 

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 Nurse/Referral Coordinator. Nurse/Referral 

Coordinator can complete the referral process.   

 

Users can see their assigned referrals in the ‘R’ Jelly Bean.  

 

 

 

 

 

 

 

 

 

  

Displays the 
assigned 
referral(s). 

Allows user to 
search referrals 
by status. 
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eCliniForm (Overview) 

eCliniForms can be utilized with signature pads or iPads (if applicable). 

Paper forms that providers/patients need to sign and are not available in the EMR system 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. 

1. To use the eCliniForm from the appointment screen, click ‘eCliniform’, and from the progress note, click ‘Ink’ 

and select the desired eCliniForm from the list and click ‘Ink Doc’ button. 
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2. Once the document is loaded, provider/staff/patient can ink the document. 

3. Once completed, provider/staff can save the document to the patient’s chart by clicking on ‘Disk’ icon  

. 
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Messaging 

The messaging feature in eClinicalWorks allows staff and providers to send and receive messages internally.  

Messages in eClinicalWorks can be accessed in two ways: from the navigation band under the “Messages” 

heading or by clicking on the “M” jelly bean at the top. 

 

  
 

1. The messages band provides access to incoming messages, lets you send messages and provides a way to 

delete old messages.  

2. The ‘M’ jelly bean can display different information that is useful to the user: 

a. The number displayed on the ‘M’ jelly bean corresponds to the number of unread messages in your 

inbox. 

b. Red ‘M’ jelly bean means that there is an ‘emergent’ message. 

c. Yellow ‘M’ jelly bean means that there is an ‘urgent’ message 

d. Gray ‘M’ jelly bean means that there is a ‘routine’ message. 

3. Clicking on the ‘M’ letter will also give options to access the inbox or outbox. 

4. The users can compose a new message by clicking on ‘Compose’ or ‘Create New Message’ button.  

5. Unlike other jelly bean items attached to a patient (Telephone Encounters, Labs, Actions, etc.), messages 

are private between the sender and the recipient. 

 

NOTE: This feature is not used for any clinical documentation for a patient. The clinical documentation regarding 

a patient needs to be done through a telephone encounter.   

 

 

 

 

“M” jelly bean 

Filters 

Search Tools 

Message 
band and 
icons. 
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Actions 

Creating and Assigning Actions to Staff Members 

1. Actions can be created either from the patient Hub or by clicking on the letter ‘T’ on the top right corner 

of the screen. 

 

 

 

 

 

 

 

 

 

2. Actions can be assigned to a respective staff member with messages, attachments, status codes, priority 

codes and can also be made to recur over a period of time. 

 

 

Click here to 
create a new 
action. 

The number of actions assigned 
to the user presently logged in 
are indicated here. Click on 
“Actions” to see all actions 
assigned. 

This dashboard can be used to keep 
track of actions assigned to you as well 
as other staff members and to check 
on the status of the actions. 

Any attachments from the Patient 
Documents screen can be included 
with the action from this section. 

The type of action to be performed for 
the chosen patient can be selected 
from a custom-built list. 

Every action needs to have a ‘Status’ 
and a ‘Priority’ before being assigned 
to a user. 

Recurring actions can be created using 
these options. 
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Document Management 

The below workflow illustrates the management of documents that are scanned into the system and that are 

faxed into the system.  

Paper document is scanned into the 
system.

The document must be attached to the 
corresponding folder for the respective patient 

and named appropriately.

Mark the document as 
“Reviewed”.

Paper document is electronically 
faxed into the system.

Assign the document electronically to the 
respective person. Type in any additional 

notes, if required.

Sign-off/reviewed 
by provider 
required?

Further follow-up 
required?

NO

YES

YES

NO

Type in the respective instructions and 
re-assign the document to the 

appropriate staff member.
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Scanning single - page and multi- page documents and adding them to a patient chart 

1. The eClinicalWorks scanning module can be accessed by clicking on the “Patient Documents” icon under the 

“Documents” band in the left navigation panel or from the Patient Hub. 

 
 

 
NOTE: Prior to scanning in any documents, make sure the “Add Description” check box is checked off always. 
 
2. Select the appropriate patient by clicking on the “Sel” button on the top of the screen. 

3. Feed the document into the scanner. The number of pages can be specified if necessary and then click on 

the ‘Scan’ button to scan the document and place it in the ‘Scan Bucket’ (see screenshot above).  

4. The scanned documents can then be moved into the respective patient folder or sub-folder by following a 

simple 4-step process: 

a) Select the scanned document from the “Scan Bucket” section. 

b) Select the folder or sub-folder where it needs to be added. 

c)  Check off add description to be able to rename your document. 

d) Click on the ‘Add’ button. 

 

Select the patient 
for whom the 
documents need 
to be scanned in. 

Patient Folders 
where scanned 
documents are 
stored. 

Scanning settings. 

SCAN BUCKET: Scanned documents will be temporarily 
stored here. Users can then select the documents and 
add them into the right folder. 

1 

b 

2 

b 
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Scanning two-sided documents 

5. Two-sided scanning can be done by checking off the “Scan Duplex” option prior to clicking on the ‘Scan’ 

button. Multi-page scanning can be accomplished by checking off the “Scan to Single Doc” option prior to 

clicking on the ‘Scan’ button. 

 
Scanning color documents and changing scanning resolution 

6. Color scanning can be done by checking off “scan to color doc” prior to clicking on the ‘Scan’ button.  
 

7. Scanning in JPEG can be done by checking off “JPEG” prior to clicking on the scan button. 

8. Scanning resolution can be changed by adjusting the DPI value. Default DPI and pages can be defaulted under 

settings. 

 

 

 

 

 

 

a 

b 

b 

c 

b 

d 

b 
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Adding certain pages to a patient chart 

9. To add only certain pages from the scanned document to the patient’s folders, click the green arrow next to 

the “Add” button and select “Add Pages”. This is typically useful when a faxed document has to be added to 

the patient’s folder without the cover sheet. 

 
 

Adding a file locally from the computer  

10. The “Add Local” button located right below the “Add” button can be used to add any ‘local’ files (i.e., files 

from your computer) in to one of the patient folders: 

(a) First select the folder where you want to add a ‘local’ document. 

(b) Then click on the “Add Local” button to search for and add the document (Make sure add description is 

checked off). 

 
 NOTE: The recommended naming convention to be followed when adding scanned documents into the respective 

folders is to “YYYY/MM/DD; County; NameOfDocument”. For example, if you are scanning a lab result that was 

received on the 1st of April, 2011, the scanned document should be named as ‘2011/04/01; CBC Result’. This 

recommended naming convention makes it easy to sort the documents in chronological order. 
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Electronic Faxing & eClinicalWorks 

Incoming Faxes 

 As introduced in the previous section, eClinicalWorks includes a document management feature which 

allows external entities to fax the document directly into eClinicalWorks. The document then can be 

attached to the patient’s electronic chart.   

1. The Fax inbox can be accessed either by clicking on the “Fax Inbox” icon in the “Documents” band, by 

choosing the “Fax Inbox” option in the ‘Patient Documents’ screen or by clicking on the letter ‘D’ of the 

jelly bean.  

 

2. Attaching received faxes into the respective patient’s folder can be done by simply selecting the fax 

document, selecting the folder where it needs to be added and then clicking on the “Add” button 

(similar to the process followed for attaching scanned documents). 

Similarly, individual pages from the received fax can be added to a particular folder by using the “Add 

Pages” option, under the “Add” button (similar to Step 9 above). 

 

 

 

 

Click on fax 
inbox here 
to access 
electronic 
faxes. 

Users can also view 
faxes by selecting 
Fax Inbox here. 
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Outgoing Faxes 

     eClinicalWorks allows users to electronically fax documents from the application. Users can access the fax 

feature by clicking on the ‘Fax’ button from various sections of the application (Ex. Progress Notes, Patient 

Documents, Lab/DI Order, etc.). Once the document(s) is faxed out, users can monitor the status of the 

outgoing faxes through the ‘Fax Outbox’ screen. 

1. The fax ‘outbox’ is where all the faxes that were sent out electronically from eClinicalWorks are listed. 

The fax outbox can be used to monitor the following information: 

(A) The number of faxes sent out by a user / provider / facility. 

(B) The number of faxes sent out by date. 

(C) The status of each fax that was sent out (completed/pending/failed). 

(D) The date and time when the fax was sent. 

(E) The destination fax number and name.  

 

 

 

2. The individual patient fax logs can be viewed by clicking on the “Fax Logs” button from the patient’s 

Hub. 

Click on 

fax outbox 

icon to see 

the overall 

fax logs. 

A 

B 

C 

D 

E 
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Faxing Multiple Documents from the Patient’s Hub 

To fax out multiple progress notes for a patient, go to the patient’s Hub and then click on the “Encounters” 

button. Select all of the encounters whose progress notes you want to fax out and then click on the “Fax” 

button. 

 

 

On the fax preview screen that opens up, select / enter the respective fax number and then click on the “Send 

Fax” button. 
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Faxing Multiple Documents from the Patient’s Documents Window 

To fax out multiple faxed/scanned documents from the patient’s documents window: 

a) In the patient’s Documents window, click on the “Multi Doc” button at the top of the screen. 

 

b) One by one, select the documents that need to be faxed out and then click the “Add” button. 

c) When finished selecting all of the documents, click on the “Fax All” button to fax the documents out. 

 

d) Enter/select the destination in the appropriate field (i.e. name of the recipient, destination fax number, etc.) 

e) Click “Send Fax”. 

a 

b 

b 

b 

c 

b 
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d

 

b 

e

 

b 
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Letters 

Generating and Printing Letters for an Individual Patient 

Letter templates for commonly generated patient-specific letters can be set up as Microsoft® Word documents in 

eClinicalWorks. Once these letter templates are set up they can be printed for an individual patient by clicking on 

the “Letters” button from the patient’s Hub or clicking on “Letters” from the patient’s progress note and then 

following three simple steps as outlined below: 

1. Click on the “Letter” […] button at the bottom left of the screen 

2. Choose the letter template that has to be printed out for the patient. 

3. Click on the “Run Letters” button to generate the letter for the patient as a Microsoft® Word document that 

can be printed out as required. 

 

 

NOTE:  All letters have been created using tags that work from the progress note. 

 

 

 

1

 

b 

2

 

b 

3

 

b 
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User Favorite Letters 

Adding Letters as User Favorites 

 User can mark preferred letters as favorites.  

To add letters as user favorite:  

1. Open Letters window from Patient Recall window.  

2. Click the Star icon located to the left of the letter name. 

 
 

              NOTE: The template is marked as the logged-in user favorite. 

 
Displaying the User Favorite Letters  

To display the user’s favorite letters: 

1. Open the Letter window from Patient Recall window.  

2. Click the Star icon located above the list of letters: 
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Removing Letters from User Favorites  

To remove letters from user favorite:  

1. Open the Letters window from Patient Recall window.  

2. Click the Star icon located above the list of letters. The list of the user’s favorite letters displays. 

3. Click the Star icon located to the left of the letter name to be removed from favorites. The letter is 

removed from the list of favorites.  

Search Letters 

The following enhancements have been made to the Letters: 

 Previous and Next buttons have been added to the Letters window. Click these buttons to navigate to 

previous and next pages, respectively. 

 By default, favorite letters display in the Letters window. To view all letters, click the yellow star icon. 

 The Search field can be used to search among all letters and not just the favorite letters that display by 

default in the Letters window: 
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Patient Specific Alerts/Recalls 

Global Alerts 

Global Alerts can be set from the patient Hub, by clicking on the “Billing Alert” button. These alerts pop-up 

whenever the patient is selected from the Lookup screen or when an appointment is modified for that patient. 

The following steps have to be followed to set these alerts for a particular patient. 

 

1. Click on the “Billing Alert” button in the respective patient’s Hub. 

2. Click on the “Global Alerts” tab and then click on the “Set Global Alerts” button. 

3. Choose the type of alert that needs to be set.  

4. Select the alert that needs to be set, from the list and click on the “>” button. This applies the selected 

alert and its respective color code to the patient. 

5. Click on ‘Edit notes’ to add additional details in the notes section of each corresponding alert. 

6. For this alert to pop-up, check the check-box on the left-hand side corresponding to the alert set. Finally, 

click on the “Ok” button when you are done and close out of the patient Hub. 

7. Once the global alert is set, it will show up in two places: 

(a) The corresponding color code that will show up next to the patient’s name in the ‘Lookup’ screen. 

If you move your mouse pointer over the color code, you can see the description of that alert. 

 

(b) The alert will pop-up whenever you try to schedule an appointment for the patient. 

1 

2 

3 

4 

5 

6 



© eCLINICALWORKS, 2016. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KENTUCKY DEPARTMENT FOR PUBLIC HEALTH  26 

Billing Alert 

Billing Alert allows the Biller to add a Billing Note to the patient’s account. The note is accessible by the Front 

Office staff the same way as they would access the Global Alert.  

 

 

Insurance Alert 

Insurance Alert allows the Billing Department to broadcast a message for that particular insurance. It is accessed 

the same way as the Global and Billing Alert. 

 

* indicates that there is (an) alert setup.  
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MU (Meaningful Use) Alert 

Meaningful Use Alert will pop up if the MU required information is not captured in the patient’s demographics.  

This includes Race, Ethnicity, Preferred Language, and E-Mail (For Patient Portal).  
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Telephone Encounters 

Overview of Creating Telephone Encounters 

Providers and staff can document telephone conversations he/she had with the patient using the telephone 

encounter feature. Once documented, the telephone encounter can be assigned to different staff members in 

the clinic for further action if needed. (Telephone Encounter Examples: medication refill request, message for 

the provider, lab result request, etc.). 

       Telephone encounters can be created in several different ways. The easiest recommended way is to 

create it by clicking on the “New Tel Enc” button  in the patient ‘hub’.  

 

 

 

 

 

 

 

 

 

Allows you to create 
a new telephone 
encounter. 
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1. The “answered by” field will be populated with the name of the person who creates the telephone 

encounter. The date and time are also automatically documented. 

2. If the telephone encounter is created from the patient’s hub, the patient’s name and demographic 

details (including the provider name) will be populated automatically. 

3. The name of the caller can be documented under the ‘Caller’ section. (Example; Mom, Wife, etc.). 

4. The reason for the call can be chosen from the respective drop-down or also typed in. 

5. The actual message can be typed in the “message” section. 

6. The follow-up action taken for the issue can be documented in the respective section. 

7. The telephone encounter thus created can be assigned to a provider or staff member appropriately. 

8. For issue which requires immediate attention, staff can check off the ‘High Priority’ check box. This will 

trigger the Jellybean to turn ‘Red’. 

9. Once the issue is addressed or taken care of, the telephone encounter can be ‘closed’ by selecting the 

“Addressed” option.  

1 

2 

3 

5 

7 

6 

8 

4 

9 
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Different Tabs in the Telephone Encounter (Overview) 

 In addition to the message tab, the telephone encounter also comes with additional tabs where each 

tab’s functionality is explained below: 

 

 

 

‘Rx’ tab – Provides access to the patient’s current medications, Rx history and allows providers to refill the 

selected medications. 

‘Labs/DI’ tab – Provides access to the patient’s Labs/DIs and the results. 

‘Notes’ tab – Allows provider/staff to document additional notes. 

‘Addendum’ tab – Allows provider/staff to add an addendum to the addressed (locked) telephone encounter. 

‘Log History’ tab – Provides access to the history of the telephone encounter.  

‘Virtual Visit’ tab – Provides access to the virtual progress note. 

 

 

 

NOTE: The telephone encounter is strongly recommended to document any phone messages which need to be 

a part of the patient’s medical records, including, front office, clinical or billing related phone calls. 
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Looking Up the Assigned Telephone Encounters 

 The assigned telephone encounter will show up in the ‘T’ jelly bean (the number reflects the amount of 

telephone encounters that have been assigned to the user). The active (open) telephone encounters are found 

under the ‘Open’, ‘All’ and ‘All Open (All Dates)’ tab.  

 

 

 

  

 

 

 

 

 If you are assigned a ‘High Priority’ telephone encounter, the ‘T’ jelly bean will turn red. 

 Once the telephone encounter is addressed, it is moved to the ‘Addressed’ tab. 

 

 

 

 

 

 

 

 

 

 

Filters: Allows you to view 
desired telephone 
encounters. 

Telephone encounter 
list 

Allows you to see how 
many telephone 
encounters have been 
assigned to you. 
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The recommended workflow to handle patient phone calls, relating to clinical and non-clinical calls is below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Patients’ calls go into a queue. Front desk/
Operator will answer depending on type of call.

Document the conversation/
message using the “Telephone 

Encounters” feature.

Nature of the 
call

‘Address’ the Telephone 
Encounter.

Telephone Encounter is 
“addressed”.

Assign telephone encounter to 
provider/nurse

Provider/nurse documents the 
“Action taken”.

APPOINTMENT 
RELATED

Perform the required tasks and 
document it on the “Action 

Taken” section.

CLINICAL:
NON-URGENT ISSUE

CLINICAL:
URGENT ISSUE

Mark telephone encounter as 
“High Priority” and assign to 

provider/nurse.

Provider/nurse documents the 
“Action taken”.

Verbally inform nurse/provider 
regarding the telephone 

encounter.

Optional
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Profile Configuration 

Local Settings 

1. Local Settings allows users to customize the settings for each machine. The settings allow you to configure 

the default appointment facility, map the fax inbox folder to the eClinicalWorks application, show deleted 

appointments on the resource schedule, and export all data to excel.  

2. To configure ‘Local Settings’, go to File>Settings>Local Settings. 

3. The important setting for EMR implementation is ‘Show Printer Selection Dialog’, and ‘Copy Data To Excel 

File’. 
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My Settings 

1. My Settings allows users to customize system options for his/her profile. 

2. To configure user settings, go to File> Settings> My Settings. The five important tabs under which the 

respective settings need to be configured are ‘My Providers’, ‘User settings’, ‘Views’, ‘Show/ Hide’ and ‘My 

Resources’, and ‘Defaults’ tabs. 

3. Using the options under different tabs, the user will be able to: 

a. ‘My Providers’ tab - Select the providers that the user works for/with, and his/her default 

location. 

b. ‘User Settings’ tab – Enable/Disable system settings such as medication interaction, fax refresh 

rate, select desired home screen, etc. 

c. ‘Views’ tab – Select desired view for the selected screen (modern view or classic view). 

d. ‘Show/Hide’ tab – Show/Hide the selected options in each specified screen. 

e. ‘My Resources’ tab – Select the resources that the user works for/with. 

f. ‘Defaults’ tab – Select default options. 

 

 

 

 

 

a 

b c d 

e f 
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Below are the recommended settings for each tab: 
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Change Password 

1. To change your eClinicalWorks login password, go to File and select “Change Password.”  

2. Enter old password, enter the new password (twice) and click “OK”. 

3. Password guidelines recommended by COT are as follows: 

a. Alphanumeric. 

b. Minimum of 6 characters. 

c. Changed after 180 days. 

 

 

 

 

 

 

 

 

 

 

 

1 
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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. 
 

 

 

 

 

 

 

 


