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Specialist Reviewer Overview for Hyperspace Users
Terminology: 
· E-Consult: sent to a specialist clinician for review, who can send for scheduling immediately, reply with additional questions before ultimately scheduling the patient, and/or provide virtual specialty care 
· Ambulatory referral: sent to a scheduler to be scheduled on a first come, first serve basis
· Ambulatory referral (outgoing only): sent to an outside, non-DPH 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…) if they select an authorizing provider
· Independent Clinician (ex. MD, NP, PA)
· Trainees (e.g. residents, fellows) if they select an authorizing provider (e.g. attending)
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How to review an E-Consult
All E-Consults are routed to specialty E-Consult pools. Each specialty E-Consult pool includes several designated specialty clinicians who serve as reviewers.
· Step 1: Open InBasket and click the E-Consults folder located on the left. The number in the parenthesis indicates the number of “new” consults in your Inbasket to review. Brand new consults are listed as “New” and are bolded. Those that are in your workqueue for over 3 days are in red font.
*You can customize your Inbasket view. Select the E-Consults folder, then click the wrench icon to position your E-Consult workspace on the bottom or on the right:[image: ]

Additionally, we recommend that you sort your E-Consult work queue by Procedure (I.e., specialty to which the E-Consult was submitted). Click “Procedure” to sort. See the In Basket Quick Start Guide for more sorting tips. In the example below, the reviewer has access to Sleep Study and Pulmonary work queues. After sorting, consults to each specialty are grouped together.
[image: Graphical user interface
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· Step 2:  Single click a consult to review the reasons for consult and answers to any questions embedded in the consult order.
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Take an action related to the E-Consult. There are 3 possible actions:
· Option 1: Respond to a Referring Provider
· Option 2: Send consult to the scheduler
· Option 3: Send consult to the scheduler AND send consultative dialogue to the referring provider
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 (See yellow box on screen shot below). These buttons include:
· Visit summary: Information about the clinic visit that prompted the E-Consult 
· Patient info: recent outpatient visits and care team information
· Meds/Problems: active medications, problems and allergies
· Vitals/Labs: most recent vitals and lab results
· You can also see the entire patient chart if you click on the “Chart” button on the line that includes E-Consult actions (See screen shot above) or click on the patient name. This is the most comprehensive look into the patient’s chart but does navigate you away from the E-Consult request. After navigating to the patient’s cart, return to your InBasket to go back to the E-Consult request. Then you can determine the best response option for the patient.
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Option 1: Sending an E-Consult response
Step 1: When you have decided that this patient would benefit from an E-Consult rather than immediately scheduling, click “E-Consult” to create an E-Consult encounter
 [image: Graphical user interface, application
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Step 2: This brings you to the E-Consult encounter. The note box automatically appears on the right-hand side of the screen where you can respond to the E-Consult.
By default, “E-Consult Order” appears in the E-Consult Visit Navigator, allowing you to view details entered by the referring provider.
The Chart Review tab is also available in the E-Consult encounter workspace.
 [image: Graphical user interface, text, application
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Jump to different sections of the Visit Navigator to review focused information: Visit Diagnoses, Review Media, Allergies, Medication Review, Meds & Orders. You can jump to different sections of the E-Consult encounter by clicking on these sections or scroll down to view each section one by one.
Under “Review Media” you can see any attachments that the referring provider has included relevant to the E-Consult. This may include pictures, labs results, and reports that are not already available in the SFDPH Epic system (particularly helpful for patients with primary care outside of SFDPH). You can also easily review allergies and current medications after scrolling through the Media section. 
 [image: Graphical user interface, application
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Step 3: When you have completed the E-Consult response and accepted the note in the sidebar, enter the E-Consult visit diagnosis. You have the option to manually search for diagnosis using the search field or choose from the common diagnosis options that your service has set-up for consultative notes.  [image: Graphical user interface, text, application

Description automatically generated]

Step 4: Send the chart. The E-Consult is automatically routed to the individual whose name is attached to the encounter during which the consult was submitted. This may include a resident/fellow if the trainee changed the encounter provider to him/her prior to submitting the E-Consult. If the encounter provider is a trainee, the E-Consult response will automatically be sent to BOTH the trainee (with responsibility) and as an FYI to the authorizing attending provider.
If the referring provider is not the PCP you should add the PCP to the recipient list (see below/click Add PCP).  You can also add additional recipients if applicable as an FYI. 
You can also change the individual who should respond to your E-Consult by moving around the “green ball of responsibility”. By default, this is the provider who submitted the E-Consult. On rare occasions, it may be applicable to move the “green ball of responsibility” to the PCP or Authorizing provider (for example if the encounter provider is a trainee and you want to give the attending responsibility or if the patient is referred from the ED and will follow up with the PCP). 
Note: Individuals who receive E-Consult responses as FYI and do not have the “ball of responsibility” cannot act on the E-Consult. They can only read it and close it. You can consider removing the Authorizing provider (e.g. attending if present) if concerned about duplicative messages.
[image: ]

Step 5: If the consult took more than 5 minutes AND none of the following apply: you are scheduling the patient, the  patient has already been seen in your clinic, there was a previous eConsult for this same problem, patient is an inpatient, the click the 5 minute button.  Otherwise no need to take time to mark the zero charge button. We are not requiring charge capture prior to note closure.  
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Step 6: Click [image: ] when consult is complete. Note that you must assign a visit diagnosis (Step 3) before being able to sign the E-Consult encounter. Also note that charges are recommended and can be added in the Charge Capture section if you forgot and it was a consult of more than 5 minutes.  
If you also want to schedule at the same time, please be sure to hit the scheduling button before signing the encounter.
After signing the E-Consult encounter, you will be re-directed to your Inbasket

Sending a second response to the referring provider
If additional communication is required after the first response:
1. Go to the E-Consults folder.
2. Select the E-Consult then click the “Specialist Provider- E-Consult Response” button in the toolbar (may be located under the “More” drop-down)
3. Add response to Referring Provider (note you won’t be able to go back to the chart while sending this note so review the chart and decide on your response before clicking on the response button.  If you do need to go back you can cancel the note and it will take you back to the chart.  You can then try again after further review.
4. Click “Sign and Send”
 [image: ]
[image: ]

Option 2: Sending a consult request for scheduling
Step 1: After reviewing the chart at any point and you have decided that this patient would benefit from being scheduled for an in-person visit, select the “Schedule” button.
In the window, the specialty and department are defaulted. The scheduling request will go to scheduling workqueue for the department listed. If needed, change the location to where the patient should be scheduled. This is important if a specialty has clinics in two different areas (ex. 1M and 3D). 
If this is an urgent request that the schedulers should prioritize, chose Urgent rather than Routine from the “Priority” drop down menu.
In Comments, provide as much detail as possible for the schedulers.  Make a note of optimal timing, if overbook is okay etc. Click OK to send for scheduling.
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Click the “Close E-Consult” button to remove the consult from the inbasket (note: this does not affect the scheduling)
[image: ]
The E-Consult is done.
Option 3: Sending a consult request for scheduling AND responding to the referring provider as FYI
Step 1. After reviewing the chart and you have decided that this patient would benefit from being scheduled for an in-person visit AND you want to send one response to the encounter/submitting provider, schedule the consult FIRST by using the “Schedule” button as above. 
Step 2. Respond to Referring Provider
If first response: Use the “E-Consult button” to create an Encounter[image: Graphical user interface, application

Description automatically generated]
If second response: Use the “Specialist Provider- E-Consult Response” button[image: ]














FAQ
1. What do I do if the recipient box is empty and I receive this message? [image: ]
a. If you continue, your response doesn’t go to anyone and is lost in the ether. You have to find who sent the consult (typically a coordinator from one of those clinics).  You can see the “Ordering User” name when replying to an eConsult. [image: ]
b. You then manually enter that name into the send chart section. [image: ]
2. What do I do the “E-Consult” response button and/ or “Scheduling” button is greyed out?
a. One of the following most likely happened:
i. The green ball was moved from the pool to another person which resulted in you being cc’d on the consult
ii. The consult was sent you as an individual, and not the pool which removes the eConsult functionality
b. Please send the Referring Provider a separate message requesting them to send you back the consult with the green ball next to the pools name. 
3. What do I do if I am not covering consults and consults are NOT being sent to the covering Specialist?
a. To ensure your pool has the “green ball of responsibility” and can respond to/ schedule consults, add your specialty pool name in the recipient box
i. [image: ]
4. What do I do if I receive a consult from the Emergency Department?
a. Please DO NOT respond to the ED Referring Provider. If you need to respond to the consult, please add the PCP and move the “green ball” next to their name so they are able to respond to the consult [image: ]
5. What do I do if I am responding to the Referring Providers and want to also send the consult to scheduling?
a. Go back to your inbasket (do not sign the consult) and click the scheduling button. After you send the consult to scheduling, you can re-open the encounter to finish your response to the Referring Provider. 

2 | Page

image1.jpeg
IH

T

e>cCons




image2.png
IE=3 i raventioon | Bavos R Ust. B stugy R

B &8z
In Basket
- fHome {3 Refresh | C3.NewMessage - I NewPatientMessage ~ | fMyPools (O Search (§ Attach [ Outof Contact | & Preferences " Manage QuickActions ~ Q)
& My Messages ~
Results o
Patient Cal 01 E-Consults 0new,1 total 4 sot- YFiters &
CCd Charts on t Stats  SentDate SentTime From Department ¥’ Quick Filters TEFEEE D
Staff Message s Read “R— Palltive Care @ Not Taken By Others | Overdue | High Priorty | (&) 0 Pos JBReport
E-Consuls on Patient: = - Proc.. : E-Cor Report on Botiom
Comment ) Report on Right
& Attached & Covering Us... 010
efauit Repor
@ Follow-up @) Message
) Visit Summary

P Search Patient Info

# SentMessages Meds/Problems
) VialsiLabs

+ Completed Work ) My Last Note




image3.png
t & Staws
© New
© New
© New
© New
© New

Department

Patient

| P T

i e 4.

" o4

Procedure Comment

. Ambulatory referral to ZSFG Pulmonary (ED / Inp...
. Ambulatory referral to ZSFG Pulmonary (ED / Inp...

. E-Consult to Sleep Study

E-Consult to Sleep Study

E-Consult to Sleep Study




image4.png
Bew  EEED E_ Bl Ty 9N CLAN
O e el e B il

|
= e L EmEEm. Froemis
S Py - eyl i By
e

[ Ty
L e L L= L =Y

.  evin iy bR
L L ] =

e

e TEEE e i P
S e o o w iy

Bem  FEE L N B P IR B
O e il e B il

e

mE e ocarEE FEommE

S Pemriyee - eyl i By
-

Bem B G Py O
e LR M R

 mm el Ml E R

Lo b

-3 @ | v Close EConsut [ Scheduing (5 Specalt rovider - E-Consult Response -

New to E-Consults in Epic? Scroll down for how to use.

Decision: None
priority: Routine
Schedule by Date:
Comments:

|D. Scheduling Information

& Appointments for this Order

‘There are no appointments linked to this order.

(@ Notes from Main Encounter

(& Message

omems G B B 551 10 P ZSFG PULMONARY E-CONSULT
Fery e i e e e T ke mre e ey
e e g e i o e e s e o el o

Question Answer
Have you contacted the specialty service before submitting this s
consult?

‘ [&] Order Questions

If you know who you spoke with, please enter the specialist = —

provider's name

Brief clinical question / indication: P o o - e
g ———





image5.png
v @ v & =4 E 4 5 & &

Done  Reply ReplyAl Foward  Follow-up CloseE-Consut  E-Consult  Scheduling  OrdersOnly ~ Take  QuickNote | 1Refering Provider~.. 2 Specialst Provider
E-Consults 45 new, 52 total @ Sot~ ¥ Fiter~ &
t Status  SentD.. S._. From Department. Patient Pt Y

I New to E-Consults in Epic? Scroll down for how to use.

o B ememnm Tk sl e — B [ Scheduling Information
L L
] Decision: None

LT L PRSP L] T k. priority: Routine
€ mas i ey ae Schedule by Date:

. Comments:




image6.png
5 a v & 4 . ® ® ®
Done Reply ~ Reply Al Forward  Follow-up Chart Close E-Consult Scheduling ~ Orders Only  Take QuickNote: 1 Referring Provider - 2 Specialist Provider .

T —— S5 I £ T v P WP i e

t Staus  SentD... S.. From

«-ca \ / Close E-Consult [3f Scheduiing £5) Specialist Pr

I New to E-Consults in Epic? Scroll down for how to use.

— i S S e e o — B
€ Foeka i b o ™ Pl b s ™ ol e
e

LT L PRSP L] T
G Bepprir: E-Cremieee Py fink

—

Decision: None
priority: Routine
Schedule by Date:
Comments:

|D. Scheduling Information




image7.png
ETLTRAL v e Rl e B, MD for E-Consult PR @ »

[§5images §§§ References 3 SmariSets -8 Dictations ~ [2) Media Manager ] Preview AVS 3 Print AVS 42 Req|

&7 [E-Consult Order Information]

vt Dignoses
Reveu eda
Allergies. order
Modcaton Revew
e wanagament

Ambulatory referral to ZSFG Pulmonary (D / Inpatient Follow-up) |

. [l Comments

Charge Capture
‘Send Chart

[&l Order Questions

Question Answer
Have you contacted the specialty service before ==

submitting this consult?

If you know who you spoke with, please enter the s Fsrmmrm 1
specialist provider's name

Brief clinical question / indicatior

What s the best timing for a specialty care
appointment?

Would there be major barriers to a [
telephone/video visit for this patient? If yes, why?

@ Associated Diagnoses
(co-10-c 1co-9-cm

+ Create Note





image8.png
Tim s s o el (g i i

[Himages §i References

Charge Capture
‘Send Chart

mariSets 4 Dictations ~ [ M

[E-Consult Order Informatio

Order

Ambulatory referral to ZSFG P

[&l Comments

Order Questions

Question
Have you contacted the specialty s




image9.png
ST o T Ao e ey M, S My L (s )
[§@images By References E; SmartSets -3, Dictations ~ [E) Media Manager 5] Preview AVS g Print AVS #2 Request Outside Records
Revew @visit Diagnoses t
1t Order
[Search for new diagn¢ 4 Add [ Common v Problems v &
Allergies. No visit diagnoses.
Cm iR + Close 1 Previous 1 Next
Med Management
wreeve — | B Review Media #
Charge Capture
‘Send Chart ]





image10.png
T NN for E-Consult @

SmartSets 4 Dictaions ~ @) Media Manager 5] Preview AVS 5 Print AUS 43 Reduest Outside Recorcs

[Himages §i References

Revew (@send Chart t3
E-Consult Order
Visit Diagnoses Message willroute as E Consuts LIRS
Review Media
- Resp |Recipient Modifer v
fergies
M:m N @ [Stephen Vincent Strange, MD [ MyList | v
fon Review Docia "Doc” Mctuffins, MD
Med Management Build My Lists
. Clear All

Charge Capture

puloc @A Jes%=

Your most recent Progress Note will be attached to your message
Switch to Send on Exiting Workspace to enter an additional message for the recipients

[Send at Close Encounter

Restore  Close 1 Previous 1 Next





image11.png
Bl Tl | gy i o gt ey e, W for E-Consult e

[Himages §§ References Ef Smarisets ¥, Dictations ~ [ Media Manager 5] Preview AVS i Print AVS 42 Request Outside Records

o Charge Capture t
E-Consult Order o H E +
Visit Diagnoses. E-Consult [Calculated Preference List] A
Review Media Codes in this section are based on clinical documentation; you should review these along with charges already on
Allergies. file.

Medication Review

PR E-CONSULT ASSESSMENT AND MANAGEM. ZERO CHARGE E-CONSULT
99451 (CPT®) OECON

Med Management

 Select Al
Charges Entered Within the Last 72 Hours My Specialty's Professional Fees
No charges to display

/ Close 1 Previous 1 Next





image12.png
/' SIGN ENCOUNTER




image13.png
In Basket B

- £y Home {3 Refresh ‘ 3 NewMessage ~ & New Patient Message ~ | fManage Pools it My Pools O Search @ Aftach gomnﬂcnnm‘ & Preferences ¢ Manage QuickActions ~ Q

@ My Messages a / Closo E-Consut 3y E-Consut [ Scecuing ] Orders Onty 4.Take  woro~ [MBIRE]
— 5 1 Referting Provider -
My Open Encounters 04 E-Consults 6 new, 7 total $Sote Y- & Vossage VisitSummary Patientinfo Meds/Probles. o . -
. i {5 2 Specialist Provider
CC'd Charts 02 | ¢ Staws SentDate  Sent Time. 5 < () ‘
O | Specisiot Provier E-Conzok Responie (Al 2
Staff Message o1 Pend 101182022 116PM ®(E ~
E-Consults o |& New to E-Consults in Epic? Scroll down
Referral Message s for how to use.
& Attached & Covering Users 010 [> Scheduling Information a
@ Followsp 101812022 6:01 PM Decision: None
prioriy: Routine
O search o Schedule by Date:
Coversge: San Francisco Hestth.. | Comments:
# SentMessages NEXT APPT
101812022 10:36 AM & Appointments for this Order
/ Completed Work
There are no appointments linked to this order.
Notes from Main Encounter ¥
101712022 7:40PM
O S
- v
[S] &K @ o v < 5




image14.png
Telephone (1011812022)

[ i o] b

PCP 4 Care Team = & Sender

To @ x
My Note 5 @
Summary

%[BOY @ﬂm ASmatTedt E|é > B OB

Edit QuickAction Sign and Send Cancel




image15.png
In Basket

Home (Refiesh | i NewMessage ~  New Patint Message - | 5 MyPoos O Search | Atach 1 Outof Contact | Preferences .+ Manage QuickActons -

B 4 . = #

& My Messages. @ | v & 7
Orders Only ~ Take QuickNote: 1 Referring Provider -.. 2 Specialist Provider ... New QuickAction

Done  Reply ReplyAl Foward Folowup | Chart | Close E-Consult E-Consult

Results on
Chart Completion 011 E-Consults 45 new,
Coding Query 01 | 4 Saws SentD.
Staff Message 115
E-Consults 45/51
R Attached & C... 87/1438 i Department Specialty Department
Pulmonology ZSFG PULMONARY CHE.
@ Follow-up
0 search
# SentMessages
[Comments
/ Completed Work ’ N2 5|0 | @@+ |[rsetsmartien
Results 2 Make sure to schedule before Thanksgiving break.
Patient Call 1
Cosign - Chart 3
Canceled Ord 1
Cosign Notes. 48
Staff Message 24
Community Message 4 Diagnoses S
E-Consults 138 1| 287,891 (ICD-10-CM) - History of tobacco use. A ECON1128 - E-CONSULT TO ZSFG PULMONARY
PB Coding Query s R91.1 (ICD-10-CM) - Lung nodule v
Rl Notif Ltr 1
Diagnoses (Free Text) Procedures (Free Text)





image16.png
- fYHome {3 Refresh | £F.NewMessage ~ G New PatientMessage ~ | g Manage Pools it My Pools [ Search f§ Attach 4 Out of Contact \ & Preferences &

& My Messages. @ | @ | v Close E-Consut |y E-Consutt [ Scheduling [£] Orders Only 44 Take ~ More -





image17.png
@ k@ Close E-Consult 3 E-Consull [¢f Scheduling

Orders Only 4 Take ~ More -

E-Consults 6 new, 7 total @ Sot~ YFiter~ J  Message Visit Summary Patientlnfo Meds/Prot

-r
t Staws SentDate  Sent Time
Pend 101182022 1:16PM





image18.png
Recipients are missing. Continue without replying?





image19.png
7/14/2023 visit with Amanda M Aguilar, MA for E-Consult

[§3images WY References [2) Questionnaires % Admin 5] Benefis Inquiry  £f SmartSels 4 Open Orders §} Care Teams 5] Preview AVS 43 Print AVS () Media Manager More ~

REVEW — vraer
E-Consuit Order
Vist Diagnoses
Review Media Bl Comments
Care Everywnere
Alergies
Medication Review
Med Management i
Order Questions
wcan Question Answer
Brief clinical question / indication:
SR Preferred outcome:

i Order Provider Info

Ordering User Higginbotham - -
Authorizing Provider Caitlin Higginbotham - -

[l Order Information
Date Department
7/13/2023 ‘Maxine Hall Health Center





image20.png
ot |
|

a1

| s





image21.png
T SN for E-Consult Mmoo
images | References Ej Smartsets § Dictations - (& MediaManager 5] Preview AVS & Print AVS 42 Request Outside Records.

"

& Conut ot

Vit Dagnoses Message i Pyt 4

s e == g
& [Stephen Vincent strange, MD. £l )

[ Doci "Doc” Mestufins, MD —

=T P ECONSULT "Specialty Name" Paol My Lists
- ot
o cioy puloe @+ %5

Your most recent Progress Note wil be attached to your message.
Switch to Send on Exiting Workspace to enter an additional message for the recipients

[Send at Close Encounter

Rest  Close 1 Provious || Next





image22.png
D for E-Consult

rages Wi Rewwoces 1 Smatsts 4§ Dicatons + (3 Mo aroge Bl Provew AVS 3 IRAYS  €DRecues Outid Recorss
t

on @send chart
sl
[ [———
pssian astor | =

L3  Vincent Strange, MD_ | e N -

o Wit WD
By s

w—r #* =
camcwns M o5 0z e casn

‘Your most recent Progress Note wil be atached o your message
Switch o Send on Exiting Workspace to enter an additional message forth recipients

[Send o Close Emcontr
 Poiess | 3 Nea

v Close





image23.jpeg
CENTER FOR INNOVATION IN ACCESS AND QUALITY




image24.jpeg
Y N

SF HEALTH NETWORK

SAN FRANCISCO DEPARTMENT OF PUBLIC HEAITH




