UPSTATE MEDICAL UNIVERSITY

TRAININGE... Tip Sheet :@::
Ambulatory: Pended Orders

Nurses can add orders and pend them for a clinician to sign. This can be done during the visit, or they can be pended and
then sent to the provider to be signed via In Basket.

During the Visit

Nurse: Pend the Orders

1. Nurse adds the orders as usual.
2. Associate the orders with a valid diagnosis.
3. Once all orders have been added, Click Pend.
e The orders will be displayed as Unsigned Orders

IBRAMYCIN) 100 MG capsule
by mouth in the moming and 1 capsule before bedtime. Do all

n can't be e-prescribed and will print a seript Invalid items: »

Basic Metabolic Panel
0od. Blood, Venous

R Select a pharmacy

L OF SERVICE & PRINT AVS = DENI # PEND & SEND (3) | »

4. When rooming is complete, Secure the workstation.

Print + &)+ & Secure 3+Log Out
cpicoare

Provider: Sign the Orders

1. Provider logs in from the nurse’s Secure screen.

T

[ EprcCare

Session Is Secured
The system was secured by TERRY A.

User ID

2. The Order window opens, indicating there are orders needing to be signed.

Disp-20 tablet, R-0

(@ This medication can't be e-prescribed and willprint ascript 12/ s £
Provider

B. Wegmans Auburn Pharmacy #038 - Auburn, NY - 1 Loop Road
€, 315-255-1156

L OF SERVICE = PRINT AVS = 24Pl + SIGN ORDERS (3)

3. Review and Sign the orders.

NOTE: If the pended orders are not signed the day they are placed, the authorizing provider will receive an unsigned
orders In Basket message the next day. These messages can be found in the My Unsigned Orders folder.
Pend & Send Orders
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Continued. ..

Use Pend and Send for Non-Face-to-Face Visits

Tip Sheet |

Nurses can send pending orders to a clinician to sign via In Basket message. The In Basket Pending Orders
folder allows clinicians to identify and appropriately prioritize signing these orders so that they're available
when the patient needs them. Clinicians can sign the orders without leaving In Basket.

Nurse: Send Pending Orders

1. Add your orders as you normally would.
2. Associate the orders with a valid diagnosis.

e Click DX Association

@ Dx Association | # Edit Multiple & Providers Options ~

Select order mode v

1Y After Visit
[ metFORMIN (GLUCOPHAGE) 500 MG tablet
@Take 1 tablet by mouth Two times daily with meals Indications: Type 2 Diabetes
Disp-60 tablet, R-3

e Select the appropriate diagnosis and click Accept

» If the order has been ordered previously or is a refill, it might already be associated

1,

)

» |If itis not already associated, select a diagnosis from the Problem List drop down menu

3. Select Pend & Send.

e The Pend & Send option will pend the orders queued up and route them to the selected

recipient.

Associate Diagnoses x

Acanthite, Harold

Sort D 5
rt Diagnoses. .*“5'

@ metroRMIN :,,Z::-;:E'i:,‘":'(:lst

Al Clgar O

® Dx Assodiation  # Edit Multiple & providers

per protocol

1) After Visit
cyclobenzaprine (FEXMID) 7.5 MG tablet
s

O Take 1 tablet by mouth Three tmes dally as nesded for Muscle spasms for up to

et, R-0

all LEVEL OF SERVICE NN # PEND & SEND (1)

4. In the Send Pending Orders Window, enter the provider who needs to sign orders in Recipients field.

5. Add any routing information or notes that are needed for the orders.

e This message will be part of the legal record.

6. Click Send and Close Workspace.
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Tip Sheet %

Providers: Review & Sign Your Pending Orders

1. Open In Basket and select the Pending Orders folder.
2. Review the message associated with the pending order
3. Choose which action you would like to take from the In Basket taskbar.

» The action you take will ask you to complete more information

4. Sign/Edit Orders.

a. An optional setting is available for Sign/Edit orders. Right click the Sign/Edit orders button, click Set

as Double-Click Action. Now Double-click to Sign or Edit orders is on by default.

M Attached & Covering Users /0

@ Follow-up 1 a
F signEif| k Set as double-click aciion FRoue M
= Move Right (Ctri+Shift+Right)
~ Y Fiter {
A Move to Rarely Used

L Search

Meds/Problet
# Sent Messages |

E ¢ Reset Toolbar Back to Defauits

+ Completed Waork

5 My Messages v - - - Q [ ar » o v *, = #
Do Rply  ReplyAll  Forward  Follow-up | Chart Encounter  Ngle | Sign/Edit Ords dRouta  Message Patient New QuickAction
1 Results 4/4
. 7
Rx Request 2/2 pending Orders 0 new, 1 tolal or = & Message PatientInfo Meds/Problems Vitals/Labs My LastNote Help
Patient Call 2/2 T hd I
1 s Mag D Patient Y S| voone * 4y @ e
My Open Charts 22 HA
03/18/2026 1063 AM  Acanthite, Harold &y = 5
&2 + Type: Appointment - [l Orders Pended This Visit (3) N
”n 3 ACANTHITE, Harold Acanthite &
1 t Male, 64 y.0, 6/22/1961
o L
”n
& Preferences  # Manage QuickActions ~ Q ’

5. Associate Orders if they have not been associated by the nurse.

» You can check the diagnosis by Hovering over the @ icon

6. The Notes section is closed by default. Click Show to open the section for more information.

N

Check the Sign Encounter checkbox to sign the encounter when signing the order.

8. Click Sign if routing is not needed. Click the Sign and Route button when routing is needed when signing

the order.
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[1Sign encounter | Sign and Route | [E2 Pend All and Close | X Cancel

¥ Hide
Routing (saved in chart) Only saved on sign

& MyList & Sender | & Remove All
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