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 WARD CLERK-REFERRAL PROCESSING 
 

In PowerChart, click on Referral Management.  

 

 

 

Set up an Originating Referral List.   
Note: this list only needs to be created once.  

1. Click on List Maintenance and click 
on the Add button.  
 

2. Give the name a list:  ED Plastics 
Referrals.  
 

3. Pick the Centralized List type. 
 

4. Click on the referral list maintenance location.   
a. click on Refer from Location 
b. search and add the NF ED and WS ED, PCC UCC 

(click on the site to 
unselect all locations and 
then you can select the 
locations you would like)  

c. Click on Refer to Location 
d. Search and add Plastics 

(pick the clinic you are 
referring to on your list) 
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5. Click on Treatment Function. 
6. Select Plastic Surgery to filter 

your list to referral only for the 
Requested Service of Plastic 
Surgery and click save. 

Note:  this will filter out referral for 
other services  

 

 

7. Once you are done 
and saved the list click 
the “X” to close the 
list. 
 

8. Close your List maintenance and choose 
the list from your dropdown menu. Your 
filtered list of referrals for ED Plastics 
Referrals: Plastics Referrals to the Location 
will display. 
 

9. Click on the Status column to filter your referrals by Status. 
Select your patient, by clicking in the blue box (not on the patient’s name) to launch into the 
referral.  

 
 
 

10. Confirm the details of the referral. 
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11. The referral case details will open. 
Note whether the refer to location 
has been completed or not.  
If not, click the Edit button to add 
the Refer to Location.  
 
 
 
 
Note: The Weekday Plastics Clinics referrals will be based on the on-call schedule.  
The SCS Sunday Clinic or the NF Sunday Clinic alternate sites.                      
          

12. Click on the magnifying glass beside the 
Refer to Provider to add the refer to 
location or change the practice site. 

 

 

13. The provider search window will open. 
14. Change the search by to Practice and search for the Plastics Clinic 

you would like to add.  
Note:  Sunday Plastics Clinics Alternate based on the on-call 
schedule. 

15. Click on the clinic you would like to add and click accept in the 
bottom right. 
 

16. Click the Save button in the bottom right.  
 

17. Click Start Referral. 
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18. Click Generate. 
 

 

 

 

 

 

19. Click Send. 

 

 

 

20. Click Accept. 

 

 

 

 

21. The Encounter Information Drop Down 
window will open. Select PreReg and 
submit.  
 

22. This will change the referral to Accepted. 
 

23. You can then click on the Schedule Tab and New Appointment, which will launch into the 
scheduling application.  

NOTE: you must schedule from 
Referral Management to ensure 
the correct Encounter 

 


