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	Outgoing	Referral	Process	

Overview 

It is required to send a Continuity of Care Document (CCD) electronically whenever technically possible. 

Meaningful use thresholds require this for at least 50% of all external referrals transmitted.  

Referral Definitions 
External Referral – A referral sent to a provider outside Munson hosted Cerner Ambulatory Solution.  

This is a transition of care requiring a continuity of care document (CCD) be transmitted to the receiving 

provider/practice.  These referrals should be sent via Provider letter using direct trust email when 

available. 

Internal Referral – A referral routed to a provider inside the Munson hosted Cerner Ambulatory 

Solution.  These are to providers who already have access to the patient’s chart and therefore do not 

require a CCD because the patient chart is shared across the health system. 

Transmitting Referral Information using Provider Letters 

Provider Letter allows staff to create a letter to another provider that can be sent to their secure email, 

message center inbox, faxed or mailed. While creating the letter, documents, flowsheet results, and 

Transition of Care Summaries can be added.  This is the preferred workflow for External Referrals.  

1. Navigate to myViews on the top tool bar and select Ambulatory Referrals Management

 

2. Select your location, or multiple by holding down the ctrl key. 

3. Locate the patient with a new referral and click on the “Referral Ambulatory” order. 
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4.  Right Click on the Referral Ambulatory order and select modify. 

 

5.  Enter the ordering provider and select Per Protocol/Policy/Existing Order. 

6. On the order details screen: (1) Select the Yes for external referral, (2) click on the magnifying 

glass in the referred to provider field (3) Spell out the name of the facility you are searching for, 

do not use acronyms. Example (GLOC- Great Lakes Orthopeadics) (4) Select OK. On the next 

screen, click sign. 
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7. Go to Communicate on the top toolbar and use the dropdown to select Provider Letter. The 

Create Letter dialog box is displayed.  

 

8. The Provider Letter Recipients dialog box is displayed. 

9. Search for the facility to which you want to send the referral. If you do not find the facility, 

search for a provider and select from the Provider list. The facility or provider is added to the 

Recipient list. You can save a facility or provider as a favorite by clicking on the star icon.  X Do 

not use the check boxes at the top of the window. 

 

 

10. The “mode” of transmission defaults to: 

a. Non-Munson secure email. 

b. “Inbox” if the provider actively uses Message Center.   

c. “Fax” if the provider has neither inbox or secure email 

Note: you can change to mail if you must print and send in the mail. 
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Important: If the secure email is “allscripts” please change the mode of transmission to Fax.  

Allscripts offices receive many faxes and they often fail. You may have to print and send in 

the mail if this continues to happen. 

   

11. Click OK. The Create Letter dialog box is displayed. 

12. From the Subject drop down, select referral request. 

13. Select Transition of Care to generate a Transition of Care summary (CCD). 
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14.  To add a document, click Browse Documents 

 

 

15.  Select a document, select Attach Full Document and then click OK. The document is added to 

the provider letter.  NOTE: You may have to change the date range as it defaults to the last 30 

days. 
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16. To add a patient result, click Add Results, click Select All to select all results or select a specific 

result and click Include Selected. The results are added to the Results list. 

  

 

17. Select Preview to preview the Provider Letter or click OK to send the provider letter. 

 

 

 

 

 

 

 


