PowerChart Letter - Admin Created
Admin

Clinician

Open patient’s chart

Click on
‘Clinical Notes’ and Add icon

]

Select Type and put in letter subject

|

Type in relevant information or use
Autotext

I

Next to Associated Providers, click
‘Modify’ to send to required clinicians.
Under ‘Request Type’, choose Sign or
Review

!
Click ‘Submit’

l

Open ‘Message Centre’ and find

document/s that require review

)

Open document to review. Clinician
can also modify document if required.

Is the document correct and
acceptable or requires change?

Requires change Accept:

Click Refuse button. Click Sign button. This will

Choose reason for refusal
from drop down box.

Verify the document and
show as a Final Report

l

Click ‘Additional Forward Action’ and
choose ‘Review’. Click on binoculars to
find person to send back to for further

action.

l

Add comment for admin if required
then click ‘OK’
I

Has the document been Verified o
Refused by the clinician?

Verified‘l

fNOt Verified

Modify document and
click ‘Submit’

Print if required
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