1. Log into PowerChart and display the Inbox tab. From the menu options, click “Inbox.”
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2. The Inbox menu displays. Select “Options.”
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3. The Inbox Options window displays, showing the folders in your Inbox Listbar.
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4. Click on the yellow star to add a new folder in the Inbox Listbar.
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5. The Data List window displays with the available selections. Double-click on “Orders to Approve”, then close the Data List
window by clicking on the X in the upper right-hand corner.
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6. “Orders to Approve” has been added. To reposition it in the display, click on “Orders to Approve” and then click the blue Up
Arrow until “Orders to Approve” is second in the list.
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7. Click “Apply” and then click “OK.” The Inbox Options window closes and the Inbox tab redisplays. The “Orders to Approve”
section will not display in the Inbox Listbar until you refresh the display by clicking on the “As Of” button.
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8. The Inbox Listbar will indicate if you have any orders to approve. If you do, click on “Orders to Approve” to display the orders.

%__, PowerChart Organizer for Utah, Attending
Task Edit Wew Inbox Help

RENE@QHE SN | soun | G~ | 29 | LA E | @« BRZ S
In-Box | Patient List | Scheduling |
SISHRTTERNE] Orders to Approve Since: 12{32007
Patient Marme |Fr|:-m Order M amne Details Statusz |Ereated Datelzl |L||:u:|ate Date 0

S et L (= Orders to Approve
" [0 new) 2| B Cosign Orders(1)

Look for signs

L. . Radiology Clinic :
sys CTTest. - f s :
' es [Look for signs ?2%‘;}‘&'}"3;3& Pending 1207707 09:35 12707707 09:37

of pneumonia) Mo

1 ¥ 3

Patient4

| | [PROD |UTAHATTEMDING |03 January 2008 |

“Orders to Approve” will display Cosign Orders, Med Student Orders, Incomplete Orders, and Renewal Orders for your approval.



