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Orders 

Edit multiple orders at the same time 
After entering multiple orders, you might want to make the same change to several of them, like updating the 
status, class, resulting agency, or interval. To speed things up, edit them at the same time instead of 
individually. For example, mark a set of related lab orders as Standing and give them an interval of every 12 
weeks. Or, quickly change the class to indicate that all the labs will be done at an external lab. 

1. In the Visit Taskbar, enter several lab orders and click  Edit Multiple in the shopping cart. 
2. In the Edit Multiple window, click Select All to quickly select all of your orders. If you also entered 

medications, select the Procedures check box instead. 
3. If necessary, clear the check boxes for any orders you don't need to edit. 
4. Edit the details of the orders on the right side of the window. 

 For example, enter "External" as the class, "Standing" as the status, "Every 12 weeks" as the 
interval, "3" as the count, and "m+9" as the expiration date. 

 When changing multiple orders to be Standing or Future, you don't need to update details like the 
count and expiration date if the defaults in the individual orders are appropriate. 

5. Click  Accept to apply these values to each of the labs you selected and return to the shoppingcart. 
6. If you're done placing orders, click  Sign. 

 

Add orders to your Preference List as you place them 
1. Search for and select an order as you normally would. Then edit the order details and click   Accept. 
2. Before signing your order, click  to add it to your preference list. 
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3. In the Add To Preference List window, enter any other details you want to use when you place this 
order in the future, such as instructions or answers to questions, and click Accept. Remember that 
these details appear only for you, and you can always update them later. 

a. In the Display name field, enter an easy-to-remember name for the order. The next time you need 
to place this order, you can search for your saved order using this name. 

b. In the Section field, enter the section of your preference list in which you want this order to 
appear. Or, click New Section to add another section to your list. 

 

 

 

Browse your Preference List to find orders 
After you have set up your preference list, you can speed up ordering by clicking  in the Visit Taskbar and 
selecting the orders you need from the list. 

1. To see only your personal preference list entries, select the Only Favorites check box at the top left of 
the Browse tab. 

2. Select the orders you want to place and click  Accept. 
 

Send prescriptions to different pharmacies 
If one or more prescriptions needs to go to a specialty or mail order pharmacy, you can choose which 
prescriptions go to which pharmacies. 

1. After queuing up your orders, click the pharmacy link in the shopping cart. 
2. Search for another pharmacy and click the star to mark it as a preferred pharmacy. 
3. Click Send to Multiple Pharmacies at the bottom of the Pharmacy Search window. 
4. Select the appropriate check boxes to associate each prescription with a specific pharmacy, thenclick 

 Accept. 

To edit the details of an order on your personal preference list, right-click the order in the 

Preference List Browser. 

Consider adding the same order to your preference list more than once with different display names 
and order details. For example, you might have one entry called "Cipro UTI 3 days" for Ciprofloxacin 
UTI with a dose of 250 mg Q12h x 3 days and another called "Cipro Sinus 5 days" for Ciprofloxacin 

sinusitis with a dose of 500 mg Q12h x 10 days. 
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Other Tips: 
 
UserWeb Sign-on Help (epic.com) – Sign on help 

 

Power Bites: Ambulatory Orders - weLearning (epic.com) 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fuserweb.epic.com%2Faccount%2Fsignonhelp%2F&data=04%7C01%7Csaranderso%40montefiore.org%7Cd63fea320e7f4c92e1e708d9fd3e7db3%7C9c01f0fd65e040c089a82dfd51e62025%7C0%7C0%7C637819267113952485%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=UFM9uonnFXm9E6FI2rg6KFQc9K%2B4b0klW0lPA2lvQhY%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwelearning.epic.com%2FDetails%3FCSN%3D344466&data=04%7C01%7Csaranderso%40montefiore.org%7Cd63fea320e7f4c92e1e708d9fd3e7db3%7C9c01f0fd65e040c089a82dfd51e62025%7C0%7C0%7C637819267113952485%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=Dlxc34CfH2o65pGFTkM2ENzW2CuH3etWZoVljS4SEFE%3D&reserved=0
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