	Referral Process using 

TouchWorks Pocket Guide

Working the Scheduling Task View
1. Click Tasks on Vertical Tool Bar
2. Select appropriate Scheduling view

3. Click on the Go to Order-Referrals or Go to Task-Referral task 

4. Read comment from the RAC 

5. Schedule appt in IDX if financial authorization is approved or not needed 

6. Click on Details function button to document outcome in Comment box
7. Click OK
8. Done or mark task In Progress
Additional Visits Required for Patient 
1. Search for the patient from Select Patient dropdown in Patient Banner
2. Click on Chart on Vertical Tool Bar
3. Click on New Task function button 
4. Click on Team radio button
5. Select RAC ADDL Services team

6. Select Go To Task-Referrals
7. Click the Text Templates button
8. Click the RAC Add’l Visits Request text template and complete template 
9. Click OK to send the task
Unable to schedule appointment 
1. Click Tasks on Vertical Tool Bar

2. Select appropriate Scheduling view

3. Single-click on appropriate task
4. Click the Reassign function button
5. Select the RAC Communications team
6. Click the Text Templates button
7. Click RAC Unscheduable text template and complete template
8. Click OK 
Note:  The Go to Task-Referral or Go to Order-Referral task is reassigned 
back to the RAC. The RAC will task the ordering provider to inform them the appointment couldn’t be scheduled.
Special Procedure 

1.  Search for the patient from Select Patient dropdown in Patient Banner
2.  Click on Chart on Vertical Tool Bar
3.  Click on New Task function button
4.  Select  on the RAC ADDL Services Team
5.  Select Go To Task-Referral task
6.  Click the Text Templates button
7.  Click RAC Specialty Procedure text template and complete template
8.  Click OK to send the task
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