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INTRODUCTION 

The main purpose of this workflow guide is to outline the best possible workflow in eClinicalWorks, for each of the 

processes within your organization.  This workflow guide has been custom built for your organization using the 

information obtained during the Business Analysts’ site visit. Meaningful Use Stage 2 Objectives have been taken into 

consideration and incorporated into the appropriate workflows. 

 

The optimum utilization of this guide depends on the following premises: 

✓ The scenarios described in this guide are based on the assumption that the user has/will have the necessary 

access in eClinicalWorks to perform the described functions. 

✓ Each process is a distinct job responsibility and will require a dedicated staff member(s). 
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Clinical Workflows 

Clinical 

Nurse / MA Process 

MA / Nurse Workflow Office Visit
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MA / RN eCw

Inform the provider that the patient 
is ready

eCw

Patient

MA/Nurse sees Visit Status change 
from PEN to Ready from the  Office 

Visit  screen

MA / RN

Note: Progress Note can be accessed by 
double clicking on the patient s name (from 
the Office Visit Screen)

Add patient s current medication. 
MA/Nurse can also pull patient 

medication list from external Rx tab

Click on chief complaint and 
update/verify patient chief 

complaint and click on Med Recon 
button

Document Patient Medical History, 
Allergies, Surgical History, 

Hospitalization History and Family 
History.

Nurse/MA Selects the patient name 
and clicks on check in/ check out 
button and documents the room 

number and status

Yes New Patient?

Verify Current medications by 
pulling forward existing medication 

list and then adding/updating as 
needed.

No

Merge all previous histories into the 
progress note EXCEPT social history 

(which must be completed each 
visit).

In-House test 
required?

Using order-set from ICW place in-
house order along with the Dx code 

to associate with.

Yes

Click on the In-house test that was 
ordered and document Results, 

collection date, mark as received, 
and address the lab.

No

Click on the SmartForms button on 
top in the Progress note to 

document PHQ2/PHQ9, Tobacco, 
and Sexual Histories.

Document Patient vitals. Checks for 
any alerts that needs to be 

addressed for the patients from the 
right chart panel

Click on chief complaint and 
update/verify patient chief 

complaint and click on Med Recon 
button

Document Patient vitals.  Checks for 
any alerts that needs to be 

addressed for the patients from the 
right chart panel

Click on the patient name to access 
the Progress note.

Click on the patient name to access 
the Progress note.

Make sure all  the histories are 
marked as Verified and Merge in the 

template appropriate for the visit.

Document the ROS for the patient.

Document the ROS for the patient.
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Provider Process 
 

Provider Workflow
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Inform the provider that the patient is 
ready

Review the information entered by the 
MA / RN / NP Such as Allergies, Histories, 
Vitals, ROS etc and Updates as necessary

Select the diagnosis code(s) and mark/
verify patient s  active problem list . Mark 
 No Known Problems  if patient does not 

have any active problems.

Document the HPI (Templates can be used 
to expedite documentation)

Order treatment plan for the visit from the 
 Treatment  screen (Refer to Treatment 

plan workflow diagrams)

Document the E&M, CPT codes and clicks 
Done

From the Treatment Window, click on the 
Education Drop Down and click on Patient 

Education

Provider changes the status and clicks on 
patient name to access progress note

Document the Examination (Templates can 
be used to expedite documentation)

Lock the Progress Note once all the 
information has been entered for the visit

Nurse/MA 
needed?

YES

RN/MA, performs the action and 
documents on the progress note and 

notifies the provider

Note: Providers need to review 
standing orders.

No

Send the patient to the Care Coordinator 
for Check out.

From the Resource schedule double click 
patient name and book follow up 

appointment as per provider instructions.

Process Completed

From the Next appointment window 
Document Follow up time frame.
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Treatment Plan 

Medication Ordering Process 
 

Medication Process

Pr
ov

id
er

Click on Treatment in Progress note.

Order/Refill Medications

From the overview tab click on the name 
of the medication and click on R to add the 

medication to the progress note.

Refill/New 
Rx?

Refill From ICWNew

Refill From Treatment window
Click on Rx on top right

Using the search field, search for the 
medication and click on it

Click on the Pencil icon of the medication.

Select the strength, Take, Route, 
Frequency, Duration, Dispense and Refill.

Press ok to save.

Click on Treatment in Progress note.

Click on Curr Rx button on top

From the list of current medication click on 
R, 30 or 90 and press ok.

Click on the Pencil icon of the medication.

In the Treatment window click on the 
name of the medication and select the 

Duration, Dispense and Refill.

Press ok to save.

Click on Treatment in Progress note.

In the Treatment window click on the 
name of the medication and select the 

Duration, Dispense and Refill.

Press ok to save.

Medication can be ePrescribe from the 
treatment window by click on the Arrow 

next to the send button.

Select ePrescribe Rx

Click Send to transmit it to the pharmacy.

 

Note: Controlled Substances can be printed or send electronically via EPCS. Printed prescriptions must be signed before 

they are handed to the patient.  
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Lab Ordering Process  

 

Lab/DI Ordering Process

P
ro

vi
d

er

Provider orders the Lab/DI 
on the progress note

Type of order?

Provider orders and relays the 
message to MA/RN that labs 

need to be performed.

Mark the lab as received and 
assign it back to the provider.

Patient proceeds to 
check-out.

IN-HOUSE

SEND-OUT

Click on results tab an document 
the results.

Check the box off next to the 
patient name and click on View 
orders from office visit window.

Provider places an order and 
relays to MA/RN that send out 

need to be Transmitted.

Check the box off next to the 
patient name and click on View 
orders from office visit window.

Provider communicates results to 
patient.

Click on the name of the lab to 
open.

Click on send from patient order 
window

From the common send window 
make sure all the labs are 

configured for the correct lab 
company

Make sure eTransmit is the 
status for the labs that are 
electronically being sent.

Click on Send

NOTE: Provider will be 
the one to publish the 
result to the patient 

portal.
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Procedure Ordering and Documenting Process 
 

Procedure Process

Pr
ov

id
er

Ordering Procedure 
process

Same day 
procedure?

Patient proceeds to 
check-out.

Places the procedure order as 
future order

Provider suggests the patient to 
get the procedure done

No

Informs the patients about what 
to do before the procedure.

Places the procedure order as 
today s order

Yes

Clicks on the procedure link 
below treatment

Documents the procedure in the 
appropriate category

Clicks on the procedure order 
and marks it as reviewed/

addressed to close the order.
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DI ordering Process 

 

DI Ordering Process

Pr
ov
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er

Provider orders DI on the 
progress note

CT s or MRI 
Orders?

Patient proceeds to 
check-out.

Check the box off next to the 
patient name and click on View 
orders from office visit window.

Provider places an order and 
relays the message to MA/Nurse

No

Click on send from patient order 
window

From the common send window 
make sure all the DI s are in print 

method

Click on send to print the DI 
orders.

Check the box off next to the 
patient name and click on View 
orders from office visit window.

Yes

Click on the name of the order

Assign it to the Referral 
Coordinator

Press ok to save.
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DI PA workflow 
 

DI Prior Authorization Process

R
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Referral Coordinator 
receives the order in L 

jellybean

PA needed?

Patient proceeds to 
check-out.

Faxes the order to the hospital 
and books the appointment for 

the patient.

Reviews the order and decides if 
the PA is needed or not based on 

patients insurance

No

Call the patient and gives them 
the details about their 

appointment.

Creates a outgoing Referral for 
the patient from the patient hub.

Yes

Attaches the order to the referral 
and starts the process for Prior 

Authorization with the insurance.

PA received?

Documents the PA in the 
Authorization field of the 

referral.

Yes

No Follow up with the insurance.

Fax the referral to the hospital 
with the order attached and 

book the appointment for the 
patient.

Call the patient and gives them 
the details about their 

appointment.

Change the status of the referral 
to pending.
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Outside Facility Order 
 

Outside Order

Results comes from outside 
Facility.

Process Completed

Goto Patient hub

Click on New Telephone enc. 
button

Document the reason.

Click on Lab/DI tab.

Click on add button.

Search for the provider and 
select the provider.

Select the facility.

Search for the Lab and select the 
lab.

Add button appears in the 
assessment section of the Lab/DI. 

Click on it and add the 
appropriate Dx code that goes 

with the Labs or DI

Click on the reports button to 
scan in the report.

Assign the order to the provider 
to review.

Press ok to save.

Change the status of the 
Telephone encounter to 
Addressed and press ok.
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Outgoing Referral Workflow 

Outgoing  Referral
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Provider orders the Referral 
from the progress note

Open up the  outgoing 
referral  screen and enter the 

required information.

Referral is assigned to the 
referral team (referral 

coordinator(s))

Fax the referral with the 
appropriate attachments, to the 

specialist

Change the referral status to 
 Addressed .

Scan-in  the consult report and 
attach it with the appropriate 

referral

Change the  status  of the referral 
to  Consult Pending 

Assign the scanned consult 
report to the corresponding 

provider.

REFERRAL COORDINATOR
WORKFLOW

After the Consult Report comes back
 from the referring physician s office

Reassign the referral to 
appropriate coordinator from 

referral team 

Internal Service 
Referral?

No

Yes
Coordinator contacts the patient 

to schedule for services

Coordinator schedules 
appointment and creates internal 

referral for services.

Change the referral status to 
 Addressed . After 

appointment is scheduled

NOTE: If patient is MI or 
BHC referral, Enter on 

pop management panel.
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Monitoring Outgoing Referrals 

 

Monitoring the Status of Outgoing Referrals

R
ef
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On a Daily basis, click on the R 
jellybean

Click on the Open or Pending tab to review 
all referrals which are yet to be sent out or 

for which the consult report is pending 

Follow-up with specialist to receive the 
consult report

Report 
received?

In the Structured data section, document 
the reason for not receiving the report

Scan or attach the report in the system, 
assign the report to the provider, mark the 

referral as addressed

No

Yes

Process Complete

Click OK

Mark Addressed
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Documenting Immunizations & Injections 

 

Documenting Immunizations & Injections

M
A

/R
N

P
ro

v
id

e
r/

N
u

rs
e Click on the Immunization/Therapeutic 

Injection  link on the Progress Note

Process Complete

On the Office Visit screen, the patient s 
name is highlighted in green

Administer the Immunization/Injection

Click on the immunization and document 
the details (Given By, Dose, Location, 

Route, Lot Number) & Click OK

Click on Add on top right corner and select 
the Immunization that needs to be 

administered and click OK

Open the Progress Note and click 
Immunizations  on the Progress Note

Check off Counseling box.

Provide Consent and VIS to the patient
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Lab Results Review 

Lab Results

St
af

f
Pr

ov
id

er
M

A

Electronic Lab results Faxed Or Paper Scanned Lab Results

Medical Records
or MA/LPN

Attach Lab Order

Assign Lab Order 
to Provider

Provider

Close/Address
Scanned/Faxed 

Document If 
Signed by 
provider

Check Fax in Box 
or Scan paper lab 

report

Assign Lab to 
Provider s MA 
for Follow up.

Interpret Lab 
Results:Follow 
Up Needed?

Comment & 
Reviewed Lab 

Order

Review 
providers  notes 

& instructions

MA Receives in 
L Jellybean

Lab Results 
received in 
Provider s L 

Jellybean

MA

NoYes

Interfaced Lab Company

Lab results review 
process complete.

Calls the patient
Able to reach 

patient?
Leave Lab result 

open
No

Inform patient 
of results/next 

steps

Yes

Patient calls back
Follow-up 

Appointment 
Required?

Lab results review 
process complete.

Mark Lab result 
as reviewed

No

Document the notes and 
address the lab and also have 

the CC book the follow up 
appointment.

Yes

Note: To view multiple lab results in 
one screen. Provider checks off one 

of the patient s test and clicks on 
the  View All Reports  option. This 

only applies to lab order at the same 
time.

NOTE: After the calling the 
patient twice and still unable 

to reach the patient, then 
generate a letter to mail it to 

the patient.

NOTE: Provider will be 
the one to publish the 
results to the patient 

portal.

Only Applies to Results coming 
back from electronically
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Medication eRefill Requests 

Medical eRefill RequestsMedical eRefill Requests

P
ro
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er
P
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Incoming medication refill  request

Process Complete

Double click on each request and based on 
the refill protocol, respond to the request 

appropriately.

eRequest 
Approved?

Select Denied or Denied with new Rx to 
follow and the appropriate reason from 
the drop-down. Click Send ePrescription

NO
On the ePrescription screen, select the 

appropriate response: Approved, 
Approved with Changes

YES

Select the Best Matched Prescription if 
information appears in red. Click Send 

ePrescription

Process Complete

 

 

 

 

 

 

 

 

 

 

 

 

 

 



© eCLINICALWORKS, 2020. ALL RIGHTS RESERVED  

BUSINESS ANALYSIS DEPARTMENT - CREATED FOR KATY TRAIL COMMUNITY HEALTH CENTER ▪ 17 

Telephone Management 

 

Telephone Call Management

N
u

rs
e/

M
A

Pr
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er

Address the Telephone Encounter

Nurse/MA receives the message and 
records Action Taken

Assign to appropriate provider 

Provider 
Attention 
required?

Yes

Performs the required task and 
documents Action Taken on the 

telephone encounter

No

No

Address the Telephone 
Encounter

Follow up 
required?

Assign to appropriate Nurse/MAYes

Performs the required task and 
documents Action Taken on the 

telephone encounter

Telephone Encounter

Nurse/MA Click on the T Jelly bean to 
access the telephone encounter

Click on the telephone encounter to 
open the message

Refill 
Request?

Under the Rx Tab in telephone 
encounter, click on Curr Rx

 select the medication(s) that needs 
refilled

No Yes
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Alerts and Registry 

Alerts and RegistryAlerts and Registry

P
ro

v
id

e
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P
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v
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e
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Health Maintenance items can be 
set up in eClinicalWorks

Provider accesses the EMR menu 

and set up the desired alerts (lab/DI/

Immunization/Rx/ICD)

When seeing the patient, if the patient 

falls under the criteria, alert(s) will show 

up on the panel (right pane)

Provider continues documenting in 
eClinicalWorks

Provider enters the ‘last 

done’ date

Provider orders the item 

from the progressnote

The item has been 

ordered outside of eCw

The item needs to be 

ordered

Provider chooses  ‘suppress’/

‘never remind’

The item does not need

to be ordered

Provider(s) wants to run a 

list of patient who needs lab/

di/immunization 

Provider opens Patient Recall 

window (under ‘Registry’) and 

select protocol

Patient list is 

obtained. 

Reminder letters can be 

generated from eCw

Recalling Alerts
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Appendix A: Notices 

Trademarks 

eClinicalWorks® 

eBO® 

P2P® 

eEHX® 

eClinicalWorks, eBO, P2P, and eEHX, are registered trademarks of eClinicalWorks, LLC. 

All other trademarks or service marks contained herein are the property of their respective owners. 

 

Copyright 

CPT Copyright Notice 

CPT © 2012 American Medical Association.  All rights reserved. 

Fee schedules, relative value units, conversion factors and/or related components are not assigned by the AMA, 

are not part of CPT, and the AMA is not recommending their use.  The AMA does not directly or indirectly 

practice medicine or dispense medical services.  The AMA assumes no liability for data contained or not 

contained herein. 

IBM® Cognos® 

IBM and Cognos are registered trademarks of IBM Corporation in the United States, other countries, or both. 
 


