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Ordering Internal and External Referrals 

Summary 

See below steps for placing an order for an Internal Referral, followed by steps 

for an External Referral.  

1. Click on the taskbar icon to open the Preference List. 

 

2. Note the difference between an Internal Referral and an External 

Referral.  

a. Internal Referrals are for RSFH employed providers that use 

Epic.  

b. External Referrals are for providers who are not employed. 

These providers are not on our Epic instance but could receive 

a referral electronically if they have a direct address in our 

system. Generally, the referral order would be faxed to the 

external office. The system will try to send by direct address, 

and if not able, will fax automatically. If neither is possible, this 

will fall to a referral workqueue for the office to work. 

 

Placing an Internal Referral Order  

These referrals are listed by RSFH or affiliate provider name and clinic 

location in the Preference List. Important Note: Ensure you place a 

referral for a procedure instead of ordering the procedure itself, i.e. place 

the referral to GI for a colonoscopy instead of ordering a colonoscopy 

procedure. 
 

1. Click to expand the Referral section of the Preference List. Select the 

specialty you are referring to. In the example below, Bariatrics > Weight 

Management is selected.  

2. Select the provider’s name and specific location (if they work at multiple 

locations), then click Accept.  
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3. Click on the order to open the Order Composer. 

 

4. Information will default in the order composer along with the scheduling instructions that include clinic 

contact information. Comments indicate the patient can see any provider at that clinic.  

Important Note: In the “My clinical question is field”, type in your specific reason for referring this patient.  

Any additional comments or important clinical information related to the referral and/or for the referred to 

provider should be entered in the Comments section, NOT in Scheduling Instructions.  

 

 

5. When the Internal Referral order is signed, the system sends this order to the specialist’s Incoming 

Workqueue. 
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Placing an External Referral Order  

Within each specialty, you will see an option to order an External Referral. Which should be used when 

you cannot find the individual provider or department on the preference list. 

 

 

1. Select and Accept the External Referral order from the Preference List.  

2. The To Provider field must be completed to successfully send the External Referral order. Enter 

the last name at a minimum, plus the first name when known in the To Provider field.  

Click on the search tool in this field or hit Enter. 
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3. This opens the Provider Finder window. Single click to select the provider of choice.  

NOTE:  Select the appropriate address when more than one is listed for the provider. 

 

 

IMPORTANT NOTE: If you have chosen an external provider that doesn’t have a specialty tied 

to their record, you will see To Provider Specialty field as a hard stop. If this happens, click the 

Override Restrictions button above and choose a specialty by clicking the magnifying glass.  
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4. Back in the referral order, Reason for the External Referral is a required field with speed buttons 

for common reasons. Please choose one or use Other with Comment if desired. Also, complete the 

My clinical question field and add any additional important clinical information in the comments field. 

 

 

5. Sched Inst will be blank, and this is where you can enter the clinic location (if needed) and contact 

details. 

Important Note: Any additional comments related to the referral and/or for the referred to 

provider should be entered in the Comments section, NOT in Scheduling Instructions. 
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6. Sign the Order. If the signed order is complete, the system will send the referral order 

electronically, if it is an internal referral.  If the order is missing information, it will drop into a 

workqueue in the ordering provider’s office so the staff can complete any required information. 

Internal referrals will automatically go to the referrals to be scheduled workqueue in the 

appropriate office. External referrals will automatically attempt to send by direct address if one 

exists, and if not able will fax automatically if an active fax number is present.  If neither is possible, 

this will fall to a referral workqueue for the office to work.  

 

7. The referral information details print on the AVS, as well as the referral order form, which should 

be given to the patient.  

 


