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1. Find the patient and click on the row to expand the case details

2. Inthe upper right-hand corner click “Start Referral”

3. If the provider didn’t specify where to send the referral or more information is needed, on the
Summary tab click “Edit” and fill in any of the missing information

4. To “Edit” the referral information 1% click in the box where the patient name is. Then click on
the edit button in the right corner. This will allow you to edit the patient information in the referral.
Once information is edited click save.
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4. If you decide you need to send the referral outside of the health system, when searching for a
provider select “External” and choose a provider

Provacker Search
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5. Go through each tab and add the appropriate details

6. Once you have the information needed, click “Generate”

7. Since you are sending this referral outside of the organization, you are prompted to go to
PowerChart and create a letter (follow provider letter tip sheets)

Medical Service Raferral Reason Codified Reason Treatment to Date
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8. Navigate to PowerChart and click “Referral Management”
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9. Find your patient on your originating list, open the case and click “Generate” again

10. A Provider Letter will automatically pop up with the case information populated and a
Continuity of Care Document attached

SUMMERS, JOHNNY CERNER ~ DOB:01/11/1975 Age:ds years
Allergies: Cat Hair Dose Wt:<No Data Available> Advance Directive:No

Care Team: Carter, Knistin Cerner Healthelfe: No Clinical Tnak:<No Data Available
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11. The physician you are referring to will automatically pull into the Recipient field with their
contact information. Click “Recipient” to review the information.

12. If the provider is set up for direct messaging, the message will be sent to their inbox. If the
provider’s fax was provided, then it will be faxed to them. If the provider only had an address on
file, then the letter will print out and needs to be mailed.

Note: Auto Faxing is only available if the fax number has been verified by ICT. Please see
Provider Letter Tip Sheet for information on “fax verification process”.

13. Once you have the information needed within the letter, click “Ok” to send it
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14. You will manually update the status of the case once you hear back from the receiving office
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