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All prescription changes, refills, starts and denials should be done electronically through the RX tab of 

the telephone encounter (TE). Staff should never type on a paper document and fax back as this will not 

reflect actions taken within the patient’s prescription history.  

 

1. Open the TE & select the RX tab 

a. If medication is not listed, add the medication through the Quick search or from the 

medication tab on the right chart panel 

 

2. Click once on the medication name to open the prescribing information. 

3. Remove the DDR and add note to the pharmacy  
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4. Select Send RX 

5. On the Send window, change the mode to Fax 

 

6. Select Send to fax  

7. Mark TE as Addressed 


