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Quick Reference Guide (QRG) 

Adding Items to a Favourites Folder 

This QRG is designed to show the user how to add Orders, Diagnoses, Problems and Medications 
to a Favourites Folder. 

• This will allow you to quickly access frequently used items in your Favourites Folder.  

• Patient care orders and consult/follow-up orders can be added to a user’s Favourites Folder 
using the steps below (three methods: Saving Orders, Saving Orders from Quick View, 
Saving Orders from New Order Entry component) 

• Procedure history, CMBS code and Encounter Procedure codes can be added to a user’s 
Favourite Folder by using the same steps as for saving Diagnoses and Problems as 
Favourites 

 
NOTE: Favourites Folders are a way to help streamline the process of ordering common Orders, 

documenting common Diagnoses and Problems and/or documenting commonly performed 

Procedures. 

 

Favourites – Saving Orders 

1. Log in to PowerChart.  

2. Click Orders from the Patient Menu 

  

3. Click Add.  

 

 

 

 

 

 



2 
 

 
Quick Reference Guide   | Adding Items to a Favourites Folder 

I.D. 231   V3.0    27/12/2019 

 

4. Search for the order that you wish to add to Favourites.  

 

5. Select the appropriate order.  

6. Repeat Steps 4 and 5 (if wanting to save more than one orders to Favourites folders) 

7. Right click on the order(s) you would like to save and select Add to Favourites. 

 

NOTE:  Most of the details entered in the order entry fields will save to the Favourite order, apart 

from the order’s date and time.  

8. Select the Favourites folder OR use the New Folder button to create a new folder e.g. 
“Favourite Patient Care” and click OK.  

 

9. Continue placing the order as per usual process. Next time you go to place the order, click the 
star icon to view Favourites – you can then select this order.  
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To remove an order from a Favourites folder, simply right click the order and select Remove from 

Favourites.  

 
 

 

Favourites – Saving Medications 

Medications can be added to your Favourites folder using the steps below. 

NOTE: The item will only be saved as a Favourite for the encounter type (e.g. inpatient or 

outpatient) or medication order type (home medication or inpatient medication etc) at the time of 

adding as a Favourite.  

1. Log in to PowerChart 

2. Click Orders from the Menu. 

  

3. Click Add.  

4. Search for the medication that you wish to add to a Favourites folder.  
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5. Select the appropriate order sentence.  

 

NOTE: If an order sentence requiring a dose calculation is selected (e.g. mg/kg), the dose calculator 

will appear at this point. Review the details in the dose calculator and select Apply Dose.  

 
Dose Calculator window: 

  

6. Enter the necessary details into the order entry field as needed.  
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7. Once all relevant fields have been completed, right click on the medication order (located in the 
top part of the screen) and select Add to Favourites. 

 

8. Select the Favourites folder OR use the New Folder button to create a new folder e.g. 
“Favourite Medications”.  

 

NOTE: If saving a medication Favourite with a dose that was determined using the dosing 

calculator in EMR (e.g. mg/kg), you will receive a warning, indicating that the specific calculated 

dose (and target dose calculation in order comments) will NOT be saved in the Favourite – only the 

medication and order sentence are saved. The next time this Favourite is used, the dose will be re-

calculated.  

9. Select OK.  

10. If required, continue placing the order as per the usual ordering process. To access the 

medication Favourite, click the  icon and select the required Favourites folder to view and 
access the medication Favourites.  
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Favourites – Saving Orders from Quick View 

1. Navigate to the Quick Orders tab within the Doctor View of the patient’s chart. 

 

2. Enter the order required and select from the dropdown box. 

 

3. An order request is highlighted in in the top Left Corner of the screen. 

 

4. Select Modify Order Details. 

 

If required, enter in order information (e.g. Order Comments, Special Instructions) that would be 
relevant for that Favourite Order 
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5. Right click on the Order and select Add to Favourites. 

 

6. Choose or create a New Folder and select OK 

 

 

Favourites – Saving Orders from New Order Entry component in Inpatient Workflow 

Orders can be added to your Favourites folder directly from the Doctor View. 

1. Navigate to New Order Entry component within the Doctor View of the patient’s chart. 
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2. Search for the desired order within the Search New Order Results 

3. Press on the star located to the right-hand side of the order name 

 

4. Select the folder into which you would like to save the desired order and press Add. 
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NOTE: To use this method, no further information can immediately be added to the selected order 

AND your Favourites Folder structure should have already been created. If not, select the order and 

use the method outlined from Steps 3-7 of “Favourites – Saving Orders from Quick View” section. 

 

5. To access the Favourite order from New Order Entry, click Mine and select the required 
Favourites folder to view and access the Favourite orders. 

 

6. To remove an order from a Favourites folder from New Order Entry, click Mine, select the 
required Favourites folder to view the Favourite orders and then click the blue star located to 
the right-hand side of the order name. 

 

 

Favourites – Diagnoses and Problems 

1. Click on the Diagnosis, Alerts & Problems button on the main left menu. Then click Add.  
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2. Type the diagnosis in the search field under the heading Diagnosis (Problem) being addressed 
this visit and press Enter 

 

3. Choose the most appropriate diagnosis from the list.  

 

4. At this point of adding the diagnosis, Add to Favourites.  

 

5. Within this pop-up box you can create folders to sort your Favourites.  
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6. Once a Diagnosis or a Problem is saved to your Favourites, you can access it after pressing 
Add in the Diagnosis, Alerts & Problems page. You will find the Favourites folder in the 
lower half of the screen 

 

NOTE: Procedure history, Encounter Procedure codes and CMBS codes can be added the same 

way as Diagnoses and Problems. 

NOTE: Diagnoses and Problems currently can only be saved in the Diagnoses, Alerts & Problems 

page. 

 


