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View/Orders Management/Orders Pending Co-Signature

Orders
Pending Co-
Signature

Select the
Order Type

Enter the
Clinician
Co-
Signature

User permissions allow
the organization to set
up specific users to
require co-signature on
all orders.

A PDF preview of
the order will appear
where there is an
option to Co-Sign,
Print, or Close.

Also confirm Co-Signature

date (autogenerates
today’s date).

QA Center
for Approval

Order
Approved

Orders Management3

View/Orders Management/Orders To Be Sent

Orders To Be
Sent

Once orders are
approved, the Orders To
Be Sent screen will
populate the items ready
to be sent to the
physician.

Send
Manually*

Select
the Print
icon

Electronically

Send?

Select/
Multi-select
Checkboxes

Orders
Pending
Signature

1Delivery method must be Fax, Mail or Courier.
2Delivery method must be Axxess Physician Portal
or Electronic. 3Order Notes can be added in all
windows except Orders Pending Co-Signature by
selecting the notes icon.

View/Orders Management/Orders History

Shows order statuses.

Orders Corrections can be
. made to order Sent,
History Received or MD Sign

Date by selecting Edit.

1. Update for receiving
individual orders.

2. Mark as Received for
multiple.

1. Update
2. Mark as
Received

Individual orders are
received by selecting the
hyperlink. Multiple
orders use checkboxes
and select Receive
Orders button and new
window opens.

Receive
Orders

Select/
Multi-select

View/Orders Management/Orders Pending MD Signature

Checkboxes




Help Center Process

Help/Help Center

Help Center

This center will provide
step-by-step instructions
on areas of the software,

as well as instructional

videos.
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