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PROVIDERS 

Report Delivery/Document Routing Q & A 

Internal Provider = credentialed physician/nurse practitioner with access to millennium 

External Provider = No credentials no access to millennium, must get reports via HRM or fax 

Internal Providers with an External Practice – display in Millennium as a user, and their external 

address will be included on their user entry 

Providers with multiple practice locations – display multiple times in Millennium, for each external 

practice location 

Millennium Provider Dictionary – HNAuser – Health Network Architecture – this is the application 

where providers and users are maintained in Millennium 

Provider Relationship and Report Delivery 

If a Provider is added to any of the highlighted provider fields below, at the point of registration, this 

establishes a relationship to the patient. These Providers will receive reports based on the report 

delivery set up in millennium. Providers set up with fax report delivery will receive these by fax. 

Providers enrolled with HRM will received these reports via HRM 

  

The only provider field that does not drive any report deliver based on relationship, is “other Provider” 
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If a Provider needs to send a document to another Provider that does not have an established 

relationship with the patient, then can cc an internal doctor at the time of ordering or signing the 

report, in which the report will be sent to their Message Centre using the following steps: 

1. Sign/submit 

2. Search for the Provider you wish to cc in the provider name search.  

 
3. Select sign 

Note: if you try to cc a Provider who does not have access to message centre, you will receive an 

error: 

 
In this case you can manually send the report to the provider by fax, following these steps: 

 

1. Select the patient in PowerChart 

2. From the documents tab, select the report you wish to send 
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3. Select Print from the blue banner bar 

 
4. This launches Medical Record Request 

5. Search for the Provider you wish to fax in the device field: 

 

Select OK 
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Adhoc Faxing  

Ultimately, when faxing from Millennium, the best approach is to submit a request to add the Provider 

and a verified fax to the Provider Dictionary. When this is not an option, use the adhoc fax through 

Medical Record Request  

1. Select the Print option 

2. In the device field, enter _adhoc fax 

3. Enter the fax number in the phone # field, no 1 or dashes required 

 
 

4. The user is responsible for monitoring that that fax goes through on the submitted requests tab. 

Once the fax says transmitted, this is the indication the fax has been complete 

 

 

https://niagarahealth.service-now.com/now/nav/ui/classic/params/target/kb_template_how_to.do%3Fsys_id%3D358e6631db83a3c0491bed384b9619c1%26sysparm_record_target%3Dkb_knowledge%26sysparm_record_row%3D1%26sysparm_record_rows%3D1010%26sysparm_record_list%3Dsys_class_name%2521%253Dkb_knowledge_block%255E123TEXTQUERY321%253Dprovider%255EORDERBYzztextsearchyy
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Provider Letter 

When sending a provider letter, this utilizes the fax number listed and HNA Millennium Provider 

Dictionary and will also be delivered to a provider who is registered with HRM 

Sending a Provider Letter: 

From the documents tab, select Provider Letter 
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Search the provider you wish to send to 

 

This will populate the Recipient  

Select OK. 

Fill out the Provider Letter and Select OK – this will send the letter the to recipient.  

If the Provider you wish to send to is not listed in the search you can manually enter the Provider and fax 

Select + free text recipient. Enter the Providers last name and manually enter the fax in the details field - 

no 1 or dashes required 

 

 Fill out the letter and hit OK 
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Additional Information and FAQ’s 

1. Provider Letter:  

a. Scenario: If I am sending a Provider letter to an External Provider, will this be delivered 

to the fax number listed in HNA Millennium Provider Dictionary? 

b. Outcome: Yes, Provider letters utilize the fax number in HNA Millennium Provider 

Dictionary The Provider letter will also be sent to the PCP via fax and/or HRM. 

2. Routing a Report to an External Provider office: 

a. Scenario: Provider wants to send a note to their external office in a one off instance. 

Patient is seen in hospital Dr. Test. However, they now want to send the note to their 

office externally at the time of discharge. 

b. Outcome: This workflow can be achieved by using the print functionality, which leads to 

Medical Record request. This will fax the report to the providers external office. These 

notes will not be delivered through HRM. HRM report delivery is based on provider 

relationship. If the provider is cc’d on the report at the time of ordering or sign off, they 

will received the report via HRM, if they are signed up.  

3. Providers who want to receive reports by fax to their office 

a. Scenario: Internal Providers wants to continue to receive faxed reports to their 

community office 

b. Outcome: If a provider receives fax reports today, they are configured in Millennium to 

receive fax reports to their community office, whether internal or external providers. A 

provider who has been set up in Clinical XR with faxed report distribution and has an 

established relationship with the patient, ie Family dr, attending, ordering etc, the 

report will be delivered by fax to their office. 

4. How does a Provider get added to the patient encounter as an established relationship 

a. Scenario: If someone comes in via registration, and the cardiologists wanted their office 

to receive it, how would that work? 

b. Outcome: The cardiologist would be added as the Referring provider at the time of 

registration 

5. Internal Providers with External Offices 

a. Scenario: If an internal Provider is included on a fax report distribution, will reports go to 

their message Centre AND be faxed to their office 

b. Outcome: no, report distributions do not send to Message Centre. For a Providers to 

receive electronic documentation to their message center, they would have to be cc'd 

on the document as it's being created/signed.  Or have it forwarded to them after. 

6. Question: How to I request a Provider be added or updated in the Millennium Provider 

Dictionary? 

Answer: Submit a ticket through the Service Desk Portal or call the Service Desk x 42850  

 

 

https://niagarahealth.service-now.com/now/nav/ui/classic/params/target/kb_template_how_to.do%3Fsys_id%3D358e6631db83a3c0491bed384b9619c1%26sysparm_record_target%3Dkb_knowledge%26sysparm_record_row%3D1%26sysparm_record_rows%3D1010%26sysparm_record_list%3Dsys_class_name%2521%253Dkb_knowledge_block%255E123TEXTQUERY321%253Dprovider%255EORDERBYzztextsearchyy
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