
Mandatory Day-To-Day 
Workflow

by Your 2026-2027 Chiefs :)



Log-in Departments are: NH Internal Medicine VIR (Inpatient), NH Critical Care VIR (MICU), 
NSUH Internal Medicine at 865, or LIJ Internal Medicine at 256 (MSGO)



Right on Arrival, You Should Sign In to Your Respective Team



Go to "Provider Teams" and Search Your Team.  Then Add them.  Confirm the Service.  If You Are the 
Primary Team Contact (Such as an Intern on the Green Team in MICU), Click "Take Over."  Then "Sign 
In."  THIS IS IMPORTANT, ESPECIALLY FOR MICU



At the Start of a New Inpatient Block, Interns Must Right Click their Patients and Click "Assign Me as 
1st Contact."  Seniors Must Right Click and Select "Assign Me."  Every Day on Signout, the Intern or 
Night Float Resident Must Select "Assign Me as 1st Contact" Immediately at the Start of Their Shift



To Add a New Patient to Your Team, Click "Assign Teams" and Search Your Team. 
You Can Remove Teams (for Example: ACP) via the "Remove Teams" Option



Double Click the Patient to Open their Chart. You Can Also Go to the 
Patient Team By Clicking the Assigned Provider in the StoryBoard



Add Provider Care Team (E.g. LIJ Medicine Team 1)



For primary team, set it as primary



At the Start of a New Inpatient Block, the Previous Intern and Senior (or ACP Team if It Is a New Admit 
or Transfer) Should Be Removed from the Patient's Chart by Going to "Treatment Team," then Clicking 
the Provider's Name and then Clicking "End"



Important to Know 
about Notes



• Note: Every Day Before You Open 
an H&P or Progress Note, You 
MUST Update the "Summary" 
Section of the Provider 
Handoff.  This Is Because the 
Assessment Auto-Populates into 
the Patient Note from the Handoff 
and CANNOT Be Refreshed

• The Handoff Should Automatically Be 
Assigned to Your Context(Medicine, 
MICU, etc)

• You Can Find the Handoff by 
Clicking the SideBar

• I Recommend You Update the 
Handoff Summary Every Night 
Instead, Before You Print Your 
Handoffs

• Do NOT Update "Severity" Sections



• The Assessment&Plan is One 
Combined Block

• The Assessment One-Liner 
Will Be in the "Patient 
Summary" Header Above 
It.  It Will Automatically Pull 
the Summary From the 
Patient Handoff and Cannot 
Be Refreshed (Which Is Why 
We Update It First)



For Each Problem, Type Only in the White Space Next to the Green Vertical Line on the Left.  This Will 
Simultaneously Update the Problem in the Chart Itself as a Time-Stamp, so that It will Automatically 
Copy-Forward the Next Day



Important to Know about 
Orders



Click "Add Order" for Unique Orders.  "Favorited" and "Custom" Orders Can Be Found by 
Clicking the Icon to the Right of "Add Order." Order Panels Can Be Found Here



IMPORTANT: EPIC Will Be Using Specific PANELS for Certain 
Problems.  You MUST Use These Panels



When You Click the Favorited Order Set Icon (to the Right of the Search Bar), this Screen Shows 
Up.  "Browse" Allows You to See Your Custom Order Sets.  You Can Quickly Jump to Different Custom 
Orders by Clicking the Headers in the Navigator Panel.



Important Note About Custom Orders!

• EPIC and Northwell Prefers, whenever possible, for you to use 
Northwell-Specific Order Sets

• Using these Order Sets are meant so that you don't forget things
• Also, if you do not use order sets (such as the Sepsis Order 

Set), then EPIC will bombard you with alerts and flags you have 
to keep checking until you DO use the order set

• The Quick Orders that you use, therefore, should only be used 
after you have used the appropriate Order Set



***Important Northwell Order Sets***
• Acute Bacterial Pneumonia – CAP
• Acute Coronary Syndrome
• Alcohol Withdrawal
• Blood Products
• Comfort Care
• CVC, HD, or PICC Catheter Insertion and Management
• Decompensated Heart Failure
• Diabetic Ketoacidosis
• Discharge General
• General Medicine Admission
• Intensive Care Unit Admission
• Pain Orders Medicine
• Sepsis Management
• VTE ppx – Medical
• Ventilator
• Code Stroke (Under a Different Header)
• Diabetes Orders – Non-Pregnant Adults/Pregnant All Ages (Under a Different Header)



Other Order Set Notes
• Please read through the order sets and click everything that is 

appropriate in order to ensure it is input correctly
• You may sometimes need to click the order set in the actual "Sign 

Orders" Panel on the bottom right to edit the set
• In the Sepsis Order set, make sure that a sepsis timer is 

checked off.  If a patient comes from the ED with Sepsis flags, 
but they have ordered the appropriate work up and treatment, 
you can specifically only order a "sepsis timer" order to reduce 
the flags.

• This is especially important in order sets such as heparin order 
sets, which automatically set an initial bolus and subsequent 
boluses.  In general, you should unselect these initial bolus 
and subsequent bolus options (except in select few cases).  An 
example to follow:



List of Panels
• Acute Bacterial Pneumonia – CAP

• Acute Coronary Syndrome

• Alcohol Withdrawal

• Blood Products

• Comfort Care

• CVC, HD, or PICC Catheter Insertion and Management

• Decompensated Heart Failure

• Diabetic Ketoacidosis

• Discharge General

• General Medicine Admission

• Intensive Care Unit Admission

• Pain Orders Medicine

• Sepsis Management

• VTE ppx – Medical

• Ventilator

• Code Stroke (Under a Different Header)

• Diabetes Orders – Non-Pregnant Adults/Pregnant All Ages (Under a Different Header)



End of Day



When Ready to Print, Click the "Print Handoff" Button



Sign Out

• Sign Out to the Night Team
• Ensure that They Assign themselves as First Contact



At the End of Your Shift, Sign Out



Miscellaneous



• After Go Live, all messages regarding patients will be sent in 
EPIC chat.  TEAMS will not be offline, however

• You Should Update your TEAMS status to say "NOTE: I will NOT 
be reading or responding to messages in TEAMS regarding patient 
care.  If you have a patient matter, reach out over EPIC Chat"
oPlease ENFORCE THIS!
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