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ORDERING A NON-URGENT PATIENT TRANSPORT (NUPT) - WARD 
CLERK/NURSE 

 

1. Select the Orders tab on the left menu bar.  

 

2. Search for ‘NUPT’ and press enter. Select the appropriate order that aligns the correct method 

of payment. Only select “Bill to Patient” when you know that the patient or family will be paying 

as this will create a charge to the patient.  

 

 

 

 

 

 

3. Enter the providers name and the communication type of ‘Per Policy”. 
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4. Complete all mandatory yellow fields within the PowerForm, click save if you will need to go 

back and edit this then the green check when this is complete. 

  
 

 

5. Once form is complete and signed, you will be brought to the order window. Complete 

scheduling location as appropriate. Click Sign once done.  
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6. Once ordered, this will go to switchboard and they will schedule the NUPT. This will be able to be see in the 

Appointments tab.  


