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Use Epic’s In Basket to document follow-up calls and messages to patients with COVID-19 test results. Refer to this
document for step-by-step instructions on how to deal with each situation.

Log in to Epic as your NEW COVID-SPECIFIC username. Your new username is your old username with the number in front.

For example: my OLD username was rdemilnl and my NEW username is 1rdemiln. Your password is the same.

or ).

2. Make sure you are signed into your In Basket Pools (consult the Addendum — In Basket Pools part of this guide for
instructions).

1. Go to In Basket (click bk

3. Click the # icon:

In Basket &5 wnewsg - CaPatientMsg 43 Refresh s5 EditPools s Manage Pools 4 Personalize [ Search # M

My Messages £ > Results 97 unread, 101 total Sgrt&mﬂ v @
I Results (97) /1. Btatus "¢ Result Date Specime... Patient Age

4. Select Report on Bottom.

5. Ensure that the Msg/Note, Resulted, and MyC columns are visible:

|r'| Basket E3 Mew Msg - I?iF'atiem Msg GRgfresh ;f; Edit Pools ;%; Manage Pools 4% Personalize ,Oﬁearch # Manage QuickActions ~

T My Messages &+ > Results 207 unread, 201 total
|t Resuits @on)

& Aftach [ Out | 5 Properties -

f3 QuickActions = + Done | + Reviewed I/ RsltRelease TR MyChartMsgto Pt ok Take - [5) ResultNote @Leﬂer - 4% Reassign [ Chart ~ 9 Encounter L Telephone Call
My Open Encounter . 55c Resull Dale Specimen D... Patient Age Test [ Resutea | . wsamiote | [ we |
* & Pend 03/20/2020 oanez0z0 | :: o 2019 NCORONAVIRUS, PCR 202 3122 last contact Active

a. If not, then click the # icon again. Go to % Edit Column Setup.

b. Scroll down to the Msg/Note row.

c. Click Msg/Note, and then click Move Up until it is higher on the list, and then click Accept.

d. Repeat for the other two columns as needed.

You will be working out of In Basket pools, which are collections of messages sent to a group. Some results in these pools
will be unrelated to COVID-19 — leave these results alone.

Look to the Test column for the appropriate COVID tests — they will be named as follows:

Test
2019 NCORONAVIRUS, PCR

SARS-COV-2 RNA, QUALITATIVE REAL-TIME RT-PCR
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Patients with positive results will always receive a phone call and a letter. Patients with

Positive results will be marked with either a ! or sometimes a ! icon on the far left side of the message.

1. Find a positive test result and claim the message from the pool by clicking the ® icon on the left of the message.
The icon will turn to a ®. If a message is already being worked on by someone else, it will appear as ®.
* & New 03/23i2020 031212020 PATIENT NAME 60 y.0. 2019 NCORONAVIRUS, PCR

a. Inthe Result report on the bottom of the screen, confirm that the test reads Detected:

4= | 3 Result [ ResultReports [E Encounter [ visits/Patientinfo [E Meds/Problems [ Vitals/L

(¥) 2019 nCoronavirus, PCR (Covid-19)
Status: Final result Visible to patient: No (Mot Released)
Component

Specimen Type
2019-nCoV RNA Result

3d ago

Nascrharynx
Comment: Reported with correct read back of
2019-nCoV Comment

This test has
rending.

2. Clickthe & Telephone Call button.

3. Click PCP to add the patient’s PCP as the provider, and then click Accept.

e If the patient does not have a PCP, type “generic ex” in the Provider field and press Enter (this will pull in

“GENERIC EXTERNAL DATA PROVIDER”).

|r'| Basket B New Msg - 5@ Patient Msg e Refresh f, Edit Pools ;%; Wanage Pools 4 Personalize ,ogeamh # Manage QuickActions - | & Attach [5] Out @Pmpemes -
> Results 26 unread, 63 total 2
# QuickActions - + +/Reviewed 1 RsltRelease TaMyChartMsgtoPt o Take ~ B} ResultMote B Letter 4@ Reassign faw Chart » <3 Encounte| &, Telephone Call

1t My Messages
I t Results (26)

My Open Encou A Status “Z Result Date Specimen D... Patient Age Test New Resulted Msg/Mote MyC
!@Read 0312412020 oz3rgizoz0 [ NN o 2019 NCORONAVIRUS,PCR 1 10f1 Active
1 @& New 032472020 ozizazoz0 [ 5 vo. 2019 NCORONAVIRUS, PCR; S... 2 10f1 Active
Order Dx: Suspected Covid-19 Virus* Next appt with me: Noni
Current Rixc amLODIPine (Oral); clindamycin-benzoyl peroxide (Topic) New Encounterfor_
4= | B Result [ ResultReports [E Encounter [F Visits/PatientInfo [ Meds/Problems [ 1Al Normal Labs More
Date: 3/25/2020
. . Provider: v

@ 2019 nCoronavirus, PCR (Covid-19) Order: 454892850

Status: Final result Visible to patient: No (Not Rele: Department- HFH EMERGENCY MED

Component 6d ago

Specimen Type Nasopharynx Accept Cancel

2019-nCoV RNA Result DETECTED !

2019-nCoV Comment This test has been validated by Henry Ford Clinical Micreobioclogy Laboratory.

the assay validaticn is pending.

Primary Cvg: HAP/HAP HFHS E...

FDA review of

Sort &Filter ¥ T2t H

More - 32 1 O
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A Telephone Encounter opens. You will then call the patient and document the details of the call.

4. Inthe Contacts section, click ¥ Outgoing Call.

5. Document the details of the call (such as Relationship and Phone). If the patient does not answer, you can also
document an Outcome of Left Message and leave some Contact comments.

6. Enter a note in the Documentation sidebar.
e |F YOU REACH THE PATIENT, click in the text box and then type “.covpositive”

e |FYOU DID NOT REACH THE PATIENT, indicate that in the note (for example, “Attempted to reach patient,
will call tomorrow.”)

3/24/2020 visit with Pat Warren, MD for Telephone @ @ & | Documentation v JUIENeEl]
= Triage Enc iffs Family Switch - [ Questionnaires il References % Open Orders % Dosage Table gag Appts More =
=k Create Note ¥
Caller: MNone
Allergies: Bee Venom (honey Bee) Reviewed on 7/28/2008: Review Complete
My Note
TELEPHONE CALL/REFILL Contacis Reason for Call SmartSets BestPractice MAPS PDMP #
Meds & Orders Routing Disposition & Tag
¢, Contacts o A % BAEDwd+ Bea2208
o 2 &
== Incoming Call == Other & sShow [¥]Permanent Comments | My Quick Buttons . . ;
Patient notified via telephone today of
positive COVID results performed on ***.
Telephone (Outgoing) Recommendations for managing
Type: Telephone (Outgoing) COVID-19 at home from Michigan
1003 AM DT 24020 Department of Health reviewed with patient
: and verbalized understanding. Copy of
Relationship Seif Jones, Harriet recommendations sent to patient (via
o MyChart or mailed to patient’'s home).
armacy Advised to call primary care provider for
Contact name: Warren, Vincent further questions or advice, if additional
. S toms develop or if symptoms
s 4552525 ore: porteme
worsen. m
Patient's phone & Edit
comments:
Outcome: Mo Answer/Busy  Lefi Message Mot Available
Missing or Invalid Number
Contact comments:
+ Accept X Cancel
Sign at exit WS  Accept || % cancel
v
§° Reason for Call

7. Scroll down to the Routing section. Mark the Priority as High and click Add PCP.

o If the patient does not have a PCP, this might not be an option. In this case, refer the patient to the HFHS
Find A Doctor Referral Program:

Southeast Michigan (800) 436-7936

South Central Michigan (888) 862-3628
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Enter a note in the Routing comment field by typing the SmartPhrase “.covpcp”

8.

EXEN |

3/24/2020 visit with Pat Warren, MD for Telephone

= Triage Enc {§# Family Switch - [Z Questionnaires HE References «4 Open Orders % Dosage Table gagAppts §&R Care Teams @72 Assign Pt-Qnr

Caller: Mone
Allergies: Bee Venom (honey Bee) Reviewed on 7/28/2008: Review Complete
TELEPHONE CALL/REFILL Contacis Reason for Call SmariSets BestPractice MAPS FDMP Meds & Orders &
Routing Disposition

~

&2 Providers 9, Current Interactions

11 Routing #
Patient Call messages will be sent when the workspace closes.
Route as: Priarity: o
Patient Call & High " Routine  Low

Resp |Recipient Modifier
& | Pat Achilles, MD [PED00]

AddPCP | ]

L4

Build My Lists
Clear All

) Routing comment:

LU w23+

Patient has tested positive for CQWIR-19. Advised to follow up with PCP. |

B+ >4

View Routing History Send and Close Workspace

9. Click +SIGN ENCOUNTER in the lower right hand side of the screen.

IF YOU REACHED THE PATIENT

Scroll to the Send a Letter section below and follow those steps to send a letter to the patient.

Complete the message and remove it from In Basket.

10. Back in In Basket, click + Reviewed and then +* Done to remove the message from the pool.

In Basket 5 newmMsg - B&PatientMsg 43 Refresh s5 EditPools s

t My Messages Ey > Results 224 unread, 293 total
I t e $ QuickActions I- ' Done | ' Revi
“l‘ ‘ inon EHMI 1=t -1
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IF YOU DID NOT REACH THE PATIENT

Leave the message in In Basket and click the ® icon to return the message to the pool. The patient will receive a call once
per day for 3 days, repeating the steps above. If the patient does not answer after 3 calls, send a letter.

11. Back in In Basket, click the & Comment button.

12. Enter a comment about the call, including the date and the number of times the patient has been contacted. For
example, “Left message 3/25 #1”

e This allows you to see how many times the patient has been contacted. If you are calling a patient who
already has a comment, update the date and the number of calls (for example, if the patient already has a
comment of “Left message 3/25 #1” and you are calling the next day, you would update the comment to
“Left message 3/26 #2”)

In Basket B3 New Msg - CR Patient Msg GRgfresn f,Ed\lEm]\s ;‘glulaﬂage Pools 4% Personalize ,oﬁean:n # Wanage QuickActions ~ | & Attach 5] Qut @Pmpemes -
t My Messages & > Results 26 unread, 63 total 11 Sort & Filtg
I 1 Results (26) _ —
# QuickActions - +* + Reviewed If RsltRelease T&MyChartMsgto Pt &k Take - [ ResultNote 37 Letter ~ 4@ Reassign Bar Chart + S Encounter & Telephone Call More -
My Open Encountet A Status 2" Result Date Specimen Date  Patient Age Test New Resulted 12 Msg/Note !
!end 03/24/2020 03/19/2020 I oo 2019 NCORONAVIRUS,PCR 1 1of1 Y|Left message 312541 A
1 € New 03/24/2020 03/24/2020 [ 2019 NCORONAVIRUS, PCR; ... 2 10f1 A
Order Dx: Suspected Covid-19 Virus* MNext appt
Current Rx: amLODIPine (Cral); clindamycin-benzovl peroxide (Topic)
+ | B Result| § ResultReports B Encoflial Comment rs [ Help [ Addlinfo | 57 141 Normal Labs
e (2 & = | [100%
Order: 4.
o Left message 3/26 #21
Col
sp
20
B
20 al Microbiology Laboratory. FDA review of ti
Primary Cvg: HAP/HAP HFHS E...
Re & Clear " Accept ® Cancel
ALLERGIES splE—— - 03,2420 1337

Send a Letter

1. With the patient’s In Basket message selected, click the B Letter button in In Basket.
2. Click PCP to add the patient’s PCP as the provider, and then click Accept.

a. If the patient does not have a PCP, type “generic ex” in the Provider field and press Enter (this will pull in
“GENERIC EXTERNAL DATA PROVIDER

In Basket CF Mew Msg - 52 Patient Msg ORgfresh ;%Ed\tanls ;:glulanage Pools 4 Personalize ,ogearcn # Manage QuickActions ~ | & Aftach Qut QF’ropenies -

t My Messages > Results 25 unread, 63 total 1
I Results (25) ~— -
Quicl lons - eviewe: 5 elease o My art Msg to ake ~ |5 Resul ole elter e eassign art - ncounter elephone
# Quickact 4 + R d I/ RsltRel TR MyChart Msgto Pt o Take + [E} Result Note | 57 Lett G R Ia Chart - Y E ter &, Telephone g
My Open Encounter ;o *Z Result Date Specimen Date  Palient Age Test New Resulted Msd
Letter Queue t & Pend 0312412020 0312412020 I 57 2019 NCORONAVIRUS, PCR; ... 2 10f1 Left
© lew 0312412020 0312412020 I 0vo. 2019 NCOROMNAVIRUS, PCR; S... 2 0of1

Order Dx: 2019 novel coronavirus d*
Current Rx: amLODIPine (Oral); atovaguone-proguanil (Oral); cholecalciferol (Oral); dulaglutide (SubQy); alipiZIDE (Oral); metFORMIN (Oral); metoprolol tartrate (Oral)

4= | B Result [F] ResultReports [F] Encounter [F Visits/Patientinfo [E] Meds/Problems [F] VitalsiLabs 5] MyLastNote [F] Outstanding Orders [] Help [E] Addlinfo | 371G

(1) 2019 nCoronavirus, PCR (Covid-19) Automatic Selection fo
Status: Final result Visible to patient: No (Not Relea
Component 1d g0 Department:  |HFH EMERGENCY MED
Specimen Type Wasopharynx
2019-nCoV RNA Result DETECTED 1
New
L Comment: Reported with correct read bg F R
032420 at 1855 View Letters Accept Cancel
2019-nCoV Comment This test has TO!
Primary Cvg: HAP/HAP HFHS E... assay validation i3 pending.
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3. The Communications window opens. Click Patient.

a. If the patient has a MyChart account, a ¥ icon appears next to their name:

(&) Communications

[Search all contacts [k Add] (1 PCP| |2 Referring| [N

> To I (Patiemx

b. If the patient does NOT have a MyChart account, a E- icon appears next to their name:

(&) Communications

Search all contacts |-I-ﬁ\dd| 1PCP| |2 Referring
> To I (Patient|| %

3 Patient

4. Click Other to look up the appropriate letter template. In the Letter Template Lookup window, search for “COVID
19 POSITIVE” letter template. Mark the letter High priority as well.

5. Click Accept with the COVID 19 POSITIVE LETTER letter selected.

If the Patient has a MyChart account ( @]:
You will send the letter directly to the patient’s MyChart.

6. Click= Send Now.

7. Click + Sign Encounter in the lower right corner.

> 7o I )X

GENERAL RESULTS L To Referring Provider
BqLetter: COVID 19 POSITIVE LETTER ¥

) Communications 3
Sezrchall contacls |k Add| APCP| |2 Referh ] 3 Patient| |4 Print For Patient| |5 Care Team| |6 All Referring| 7 OB Providers| |8 Previous| 9 Last | Free Text

Priori . 4 = Routine
copy Lot

From: [ROBINSON, VANESE | Reason: | |

~Letter Temp
@ Favorites All

-

D Template
21031281 COVID 19 POSITIVE LETTER

& Default

o Attach File

i) Attachments

[T Wait for results ™ Wait for transcriptions

[~ Route draft

== New Communication | J&

Make Tab Defau | Add to Favorites
Accept Cancel |
B Preview % Pend ‘E’.Sem Nowl I Send at Sign Visit | % Cancel
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If the Patient does NOT have a MyChart Account( E‘Irq]:

You will route the letter to a pool to be printed and sent.

8. Click Route draft in the lower left corner.

9. Inthe box that appears, type “p hfhs covid” to pull in the P HFHS COVID-19 RESULTS LETTER TO PATIENTS pool.
This pools contains users who will print the letter.

10. Click *= Route Now in the lower right hand corner.

11. Click +* Sign Encounter in the lower right hand corner.

12. Back in In Basket, click +* Reviewed and then + Done to remove the message from the pool.
13. Click *= Route Now.

14. Click +* Sign Encounter in the lower right hand corner. Back in In Basket, click + Reviewed and then + Done to
remove the message from the pool.

Search all contacts |-I-Add| 1 PCP| |2 Referring|

3 Patient |4 Print For Patient| (= Care Team | |GAll Referring 7 OB Providers |8 Previous 9 Llast | Free Text

Priority

« Routine

~Letter Templates

& Favorites All

‘ Match:

[c0vid 18 positive]

Template
COVID 19 POSITVE LETTER

& Default Make Tab Default

= Attach File

Add to Favorites

i Attachments:
Accept

Cancel

Wait for results
v Route draftto: |P HFHS COVID-19 RESULTS LETTER TO PATIENTS [21015097]:

Instructions »

[~ Clean up letter [ Recipientinformation incomplete

== New Communication

Restore

&

GENERAL RESULTSL..| | ToReferring Provider Copy Letter
1 Letier: COVID 19 POSITIVE LETTER % From: |[DEMILNER, RYANT. | Reason: | |
% | B «EE- Tamaans

% ADD ORDER &£

+ SIGN ENCOUNTER|
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Employer Excuse Letter

Upon request, you can send an additional letter to a patient’s MyChart or mail them a letter.
1. With the patient’s In Basket message selected, click the B Letter button in In Basket.
2. Click PCP to add the patient’s PCP as the provider, and then click Accept

a. If the patient does not have a PCP, type “generic ex” in the Provider field and press Enter (this will pull in
“GENERIC EXTERNAL DATA PROVIDER")

3. The Communications window opens. Click Patient.

a. If the patient has a MyChart account, a ¥ icon appears next to their name:

(&) Communications

ok Add| |1 PCP 3 Patient
> To I (7 atienti¥]] X

b. If the patient does NOT have a MyChart account, a E- icon appears next to their name:

(&) Communications

o= Add| 1PCP 3 Patient
> To I (Patent (57X

4. Click Other to look up the appropriate letter template. In the Letter Template Lookup window, search for “COVID
19 EMPLOYER EXCUSE” letter template.

5. Click Accept with the COVID 19 EMPLOYER EXCUSE letter selected.

If the Patient has a MyChart account ( @]:
You will send the letter directly to the patient’s MyChart.

6. Click™ Send Now in the lower right corner.

7. Click + Sign Encounter.
If the Patient does NOT have a MyChart Account( Eq]:

You will route the letter to a pool to be printed and sent.

8. Click Route draft in the lower left corner.

9. Inthe box that appears, type “p hfhs covid” to pull in the P HFHS COVID-19 RESULTS LETTER TO PATIENTS pool.
This pools contains users who will print the letter.

10. Click = Route Now in the lower right hand corner.
11. Click +* Sign Encounter in the lower right hand corner.
12. Back in In Basket, click + Reviewed and then +* Done to remove the message from the pool.
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COVID-19 tests are sometimes not resulted for days, but we will check in with patients every 2 days to reassure them that
their test is still in progress.

If a patient has an active MyChart account, they can be notified electronically.

1. Find a message that has not been resulted yet for a patient with an active MyChart account. This will be a normal
result. Other hints:

a. Inthe Resulted column, the count will be incomplete (such as 0 of 1) and the MyC column will say Active.

b. For further confirmation that the result is pending, the Result report on the bottom of the screen will show
a status of Preliminary Result.

“D 2019 nCoronavirus, PCR (Covid-19)
|status: Preliminary result Jisible to patient: No (Not Released)

Component 1d ago
Specimen Type Nasopharynx
Resulting Agency HFH

Specimen Collected: 03/23/20 18:38

NOTE: The Msg/Note column contains the date the patient was last contacted. If it is BLANK or this date is 2 or more days
ago, continue. If it was one day ago, then do not message the patient at this time.

2. Claim the message from the pool by clicking the ® icon on the left of the message. The icon will turnto a &. If a
message is already being worked on by someone else, it will appear as ®.

3. Click the & MyChart Message to Patient button.

In Basket CF New Msg ~ G2 Patient Msg eRgfresn ;%,Ed\tanls ;:glulanage Pools & Personalize ,ogear:h # Manage QuickActions - | & Aftach Out ‘ @Pmpemes - b d
T My Messages > > Results 225 unread, 292 total 3 Sort & Fitter » T 4
m 5* QuickActions » +/ Done | Reviewed I RsltReleasd & MyChartMsgto Pt |4k Take - B} ResultNote 37 Letter - 4 Reassign Iy Chart + 9 Encounter € Telephone Call 5 Cammo More ~ & 2
My Open Encoul z Status “F Result Date Specimen D... Patient Age Test A New Msg/iMNote Resulted Lab Result Rec..] MyC
G lews 03/23/2020 03232020 | < vo 2019 NCORONAVIRUS, PCR 1 0of1 Hfh Screening ... | Active

Patient Message

4. The Patient Message window opens. Enter a Subject for the

« : ” To: _ Dates
message, such as “Pending Test Results - o
Pending Test Results 3/26/2020

5. Inthe text box, enter the SmartPhrase by typing “.covpend” 5

100%

6 CliCk Send in the Iower ri ht ‘ou were recently tested for the COVID-19 (Cerona Virus) and your results
. g . are not yet available. Some results are taking longer than expected due to
the overwhelming demand causes by the corona virus outbreak. Henry Ford | 1asks & Attachmer]
Health System is working diligently to ensure that you are notified as soon
as possible when your results are available. Please continue following the
instructions given to you at the time of your testing and call your primary

care physician if you have questions.

v o @3 & 2

m

Options

[ Send patient reply t

Attachment
Scheduling Ticket

General Questionnaire

information and may be found at these websites:
History Questionnaire
Hitps://www.henryford.com

https://wvw.cdc.gov/

o .

Send
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7. Backin In Basket, click the & Comment button to update the date the patient was last contacted.

8. Type in the date you contacted this patient (for example “3/24 contacted”) and then leave the message in In
Basket.

a. IMPORTANT: Consult the Msg/Note column before responding to a message. Make sure that

In Basket 53 NewMsg - 54 Patient Msg 8 Refresh f, Edit Pools ;:g Manage Pools & Personalize 2 Search # Manage QuickActions ~ | & Aftach [ Out ‘ @F‘mpemes -
T My Messages ¥ > Results 209 unread, 292 total
I U GSE () # QuickActions = + Done | v Reviewed 1/ RsltReleaze CAMyChartMsgto Pt =k Take = 5 ResultNote [30 Letter ~ 4 Reassion [ Chart ~ % Encounter €, Telephone CaII
My Open Encounter /2. Status ¥ Result Date Specimen Date Patient Age Test A New ™ Msg/Nofe

€ Pend 03/23/2020 0372312020 1 3/24 contacted
& New 03/23/12020 0372312020 w1
© New 0312312020 03/16/2020 JS3 ‘ | [HEFHR ] | nsert SmartText ‘ & % | 100% 1
© New 0312312020 0311612020 Bf24 contacted w1
€ New 03/23/12020 03/23/2020 e 1
& New 03/23/12020 0372312020 w1
€ New 03/23/12020 03/23/2020 1
€ New 03/23/12020 0372212020 1
€ New 03/23/12020 03/23/2020 e 1
€ New 03/23/12020 0372212020 e 1
€ New 0312312020 0312172020 & Clear  Accept | % Cancel 1
€ New 03/23/12020 03/23/2020 e 1
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COVID-19 tests are sometimes not resulted for days, but we will check in with patients every 2 days to reassure them that
their test is still in progress.

If a patient is not active on MyChart, they must be notified via telephone.

1. Find a message that has not been resulted yet for a patient with an Inactive MyChart account. This will be a normal
result. Other hints:

a. Inthe Resulted column, the count will be incomplete (such as 0 of 1) and the MyC column will say Inactive.

b. For further confirmation that the result is pending, the Result report on the bottom of the screen will show
a status of Preliminary Result.

“D 2019 nCoronavirus, PCR (Covid-19)
|status: Preliminary result Jisible to patient: No (Not Released)

Component 1d ago
Specimen Type Nasopharynx
Resulting Agency HFH

Specimen Collected: 03/23/20 18:38

NOTE: The Msg/Note column contains the date the patient was last contacted. If this date is 2 or more days ago, continue.
If it was one day ago, then do not message the patient at this time.

2. Claim the message from the pool by clicking the ® icon on the left of the message. The icon will turnto a &. If a
message is already being worked on by someone else, it will appear as ®&.

3. Clickthe & Telephone Call button.
4. Click PCP to add the patient’s PCP as the provider, and then click Accept.

a. If the patient does not have a PCP, type “generic ex” in the Provider field and press Enter (this will pull in
“GENERIC EXTERNAL DATA PROVIDER”).

In Basket G NewMsg - C@PatientMsg &3 Refresh o5 Edit Pools a3 Manage Pools 4 Personalize 2 Search & Manage QuickActions = ‘ & Attach [5] Out ‘ 4l Properties =

My Messages £ > Results 22 unread, 63 total 3 Sort & Filter ¥
I Results (22) ) ) = -
QuickActions - «* Done | + Reviewed 1 RsltRelease CAMyChartMsgto Pt =k Take - [ ResultMote (7 Letter - 43 Reassign I Chart - ‘%}Encoungert Telephone Call @ Comment  More ~ &3 [A
My Open Encou

o

u

Status “Z Result Date Specimen Date  Patient Age Test New Resulted Msg/Note MyC
Letter Queue ead 03124/2020 03/24/2020 B 0 2019 NCORONAVRUSPCR . 2
€ Read 0312412020 0312412020 I -cc o010 nCOROMAVRUS PCR 1 0of1 Active

Order Dx: 2019 novel coronavirus d* Next appt with me
Current Rx: DULoxetine (Oral); furosemide (Oral); HYDROcodone-acetaminophen (Oral); hydrOXYzine hydrochloride (Oral); ibuprofen (Oral); metroNIDAZOLE (Vaginal); simethicone (Oral); spironolactone; traZ0ODone (Oral); valAl

- | 21 Result [F ResultReports [E] Encounter [ Visits/Patientinfo [E] MedsiProblems [E VitalsiLabs [E] My LastNote [E Outstanding Orders [E Help [ Addl Info | 57 1 COVID Letter 1t

“D 2019 nCoronavirus, PCR (Covid-19) Order: 436975113

e Status: Preliminary result Visible to patient: No (Not Relefd Date: 3/25/2020
Component 1d ago Provider: [ [1]
Specimen Type Nasopharynx

Resulting Agency HFH Department: HFH EMERGENCY MED

Specimen Collected: 03/24/20 12:06

Accept Cancel

Eaabrl

5 Routing D Result History

Primary Cvg: BLUE CROSS BLU...
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A Telephone Encounter opens. You will then call the patient and document the details of the call.

5. Inthe Contacts section, click ¥ Outgoing Call.

6. Document the details of the call (such as Relationship and Phone). If the patient does not answer, you can also
document an Outcome and leave some Contact comments.

7. Enter a note in the Documentation sidebar. Click in the text box and then type “.covpendphone”

3/24/2020 visit with Pat Warren, MD for Telephone @ @ 2 || ocumentation v [REIEReTT]

= Triage Enc {# Family Switch - [T Questionnaires Hi References % Open Orders % Dosage Table g Appts More =

ok Create Note >
Caller None
Allergies: Bee Venom (honey Bee) Reviewed on 7/28/2008 Review Complete
My Note
TELEPHONE GALLREFILL  Contacts Reason for Call SmartSets BestPractice MAPS PDMP &
Meds & Orders Routing Disposition
¢, Contacts # o ~ % BAYweD+

43 [&

== Incoming Call | 4 Qutgoing Call | 4= Other # snow M]Permanent Comments | My Quick Buttons o

Telephone (Outgoing)
Type Telephone (Outgoing)
10:03 AM EDT 3/24/2020

Self Self: Warren, Vincent LG EREEN Y

Pharmacy
Contact name WWarren, Vincent o

Relationship:

Fhone 608-455-2535 1 Home: 608-455-2535
Patient's phone & Edit

comments:

Qutcome:

No Answer/Busy Lefi Message Not Available

Missing or Invalid Number

Contact comments

" Accept X Cancel

Sign at exit WS " Accept ¥ Cancel

+° Reason for Call #

8. Click ¥"SIGN ENCOUNTER in the lower right hand side of the screen.
9. Back in In Basket, click the ¥ Comment button to update the date the patient was last contacted.

10. Type in the date you contacted this patient (for example “3/24 contacted”) and then leave the message in In
Basket.

11. Return the message to the pool by clicking the ® icon.

In Basket 0FwnewMsg - SaPatientMsg L3 Refresh s5 EditPools s3 Manage Pools 4 Personalize [ Search # Manage QuickActions -

2 Attach 5 Out | 5 Properties -

T My Messages & > Results 209 unread, 202 total

1 Results (209)
I i QuickActions » +/ Done | v Reviewed U RsliRelease TAMyChatMsgto Pt ok Take - [ ResultNote [ Letter - 4 Reassign Fay Chart » <y Encounter €, Telephone Call

My Open Encounte 2> Status F Result Date Specimen Date Patient Age Test A New WMsg/MNote
F'end 03/23/2020 03/23/2020 _— 3/24 contacted
& New 0312312020 03/23/12020 1
€ New 031232020 1
€ New 03/2312020 .1
& New 0312312020 03/23/12020 .1
& New 0312312020 03/23/12020 .1
€ New 03/2312020 032312020 1
€ New 0312312020 03/22/12020 1
& New 0312312020 03/23/12020 .1
€ New 03/2312020 0312212020 .1
© New 0312312020 032112020 & Clear + Accept ¥ Cancel 1
& New 0312312020 03/23/12020 1
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If a patient has an active MyChart account, they can be notified electronically.

1. Find a message with a complete result for a patient with an Active MyChart account. Look to the Resulted and
MyC columns for this information.

a. Inthe Resulted column, the count will be complete (such as 1 of 1).

b. For further confirmation that the result is negative, the Result report on the bottom of the screen will
show a status of Final Result, and a result of Not Detected:

< 2019 nCoronavirus, PCR (Covid-19)
Visible to patient: No (Not Released)

Component 5d ago
Specimen Type Nasopharynx
| 2019-nCoV RNA Result Not detected |
2019-nCoV Comment L megative result does
Comment: This test has been validated by Henry
pending.
Resulting Agency HFH

2. Claim the message from the pool by clicking the ® icon on the left of the message. The icon will turn to a . If a
message is already being worked on by someone else, it will appear as ®&.

3. Click the & MyChart Message to Patient button.

In Basket CF New Msg - E_"'F'anemlulsg eRgfresh ;",Ed\tan\s ;:glulanage Pools # Personalize ,Ogear:h # Manage QuickActions -

2 Aftach Out | 1 Properties -

T My Messages £ > Results 210 unread, 292 total 3 Sort & Fiter * 5]
1 Results (210)
I § QuickActions + ~/ Done | + Reviewed I/ RsitReleas¢ =& MyChartMsgto Pt Take -~ [E ResultNote [0 Letter - 49 Reassign fay Chart - <y Encounter & Telephone Call 5 Comment More ~ 32 4

My Open Encoun Status T ResultDale  Specimen D Patient Age Test A New Msg/Note Resulted La

ecipe... MyC
ew 0312312020 03192020 [ ::vo. 2019 NCORONAVIRUS, PCR 1 H ing Clin..
€ Read 03/23/2020 o3z1i2020 | - v-o 2019 NCORONAVIRUS, PCR 1 10f1 Hfh Screening Clin... Active

Order Dx: Suspected Covid-19 Virus*

MNext appt with me:
Current R methocarbamoL (Cral), naproxen (Oral); Retin-AMicro (Topic); rifAMPin (Oral); SUMAtriptan; valACYclovir (Oral)

- ‘ 2 Result  F Result Reports [ Encounter [ Visits/PatientInfo [5 Meds/Problems [F Vitals/Labs [E My LastNote [F Outstanding Orders [E Help [E Addl Info | 7 1 All Normal Labs I

4. The Patient Message window opens. Enter a Subject for the message, such as “Negative Test Results”

5. Inthe text box, enter the SmartPhrase by typing “.covneg” Patient Message
To: _ Dates
6. Click Send in the lower right. Regarding Notly mo f nat raa by
Negative Test Results ‘ 3/26/2020
. . . -5 i3 = .
7. Back in In Basket, click + Reviewed and then + Done to ’%“' @@+ | %] options
remove the message from the pOOI- o The results of your COVID-13 (Corona Virus) test are NEGATIVE, which D3 Send patint repy 19
means no evidence of the COVID-19 virus was detected. Please continue to

follow the guidelines at the links below to protect yourself and others from Tasks & Attachmer]
contracting or spreading this disease. Call your primary care provider if you

In Basket ©FNewMsg - CaPatientMsg L3 Refresh s Edit Pools s have questions or if you have or

Attachment

Scheduling Ticket
https://www.henryford.com

Its 224 unread, 293 total General Questionnaire

hittps:/faww.cde.gov/

t My Messages D > Re
|t Resuns 224) =

| History Questionnaire

0 .

Send
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If a patient is not active on MyChart, they must be notified via telephone.

1. Find a message with a complete result for a patient with an Inactive MyChart account. Look to the Resulted and
MyC columns for this information.

a. Inthe Resulted column, the count will be complete (such as 1 of 1, or 2 of 2 and so on).

b. For further confirmation that the result is negative, the Result report on the bottom of the screen will
show a status of Final Result, and a result of Not Detected:

< 2019 nCoronavirus, PCR (Covid-19)
Visible to patient: No (Not Released)

Component 5d ago
Specimen Type Nasopharynx
| 2019-nCoV RNA Result Not detected |
2019-nCoV Comment L megative result does
Comment: This test has been validated by Henry
pending.
Resulting Agency HFH

2. Claim the message from the pool by clicking the ® icon on the left of the message. The icon will turn to a . If a
message is already being worked on by someone else, it will appear as ®&.

3. Clickthe & Telephone Call button.

4. Click PCP to add the patient’s PCP as the provider.

a. If the patient does not have a PCP, enter “generic ex” and press Enter (this will pull in “GENERIC EXTERNAL
DATA PROVIDER”).

In Basket B3 New Msg - l?éF’atiemMa;g eRgfrash ;;,Editﬂnnls ;‘nlu'!anage Pools & Personalize ,ogearch # Manage Quickactions - | & Attach [Q Out | @F’mpenies - b
t My Messages > Results 141 unread, 231 total 3 Sort & Filter ¥ 5]

t Results (141)
I f3 Quickactions = + Done | * Reviewed |f RsiiRelease SR MyChartMsgtoPt =k Take - (& Result Note @Lahar + 4 Reassign I& Chart ~ 42 Encounter [ Comment More = & B

My Open Encountg Status 2" Result Date Specimen Date  Patient Age Test New Resulted Msg/Mote MyC
Letter Queue 2 Read 03/24/2020 ozzzoze [ ;o 2019 NCORONAVIRUS, PCR 1
1 & New 03242020 0312312020 IS 5o CULTURE BLOOD; CULTURE,.. 2 gof 11 Inacti...

Order Dx: Mone MNext appt with me:
Current Rx: acetaminophen (Oral); albuterol (Mebu); apixaban (Oral); blood sugar diagnostic (Misc), bumetanide (Oral); CALCIUM ORAL (Qral); cholecalciferal (vitamin D3) (Oral); darbepoetin alfa-polysorbate (SubQ); doxyCYCLI

- ‘ 2 Result [ ResultReports [ Encounter [ visits/Patientinfo [F] Meds/Problems [ VitalsiLabs [ MyLastNote [ Outstanding Orders [ Help [E Addiinfo | 571 COVID Letter It

D 2019 nCoronavirus, PCR (Covid-19) Date: 3/26/2020 Order: 48690082

Status: Final result Visible to patient: No (Not Released

Provider: || (1]

Compenent 2d ago Resulting Agency

Specimen Type Hasopharynz Department: HFH EMERGENCY MED BLM

2019-nCoV RNA Result Hot detected HFH

2019-nCoV Comment A negative result dq Accept HFH
agent.

Comment: This test has been validated by Henry Ford Clinical Microbiclogy Laboratory. FDA review of the assay wvalidation i

pending
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A Telephone Encounter opens. You will then call the patient and

HEALTH s::n:n HaBITTS

document the details of the call.

5. Inthe Contacts section, click ¥ Outgoing Call.
6.

document an Outcome and leave some Contact comments.
7.

Enter a note in the Documentation sidebar.

a.

b.

will call tomorrow.”)

IF YOU REACH THE PATIENT, click in the text box and then type “.covnegphone”

3/24/2020 visit with Pat Warren, MD for Telephone

= Triage Enc {# Family Switch - [ Questionnaires Hii References +# Open Orders Y Dosage Table g Appts
Caller:

None
Allergies:

Bee Venom (honey Bee) Reviewed on 7/28/2008: Review Complete
TELEPHONE GALLIREFILL

Contacts Reason for Call SmartSeis BestPractice MAPS FDMP
Meds & Orders Routing Disposition
¢, Contacts o
ok Incoming Call | &k Outgoing Call | =k Other # Show: [W]Permanent Comments | My Quick Butions
Telephone (Qutgoing)
Type: Telephone (Outgoing)
10:03 AM EDT /2472020
Relationship: Self Self: Warren, Vincent [RLGEAE (=
Phammacy

Contact name. Warren, Vincent

6

Phone:

£08-455-2535

Patient's phone & Edit

comments:

Outcome: No Answer/Busy  Left Message Not Available
Missing or Invalid Mumber

Contact comments

«" Accept ¥ Cancel

i Reason for Call

[CH I

More -

o= Create Note
My Note
- y
& Tag
~ % BATwI+ Ble >0
2

Sign at exit W3

" Accept X Cancel

Document the details of the call (such as Relationship and Phone). If the patient does not answer, you can also

IF YOU DID NOT REACH THE PATIENT, indicate that in the note (for example, “Attempted to reach patient,

Documentation A@ This Call

&

8. Click +"SIGN ENCOUNTER in the lower right hand side of the screen.

IF YOU REACHED THE PATIENT

Complete the message and remove it from In Basket.

9. Back in In Basket, click + Reviewed and then + Done to remove the message from the pool.

.

In Basket % nNewMsg - C3Patient Msg £ Refresh &5

Edit Pools s
t My Messages

|t Resuits @24)

My Onoan F

& > Results 224 unread, 293 total

# Quekactons
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HEALTH SYsSTEM

IF YOU DID NOT REACH THE PATIENT

Leave the message in In Basket and click the ® icon to return the message to the pool. The patient will receive a call once
per day for 3 days, repeating the steps above. If the patient does not answer after 3 calls, send a letter.

10. Back in In Basket, click the & Comment button.

11. Enter a comment about the call, including the date and the number of times the patient has been contacted. For
example, “Left message 3/25 #1”

a. This allows you to see how many times the patient has been contacted. If you are calling a patient who
already has a comment, update the date and the number of calls (for example, if the patient already has a

comment of “Left message 3/25 #1” and you are calling the next day, you would update the comment to
“Left message 3/26 #2”)

In Basket C3newmsg - CRPatientsg o3 Refresh s3 EditPools sy Manage Pools 4 Personalize J& Search # Manage QuickActions « | & Attach [ out | 5 Properties -

t My Messages & > Results 26 unread, 63 total 10 Srt & Filte
T Results (26] —
I (26) 5 Quickactions - + + Reviewed I RsitRelease TR MyCharthsgto Pt o Take - [ Resultiote [37Letter - 4@ Reassign g Chart = < Encounter &, Telepnone Ca\l Maore -

My Open Encounter . - 2 Result Date Specimen Date  Patient Age Test New Resultec 11 MsgiNote [
end 03/24/2020 03/19/2020 I :c o 2019 NCORONAVIRUS, PCR 1 10f1 Y| Leftmessage 3125#1 4
* € New 0312412020 03/24/2020 I 2019 NCORONAVIRUS, PCR; S... 2 A
Order Dx: Suspected Covid-19 Virus* Mext appt
Current R amLODIPine (Oral); clindamycin-benzoyl peroxide (Topic
= | B Resutt [ ResutReports [F Enco Comment rs [ Help [ Addiinfo | 52 1A Normal Labs
| e 7] &2
Order: 4.
o Left message 3/26 RZI l
Col
sp
20
<
20 al Microbiology Laboratory. FDA review of tH
Primary Cvg: HAP/HAP HFHS E...
Re ¢ Clear " Accept ¥ Cancel
ALLERGIES Spaeme S : smmm—_)3,74/20 18:37

Send a Letter

12. If the patient has not answered by the third call, click the 27 Letter button in In Basket to send a letter.

13. Click PCP to add the patient’s PCP as the provider, and then click Accept.

a. If the patient does not have a PCP, type “generic ex” in the Provider field and press Enter (this will pull in
“GENERIC EXTERNAL DATA PROVIDER”).

In Basket EF New Msg ~ A Patient Msg eRgfresh ;;,EditEnnls fglulanage Pools 4 Personalize ,ogearch # Manage QuickActions ~ | & Attach [5] Out QF’mpemes - J
Sort & Filter ¥ =i

t My Messages I > Results 141 unread, 231 total
|t Resunts any

# QuickAdtions ~ +* + Reviewed 1/ & WyChart Msgto Pt 4k Take - [} Result Note 9 Reassign g Chart + Y Encounter €, Telephone Call & Comment  More - 2§

My Open Encounter . 555 F Result Date Specimen Date _ Patient Age Test New Resulted Hsg/Note WyC
Letter Queue 1 # Pend 0312412020 03/23/2020 I o 2019 NCORONAVIRUS, PCR 1 6of6 Left message 3/25 #2 Inactive
1 € New 0312412020 0312312020 I 5o  CULTURE, BLOOD; CULTURE,.. 2 8of 11 Inacti...

QOrder Dz None Next appt with me.
Current Rx: acetaminophen (Oral); albuterol (Nebu); apixaban (Oral); blood sugar diagnostic (Misc); bumetanide (Oral); CALCIUM ORAL (Oral); cholecalciferol (vitamin D3) (Oral); darbepoetin alfa-polysorbate (SubQ); doxyCYCL|

4= | B Result [ ResultReports [@ Encounter [ Visits/PatientInfo [ Meds/Problems [ VitalsfLabs [ My LastNote [ Outstanding Orders [ Help [H Addiinfo | (1 COVID Letter I

<> 2019 nCoronavirus, PCR (Covid-19) oOrder: 4869008}

Status: Final result Visible to patient: No (Net Released)

i Component 2d ago Automatic Selection for] Resulting Agency
Specimen Type Nasopharynx BLM
2019-nCoV RNA Result Not detected Proyider: HFH
2019-nCoV C it An i result o HFH
neev commen & neganive seauit 2922 | Depatment  |HFH EMERGENCY MED
agent.
Comment: This test has been validated by He the assay validation i
ndin New
pending.
Specimen Collected: 03/23/20 18:49 View Letters Accept Cancel

NEXT APPT =il

) boi Ol oo sl ~le 3 1 I meiai. oo Loy -V
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14.

15.

16.

17.

18.
19.

20.

& Communications

HEALTH sf:r:u HaB ITTS

The Communications window opens. Click Print for Patient.

Click Other to look up the appropriate letter template. In the Letter Template Lookup window, search for the
“COVID 19 NEGATIVE RESULTS” letter template.

Click Accept with the COVID 19 NEGATIVE RESULTS letter selected.

At the bottom left, click Route Draft. A search bar appears next to the Route Draft button. Enter “P HFHS COVID-

19 RESULTS LETTER TO PATIENTS”
Click *= Route Now.
Click + Sign Encounter in the lower right hand corner.

Back in In Basket, click + Reviewed and then + Done to remove the message from the pool.

|Sea|-:h all contacts |-I- Add| 1 PCP| |2 Referring| |3 Patient

4 Print For Patient |© Care Team | GAll Referring| 7 OB Providers | 8 Previous |8 Last | Free Text

7 Letier COVID 19 NEGATIVE
| BRSYL 5

o Attach File

il Attachments: No attachments

> To: Ryan Pre (Patient)f=s 3¢ Priority: | 4 High || § L 15 Routine
GENERAL RESULTS L..| To Referring Provider Copy Letter

~Letter T

& Favorites All

\ Match: [T

D Template
21031280 COVID 19 NEGATIVE LETTER

& Default Make Tab Defaul | Add to Favorites
W
Accept I Cancel

[T Wait for results [~ Wait for transcriptions

¥ Route draftto: |P HFHS COVID-19 RESULTS LETTER TO PATIENTS [21015097];
Instructions > [~ Clean up letter [~ Recipient information incomplete

= New Communication | J& D] Preview +2Pend

[T Keep as default

%2 Route at Sign Visit | 3 Cancel
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SmartPhrases / Verbiage for Calls

POSITIVE RESULTS

Phone Script for Positive Results
VOICEMAIL

Hello, this is from Henry Ford Health System. We are calling about your recent test results. We
will continue to try contacting you. If unable to reach you, we will send you a letter with your results. Please
contact your PCP with questions.

POSITIVE RESULTS

Some patients may become emotional when learning of their results. Please be prepared for varying levels of
sadness, anger and frustration. Give them time to ask questions and refer them to their PCP, nurse hotline (313-
874-1055) or FAQs as needed.

Hello, is this ? Thisis from Henry Ford Health System. Can you please confirm
your birthday? (This constitutes 2 patient identifiers)

Are you a Henry Ford Hospital System Employee?

You were tested for COVID-19 (Corona Virus) on __/__. The result of your test is POSITIVE. We'd like to give
you some information and give you the opportunity to ask questions.

Do you know your primary care provider?

e IfYES: Do you know their phone number? (Provide if necessary)

e [fNO: We recommend you establish a primary care provider. You can make an appointment through
the Henry Ford Website or call 800-436-7936 (south east Michigan) or 888-862-3627 (south central
Michigan)

Most people can recover safely at home, but you may feel ill for over a week. We recommend drinking plenty
of fluids, getting plenty of rest and taking tylenol for fever as directed on the label. If you begin to have
shortness of breath or worsening symptoms that you cannot manage at home, please first call your primary
care provider. If you are not able to reach your primary care provider or you feel that it is an emergency,
come back to the Emergency Department.

You should continue to stay at home for at least two weeks, even if your symptoms have improved. Avoid
contact with others, particularly elderly or chronically ill people. Any individuals you have been in contact
with since you felt ill should also avoid leaving their home for two weeks. Continue to wash your hands
regularly and keep at least 6 feet from others. . If you must go out, wear a mask.

If you have a medical appointment, call the healthcare provider ahead of time and tell them that you have tested
positive for COVID-19.
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If a Henry Ford Health System Employee: Please contact Employee Health now for further instructions about
returning to work. You can email them at EHS@hfhs.org or call 313-916-4820.

If you have any additional questions, please call the Nurse Triage Hotline-COVID Advice Line at 313-874-
1055, available Monday through Friday 8a-5p.

Thank you for your time.

If patient has questions about work letters: Please provide us a fax number or address for your employer. We
will send a communication as soon as possible. We are sorry that the letter you received in the ED was not
sufficient.

SmartPhrase: Positive results documentation in Epic (.COVPOS)

Patient notified via telephone re: POSITIVE results of COVID-19 test performed on (specimen date)

. Advised to seek medical care if worsening symptoms and to continue self-quarantine for 2 weeks.
Advised to continue preventative measure per CDC guidelines (social distancing, frequent handwashing, stay
at home if you are sick except to get medical care. Cover your mouth and nose with a tissue when you cough
or sneeze or use the inside of your elbow. Clean and disinfect frequently touched surfaces daily, such as
tables, doorknobs, light switches, countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks.

Call your doctor if you have further questions or become sick. COVID Hotline telephone number (313-874-
1055) given to patient. Patient verbalized understanding of instructions.

Patient has MyChart

SmartPhrase: Results pending after 2 days MyChart message (.COVPEND)

You were recently tested for the COVID-19 (Corona Virus) and your results are not yet available. Some results are
taking longer than expected due to the overwhelming demand causes by the corona virus outbreak. Henry Ford
Health System is working diligently to ensure that you are notified as soon as possible when your results are
available. Please continue following the instructions given to you at the time of your testing and call your primary
care physician if you have questions.

Additional information and resources may be found at these websites:

https://www.henryford.com

https://www.cdc.gov/
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SmartPhrase: Negative result MyChart message (.COVNEG)

The results of your COVID-19 (Corona Virus) test is NEGATIVE, which means no evidence of the COVID-19 virus was
detected. No test is perfect, and it is possible to have a negative test even if you actually have the virus. Please visit
the Henry Ford or CDC website for more information. Call your primary care provider if you have questions or if
you have developed additional or worsening symptoms.

https://www.henryford.com

https://www.cdc.gov/

Patient does NOT have MyChart

Results pending after 2 days - Phone Call Script

You were recently tested for the COVID-19 (Corona Virus) and your results are not yet available. Some results are
taking longer than expected due to the overwhelming demand causes by the corona virus outbreak. Henry Ford
Health System is working diligently to ensure that you are notified as soon as possible when your results are
available. Please continue following the instructions given to you at the time of your testing and call your primary
care physician if you have questions.

SmartPhrase: Results pending after 2 days: documentation in Epic (COVPENDPHONE)

Patient notified via telephone re: COVID-19 test performed on (specimen date) is pending.
Advised to continue with medical advice provided at the time of testing. Patient verbalized understanding.

Negative Results - Phone Call Script

The results of your COVID-19 (Corona Virus) test is NEGATIVE, which means no evidence of the COVID-19 virus was
detected. No test is perfect, and it is possible to have a negative test even if you actually have the virus. Please visit
the Henry Ford or CDC website for more information. Call your primary care provider if you have questions or if
you have developed additional or worsening symptoms.
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SmartPhrase: Negaﬁve result: documentation in Epic (COVNEGPHONE)

Patient notified via telephone re: negative results of COVID-19 test performed on (specimen date)

Advised to continue preventative measure per CDC guidelines (social distancing, frequent handwashing, stay at
home if you are sick except to get medical care. Cover your mouth and nose with a tissue when you cough or
sneeze or use the inside of your elbow. Clean and disinfect frequently touched surfaces daily, such as tables,
doorknobs, light switches, countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks.

Call your doctor if you have further questions or become sick. COVID Hotline telephone number (313-874-1055)
given to patient. Patient verbalized understanding of instructions.
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In Basket Pools
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If you do not have the appropriate In Basket Pool(s) associated with your user record, you can edit this information directly
in Hyperspace. Once the In Basket Pool is assigned to your user record, you will be able to check in and out of this pool via

the In Basket activity.

@ Try It Out

1. Associate the appropriate pool(s) with your user record. Log into Epic and click on the Epic button in the top left

corner of the screen. Select Tools, then Patient Care Tools, then In Basket Class.

Epic ~  wPtStation J» Encounter fg Chart (&4 InBasket [ Schedule | & Build Tools ~ [F Support ~ ’HRecordVlewer [Z» Content

#= 1 Patient Lists
Recent

In Basket Class

Pools and People | Manage
¥ In Basket Security
3] Change Context...
#2 PtCalendar

F
\

es
1 (13)
®)
e (1)

Attached In Baskets

Opened Patients

New Msg ~ C@ PatientMsg £ Refresh i EditPools & Manage Pools % Settings © Search ¢ Mana

‘ Calculator
“ i Chart Request
Bl Clinical References

Error
a3 :
‘ Patient Care » Cancellati e [ Import Patient Instructions -
> i
Scheduling lequest (12 Folder Summary - My Edit Flowsheets
HIM y— |  InBasketClass
! U ]
Enterprise Billing ,| & Professional Billing Tools Lot hanager |
Reg/ADT »| ¢ Hospital Billing Tools *| % No Show List i
i »
Surgery »| @ Identity Tools | Education Editor
i »
Referrals 4 EalientCare Taols I Doc Flowsheet Builder
»
Radiology »| B Questionnaire Tools | Preference List Editor
»
Home Health 4 f SmartioghEaor & Preference List Composer
abg, >
Hospice »| v SpellChecker Printer Status
>
Reports » SmadEgms Therapy Plan Tools
N # Drawing Control Editors > .
Report Management ¥ 7 : & Order Group Builder
II —— 3 1 Rule Editor Tools > Senice'Area
= »
Reports y|  Management Console Order Rule Editor - Full Access
= Interface Utilities > o
Admin » Order Rule Linking
A isi »
Help w| -Lecston:Support Property Editor (LRC)
S i [ E-Signature Template Editor Text Generation Editor
O providar Eindar

2. Once on the In Basket Class workbench, you can search for the In Basket pool that you would like to associate

with your user record.

Note: The following pools should be added:
e HFH SCREENING CLINIC RESULTS

HF ED HFH PROVIDERS POOL

HF ED COT PROVIDERS POOL

HF ED FRL PROVIDERS POOL

HF ED ST HGTS PROVIDERS POOL
HF ED WBH PROVIDERS POOL
HF ED WYN CHARGE RN POOL
HF ED BRN CHARGE RN POOL

HF ED HFMH RESIDENTS POOL
HF ED AH PROVIDER POOL
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To remove a pool, simply delete it from the Class Membership list. This will not delete the pool from the system — only

from your user record.

3. Signyourself in and out of these pools by checking and unchecking the boxes on the right of the pool name.

In Basket Classes

Class Membership

|Pool? |

HFH SCREENING CLINIC RESULTS [210101002002]
HF ED ST HGTS Providers Pool [1600006]

HF ED WYN CHARGE RN POOL [1600015]

HF ED BERN CHARGE RN POOL [1600016]

HF ED AH Provider Pool [1600018]

HF ED HFMH Residents Pool [16000016]

HF ED WBH Providers Pool [1600001]

HF ED FRL Providers Pool [1600008]

HF ED COT Providers Pool [1600005]

HF ED HFH Providers Pool [1600007]

r

b e e e e e R e R

I Check All Pools Accept

Save Cancel

4. You may also check yourself in and out of in basket pools directly from your In Basket using Edit Pools. Check the
box next to each pool that you wish to be included in and then click Accept. Use Select All or Select None to sign

in/out of all pools at once.

In Basket 5FnNewmsq - 5& PatientMsg 3 Refresh|

ools| & Manage Pools % Settings © Search ¢ Manage QuickActions

& Attach [ Out

Pools
sonif_Select Al Select None |

Pool

HF ED AH Provider Pool

HF ED BRN CHARGE RN POOL
HF ED COT Providers Pool

HF ED FRL Providers Poaol

HF ED HFH Providers Pool

HF ED HFMH Residents Pool

HF ED ST HGTS Providers Pool
HF ED WEH Providers Pool

HF ED WYN CHARGE RN POOL
HFH SCREENING CLINIC RESULTS

qununuuunul

+ Accept | X Cancel
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5. You can also manage (add and remove) the users in your pools using Manage Pools and selecting which pool you
wish to manage. Select the Manage Pools button at the top of your In Basket and then select the name of the In
Basket pool that you wish to add users into (clicking the Magnifying Glass allows to pick from a list of pools that
you manage).

In Basket % NewMsg « U Pation Mag 3 Rekesh &i:nu guur.u Sefings £ Search 4 Manage QuickAdions + | & Allach {38 Oul
T My Messages
1 RxRequest (27)
EVisits
Order Information (4)
Pt Advice Request (1)

Opened Patients
Pt Flowshaat (1) Pool Name: i 2l

Pt Rx Request (5)
Folder Summary - My Messages

Rx Request 1
F Viuts

No pool selected

X Cancel

Here you can see who is currently signed into this pool which is indicated by the check mark in front of their name.

If a user listed is not signed into the pool, you can see the date of the last time they were signed into this pool indicated
by the date on the right side of their name.

Pool Name: el
Signed injPeople Last signed in
O 10/12/2018
M |
%] X
v |
O 71512016
¥ |
=y ]
|
O | 1042018
v |
%]
%]
%]
O
Add User: |Enter name of use | | 4 Add

H Save |+ Accept = X Cancel
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6. Add users to this pool by searching for them by name (last name, first name) then clicking Add.

7. Click Save to save any changes you have made.

Pool Name: I FHS WBH PAIN CLINICAL SUPPOR Jo)|

Signed in People Last signed in

10/12/2018

7/512016

10/4/2018

O ONRNRNAEDORRJEO

Add User: JEntername of nser S | I-I- Add I
" Accept = X Cancel
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