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THC: In Basket

In Basket is Epic's communication hub, where you can send and receive messages and work through tasks. You
can quickly complete your tasks by marking a message as Done or by following up in other ways.

In Basket messages can be sent to individual recipients and to groups of recipients. Some messages are
automatically sent to the In Basket when certain events occur. For example, you might receive a message when
the results of a lab test come back or when someone places an order that requires your signature.

There are multiple ways to access the In Basket within Epic. This tab can be located at the top left just under the

Epic button.

OR it can be found in the upper right-hand corner of your screen and look something like this:
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The In Basket tab has a toolbar across the top and folders listed on the left side under My Messages. If a folder
is bold in color, it contains a new item that has not been viewed.
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Send a message to a colleague, your RN/MA, a nurse pool, or any Team Member:
1) Click the New Msg button on the In Basket toolbar
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2) Enter recipient: Individual or Pool

a. Use the magnifying glass to search for recipients

b. When adding a Pool, type a “P” space and then the first few letters of the pool.
3) Attach a patient’s chart — A Staff Message does NOT get saved to the patient’s chart.
4) Enter your message — pull in a SmartPhrase or free type
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Addressing In Basket folders:

1) Click the folder you're ready to address

2) All messages in that folder will be listed, click the message to open/view it. Note: There is a difference
between a double click and single click

3) Single click will open the item either to the right side or below-user can set this as a preference with
wrench. Actions are located above the message.

4) Tabs are available to view additional patient information.

5) Each folder has a “Sort & Filter” drop down and a wrench where users can customize.

SWB -+ 9/7/22 Nova # 790355
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Once a message is open:
1) Frequently used icons will remain on the top left for each folder.
2) QuickActions for the folder will be visible on the top right depending on how many there are. Look under
More if you don’t see what you're looking for.

In Basket (]
- D Home O h [*) Outof Contact | Creferences # Manage QuickActions ~ Q
" " - - = - ~
Cosign - Clinic Orde! v H H H & a - T ~ i Abstract pijLetter ~ & Telephone Call [E Reflex Order
Done Reply Reply Al Forward  Follow-up e #% 1Results NL 44 2 Labs Abnormal - F/U ... #& 3 NIMammo
Epic Clinical Alert D - Result Mgmt' Note 9y myChtEnc ~ 4D Postpone ? Web Unrel

— 44 ANIFap 4L 5NIPalhology #4 6 NIDEXA More =
@ Sort~ ¥ Fiter~ & Result Results Report Patientinfo Meds/Problems Vitals/Labs My Last Note Felp

i

E-Prescribing Error

Results 57 new, 84 total

E-Visits vz =T
Stat Visit Date My Test } .
Hospital Chart Completion] | B8 tisced s X ] «-C|vome g a jel
Caiiar O Read 0210812022 X STREP A ASSA: URINAL P BC @
® New 3 Resulted: 4 of 4 Result Date: 02/14/2022 S A RAPID STREP GROUP A ANTIGEN Order: 473530
My Incomplete Notes Pool Provider Verambmd, Ted Depart. - GH Anderson Internal... Billy Camo~
P : KLEINFELDER,JA.. Pool Na Date Sent 02/08/2022 Female, 30 year old, 1/15/1992 | Status: Final result Visible to patient: No (not relewed) Dx: Weliness exam|
My Open Encounters Sent By: Verambmd, Test. MD Msg/Note: Weight: None >
Overdue Results Protocol Flag Phone 513-222-3333 (H) 0 Result Notes Quic A ctions
Patient Call New 02/08/2022  Camationpin®Billy X STREP A ASSA; URINA... POMP Reviewed: No Coiongnt Fabiise %
1 Prior Authorization WMo 3! Hoslt 4 uE4 - e tast Cocthis Bewibione RAPID BETASTREP  positive on tOp I’lght
Pool Provider: Vera < syl
Pt Activation Code Request P_.: KLEINFELDER, JA. These actions Allergies: Unknown: Not on File i iRa
Sent By: Verambmd, Test & HM Due?: Dx
Pt Advice Request Due?: Due
st Protocol Flag remain on the left PCP: Kieinfelder, James 5., MD Specimen Collected: 02/14/22 1347 ast Resulted: 02/14/22 13:48
CRM Requost New 0210872022 in each folder RINA... Primary Cug: Self Pay
Pt Non-Clinical Update @ New: 3  Resulted: 40f 2 [  Lab Flowsheet 8] Order Details \r View Encounter 1 Lab and Collection Details 3 Routing
Pool Provider: Vi Int 1l D sult ory
Pt Questionnaires Pook . Froster, Ven providing ks @ Resultpistory
= View Encounter Conversation
PtSchedule Request | SentBy. Verambmd, Test cons|stency .
Protocol Flag Result Care Coordination
t Result Notes +© Patient C t
New 02/08/2022 Cerise, Billy X STREP A ASSA; URINA... ¥ vaRnv Commumcaion
1 Results @ New 3 Resulted: 40f 4 Result Date: 02/14/2022 [ Release # X Not seen Back to Top

Folders have different task buttons available at the top, depending on folder type. There are more In Basket
efficiency tips located in the Learning Home Dashboard. This can be viewed by pressing the F1 button on your
keyboard.

In Basket tips are under Outpatient Guides and Here’s How Videos.

If you are a member of a Pool, when you open a message that has been sent to the Pool, you will see a question
mark and baton icon to the left of the message, just under where it says “New” or “Read.” If you are assuming
responsibility for the message, click the icon (Take baton) and the question mark will then turn into a plus sign.

‘ Dead
@ zason for Call: §
#eason for Call g

Take baton (Ctrl+B)

When the plus sign appears, it means you have assumed responsibility for the message. To put it back, click the
plus sign again and it will turn back into a question mark.
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When viewing the message and there is a minus sign, hover and it will tell you who is working on that message.

Reason for Call:

This is my co.

Reason for Call Comment:

You can click the minus sign and take responsibility for the message if needed.

Once the user who is handling the message signs the Encounter or “Dones” the message, it will disappear from

A 01/05/2021
Resulted: Final result
Pool MName: H

the baton from Verambmd, Test, MD (Ctrl+E)

all other pool members’ In Baskets.

Users can Filter to see messages more efficiently. Filters can be viewed on the right before opening any

messages in a folder, or in the Filter drop down.

When working in a Pool, consider using the “Not Taken By Others” filter to prevent scrolling through all

messages.
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Icons are present to denote if a Reply or Forward message will be saved to the chart. When the disk icon
appears below the arrow, the message will be saved to the chart. When it is absent, the message will NOT be
saved to the chart.

There is not a change in the behavior of messages, just an added icon to inform the users.
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ICritical Abnormal  Flagged Important All Resulted Ordered By Me Lab  Imaging Not Taken By Others Overdue High Priority

Helpful when working in a Pool
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