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Sample Tip Sheet: Setting Up Electronic Health Record Alert Logic for Referral Follow-Up

This tip sheet provides step-by-step guidance for setting up automated alerts in the electronic health record (EHR) system to support referral follow-up and ensure timely action by care teams.

Purpose
To automate task creation in the EHR when key referral-related fields are not completed within the appropriate timeframes:
· Trigger a task if 'Acknowledgment Received' is missing after 5 days
· Trigger a task if 'Outcome' is missing after 14 days

Step-by-Step Instructions
1. Navigate to your EHR’s alert or workflow rules configuration area (often labelled Automation Rules, Custom Alerts, or Task Triggers).
2. Select 'Create New Rule' or 'Add New Workflow.'
3. Configure the first rule for Acknowledgment:
· Condition: Referral entry exists
· AND Field 'Acknowledgment Received' is empty
· AND Referral date is more than 5 days ago
· Action: Create task for assigned care coordinator or provider
4. Configure the second rule for Outcome:
·    Condition: Referral entry exists
·    AND Field 'Outcome' is empty
·    AND Referral date is more than 14 days ago
·    Action: Create task for care coordination follow-up
5. Assign notifications or task priority as needed to alert the appropriate team member.
6. Test the rules with sample referrals to ensure tasks are triggered as expected.

Tips
· Work with your IT or EHR support team to ensure logic aligns with system capabilities.
· Clearly define user roles responsible for completing 'Acknowledgment' and 'Outcome' fields.
· Periodically audit task completion to identify any delays or gaps.
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