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On Sunday, Feb. 21, Epic will be updated with new features and enhancements to improve safety and 

quality of care, productivity and financial outcomes. This Update Companion contains details of the 

changes for your role. It is your sole training resource so be sure to review it carefully. 

 

 

 

  

This Update Companion is prepared for the following job roles/functions: 

• Scheduling 

• Registration 

• Template Builders 

 

Top Changes for Role/Department: 

 

1. Scan Driver's Licenses in Patient Lookup.  

 

2. Copays for Video Visits and E-Visits are Now Charged During Check-In.  

 

3. Template Builder Updates. 

 

4. Manage Referral Assignments with a Refreshed Look.  

 

5. A New Look for Department Appointments Report Settings 
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Guided Playground Practice 
Exercises to help you prepare for the coming changes. 

 

 

After reviewing this document, use it as a guide to see the new features for yourself in the Epic 

Playground. Playground practice helps you prepare for the update so you can stay focused on patient 

care. 

 

Playground User ID: cadsched00 

Playground Password: train 

Playground Dept: Fam Med SL 

 

Key workflows for you to practice include: 

• Make an appointment for Wendy Aberdeen to view the updated Appointment Review 

screen. 

• Go to the DAR for Wendy Aberdeen to view the updated Department Appointment Report 

settings. 

• Cancel/Reschedule the appointment for Wendy Aberdeen to view the updates 

Cancel/Reschedule screen.  

• Go to Billing Activities, select Cash Drawer to view the updated Cash Drawer. 
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Patient Look Up 

 
Scan Driver's Licenses in Patient Lookup 

 

Key Benefits: 

• Patient safety 

 

Description: 

• Save time by scanning a patient's driver's license to look them up rather than typing in their 

information.  

How to: 

1.  In the Patient Lookup window, click Scan Patient, then scan the license. 

       
 

2.  Using the Bar Code Reader, scan the bar code on the patient’s driver’s license. 

        
 

3. Epic uses the first and last name, date of birth, legal sex, and address from a patient's license to  

     search for patients.  

 

4. If the driver's license information doesn't match any patients in the system, the patient's name, legal  

    sex, and date of birth is populated in the Patient Lookup window so you can create a new patient     

    record if necessary. 

 

 
Follow the appropriate steps to search for and assign the correct patient medical record. 
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Today’s Patients Report 

 
Today's Patients Report Now Modernized and Organized 

 

Key Benefits: 

• Patient safety 

• More efficient 

 

Description:  

• It's now easier to see the patient's demographics, current encounter and upcoming encounters for 

the day. You can immediately take action to admit, check in or register the patient. 

• Now, encounters are neatly organized in sections that help orient you as you search for a particular 

encounter. 

 

How to: 

1. The most relevant encounter, which is either the patient’s current encounter, their next encounter or   

    their most recent encounter appears in the left column.  

a. As you’re signing in, checking in and admitting patients throughout the day, the buttons for these 

actions now show up just under the encounter information instead of at the bottom of the window.  

b. A button’s size is determined by how likely you are to select it for a given encounter, so it's easy 

to see the next step. 

c. Similar-sounding and similar-looking names are now emphasized with bold, italics or highlighted 

text in the list of patients. The additional emphasis helps make sure you’re choosing the correct 

patient.  
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2. Other encounters for the day, leaves of absences and schedulable orders appear in the right column. 

 

      
 

3.  When you select a patient, important messages, like whether a patient has a confidential encounter or  

     whether a patient is deceased, now appear in yellow. 
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E-Signatures 

 
Capture Signatures in Refreshed Activity 

 

Key Benefits: 

• More efficient 

 

Description: 

• Entering signatures gets a new look and additional features, such as setting how you want to enter 

a signature and moving immediately to the next signature line. 

 

How to:  

1.   If you use Translation Services, complete this field before clicking any other signature boxes. If you 

don’t, the field will automatically grey out.  

2.   Click the appropriate signature box. The patient signs the e-sig document. 

3.   The Topaz Signature Capture window appears. Click Next if other signatures are required. 

4.   Click Accept when finished. 
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Scheduling  

 
Assign Interpreters to Appointments 

 

Key Benefits: 

• Improved workflow 

 

Description: 

• You now assign internal and external interpreters to appointments in the same place. No matter 

which type of interpreter you’re assigning to an appointment, start by clicking the  Assign 

Interpreter button on the Interpreter Scheduling work list toolbar. 

 

 
 

How to: 

1. Select the appointment on the Interpreter Scheduling work list. 

2. Click  Assign Interpreter. 

3. Select Internal Interpreter. 

4. Select the specific interpreter. Click View Schedule and Hide Schedule to toggle the view of the 

interpreter's schedule. 

5. Click  Accept. 
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Assigning an internal interpreter 

 
 

Assigning an external interpreter 
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New Imaging Orders Now Automatically Link to Existing Outpatient 

Appointments 

 

Key Benefits: 

• More efficient 

 

Description: 

• Sometimes an order is created on the fly for an existing office visit, like when a different X-ray view 

or additional ultrasound is needed for a patient who is already onsite.  

• Now, you don’t need to manually link new orders to existing appointments in this situation. Instead, 

Epic evaluates all imaging orders to determine whether they can automatically link to an existing 

appointment. 
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Appointments 

 
New Look for Canceling and Rescheduling Appointments 

 
Key Benefits: 

• Improved workflow 

 

Description: 

• When you cancel or reschedule an appointment, a new Cancel Appointments window now opens.  

• When you click Cancel or Reschedule, the window closes automatically, returning you to your 

workspace. Any other appointments linked to the one you've canceled or rescheduled appear in the 

Related Appointments section on the right, sorted by type.  

 

The Cancel Appointments window with a single appointment. 
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The Cancel Appointments window with a single appointment linked to one or more related appointments. 
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New Look for EOD Status List 

 

Key Benefits: 

• Improved workflow 

 

Description: 

• The EOD Status List, which allows you to edit the status of past appointments, now groups 

important information in two distinct sections.  

• The section at the top displays basic visit information. For more details, click the arrow at the 

bottom of the section. 

• Below this is the End of Day Status List section, where you can edit the appointment's status, as 

well as the visit type and provider. 

• When you set the appointment's status to Canceled, the Cancel Reason field appears. 
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New Look for Confirm Appointments Work List 

 

Key Benefits: 

• Improved workflow 

 

Description: 

• The Confirm Appointments work list has a new look that makes it easier to take action on 

appointments you need to confirm. 

  

How to: 

1. Click the button with the arrows to adjust the row height. 

2. Select Show removed appointments to see appointments that were removed from the work list. 

3. Click Add Back to put them back on the work list. 

4. When you double-click Best Number Now, the Patient Contact Information window that appears 

also has a new look. 
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Copays for Video Visits and E-Visits Are Now Charged During Check-In 

 

Key Benefits: 

• Financial benefit 

 

Description: 

• These changes help ensure that copays are collected for video visits and appointments arrived by 

clinicians. When the system attempts to charge a patient's copay for video visits in MyChart, the 

attempt is now made during check-in, rather than when the encounter is closed. 

• When a patient preauthorizes a payment method during eCheck-in, the system attempts to charge 

that payment method during check-in. If the patient doesn't preauthorize a payment method during 

eCheck-in, the system doesn't attempt to collect a copay.  

o Note that if copay collection fails, such as because the copay for a video visit is higher than 

the amount authorized by the patient during eCheck-in, the visit can be arrived and 

completed successfully. 

• Keep in mind that with this change, because the system attempts to charge the patient's copay 

before a video visit, if there's a connection issue that drops the visit, the patient may be due a 

refund. 
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Cash Drawer Updates 

 
Quickly View Cash Drawer Summary and Receipts 

 

Key Benefits: 

• Fewer clicks 

 

Description: 

• The new Cash Drawer helps you find information quickly and with fewer clicks. The Summary 

section shows all key information for the drawer, including problematic sources.  

• Receipts are now directly linked in the Payments grid. 
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Read More of Patient's Message from Sidebar 

 

Key Benefits: 

• More efficient 

 

Description: 

• The Patient Sidebar now show more of a patient's message, so you don't have to open Patient 

Messages to read the full message as often. 
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Simplified Window for Printing Labels 

 

Key Benefits: 

• Improved workflow 

 

Description: 

• The Print Labels window accessible from the Appointment Desk toolbar has a new look that puts all 

the fields you need to fill out in one place.  

• This includes the option for specifying the Encounter for labels that need it, which now appears in 

this window instead of as a separate prompt. 

 

      
  



Scheduling – Registration – Template Builders Feb. 21 Epic Update Companion 

 

 

Page 18 of 43 

 

Department Appointments Report 

 
New Look for Department Appointments Report Settings 

 

Key Benefits: 

• Improved workflow 

 

Description: 

• The Department Appointments report is updated with a more streamlined look. The reorganized 

Date/Time Range has options to make it easier to work with reports for the current day:  

o A new Today option is available and selected by default. 

o The Use time window checkbox is now a button labeled Relative to Current Time. The related 

fields for setting the begin and end time now appear only when the button is selected. 
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Provider Templates: Template Builders (Restricted Access) 

 
Set Provider Session Limits More Easily 

 

Key Benefits: 

• Improved workflow 

 

Description: 

• The Session Limits activity (formerly Edit Visit Type Limits) has a new look that prioritizes the 

information you use most often when setting session limits for a provider's schedule.  

• Each session now appears as an individual card, and daily, weekly and monthly sessions appear in 

different colors for easy categorization.  

• You can change the department from a field on the left side of the activity beneath the provider's 

name, making it easier to configure multiple sets of session limits for a provider who is active in 

more than one department. 
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New Look for Template Exceptions Report  

 

Key Benefits: 

• Improved workflow 

 

Description: 

• Changes to buttons on the Template Exceptions report toolbar make it easier to sort the report, edit 

exceptions and delete recurring exceptions.  

 

How To:   

1. Define custom sorting options based on up to three columns by clicking the new Sort button. 

2. Quickly edit an exception in the Edit Exceptions window by clicking the Edit button (previously 

labeled Exceptions and moved next to the Add button). You can also double-click a row to open the 

Edit Exceptions window. Previously, you needed to click the Exceptions button to open Template 

Exceptions and click Edit to open Edit Exceptions.  

3. Delete all instances of a recurring exception by clicking the new Delete Recurring button. The 

Delete button is now labeled Delete Selected to distinguish it from Delete Recurring. 
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Search for Provider Schedule Actions Directly in Template Audit Trail Report  

 

Key Benefits: 

• Improved workflow 

 

Description: 

• It's now easier to search for actions taken on a provider's schedule in just one report screen, the 

Template Audit Trail report.  

• You can enter your search criteria and view results on the same screen. You can also change your 

search criteria without leaving the report.  

 

How to: 

1.  The search criteria appear on the left,  

2.  The search results appear in the middle,  

3.  The detail report is on the right.  
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Advanced Beneficiary Notice 

 
Dually Eligible Beneficiaries ABN Forms Appear Automatically 

 

Key Benefits: 

• CMS regulations 

• Time saver 

• More efficient 

 

Description: 

• The Dually Eligible Beneficiaries ABN form now appears automatically for appropriate patients. You 

no longer need to select the form manually. 
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You Can No Longer Mark ABNs As Void 

 

Key Benefits: 

• More efficient 

• Time saver 

 

Description: 

• ABN Void (Order Canceled or Changed, ABN No Longer Applies) option no longer appears in the list 

of ABN statuses you can select. The system automatically voids ABNs that aren't needed due to a 

change in order or diagnosis. 
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Eligibility 

 
Automatically Pull Patient's Coverage Info 

 

Key Benefits: 

• More efficient 

• Time saver 

 

Description: 

• When creating coverage from a Real Time Eligibility (RTE) response where the patient's relationship 

to subscriber is self, the system now automatically populates the patient's demographic 

information. Previously, you had to click Pull Info to populate this information.   
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Referrals 

 
Manage Referral Assignments with Refreshed Look 

 

Key Benefits: 

• Time saver 

• Fewer clicks 

 

Description: 

• The Referral Action List has a new look with all of the same options you are used to. It also features 

fewer pop-up windows as you complete workflows, meaning fewer clicks. 

• Referrals staff can now assign referrals and auth/certs to one or more appointments from a 

centralized and modernized Referral Action List.   

 

 

The Referral Action List as it appears when opened from Appointment Desk. 
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Referral/Authorization Workqueues Now Show Status Reason, Scheduling 

Status and More 

 
Key Benefits: 

• Time saver 

 

Description: 

• View more information from a single spot. Now, the details report in referral/authorization 

workqueues once again shows more information: 

o Scheduling Status 

o Status Reason 

o Miscellaneous Flags 

o Reason for Referral 

o Condition Group 

o Right to Healthcare 

o Result of Initial Assessment 
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Use Previous Referral Productivity Report Settings in Report Workbench 

 

Key Benefits: 

• More efficient 

 

Description 

• If you had saved reports that you used to review Referrals User Productivity (like reports that filter by 

staff you oversee or specific actions), you can now access those settings in the Reporting 

Workbench version of the report. 
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Send Referral Messages in Refreshed Workflow 

 

Key Benefits: 

• More efficient 

• Time saver 

 

Description: 

• The workflow for sending a referral message is redesigned. It keeps all previous features and also 

allows you to set due dates and reminders. 
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Specify Authorization Requests as Preservice, Concurrent or Retro 

 

Key Benefits: 

• More efficient 

 

Description: 

• Choose from three categories to specify when an authorization request or referral is initially 

requested:  

o Preservice. A patient has a planned procedure or admission and their authorization request is 

made beforehand.  

o Concurrent. The authorization request is made while services tracked in bed days are ongoing, 

such as during an unplanned admission. 

o Retro. The authorization request is made after the patient's services have been performed.  
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SmartPhrase 

 
Add SmartPhrases to Notes Using SmartLists 

 

Key Benefits: 

• Personalizing your workflow 

 

Description: 

• To speed up your documentation, you can now use SmartLists to add SmartPhrases to your notes 

and other documentation in SmartTool-enabled text boxes in Epic and Canto. 

 

How to: 

1. Go to the SmartList Editor (search: SmartList) and create a SmartList. Select the User option. 

2. If you know the dot phrase for the SmartPhrase you want to add, type it in the editor. 

3. If you need to look up the SmartPhrase: 

a. Click the star icon in the Choice field to open the SmartTool Options menu. 

b. Click List Phrases. 

c. Find and add the SmartPhrase you want to include by clicking Add to Text. 

4. To select a SmartPhrase from a SmartList in a document: 

a. Insert the SmartList in a SmartTool-enabled text box, or press F2 to jump to the SmartList if 

it already appears. 

b. Select the SmartPhrase from the SmartList. Right-click the SmartList to save your selection 

and move to the next wildcard or SmartList. 
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MyChart  

 
MyChart's New Home Page  

 

Key Benefits: 

• Improved workflow 

• More efficient 

 

View the New MyChart Experience video. 

 

Description: 

• The MyChart homepage and user experience is being redesigned to make it cleaner and easier to 

use. All features and functionality are available on both the web and mobile app platform. The new 

design provides shortcuts to common activities and an actionable list of updates the patient logs in. 

• Patients must update the mobile app to version 9.3 or higher to view the changes. An overview of 

changes will appear when they first log in. 

 
A. Shortcuts on the homepage provide easy access to the four activities a patient uses the most.  

B. The health feed is a consolidated view of actionable health updates, including appointment 

reminders, check-in tasks and messages from the patient’s care team. 

C. Information for proxies and the patients they have proxy access for appears in the same feed, color-

coded by person. Proxies can select a patient from the proxy menu to go to that patient's full chart. 

D. The Explore More section highlights specific functionality and directs patients to features in 

MyChart. 

E. The unified menu provides patients with access to every available activity, in addition to what's 

accessible through Shortcuts or the health feed, and patients can search for menu items by name. 

F. Onboarding screens orient patients and proxies to the new MyChart experience as well. 

https://youtu.be/XQ__9oJsgvA
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Users with and without proxy access can also change 

their photo or easily jump to their own home page from 

this same menu on the MyChart website.  

 

The photo option here is in addition to the workflow 

users already have for changing their photo on the 

Personalize page.  

 

If a patient does not have proxy access, the menu 

simply shows the patient's name. On the MyChart 

mobile app, patients can update colors, photos, and 

nicknames from the Account Settings activity, which is 

now available from the mobile switch menu. 
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MyChart's New Home Page  

 

Key Benefits: 

• More accuracy and reliability 

 

Description: 

• To provide a consistent, modern and accessible experience to, Internet Explorer 11 (IE 11) will no 

longer be supported. MyChart users’ experience in accessibility, performance and responsiveness 

has improved because we are moving to the latest web standards.  
• By default, patients are redirected to an error page and instructed to download an alternative web 

browser when they navigate to the MyChart site from the IE 11 web browser.  
• In-clinic features launched from Epic (such as questionnaires and MyChart sign-up) continue to 

work with IE 11, as does Share Everywhere.  
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Storyboard 

 
Hover to Discover New Demographics Information 

 

Key Benefits: 

• Fewer clicks 

 

Description: 

• You now have easy access to more demographic information when you hover over a patient's name 

at the top of Storyboard in a clinical and HIM (1) or patient access (2) context. 

• Look for these new items, if they're documented for the patient: 

o Patient Contact  

o Time of Birth, until a baby is one month old  

o Written and Spoken Language (clinical and HIM only) 

o Unit (clinical and HIM only)  

o Race and Ethnicity (clinical and HIM only) 
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Hover Over Cooler Icon to View Transplant Episode List 

 

Key Benefits: 

• Easily accessible  

 

Description: 

• You do not have to click the cooler icon to see a list of your patient's transplant episodes anymore. 

Just hover to see the list.  

 

How to: 

1. Hover over the cooler icon to see a list of transplant episodes. 
 

 
 

 

 

 

 

 

 

 

 

 



Scheduling – Registration – Template Builders Feb. 21 Epic Update Companion 

 

 

Page 38 of 43 

 

 
Storyboard: See Patient's Admission Time 

 

Key Benefits: 

• Time saver 

 

Description: 

• Quickly find a patient's admission time by hovering over length of stay information in Storyboard. 
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Epic Updates 

 
New Break-the-Glass Icon in Reports 

 

Key Benefits: 

• Time saver 

 

Description: 

• A cleaner visual cue in your reports lets you know when you need to break the glass to access 

patient information. 
 

  
 

 

 
It's Easier to Tell When a Toolbar Button Is Selected 

 

Key Benefits: 

• Time saver 

 

Description: 

• A checkbox or button now appears on many toolbars’ buttons throughout Epic so that it's clearer 

when you’ve selected a button. 

 

  
 

 

 

 

 



Scheduling – Registration – Template Builders Feb. 21 Epic Update Companion 

 

 

Page 40 of 43 

 

 
More Obvious When You're Viewing Information for Deceased Patient 

 

Key Benefits: 

• More efficient 

 

Description: 

• The patient photo or the patient initials appearance makes it more obvious when you are viewing 

information for a deceased patient in the following parts of the system: 

o Storyboard 

o In Basket 

o Other workspace headers that include a patient photo 

 

                 
 

• The patient photo appears in grayscale. 

• Patients initials appear in a gray circle. 

• The circular border around the patient photo or initials is black. 

• Deceased appears under the patient photo or initials. 
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F1 Help Activity Name Change 

 

Key Benefits: 

• More efficient 

 

Description: 

• The F1 Help activity name has changed to Help (F1) activity. This update emphasizes what you want 

when accessing the activity and the name is more logical. 

 

How to: 

1. Access Help (F1) by pressing F1 on your keyboard. 

2. Access Help (F1) thru the Epic dropdown menu. 

3. Access Help (F1) using the Chart Search feature. 

 

 
  



Scheduling – Registration – Template Builders Feb. 21 Epic Update Companion 

 

 

Page 42 of 43 

 

Clinic Managers 

 
Edit Clinic Hours of Operation 

 

Key Benefits: 

• More efficient 

 

Description: 

• Keep patients informed of your clinic hours in MyChart with the Hours of Operation activity.  

• You can set clinic hours and enter overrides for dates when the hours are different than usual. 
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Clinic Managers 

 
New Filters Available in SlicerDicer 

 

Key Benefits: 

• More efficient 

 

Description: 

• You can now use the following filters in SlicerDicer:  

o 42183-Scheduled Online? 

▪ You can determine the usage of scheduling in MyChart. 

o 42184-Portal Active at Scheduling? 

▪ You can determine if the patient was MyChart active at the time of scheduling. 

o 42185-eCheck-In Available? 

▪ You can determine if eCheck-in was available for the appointment. 

o 42186-eCheck-In Status 

▪ You can determine if the patient used eCheck-in for the appointment. 

o 42187-Portal Reason for Visit 

▪ You can determine the reason for visit the patient provided during portal scheduling. 

o 42188-Days Saved by FastPass 

o 42189-FastPass Response Time 

o 42192-Minutes of Excess Wait Time 

• For example, you can determine the usage of scheduling in MyChart with the Scheduled Online? 

filter. 
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