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Section 1 

Overview  
 Message Center allows physicians, physician learners, and nurse practitioners to 

review or sign telephone or verbal orders, documents and results.  

 The Message Center is organized in two areas: the Inbox Summary and the 
Inbox Summary Workspace. 

  Folders selected in the Inbox Summary are displayed in the Inbox Summary 
Workspace.  

 The number adjacent to the folder name indicates the number of Inbox items in 
that folder.  

 

 

 

The display defaults to the last 90 days.  
If you are a “Results to Endorse” Physician, the display range is defaulted to 30 
Days 
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** You may need to change your default display by picking the black delta symbol 
adjacent to your default setting or the ellipses to choose a date from the calendar.**  

 

To access the contents of a folder from the Inbox Summary: 

1. Click the subfolder you would like to work with, example - Orders to approve.  
2. Double-click the item from the work space. 
3. New items display in a bolded font. 
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Section 2 
 
Orders to Approve  
 

 Orders for approval are telephone, verbal, and communication to physician 
orders that are entered in the system by clinicians.  

 When any of the above orders are placed, the following happens: 
1. The order routes for approval in the ordering physicians Message Center 

 
 

 

2. The order has an Ordered status, and 

3. A caduceus icon appears on the orders page indicating that this order has 
not been cosigned by the ordering physician 

 

 

 
 

 

 

 

 

  

 

To sign an Order to Approve: 
 

1. Double click order from the Inbox Summary Workspace. This will open in a new 
tab. 

2. Review the order details (The action is defaulted to Approve in the Action Pane) 
3. Click OK or OK & Next 

 

 

Note: Approving the order from your Message Center will remove the 
caduceus icon and remove it from the message centre.   
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 Only refuse an order as a last resort. It is recommended that physician’s only 
refuse a TO/VO if they cannot forward the message to the appropriate physician 
nor correct/discontinue the order personally.  
 
 

To forward an Order to Approve 
1. Double click the order to approve from the Inbox Summary Workspace. This will 

open a new tab. 
2. Click forward ONLY. 
3. Enter the physician’s name in the To: field 
4. Click OK. 
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Section 3 
 
To refuse an Order to Approve 

1. Double click the order to approve from the Inbox Summary Workspace. This will 
open a new tab. 

2. Select Refuse and select a reason for refusal 
 

 
 

3. Click OK or OK & Next 
 
 

 

 Note:  Once you select OK or OK & Next, the caduceus icon changes to 
include a red exclamation mark indicating the order has been refused for 
approval by the ordering physician 
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 Note: Refusing an order to approve from your Message Center does not stop 
or cancel it.  To cancel/discontinue the order, you must enter the patients chart 
and cancel/discontinue the order from the Orders page.  
 

 

 

 
 

To enter the chart and manage the refused order, do the following: 
1. Click OK to document your refusal. 

 

 
 

2. Click the delta icon adjacent to the patient’s name as shown in the screenshot 
below. 

3. Select orders from the drop down list (This will bring you directly to the orders 
page of this patient’s chart.) 

 

 



Version: December 2019 Message Center Manual  Page 9 of 45 
  

   

4. Find your refused order ( note the red exclamation icon indicating the order 
has been refused). 
 

 
 
 

5. Right click the order and manage the order by either modifying or canceling 
it.
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Section 4 
Communication to Physician orders 

 In the orders to approve folder 

 Always approve these orders regardless if you agree or not. 

 Approving is acknowledging that you have read the communication. 
 

 
 
 
 

 Note:  Do NOT refuse Suggest / Communication to Physician orders.  If you 
do not agree with the suggest order, approve the message in your Message 
Center to manage the order in the chart, but do not follow through and place the 
order.  See section on Suggest Orders for further explanation. 
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Section 5 
 
Co-Sign Orders  
 

 Co-sign orders are orders placed by medical students, and require co-signature 
from a physician.   

 

 When a Medical Student places a single order, the following happens: 
1. The medication routes for CoSign in the Preceptoring physician’s Message 

Center 
 

 
 

2. The medication goes into a HOLD status, and  
3. The Medical Student icon appears on the Orders page 

 
 
 
 

To sign a Co-Sign Order: 
1. Select Cosign Orders from the Inbox Summary 
2. Double click the cosign order from the Inbox Summary Workspace.  This will 

open another tab. (The action is defaulted to Approve in the Action Pane) 
3. Click OK or OK & Next 

 

 Note:  Approving a CoSign order from your Message Center will change the 
status of the order from Hold to Ordered and the Pharmacy Verification and 
Nurse Review icons will replace the Medical Student icon. 
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Section 6 
 
Refusing Cosign Orders  
 
To refuse a Cosign Order: 

1. Select Cosign Orders from the Inbox Summary 
2. Double click the cosign order from the Inbox Summary Workspace.  This will 

open another tab. 
3. Select Refuse and a reason for refusal.   

 
 
4. Click OK or OK & Next 

 

 Note:  Once you select OK or OK & Next, the Medical Student icon changes 
to include a red exclamation mark indicating the order has been refused for 
cosignature by the ordering physician and a notification is  
sent to the Medical Student’s Message Center.  From there, the medical student 
can right click on the order and select void to remove the order from the patients 
char 
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Section 7 
 
Voiding a Co-Sign Order 
 
To Void an Order for Cosign 

1. Select Cosign Orders from the Inbox Summary 
2. Right click on the order you would like to Void. 
3. Select Void 
 

 Note:  Selecting Void removes the order from the chart; however, it does not 
notify the medical student that the order has been voided.   
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Section 8 
 
Working with Message Center Documents 
 

 The” Documents Folder”, contain documents that need to be signed or reviewed, 
as well as documents forwarded to you for signature from another clinician. 

 Documents can be modified prior to signature 

 Dictated documents will also route here also for editing and verification. 
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Section 9 
 
Viewing a Document 
 
To view a document: 

1. Navigate to the Documents folder of the Inbox Summary. 
2. Double click a document. 
3. View the Document. 
4. Sign, refuse, forward, or complete Additional Forward Action 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Version: December 2019 Message Center Manual  Page 16 of 45 
  

   

 
Section 10 
 
Signing a Document 
 
To sign individual Documents in the Documents to Sign folder: 

1. Navigate to the Documents to Sign folder in the Inbox Summary. 
2. Double-click a document 
3. Review the Document (The document is defaulted to Sign) 
4. Enter any comments 
5. Click OK or OK & Next 
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Section 11 
 
Signing and Forwarding Documents 
 
You may sign a document and then forward it to another clinician in one action.   

 
To forward a document: 

1. Open the document 
2. Review the content (The Action pane is defaulted to Sign) 
3. Select an option from the Additional Forward Action list 
4. Type the physician’s name beginning with the last name or click on the 

binoculars. 
5. Enter any comments 
6. Click OK or OK & Next 
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Section 12 
 
Forwarding a Document without Signing or Refusing It (Forward Only) 
 

 You can forward a document to another clinician without signing or refusing the 
document. For example, if you are a medical student or nurse practitioner 
student, you could forward a document to a physician for their review and 
signature.  
 

To forward a document without signing it: 
1. Open the Document. 
2. Review the content and click Forward only. 
3. Select an option from the Additional Forward Action list. 
4. Type the physician’s name beginning with the last name or click on the 

binoculars 
5. Enter any comments. 
6. Click OK. 
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Section 13 
 
Refusing a Document 
 
To refuse a document: 

1. Open the Document. 
2. Review the document and select Refuse from the action pane. 
3. Select a reason for refusal. 
4. Enter any comments. 
5. Click OK or OK & Next. 
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Section 14 
 
Marking a Document as Reviewed 
 
To mark a document as reviewed: 

1. Open the Document.(The document is defaulted to Review.) 
2. Enter any comments. 
3. Click OK or OK & Next. 
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Section 15 
 
Reviewing and Forwarding Documents 
 
To mark a document as reviewed, complete the following steps: 

1. Open the Document. 
2. Review the document (The Action pane will be defaulted to Review) 
3. Type the physician’s name beginning with the last name or click on the 

binoculars 
4. Enter any comments. 
5. Click OK or OK & Next. 

 
 

 Note: If you do not want to perform an action exit out of the Notification by 
selecting the ‘X’ located beside the patient name or select Next to move from 
one document to the next.   
  

 

 

 
 
 

 
 
 
 
 
 

 
OR 
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Section 16 
 
Modifying Signed Documents 
 

 Physicians can modify a document, by adding an addendum.  

 No modifications can be made to the body of the original signed / verified 
document.  

 An addendum can only be inserted at the bottom of the signed document. 
 

If a signed document requires modifications 
1. Find and open the correct document in the documents tab or open the 

document in           Message Center. 
2. Right click and select Modify or click the Modify Icon 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Version: December 2019 Message Center Manual  Page 23 of 45 
  

   

 
Section 17 
 
Modify an Unverified Document 
 
 
Documents that show up in an unverified status are dictations. They can still be edited 
when they are unverified. 
 
 
To modify an unverified document: 
 

1. Open the document to sign. 

2. Click the modify icon   and a new window will open. 
 

3. Edit the body of the document. 
 

 
 
 
 

4. Click sign (signing will verify the documentation). 
 

 Note:  If a Copy To physician was missed during dictation, the physician 
name will have to be added to the Copies To list, in order for the missed CC To 
physician to receive a copy of the document. 

 

 

 
 
 

1. Type the missing Physician’s name into the Copies To list. 
   

2. Other modifications can also be made at this time.  Once modifications are 
completed, Click Sign. 
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 Note:  In order for the added CC To Physician to receive a copy of the 
document; the document must be forwarded to that Physician.  
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Section 18 
 
To forward the document 
 

1. Select an option from the Additional Forward Action list or forward only. 
2. Select any recipients from the To: box. 
3. Enter any comments. 
4. Click OK or OK & Next. 
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Section 19 
 
Working with Results  
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Section 20 
 
Results (to Endorse) 
 

 The Results folder contains normal, abnormal, critical and other (DI) results that 
require physician review. Results in this folder can be Endorsed, Signed, 
Reviewed, Refused, or Forwarded to another clinician. 

 Inpatient and outpatient results will route to here also.  

 The default message center does not contain a results folder. Each clinician has 
the option to request this. 
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Section 21 
 
Viewing a Result 
 
To view a result: 

1. Navigate to the Results section in the Inbox Summary. 
2. Double-click a result. 
3. View the result. Normal results display in blue and abnormal and critical 

in red.  
4. Endorse, Sign, Refuse, Review or Forward the result. You may need to 

scroll to view all results before signing. 
 

 Note:  If you double click on the patient that has the critical result you will see 
all the lab values and note critical in red. 
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Section 22  

 
Endorsing a Result (Signing) 
 
To endorse (sign) individual results: 

1. Navigate to Results folder in the Inbox Summary. 
2. Double-click a result. 
3. Review the result.(The action pane will be defaulted to Endorse.) 
4. Enter any comments. 
5. Click OK or OK & Next. 
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Section 23 
 
Viewing Trending Information for a Result 
 
To view trending information for a result, complete the following steps: 

1. Navigate to the Results section in the Inbox Summary. 
2. Double-click the result. 
3. Select the appropriate result(s) from the Item column and click Trend. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Version: December 2019 Message Center Manual  Page 31 of 45 
  

   

 
Section 24 
 
Forwarding a Result without Endorsing or Refusing It (Forward Only) 
 
It is possible to forward a result to another clinician without signing or refusing it.  

 
To forward a result without signing it, complete the following steps: 
1. Open the Result. 
2. Review the content and click Forward only (located above the demographic 

banner). 
3. Select an option from the Additional Forward Action list. 
4. Type the physicians name beginning with the last name or click on the 

binoculars to search for the name. 
5. Enter any comments. 
6. Click OK. 
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Section 25 
 
Endorsing and Forwarding Results 
 
You may endorse a result and then forward it on to another clinician.  

 
To forward a result after endorsing it, complete the following tasks: 

1. Open the Result. 
2. Review the content.(The Action pane will be defaulted to Endorse.) 
3. Check the box adjacent to the Additional Forward Action from the action pane 

(below the refuse action) 
4. Type the physicians name beginning with the last name or  click on the 

binoculars to search for the name  
5. Enter any comments. 
6. Click OK or OK & Next. 
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Section 26 
 
Receiving Forwarded Results to Sign or Review 
 

 A user may choose to forward a result to you to Sign or Review.  

 A comment may be added to relay the reason the results are being forwarded.  
 
To Review or Sign a forwarded result, complete the following steps: 

1. View the Results that were sent. 
2. The notification will either be defaulted to Sign or Review depending on the 

Action the person forwarding the result would like you to perform. 
3. Enter any comments. 
4. Click OK or OK & Next. 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Version: December 2019 Message Center Manual  Page 34 of 45 
  

   

Section 27 

Key Notifications   

Alerts you when specific notifications are received in your Inbox. For example, Key 
Notifications are set to indicate when Abnormal Results or Critical Results post. Clicking 
the notification name opens the corresponding Inbox folder allowing you to view the 
details of the notification 
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Section 28 

Work Items  

 

 
 
 

Section 29 
 
Saved Documents are documents originated by the physician from the patient’s chart 
such as Progress Notes and ED PowerNotes.  They have been saved but not signed.  
Sign action is required and can be completed from this folder. 
 

Section 30 
 
Documents to Dictate are populated by system or manual requests to dictate.  These 
items are reminders for the physician to dictate.  Complete action can occur when the 
dictation has been completed or if no action is taken, the document to dictate 
notification will drop out of the folder when the document is transcribed and interfaced to 
CIS for signature.  
  
**ONLY Refuse a document to dictate if you are NOT the physician responsible for the 
dictation.   
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Section 31 
 
Paper-Based Documents are populated and completed by Medical Records.  

 For most cases, these documents are sent to Message Centre as a reminder for 
the physician to go to Medical Records and physically sign the document.  Once 
the signature is completed, Medical Records will remove the Paper-Based 
Document from the Message Center.   

 For most occasions, NO ACTION is required within Message Centre for Paper 
Based documents. 

 Do NOT OPEN documents in the Paper Based documents folder. 

 DO NOT REFUSE documents that are in the Paper Based Document folder.   
 
Exception to this is the “discharge order needed electronically” message. This indicates 
a patient was discharged from acute care without a discharge order. 
 
Discharge Order Needed Electronically  in Powerchart 

 When a patient’s chart is analyzed in Health Records a deficiency for a 
“Discharge Order Needed Electronically” will be added for the Inpatient 
encounter if a Discharge Order is not entered and signed.  

  Exceptions as per Hospital Act will apply, ie against medical advice. 
 

 In Message Centre the deficiency will display as a Paper Based Document:  
 

 
 

Right click on the deficiency and select Open Patient Chart > Orders.  This will open 
Powerchart directly to the correct encounter.   

**DO NOT select Open.** 
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A new relationship will need to be assigned as chart relationships are inactivated when 
the encounter is discharged.   Assign a Relationship. 
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Open the Orders page and a message will display to alert that orders are being placed 
on a discharge encounter, select Yes.  
  

 
 
Search for a discharge order and then refer the discharge date and time in the banner 
bar for the correct information. Once it is changed sign the order.     
 

 
 
The deficiency will remain under Work Items until it is removed by Health Records. 
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Section 32 

Proxy Capabilities  
 

 Note:  In order to view another user’s inbox, you must have proxy rights  

 

 
 
Section 33 

Proxy Authorization 

Granting proxy authorization enables a provider to access an Inbox and work with it as 
a proxy. A proxy can perform any activities for which you have granted them 
authorization, such as signing, refusing and forwarding messages and results. When 
granting proxy authorization, you specify the provider, the specific Inbox folder(s) to 
which you wish to give proxy as well as the effective dates for the proxy. 
As a proxy to another user's Inbox you have access to the folders and functions that 
have been granted to you. The proxy Inbox has the same look and feel as your Inbox, 
except that all actions that you take are on behalf of the individual for which you are 
proxy. Note that any activities that you perform as a proxy are logged. 
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Section 34 

Viewing Messages as a Proxy 

To view another user's Inbox that has granted you proxy, complete the following tasks: 

1. Click the Proxies tab in the Inbox Summary. 
2. From the Proxy list, select the name of the user's Inbox you want to work with. 

The folders to which you have been given proxy authorization are displayed in 
the Inbox Summary. At this point, you are able to complete all of the tasks for 
which you have proxy rights.  

 

 
 
 

 

 Note:  If you sign an Inbox item as a proxy, the signature will state you have signed 
on behalf of the individual's Inbox you have proxied. If you review an item and want to 
leave it for the original provider to review as well, close the notification or move to the 
next Inbox item. Do not sign, refuse, or forward the notification. 

 

 
3. When you are finished working in the proxy Inbox. Click the Inbox tab in the 

Inbox Summary. Your Inbox folders are displayed. 
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Section 35 

Viewing Proxy Authorizations Granted to You 

To view a list of all providers and document types for which you have been granted 
proxy authorization, complete the following steps: 

1. From the Inbox menu, select Manage Proxy. 
2. Click the Received tab. 
3. The users displayed in the Proxies Received by Me pane are authorizations that 

have been granted to you. 
4. To view detailed information about the privileges granted by a particular user, 

select user and click Details. 
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Section 36 

Viewing Proxy Authorizations that you have granted 

 

 

 
To view a list of all individuals to which you have granted proxy authorization, as well as 
specific permissions of each authorization, complete the following steps: 

1. From the Inbox menu, select Manage Proxy and click the Manage Proxy tab. 
2. All proxies that you have granted are listed in the Proxies Given By Me pane. 
3. Select the proxy that you would like to view and click Details. The specific 

permissions that you have granted are displayed. 
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Section 37 

Granting Proxy Authorization 

Granting proxy authorization to another provider or provider group enables the proxy to 
perform any activities for which you have granted them authorization, such as signing, 
refusing and forwarding messages and results. 
 
To grant proxy authorization to another provider, complete the following steps: 

1. From the Inbox menu, select Manage Proxy and click the Manage Proxy tab. 
2. Click Add. 

 
3. From the User list select the user that you want to give proxy to. 
4. To grant proxy to more than one user use the arrow to move the current user to 

the additional user's box and continue searching. 
5. Specify a Start Date/Time and End Date/Time. For example, if you will be out of 

the office for two weeks, specifying the Start Date/Time and End Date/Time 
ensures the proxy will be able to access your Inbox during that period only. 

6. To grant all permissions to the selected user, click the Grant All. To grant 
selected permissions to the proxy, select the permission and click Grant. 

 
7. Click OK. 
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Section 38 

Updating Proxy Authorization 

Once you have granted proxy authorization, you can update the proxy as necessary. 
Complete the following steps to update a proxy that has been previously configured. 

1. From the Inbox menu, select Manage Proxy and click the Manage Proxy tab. 
2. From the Proxy list, select the proxy you want to update and click Details. 
3. Modify the proxy as needed. You can grant or revoke inbox items. 
4. Click Accept and Next and OK. 
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Section 39 

Changing Proxy Start and End Times 

Once you have granted proxy authorization, you can update the effective dates and 
times as necessary. Complete the following steps to change start and end times for a 
proxy that has been previously configured: 

1. From the Inbox menu, select Manage Proxy and click the Manage Proxy tab. 
2. From the Proxy list, select the authorization you want to update and click Details. 
3. Modify the Start Date/Time and End Date/Time. For example, if you will be out of 

the office for two weeks, specifying the Start Date/Time and End Date/Time 
ensures the proxy will be able to access your Message Center messages during 
that period only. 

4. Click Accept and Next and OK. 
 

 

Section 40 

Removing Proxy Authorizations that have been Taken or Granted 

To remove an existing proxy authorization, complete the following steps: 

1. From the Inbox menu, select Manage Proxy and click the Manage Proxy tab. 
2. All proxies that you have granted are listed in the Proxies Given By Me pane.  
3. Select a proxy. 
4. Click Remove. The proxy authorizations are removed 
5. Click OK. 

 
 
 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 


