
How to Write a Handoff in 
EPIC and End the Day

by Your 2026-2027 Chiefs :)



In the Patient Chart, Click the "Open Sidebar" Panel on the Right



Click the "Handoff" Tab.  It Should Be Selected to the Appropriate Service.  Write the Summary in the 
Appropriate Box.  Do NOT Write in the "Severity" Box (It Is Like Dividing by Zero).



In the "To Do," Write Your To Do's for the Primary Team



In the "To Do on Call," Write Your To Do's for the Night Team.  Click "Close" 
to Accept Changes



In Your Main Patient List, You Can Also Cycle Through the Handoff for Each 
Patient by Clicking The "Write Handoff" Button and Cycling with the Arrow Keys



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
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