9}
@ Acting on SENT Referrals

GREAT LAKES HEALTH CONNELCT

The GLHC Command Center provides a Referrals Worklist as a way to access, organize and manage
outgoing referrals. This Quick Reference Guide will focus on acting on Sent Referrals.

Accessing Sent Referrals

1.
2.
3.

Log into the Command Center.

Click on the Referrals Worklist icon to display the Referrals Worklist.

Note: If your office has received new referrals they will be indicated on the Referrals Worklist E‘D
icon with a red number.

Finding Sent Referrals
To locate all received referrals, click on the Sent referrals Tab.

7 Sent referrals

|" P Search ¥ \l ‘J # Preferences ¥ \l |r & Print worklist » \‘
< /X I\ 4

.
£ Received referrals ~ | My list (3) |
J

State

Patient

DOB

Status

Sent To

To Provider

Date Referred ~

Updated

TRAINING, John

01/01/1980| Received

Metro Health Gastroent

Ferrer, Vladimir DO

02/198/13 01:57 PM

02/19/13 02:01 PM

TRAINING, John

01/01/1980| Received

Metro Health ENT

Behler, Andrew M DO

02/19/13 01:39 PM

02/19/13 01:42 PM

TRAINING, John

01/01/1980

Declined

Metro Health ENT

Behler, Andrew M DO

02/19/13 01:36 PM

02/19/13 01:49 PM

P P N

@

Black, Joe

01/01/1967| Received

ZZZ Test MHC Specialty

TRAINING, Specialist MD

02/19/13 07:24 AM

02/19/13 08:11 AM

Navigating the Referrals Worklist Columns
Information displayed for each referral category includes the following Columns:

|; P Search ~ ||r # Preferences ~ ||I & Print worklist » | [J' Sent referrals
A P P A

£ Received referral

-T9 *All' Sent referrals found

State Patient DOB Status Sent To
1 [ TRAINING, John 01/01/1980 Received Metro Health Gastroent ]
2 TRAINING, John 01/01/1980|Received Metro Health ENT
3 TRAINING, John 01/01/1980 |Declined Metro Health ENT

State (Identifies specific actions items including My List, New Communications, Requested
Cancelations)

Patient (listed by Last Name, First Name)

DOB (Patient’s date of birth)

Status (Identifies the status of a referral including: Accepted, Declined, Scheduled, Cancelled, etc.)
Sent To (Name of Receiving Office/Location)

Date Referred «

Scheduled Contacted

No =

To Provider Updated Assigned to User

. Vladimir DO

02/19/13 01:57 PM

02/19/13 02:01 PM

-
None -- =l =

r, Andrew M DO

02/19/13 01:39 PM

02/19/13 01:42 PM

. Andrew M DO

02/19/13 01:36 PM

02/19/13 01:49 PM

-- None -- Ml L
-- None -- =
pam——

To Provider (Name of Requested provider, if selected)
Date Referred (Initial Referral date)
Updated (Displays last date referral was updated)
Scheduled (Displays date of appointment or rescheduled date if applicable)

Contacted (Displays whether the patient was contacted about their appointment date/time)
Assigned to User (Displays the name of the person the referral is currently assigned to. This is an

optional feature that will be discussed later.)
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GREAT LAKES HEALTH CONNECT

Acting on SENT Referrals

Referral Status
The Status of a referral will change based on actions taken by the receiving office:

p W . N N
I L Search ~ H & Preferences ™ H & Print worklist » ‘ [1’ Sent referrals | £ Received referrals ‘ My list (3) J

15 “In progress’ Sent referrals found
State Patient DOB Status Sent To ~ To Provider Date Referred

1 @ * | Test, Mary 03/03/195§ |Scheduled (no show) |¥ZZ Training PCP TRAINING, Doctor 01/17/13 08:07 AM
2 Training, Mary 03/03/198% |Accepted 77 Test MHC Specig TRAINING, Specialist DO |02/19/13 02:12 PM
3 Li" CNRTEST, BETTY 01/15/1974 |Accepted Y77 Test MHC Specig TEST, Specialist 01/17/13 07:52 AM
4 CNRTEST, BETTY 01/15/1974 |Scheduled New Code Speci: TEST, New Code Specialist |02/19/13 02:18 PM
5 # )| Training, Mary 03/03/198% |Scheduled New Code Specii TEST, New Code Specialist |01/17/13 08:14 AM
6 (%) CNRTEST, BETTY 01/15/1974 |Accepted (no show) New Code Specii Hatchett, Bethany C MD  |02/12/13 07:42 AM
7 Test, Mary 03/03/1958N\Consult Added AYYY New Code Speci{Hatchett, Bethany C MD  |02/21/13 03:43 PM

Types of Status

o Requested (Office has not received the referral)

o Received (Referral received, but no action taken)

e Accepted (Referral accepted but not scheduled)

e Scheduled (Date and Time displays as well)

e Consult Added (Attachment available in referral)

o Cancelled (Your office acknowledged cancellation)

o Declined (Declined - never accepted or scheduled)

o Marked Complete (Referral completed and finalized)

Note: (no show) will display alongside an Accepted or Scheduled status if the patient did not
show up for the appointment.

I £ Search ~ H & Preferences H & Print worklist » ‘ [1 Sent referrals = | £ Received referrals ~ ‘ My list (3) J

15 'In progress’ Sent referrals found

State Patient DOB Sent To ~ To Provider Date Referred
1 (20 03/03/1958

Scheduled (no show) |ZZZ Training PCP TRAINING, Doctor 01/17/13 08:07 AM

Test, Mary

T T T T
|01/15/1974 Ji\ccepted (no show) ) YYY New Code SpeciiHatChett, Bethany C MD |D2,"12/13 07:42 AM ||

iﬁ ‘ (%) ‘CNRTEST BETTY

These referrals will need to have the cancellation acknowledged to change the status to Cancelled.
(See more information on Cancelling a Referral discussed on page 4).

Opening a Referral

To open a referral, simply click on the patient’s name:

Lﬂsun:ll 'JL # Preferences vJLa Print worklist »}\ [J Sent referrals ~ | £ Received referrals ~ | My list (3) J

79 "All' Sent referrals found

State Patient DOB Status Sent To To Provider Date Referred + Updated Scheduled Contacted
L. TRAINING, John/ 01/01/1980| Received Metro Health Gastroent Ferrer, Vladimir DO 02/19/13 01:57 PM|02/19/13 02:01 PM| No
2 TRAINING, .lohn‘ 01/01/1980| Received Metro Health ENT Behler, Andrew M DO 02/19/13 01:39 PM 02/19/13 01:42 PM| No
3 TRAINING, John 01/01/1980 |Declined Metro Health ENT Behler, Andrew M DO 02/19/13 01:36 PM |02/19/13 01:49 PM No
4 ©  |Black, Joe 01/01/1967|Received ZZZ Test MHC Specialty TRAINING, Specialist MD 02/19/13 07:24 AM 02/19/13 08:11 AM No
) @ TRAINING, John 01/01/1980 |Scheduled 'YYY New Code Specialty | TEST, New Code Specialist 02/15/13 11:25 AM |02/19/13 08:15 AM |02/20/13 03:00 AM Yes
6 TRAINING, John 01/01/1980 |Marked Complete Cardiology Associates of |Skaf, Elias MD 02/13/13 02:27 PM |02/13/13 04:51 PM No
7 ©()[Black Joe 01/01/1967 |Accepted 777 Test MHC Specialty Q TEST, Specialist 2 02/11/13 01:48 PM |02/19/13 08:14 AM No

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)
or e-mail support@gl-hc.org

rev 110514
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Acting on SENT Referrals

Viewing Sent/Received Referral Information
When opening a Referral, the following page will display various sections separated by a line between
each section:

Information (Including patient’s Name, Status, Referral Reason, Comments, Providers, etc.)
Scheduling Information (Including appointment date/time and comments)

Questions Asked at the Time of Referral Submission (Including answers to the questions)
Attachments (Including the title and size of document, and date it was uploaded)
Communications (Including the messages, sender and date/time of communication)

Person Information (Including Patient demographics, Supporting Parties and Insurance)

BN -

* Worklist & Print Referral | Available Actions:|  Acknowledge Cancellation

Information

Patient: Training, John Referred To Location: ¥YY New Code Spedialty
Requested Provider: TEST, Spedialist 2 Referring Provider: TEST, New Code PCP
Status: Scheduled - 01/16/2013 03:34 PM  sypmitted By: Steve Spieker - 01/15/2013 10:53 AM

Associated ICD-9: 73397 Authorization: ABC12397123 1/5/13 - 3/5/13

Referral Reason:
Comments:
Cancel Reason:

Cancel Requested By:

femur fracture

Patient speaks Spanish

Patient no-showed (no show)

Steve Spieker at YY¥ New Code Spedialty (01/16/2013 03:33 AM )

Scheduling Information (Last updated by Steve Spieker)
Appointment Date/ime:  01/31/2013 04:00 AM (Patient not contacted)
Comments:

Previous Scheduling Information:
Show Previgus...

Questions Asked At the Time of Referral Submission

Please enter a single line answer here (Required answer)

Afternoon appointments

If desired, enter in a longer answer (area will scroll down as needed) you
can
keep
writing
in
this
section
Click on the box to see a calendar, You may also type in a date, 01/01/2013
If you check the box it will display Yes
The dropdown style only allows you ta choose ane answer , 2
The checkbox group style allows you to choose more than one answer. 2
3
test to see if apostrophe or slash marks display correctly Provider's ID
Choose Answer B B
free text field
Question 10
Checking to see if answers to this question display water
Checking to see if answers to this question display Veg
water
4 Attachments
Browse Patient Attachments
4 Dec5 2012 Labs (linked from patient core] (2967 KB) 01/15/2013| Remove
Communications
5. YYY Steve Test Clinic
Feb 28, 2013
Steven Spieker (4:25:07 AM):
added consult
New Communication
( = | (Senamessage )

Person Information

6 -
- Name Gender  DOB 558 Primary Language Email  Address Home Phone Work Phone Cell Phone
(248) 667-9999 (52
PATIENT, Penny Female  02/01/1969 64 Zoo Lane, Royal Park, MI, 48076 (Messages Ok}
(Profarred Communication)
—Supporting Parties
Name  Relationship Guarantor Emergency Contact Preferred Communication Method Preferred Commanication Address / Phane
Bob PATIENT ¥ Cell Phone (248) 674-5041 ¢
Insurance 1
Name Type Start Date Active Subscrider Name Policy Number Group Number Claim Number
Molina Medicaid No 12332344

Note: Both sending and receiving sites view the exact same information.

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)

or e-mail support@gl-hc.org
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Acting on a Referral

The listing of Available Actions changes depending on the current status of a referral. Once a referral
has been sent, there are only 2 Available Actions.

Acting on SENT Referrals

GREAT LAKES HEALTH CONNECT

1. Cancel Referral (Sent in error, patient chose not to accept the referral, patient chose another
provider, etc). You must give a reason for cancellation.

2. Acknowledge Cancellation (Receiving office requested to cancel the referral. They too must provide
a reason. Referral status will not change to Cancelled” until your office acknowledges the request.

Cancelling a Referral

1. Open the referral you want to process.
2. Tothe Right of available Available Actions select “Cancel Referral”.

 Worklist & Print Referral | Available Actions: | Cancel Referral

Information

Patient TRAINING, John Referred To Location: Metro Health Sports Medicine
Reguested Provider: Boyd, Matthew P MD Referring Provider Doctor

Cancellations are available for the following Status:

Requested
Received
Accepted
Scheduled

Note: DO NOT cancel a DECLINED referral. This option only creates extra work for you and the
receiving office.

Request to Cancel a Referral
The referral can be cancelled by either practice office before or after scheduling by the referred office.
1. From the Available Actions drop-down list, choose Cancel Referral.

2. Enter a required cancellation reason in the text box. B
3. Leave the box unchecked to keep the referral after cancellation, e~

or check to purge it after cancellation.
4. Choose Yes.

A request will be sent to the other office to acknowledge cancellation.
The status will not change to Cancelled until it is acknowledged by ve |[ e
the other office.

5. Note: Once areferral is cancelled the status can no longer be changed or updated.

Refer to “11. Cancelled Referrals” Quick Reference Guide for more information.

Reviewing a Scheduled Referral
When a referring office accepts a referral, it is moved from the Not yet accepted category to In progress

1. In Received referrals, click on the In progress category.

Sent Referrals Categories %

In progress (14) HNewmessages(ll)} | Complete (10) | Cancelled (5) | Declined (2) | All (33) ‘

‘ Mot yet accepted (2)

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)
or e-mail support@gl-hc.org rev 110514 4|Page
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GREAT LAKES HEALTH CONNECT

Acting on SENT Referrals

2. If desired, click on Scheduled button to sort scheduled referrals by date.

G
14 In progress’ Sent referrals found

State Patient poB Status Sent To To Provider Date Referred Updated Scheduled ~
1 CNRTEST, MEEKS 02/02/2012 |Scheduled YYY New Code Specialty Hatchett, Bethany C MD 02/20/13 10:32 AM |02/21/13 06:23 PM 03/01/13 03:00 PM
2 CNRTEST, BETTY 01/15/1974 |Scheduled YYY New Code Spedialty TEST, New Code Specialist 02/19/13 02:18 PM [02/22/13 08:29 AM | @ 02/25/13 01:00 AM
3 Training. Mary 03/03/1986 |Scheduled YYY New Code Specialty TEST, New Code Specialist 01/17/13 08:14 AM (02/11/13 02:33 PM |02/22/13 03:00 AM
4 Training. Mary 03/03/1986 |Scheduled YYY New Code Spedialty [ TEST, Spedialist 2 02/08/13 11:18 AM 02/11/13 10:09 PM |02/21/13 01:00 AM

3. Select a Patient to open the referral.
4. Locate the Scheduling Information section.

5. IF the patient is aware of the appointment, Patient has been contacted displays.

Scheduling Information (Last updated by Steve Spieker)
02/22/2013 03:00 AB{ (Patient has been contacted)

—_

Appointment Date/Time:

Comments: Seen with Dr. Smith

6. IF the patient is NOT aware of the appointment, Patient not contacted displays.

Scheduling Information (Last updated by Steve Spieker)

Appointment Date/Time: 03/14/2013 01:30 AMl(Patl'ent not contacted) l Change ‘

Comments:

7. Note: This information is also available in the Contacted column in the Worklist

Date Referred

Patient DOB Status Sent To To Provider Updated Scheduled Con

Black Joe 01/01/1967 |Scheduled YYY UPGRADE TESTING Specialty | TEST, New Code Specialist |06/06/14 04:49 PM |10/21/14 01:43 PM

10/30/1402:00PM  {_|No Jl

8. Once you contact the patient, you can change the value from No to Yes. This will not, however,
allow you to change the date/time of the appointment. Open the Referral and select the Change
button in the Scheduling information section.

Scheduling Information

Schedule date/time: mm/dd/yyyy

Please contact the patient », Comments:

Update scheduling info
Information
Patient:
Reguested Provider
Status:
Last Updated on:
Associated ICDS;
Referral Reason:

Referred To Location:
Referring Provider:
Submitted By:
Authorization:

Healthcare, Jimmy
Hatchett, Bethany C MD
Scheduled

10/21/2014 01:44 PM

YYY UPGRADE TESTING Speciaity
TEST, New Code PCP
Steve Spieker - 06/12/2014 01:37 PM

Pre-op eval
Comments:

Scheduling Information (Last updated by Steve Spieker)

10/29/2014 09:00 AM (Patient not contacted)  Change /

9. Change the selection from Please contact the patient to Patient has already been contacted and
then selecting Update scheduling info.

Appointment Date/Time:

3 - .
Pa1ien1 has already been contacted WI\ Z |

1| Update scheduling info

The system also tracks who updated the information for both the Sender and Receiver’s site.

Scheduling lnformation[{Last updated by Steve Spieker) ]

Appointment Date/Time; 10/29/2014 09:00 AM (Patient has been contacted) | Change |

The status of Contact will also change from “No” to “Yes” in the Worklist.

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)

or e-mail support@gl-hc.org rev 110514 5|Page
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Rescheduled Appointments
A receiving office may use the option to reschedule appointments. If an appointment has been
rescheduled, it will display a clock to the left of the date/time.

Scheduled
03/01/12 01:30 PM
©03/02/12 02:00 AM
©02/24/12 01:00 PM

NOTE: Not all offices are utilizing this functionality.

Acting on SENT Referrals

GREAT LAKES HEALTH CONNECT

To view the specifics of the rescheduled appointment, open the referral. The updated appointment,
comments and patient contact information is updated.

Scheduling Information (Last updated by Steve Spieker)

Scheduled: 02/24/2012 01.00 PM
Has the Patient Been Contacted? No
Scheduling Comments: patient overslept

A Previous Scheduling Information section is available to the referral to document the original
scheduled date and time.
Previous Scheduling Information:

User Scheduled Time Comments

02/16/2012

Steve Spieker 01:00 PM

patient schd with Dr. Smith instead

Sending a Communication Message
You can send information to the receiving office (Such as: “Added new lab results”, “First attempted
contact”, “Need physician notes before we can accept the referral”, etc).

T
New Communication Message
‘ ‘ ‘ Send message |

Communicating in a SENT referral

You may send communication within the following Status:
Requested

Received

Accepted

Scheduled

o Declined

o
(0}
(0}
o

No communications are available for the following Status:

o Cancelled
o Consult Added
0 Marked Complete

Refer to “10. Using Referral Messaging” Quick Reference Guide for more information.

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)
or e-mail support@gl-hc.org rev 110514 6|Page
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Adding Attachments

GREAT LAKES HEALTH CONNECT

Acting on SENT Referrals

The option to add additional attachments AFTER a referral has been made can be very useful. Example:
The referral was made and 2 days later the lab results arrive. With the Referrals application, you can add
these attachments rather than faxing them to the office.

1) Within the referral, locate the Attachments section.

2) If attaching a document, click on + Add.

1

#

Dew lab resuits]

Name

EHEH- Add J= Remove [t Upload

3) Click Browse for the appropriate file and locate the desired document in your system.

# Name

File

= Remove |1 Upload

2|

|| Crowse
§

=

4) Make sure to add a Title (Name) to the attachment and then select Click Upload to add the

attachment. The receiving office will see the new attachment.

# Name

1

= Remove|| * Upioad

2|

rrrrr

J

5) If you do not want to Upload the document, click on — Remove.

Important: Add a message stating that you have added a new document as there is no alert for added

documents.

10MB limit

The cumulative maximum size limit for adding attachments is 10MB.

If you add an attachment that maxes out the 10 MG limit, you will receive the following message and the

document will not be attached:

Attachments

\_ Browse Patient Attachments |

[+ Provider Notes
[+ Lab Results
@ Radiclogy Report

Show More...

(202 MB) 11/05/2014| Remove |

(202 MB) 11/05/2014| Remove |

(L28MB) 11/05/2014| Remove |

Total size of attachments: 5.32 MB of 10 MB allowed

\: + Add H = Remove || t Upload |
The selected attachment(s) were not added. Adding them would make the total size of the attachment(s) 16.81 MB. This is larger than the maximum size allowed (10 MB).
1 CCD (11.49 MB)

N 4

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)

or e-mail support@gl-hc.org

rev 110514
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Acting on SENT Referrals

@

Return to Worklist
Click on Worklist to go back to the list of referrals.

GREAT LAKES HEALTH CONNECT

 Worklist| @ Print| | # Available Actions ~ |

Printing referrals

The print feature of a referral has been modified to assist offices that need to create a printed or PDF
version of the referral. Below is a version of the printed document. When in the patient-specific Referral
screen, choose Print to print a hardcopy of the referral.

= Waorklist|| & Print] ) @ Available Actions "'|

Patient: Healthcare, Jimmy; 46 Status: Scheduled Last Updated: 10/21/2014 02:41 PM

yTs.

[MFCRMATION

Patient: Healthcare, Jimmy Referred From Location: Yvy UPGRADE TESTING ECP

Requested Provider: Hatchett, Bethamy C MD Referred To Location: ¥YY UEGRADE TESTING
Specialty

Status: Scheduled on 10/21/2014  Referring Provider: TEST, Wew Caode PCE

02:41 BM

Associated ICDS: submitted Dy: Steve Spisker on
06/12/2014 01:37 M

Authorization:

Referral Reason: Pre-op eval

Comments:

ECHEDULING INFORMATION

Appointment Date/Time:r 10/29/2014 09:00 AM(Patient has been contacted)
Comments:

Last Updated By: Steve Spisker

Previous sScheduing Information:

User Scheduled Time Comments

Stava Spleker 10/29/2014 09:00 AM

QUESTIONE AEKED AT THE TIME OF REFERRAL SUBMISEICN

Flease enter a single surgery scheduled
line answer hers
{Required anawsr)

Click on the box to see a 06/27/2014
calendar. You may also
type in a date.

If dasired, enter in a
longer answer (area will
gcroll down as nesded)

If you check the box it  Yes
will display

The dropdown style only A
allows you to choose one
anewsr

The checkbox group style 3
allows you to choose more
than one anawer.

Adding Tth question
Adding 3th quastion
Adding 5th quesion
Adding 10th question
{please only sslsct last
angwar)

ATTACHMENTS
Name Size Date Added/Removed

CONSULT INFORMATION

COMMUNICATIONS

PEREON INFORMATION

Demographics
Name : Healthcare, Jimmy Ematl: Jimmyhc&gmail .com
Gender: Male (Preferred Communication)
DoB: 02/01/1858 Address: ég;;#‘;;a) E:‘i,nsggégz'
S8 & 122-mE-TEsD Home Phone: (248) 235-2323
Primary Language: English Work Phone:

cell Phone: (248} E9E-5ESd

(Mo M=ssages)
Supporting Parties

Generated: 11/05/2014 08:26 AM Fage 1 of 2

Note: Attachments must be printed separately.

For GLHC Command Center Referrals questions or issues, contact 844-GLHC-HIE (844-454-2443)
or e-mail support@gl-hc.org rev 110514 8|Page
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