
Electronic Refill Requests-Follow-up 
 
Check Queue Folder daily to make sure scripts are going through as expected. 
 
From Clinical screen, click on Queue Folder icon.  (If this icon isn’t visible, click on a patient in 
schedule and it will become available.) 

 
 
From Document Queue window, change All Methods drop down box to ePrescribing. 

 
 
 
 
 



All current Open scripts will be listed.  You can narrow search by choosing Provider from drop 
down box.  You can check on status of open scripts.  

 
 
Be sure to check if any scripts have Failed by changing drop down from Open to Failed. 
 

 
 
 
 
 
 



Scripts that have failed need to be corrected and resent.  Right click on the correct patient.  A 
window will appear which will allow you to resend  or check status.  
 * Note:  Resending directly from this screen will send the script exactly as is.  Script correction 
may be necessary. See following.  

 
 
 Choose eRX status, Document Queue Info will show reason script failed.  

 



 
Go to patient’s chart.  Correct and resend script from chart.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Return to Document Queue.  
Change drop down from Failed to Submitted to make sure script was successfully re-sent.  
 

 
 
 
 
Make sure to search Complete scripts when a patient or pharmacy calls to check on status.  

 
 
 
 
 
 
Note:  If all scripts show status as Ready, contact HST support for assistance. 
 
 



 
 
 
 
Exit Queue Folder.  

 
 
 


