
                                                                                                                                                                                                                       
 

Last Updated: 10/20/2021 
 

                                           

How to submit an eConsult/ Ambulatory Referral for SFDPH CareLink Users 

Terminology:  

• eConsult: these are referrals to specialty services that have a specialist clinician who reviews the 

referral.  They might send for scheduling immediately, reply with additional questions before ultimately 

scheduling the patient, and/or provide virtual specialty care 

• Ambulatory referral: some San Francisco Health Network services do not have clinician reviewers and 

requests go straight to scheduling. For those services, it will be called “ambulatory referral”.  Patients 

are scheduled on a first come, first serve basis.  

• Ambulatory referral to XXX (ED/ Inpatient): these referrals are meant to be used by ED/ Inpatient 

providers. These consults may be sent directly for scheduling or reviewed by a specialist clinician. 

Specialty services chose their preferred workflows.  

• External (non-DPH) Referral to XXXX: this is what referrals are called if they are sent to an outside, non-

San Francisco Health Network entity for services that are not available within SFHN or when a second 

opinion is needed. 

Who can submit: 

• Clinical Support Staff (ex. RN, MA, SW, etc.) 

• Clinician (ex. MD, NP, PA) 

• Clinic Coordinator 

• DPH User (Staff, Providers at non-DPH sites) 

• Support staff and clinical coordinators can submit on behalf of any independent clinician: (ex. MD, NP, 

PA). This clinician is considered the authorizing provider for the eConsult/Ambulatory Referral order. 

Notifications about consults/ referrals 

• There will not be any email notifications about eConsult/ Ambulatory Referral activity  

• Referring providers will receive InBasket notifications in 2 instances 

o When there is a reply from the Specialist Reviewer to the referring provider asking for more 

clarification or providing treatment/management guidance 

o When a patient has been scheduled for an in-person visit/appointment 
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How to attach clinic support staff to an In-Basket 

Clinic coordinators have the option to attach to providers’ Inboxes to view results, eConsult responses, and 

notifications. This is a one-time requirement. 

• The authorizing provider logs into CareLink, navigates to In Basket, and selects “Attach.”

 

• The provider switches to the “Grant Access” tab, and enters the referral coordinator’s name. 

 

• The referral coordinator logs into CareLink, navigates to the “In Basket’ tab and selects “Attach.” 

 

• On the “Attach” tab, the coordinator selects the physician(s)’ In Baskets to attach to 
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How to submit an eConsult/Ambulatory Referral 

Step 1: Login into the SFDPH Carelink system (refer to QuickStart Guide for additional guidance). 

Step 2: Click on “Place Order” to place any type of order, including a diagnostic, eConsult or Ambulatory Referral 

order (See screenshot below).  

 

If you cannot find the patient because he/she has not yet had contact with the SFDPH system, you must create a 

new patient chart. Please refer to the “Patient Creation” section of the QuickStart guide. Clinic coordinators 

from non-DPH clinics have the ability to create new patient charts. 

Step 3: Open a patient chart. You can search your patient list using the toolbar near the top of the screen or can 

search among all patients who have had contact with the SFDPH system previously (see screenshot below). 
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Step 4: Select a referring clinic and authorizing provider 

Confirm the name of the referring clinic. Note that “Select Ordering Clinic” is defaulted for the individual who 

has logged into SFDPH CareLink. 

Once a referring clinic is selected in the Order Entry activity, a list of providers will appear that includes all 

authorizing providers at that clinic. Choose the appropriate authorizing provider for the eConsult/Ambulatory 

Referral and click “Accept” (see screenshot below). You have the option to type the last name of the provider or 

scroll through the list of authorized providers.  

If a provider is not on the list, please alert the clinic manager, who is responsible for keeping the 

clinic/department’s setup up to date. 
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Step 5: Order Entry 

To place a new eConsult/Ambulatory Referral, use the new Procedure lookup tool. Type in the name of the 

specialty service to which you are submitting a consult and then select the consult of choice (See below for step-

by-step screenshots). Note that the search function is quite robust and includes eConsult/Ambulatory Referral 

names as well as common synonyms. For example if you type Renal or Nephrology, all available orders 

associated with Nephrology will appear. 

 

 



                                                                                                                                                                                                                       
 

Last Updated: 10/20/2021 
 

Example: Nephrology

 

Step 6: Answer all applicable questions. Questions with an exclamation point to their left are required. (See 

screenshot below) 

Attachments: Lab results and/ Radiology results should be attached to consults from your native health record 

system. Note: The maximum file size is 20 megabytes. The following file types can be uploaded: 

• PDF 

• JPG/JPEG 

• TIF/TIFF 

• PNG 

• DOC 

• TXT 

• HTM/HTML 

• WAV 

• MPG 

Class: This is automatically defaulted to “Internal Referral”. DO NOT change this field. 

Step 7: Print out clinic-specific policy pages for the patient, available on the Carelink Homepage under the 

“Quicklinks” section (see screenshot below). Policy pages include clinic information, specialist reviewer contact 

information and recommendations for common consultation requests. 
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Once the eConsult/Ambulatory Referral questions are completed, attachments uploaded and educational pdf 

printed as appropriate, click “Accept” on bottom right of screen (see below). You may also cancel the order. 

 

 

Step 8: Select an ICD10 code.  

This will prompt you to enter an appropriate ICD 10 code. Quick Picks are patient-specific codes that are already 

attached to the patient’s chart/problem list. If the quick picks do not apply to the consult/referral request, click 

the “Add a new diagnosis” search button to identify a more appropriate ICD10 code.  You can search by 

diagnosis name or ICD10 code. For example, in the screenshots below, the search term is “hyperkalemia”. 
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Click “Accept” on the bottom right hand side of the screen. You will then be directed back to the Order Entry 

screen to sign the order.  

Step 9: Sign the eConsult/Ambulatory Referral order (see screenshot below)  
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After signing the order, you will be directed back to the Order Entry screen. The order will now appear under 

“Orders signed in this encounter”. Please disregard the scheduling comments below the documentation that the 

order has been signed during this encounter.  

On this screen, you can also view all unsigned “draft” orders specific to the user who is logged into SFDPH 

CareLink (i.e. clinic coordinator). This list includes both unsigned eConsult/ Ambulatory Referral and unsigned 

radiology orders. (See screenshot below). If appropriate, take this opportunity to complete those draft orders. 
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How to view all prior patient consult/ referral and diagnostic orders 

In a patient’s chart, click “Order Review” located under the tab with three white dots (referring to additional 

options). See screenshot below. 

 

This brings you to the Order Review page for this specific patient. You can view all prior orders placed for this 

patient in the last month. Click on the Order Name to view eConsult/ Ambulatory Referral details. If you need to 

view a consult older than a month, you can update the date parameters. You can also filter by authorizing 

provider. Please disregard the Appointment status on the far-right column, as these data are erroneous. Details 

about a patient’s scheduling status will be communicated via an In Basket message to the authorizing provider. 
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To see details of that eConsult/Ambulatory Referral, select the order of choice. You will see the answers to the 

order questions.  

 

To submit additional orders for the same patient click “Order Entry”. 
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To submit an eConsult/ Ambulatory Referral for a different patient click the X located next to the patients name 

(see screenshot below). 

 

You will then be re-directed to the main SFDPH CareLink homepage where you can select “Place Order” to place 

an eConsult/Ambulatory Referral for a different patient. 
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How to view In-Basket responses 

An eConsult folder will appear once a Specialist Reviewer responds to an eConsult. Each row in the eConsult 

Inbasket folder represents a unique eConsult encounter. It identifies on who is responsible for next steps, 

specialist response date/time, specialist name and to whom the eConsult was submitted (See screenshot 

below). 

Responsibility for the consult is denoted by the “responsibility ball” in the second column of this queue. The 

presence of a responsibility ball indicates that the provider whose Inbasket is being viewed is the person who is 

responsible for next steps. If the “responsibility ball” is missing, then the response is an FYI from the Specialist 

Reviewer. The Specialist has sent the same response to a different clinician (likely a different specialist) who has 

the responsibility to respond. 

• Brand new dialogue is listed as “New” and is bolded.  

• The presence of a green ball icon denotes that you are responsible for taking action on the eConsult 

dialogue. 

 

 

Click a consult to review Specialist Reviewer’s response  
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• The “Scheduling Information” section includes information about scheduling status. “Decision: Accept” 

means that the consult has been sent to a scheduling work queue. “Decision: None” means that the 

consult has NOT been sent for scheduling. 

• The “Appointments for this order” section includes information about the patient’s appointment. If an 

appointment has been made the date & time will appear. If an appointment has not yet been made the 

following will appear- No orders to display. 

• The “Message” section includes all back-and-forth dialogue between the referring provider and the 

specialist reviewer. 

• The “Order Questions” section includes the original eConsult questions and answers to any questions 

that were included on the original submission form. 

• The “tips on how to reply to an eConsult” section is at the bottom of the screen.  

 

 

 

It is helpful to review the patient’s chart before determining which action to take. You can view selected 
components of the patient chart relatively easily, using the In Basket buttons.  
These buttons include: 
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• Visit summary: Information about the clinic visit when the eConsult was generated 

• Patient info: recent outpatient visits and care team information 

• Meds/Problems: active medications, problems and allergies 

• Vitals/Labs: most recent vitals and lab results 

 

 

How to respond to a specialist reviewer  

Step 1: Click QuickNote (see below) 

Note that the response from the Specialist Reviewer will not appear after you select Quick Note. 

Recommendation: Copy and paste Specialist response into the Quick Note response box. We also recommend 

that you delete the text that you copied/pasted before completing your consultative response. Otherwise, this 

will be listed twice for the specialist reviewer. 
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Step 2: Add response  

Step 3:  Manually add the eConsult pool. In the “Add recipient” section, add “P e-consult pool” to route the 

consult/ referral to the Specialty pool to be reviewed.  

How to close an eConsult 

Close the encounter using the “Close E-Consult” button (see below). We recommend closing eConsults when the 

dialogue is complete and no further recommendations are needed. However, remember that eConsults cannot 

be re-opened once they are closed. This is why we recommend keeping unresolved consults open so that they 

can be easily routed back to Reviewing Specialist for review and/or scheduling as needed. Note that all 

eConsults can be found within a patient’s chart.  

Click the “Close E-Consult” button to close the consult and the consult will drop out of your In Basket.  
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Searching patient charts for old eConsults/Ambulatory Referrals 

The best way to find a closed eConsult (or an open eConsult for which you are waiting for a specialist response) 

is to navigate to Chart Review and the Encounters tab. You can then use the Chart Search feature (See 

screenshot below). 
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How to track whether an eConsult has been sent for scheduling 

In the patient’s chart there are two sections where you can view 

1. If a consult has been sent for scheduling 

2. Scheduling comments by the Specialist Reviewer 

3. If an appointment has been made 

 

Under the “Referrals” tab 

1. Under “chart review” click the consult/ referral you would like to view: 

a.  
2. Scroll to the bottom and click “E-Consult to XXX” 

a.  

 

If an appointment has been made the scheduling decision will be listed as “Accept” and the date/time of the 

appointments will be listed.  
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If an appointment has not yet been made but has been sent to scheduling by the specialist reviewer, the 

scheduling decision will be listed as “Accept” and any scheduling comments made by the specialist reviewer will 

be available.  There will be no appointments information yet.  

If the consult/ referral has not yet been sent for scheduling the “Appointments for this Order” will display- No 

orders to display and the “Scheduling Information” section will display- Decision: None. 
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Under the “Other Orders” Tab 

If an appointment has been made the scheduling decision will be listed as “Accept” and the date/time of the 

appointments will be listed. 

1. Under “chart review” click the consult/ referral you would like to view: 

a.  

 

If an appointment has been made the scheduling decision will be listed as “Accept” and the date/time of the 

appointments will be listed.  

 

If an appointment has not yet been made but has been sent to scheduling by the specialist reviewer, the 

scheduling decision will be listed as “Accept” and any scheduling comments made by the specialist reviewer will 

be available.  There will be no appointments information yet.  

If the consult/ referral has not yet been sent for scheduling the “Appointments for this Order will display- No 

orders to display and the “Scheduling Information” section will display- Decision: None. 
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