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Provider — Adding a Flag to an In Basket Message

Overview: This tip sheet explains the process for adding a “Flag” to an In Basket message. With the
implementation of fines for overdue/unread messages, this workflow provides the flexibility for
providers to exclude certain messages from the report if they are needed for long term follow-up.

A flagging system is available for the message types:
Results, Result Notes, Staff Messages, Patient Calls, Patient Advice Request and Therapy
Plan Reminder.
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Adding a flag allows a message to remain in the provider’s In Basket for future review if
“done/completed.”

1. Access a message in the Results, Result Notes, or Staff Messages, Patient Calls, Patient Advice
Request, or Therapy Plan Reminder folder.

2. Select the “Flags” button (this button always appears immediately to the right of the chart
review button).

I~ Staff Message 1 unread, 2 total
QuickActions » 3¢ Done | @Re\n’ewl Flags IWTQ\ Call @Leﬂer - .U.Appts C@Patient Msg B Comment 4@

Update your In Basket settings to choose |Specify the reason for sending the message |

¥ Dismiss JB Edit Columns # Hide Wrapped Columns “$ Resetto Default

/2. Status "1 Msg Date /2 Msg Time  Sent By Subject Patient

New 10/119/2015 12:58 PM KRAKOWSKI, AND... Sio, Outpatient On...

Pend 101192015 12:58 PM KRAKOWSKI, AND... Test, Emma [H300...
Action: Follow-Up Phone: PI:

3. The flags pop-up appears. Add a flag by selecting the check box.
OPTIONAL: You can add due date/time and the message will appear in your In Basket in
Red when it is due as a reminder to follow-up. The message will stay in the In Basket

and contain a “Flag” indicator.

Example of message marked with date/time

General | Public Remarks | Private Remarks | Flags | Postpone !! Pend 12/02/2015 Rojas Barrarco, Joselyn [nacti .
Flag T 4 Dat Cg Test RENAL FUNCTION PANEL
e L — m— ‘ Department NEPHROLOGY New: 1 Result: 50f 5
' Result Date: 12/3/2015 Pooai:
Time Provider: Peter Yorgin, MD: Poct Results Edi Sent By: Background Ll
DlPersonal reminder Comments: Flags: Follow-Up
O Schedule follow-up appeintment
Owrite letter
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4. The flag now appears as a column in your In Basket message and will be excluded from the
report.
@ Pend 09/08/2015 Sio, Outpatient One Ina... T5H
Department. DERMATOLOGY MAIM Mew: 1 Resulted: 5 of 6
Result Date: 10M19/2015 Foaol: Provider: Andrew Kk
Sent By: Andrew Krakowski, ... Comments: I Flags: Follow-Up I
5. To adjust the columns in order to easily see the flag, use the wrench tool > Edit Column
Set up.
I~ Staff Message 0 unread, 1 total Son &Filter » W AutoAdvance & M
Guickéctions - 3£ Done ‘ F5Review  Flags T Tel Call gglLette Edit Column Seiyp -
Report Pane Position
’T Auto Position Report
Repaort On Bottom
Report On Right
6. The “Edit Columns” window opens to allow column headers to be reorganized and
resized.
it colurnns ——————————————— ]
JName |W\d1h |F|xed ‘H\de | =
Move Up | I Status [ F r
i 2 Msg Date o4 r r
ngngme 72 r r
4 |Sent By m r
Move D 5 | Subject 99 r r —
UVE& =116 | Patient 1w r
Ipam  m T T
Choose a width for this column: (actual size)
0 400
Default | Accept I Cancel |
7. When you no longer need the message for follow-up, select Done or Reviewed to
remove the message from your In Basket.
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