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ED Ortho Referrals 
 

Orders for Orthopaedic/Fracture Clinic will send through the Referral Order. 

Part One: ED Physicians: 

 

 

 

 

 

 

 

 

 

 

In the search bar type in refer and look for the 

“Referral Order” 

Click on the referral order and the “Done” 

button at bottom. 

The referral order will open for modifications. 

 

Click on the Add button beside Orders 
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Modify the Order 

1. The order must be modified and all the yellow required fields completed 

2. Service:  “Orthopaedic Surgery” 

3. Reason for Referral:  specify the reason 

4. Refer to:  click on the binoculars to choose the refer to location (see below) 

5. Optional:  all other fields, but you can specific the Urgency if needed. 

6. Sign the referral and let the clerk know the patient has been referred to Orthopaedic Clinic. 

Refer To: 

a. Once you click on the binoculars the Referral Provider Lookup box will open 

b. Change the search by to “Practice” 

c. In the search field type in “Orthopaedic Clinic” 

d. Click on the clinic you would like to refer to and the “accept” button in the bottom right.   

e. This will populate the refer to field in the Order. 
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Part Two:  ED Ward Clerk 

For the Orthopaedic Clinic Referral:  Clerks will setup a centralized list type.  This will allow them to both “originate” 

and “receive” a referral within the same process. 

 

 

 

 

 

 

 

 

1. Click the Referral Management button.   

2. Clerk will need to walk through the one-

time list set up process.   

3. Setting up a “Centralized” Referral List 

4. Click on the List Maintenance Button and 

click on the “ADD” button. 

NOTE:  Please reference Referral 

Management: List Setup Tip Sheets for more 

content. 

 

To set up the Referral List:  

5.   Give the name a list:  NF/WS Ortho Referrals 

6.  Pick the centralized list type 

7.  Click on the referral list maintenance location.   

              a) click on Refer from Location   

b) search and add 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) 

 

 

5 6 

7a 7 

7b 

You only need to set your list up once. 
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7.  Click on the referral list maintenance location. 

              c) click on Refer to Location:  

d) search and add Ortho and WS Ortho 
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10.  Once you are done and 

saved the list click the “X” to 

close the list. 

 

               

 

 

9.  Click on Treatment Function 

     Click on Orthopaedic Surgery to filter your list to 

referral only for the Requested Service of 

Orthopaedic Surgery and click “save” 

Note:  this will filter out referral for other services  

d) search and add NF Ortho and WS Ortho  

8.  Save the list 
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11.  Choose your worklist from 

the dropdown menu. 

 

               

 

 

12. Your filtered list of referrals for Orthopaedic Surgery: NF Ortho and WS Ortho will display. 

13.  Click on the Status column to filter your referrals by “Status”. 

  

               

 

 

14.  To ensure a manageable Refer List: the suggestion would be to go into 

“List Maintenance” and also click on the “Status” filter and only add the 

“status” you would like to see.  This will reduce the size of your list. 

 Ie: Not Started and Pending Acceptance and Save 
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15. Click in the blue box for the referral you would like to process 

NOTE:  Do not click on patient name, that will launch you into the chart. 
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16.  The referral case details will open and you will note that the refer to location has potentially not been 

completed. Click the Edit button to add the “Refer to Location” if it is not there or is not the correct 

location 

For South Niagara you will alternate the refer to location between NF and WS based on 

the Orthopaedic On-Call Rotation List. 

17.  Click on the magnifying glass beside the Refer to Provider to add the refer to location or change the 

practice site.  
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18.  The provider search window will 

open. 

19.  Change the search by to “Practice” 

and search for the Orthopaedic Clinic 

you would like to add.  

20.  Click on the clinic you would like to 

add and click accept in the bottom right 

 

 

21.  Click the “Save” button in 

the bottom right  

22.   Click “Start Referral”  

23.  Click “Generate”  
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Note: the Location will pre-

populate based on the location 

from the referral order. 

 

24.  Click the “Send” Button 

25.  Click the “Accept” Button 

26.  The Encounter Information 

Drop Down window will open. 

Select “PreReg” and submit.  

27.  This will change the referral 

to “Accepted” 

28.  You can then click on the 

“Schedule” Tab and “New 

Appointment”, which will 

launch into the scheduling 

application. 
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Scheduling the Appointment 

1. Choose the Appointment Location 

2. Choose the Appointment Type 

**Must be Ortho ED Consult** 

3. The patient name will pre-populate 

from the referral 

4. Complete the reason for referral 

5. Complete the attending physician 

6. Click “Move” and the patient will 

move to the right hand column and is 

ready to be scheduled 
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8.  Click on the suggest button. 

And the “suggested schedules” 

screen will populate.  

9.  Add the Criteria you would 

like to search by ie: date range 

and days of the week. 

10.  Click the suggest button and 

a list of available “Ortho ED 

consults will populate. 

11.  Choose the appointment 

you would like double click on 

the appointment and click “OK” 

in bottom right. 

 

 
11.  Click on the + sign beside the resource and patient to see the appointment you have chosen.  

12.  Click on the confirm button and an appointment confirmation will open and you can print and give to the 

patient prior to them leaving the Emergency Department. 

11.  Click okay and scheduling is complete. 

Note:  SCS appointments are first available 

Note:  WS/NF will follow on-call rotation (continue to put a check mark on the rotation list to follow the list) 

 

12. Once scheduled the referral will drop off your Referral List. 

13.  Move on to the next Referral. 

For more Scheduling information go to Scheduling Essentials: https://youtu.be/_F8d8GhAfOE 

Or 

Scheduling Tip Sheets 

 

 

 

https://youtu.be/_F8d8GhAfOE
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NOTE: 

If you have “scheduled” as a filter status you will see 

appointment that have been scheduled on your list 

 


