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Clinical Staff Order Entry 
 
Orders Guidelines:  
Providers are ultimately responsible for 
accurate orders being entered.  
 

• Physicians may send an electronic 
task to the clinical staff to enter a 
current or future order with the 
associated specific diagnosis code.  

• A credentialed MA, LVN, or RN may 
enter a diagnosis code into the 
problem list provided the physician 
has given the specific diagnosis 
code.  

• In circumstances when an electronic order is not possible, a route sheet may be used to 
task clinical staff to perform order entry. Each order on the route sheet must have a 
diagnosis code identified. Verbal orders may be given to licensed nurses (RN/LVN), the 
test being ordered rationale for the order and medical necessity must be 
documented in the medical record. An “Authorized Order” task is sent back to the 
ordering physician as a form of verification and approval.  

• Orders must be in Touchworks before the patient presents to the laboratory or 
radiology. If Touchworks is down, follow downtime procedures.  

Additional Order Guidelines:  
 

• ICD-10 - Z00.00 - Medicare does not pay for services with Z00.00. For patients that are 
NOT Medicare this diagnosis should only be used if testing is related to a routine 
physical, it should not be attached to testing ordered for the purpose of an illness or 
health condition.  
 

• Radiology Nurses – Per the guidelines in SRS Radiology, RNs may enter orders for 
pathology exams, a problem in the problem list should be selected that is specifically 
related to the procedure that was performed.  
 

• Conditional Tasking: Conditional tasks involve ordering lab/rad as a function of the 
task.  

o For example: Mrs. Smith has a K of 5.5 on a lab result and the following task is 
sent by the physician to the nurse.” K is 5.5. If patient is still taking K supplement 
have them stop and recheck K in 7-10 days and link to the diagnosis provided by 
the physician. If not taking K supplement, please indicate”  
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• Credentialed Medical Assistants can enter pre-op, pre-procedure orders and orders 
and enter/link a diagnosis per the table: 
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Entering Labs 
 

• Highlight the Problem 
 

 
 

• Click the  (Add New Order) icon  
 

 
 
 
 

• Select To Be Done date. All orders are “Routine” unless otherwise stated 
• Use the calendar icon to select a date 
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• Select the “Entering for” and “Supervised by” fields. Use the magnifying glass 
icon   to search for a provider  

• Type the lab test Order in the search box and click the magnifying glass icon     
icon    

• Check the box for the correct lab test and click OK 
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• Click  (Your order will appear under the Orders tab)
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Entering Imaging 
 

• Highlight the Problem 

• Click the arrow beside the   (Add New Order) icon  

• Click Radiology 
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• Select To Be Done date 
• Select the Entering For and Supervised By  

 

 
 
 

• Type the radiology test Order in the search box and click the magnifying glass 
icon  

• Check the box of the correct test.  
 

 
 

• Complete the Clinical Questions 
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• Click  

• Click  
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Order Groups  
 
Commonly ordered tests and education can be grouped together for easy ordering.  

 
 

• Order groups appear as folders  and default in your favorites  
 

 

 
 
• To view the contents of an order group click on the folder 
• After clicking the folder it will appear as open  and its contents will display direclty 

beneath it. 
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Entering Point of Care (POC) 
In house testing or procedures that are performed routinely in the clinic.  
 
 

Examples: Rapid Strep, Hemacult, Fasting Glucose, Urinalysis, Pregnancy Test 
 

 

• Click the arrow beside the   (Add New Order) icon  

• Click Procedures 
 

 
 

 
• Type POC in the search box and click the magnifying glass icon   

 

 
• Double click on the test being resulted (i.e. POC Rapid Strep 
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• Click the Results tab 
 

 
 

• Click Now and select Value of the POC order 

  
 

• Click Save and Close ACI 
 
 
 
 
 

The POC test will have a Resulted – Requires Verification status in the patient’s 
chart. The provider will receive a Verify Patient Result Task to finalize the results. 

Neg 
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• Click  

 
 
 
 
Note: Procedure charges for POC tests are automatically generated to the encounter
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Entering Problem for Pap Smear Orders 
The following problem may be entered if not already done so by the provider: 
 

Z12.4 Cervical Pap Smear 
 

• Click the   (Add New Problem) arrow icon on the clinical toolbar 
• Click Active 
 

 
 
• Type Z12.4 in the Search box and click on the magnifying glass icon   

• Select Cervical Cancer Screening 
• Click OK 
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Order the Pap Smear Exam 
 
• Highlight the Problem 

• Click the  (Add New Order) icon  
 

 
• Select the To Be Done date and Priority 
• Select the “Entering for” and “Supervised by” fields. Use the magnifying glass icon 

  to search for a provider 
 

 
 

 
• Type PAP in the search box and click on the magnifying glass icon  
• Double Click on Pap Smear Exam 
 

 
 
• Scroll Down to view and answer the Clinical Questions. 

• Click   
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•  
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Entering Problem for Pathology Exams 
 

The following problem may be entered if not already done so by the provider: 
 

D48.5 Neoplasm of uncertain behavior of skin 
 

• Click the  (Add New Problem) arrow icon on the clinical toolbar 
 

 
 

• Type D48.5 in the Search box and click on the magnifying glass icon  
• Select Neoplasm of uncertain behavior of skin 

 

 
• Click OK 
 
Ordering the Pathology Exam 
 
• Highlight the Problem 
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• Click the  (Add New Order) icon  
 

 
 
• Select the To Be Done date and Priority 
• Select the “Entering for” and “Supervised by” fields. Use the magnifying glass icon 

 to search for a provider 
 

 
 
 
• Type Pathology in the search box and click on the magnifying glass icon  
• Double Click on Pathology Exam 
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• Scroll down and complete all required Clinical Questions  

• Click   
 
 

 
 

• Click  
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Activating an EKG Order 
 

• Select the site you are working. 
 

 
 

• Select the correct site and click  
 

 
 

• You must select the ARRIVED patient from the schedule in order for the visit 
number to transfer over.  
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*All EKG orders entered by the provider can be found under the Orders tab* 

 
 

 
 

• Click on the ECG order 
 

                 
 

• Click Satisfy Reason 
• Click Manual Activation 
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• Click  
 

**The EKG order is now active in Touchworks AND in the EKG Cart **
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You can perform the EKG however you will have to manually enter the patient last 
name, first name and MRN (if available). If MRN is not available you can enter 9999999. 
After the EKG has been performed you can go back into the EKG cart and edit the 
information with the correct data. The EKG order will then need to be entered by the 
physician and activated by you. 
 
After the STAT EKG order has been activated, select the order and create a Go to 
Order task. Indicate the patient information that is entered into the chart and send to the 
EKG task team in Touchworks.  
 

1. Highlight the ECG Order and then Click on the New Task icon 
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2. Click Team at Assign To: 
3. Select EKG Team from the drop-down menu 
4. Select Go to Order from the Task drop-down menu  
5. Type:  

STAT EKG done and _(patient information that was entered in the EKG cart)_ 

6. Click  

 
       


	Activating an EKG Order

