
Create and Organize Order Preference List 

 

 

Save time by creating a preference list for frequently placed orders.   

If you find yourself changing the defaults of an order, save your order with changes to your preference 

list.   

Once you have added the order, before signing click on the star to add to your preference list.           

{Note you are not able to save as a favorite after signing the order}   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name it so that it is easier to locate in the future.   

Save variations of the same order for different purposes, such as categorizing by diagnosis.   

Add Order to Preference List 
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1. Name within ‘Display name’ field. 
2. Choose which Preference List to apply. 
3. Choose Section. 
4. Complete default information within order. 
5. Click Accept. 
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To add an order from your preference list, click on New Order. 

 

Choose which section you would like to order from.   

Narrow down your search by checking the ‘Only Favorites’ box. 

 

You can drill down into each subsection.   

Check the orders you want to add, which will appear in the right-hand window. 

 

  

Adding an order from your preference list 



 

Additionally you can organize your preference list to save time.   

BEFORE:                  AFTER: 

             

 

Organize your preference list within the Preference List Composer. 

 

Start with which preference list you wish to organize first. {Note: your list will display both IP and OP} 

 

Organize Preference List 



First create sections that are useful to you, such as disease or body system sections.  Then when you 

place commonly used order, you can save it as a favorite and add it to the correct section in your 

preference list.   

Add subsections that group orders appropriately for your specialty.  For example, you might add 

subsections for meds, labs and imaging to various disease sections.   

Reorganize the sections and subsections by dragging and dropping them.   

 

Once subsections have been created, drag and drop orders into the section.  You can drag multiple 

orders by holding down the control button and highlighting several orders, that can then be dragged 

into a subsection. 

 

 

 

 

preference list.    

 

       

  

Things to Remember 

Within Preference list, right click to edit a 

previously saved order. 

 

To save time creating a preference list, you can copy 

a list that other clinicians have created for certain 

types of orders.  Click the ‘Copy User’ at the bottom 

of the Preference List Selector. 

 


