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External Transfer Tip Sheet for Providers 

The University of Utah is the regional academic medical center for the intermountain west, and we accept 
transfer patients from many different places to our hospital for care. Often these patients are very ill and 
without documentation, their care upon arrival can be delayed and fragmented. This process will help our 
nursing and medical staff provide the best care for these patients. 

Workflow: 

• Outside Facility will call the Transfer Center regarding a potential Internal Medicine admission. 
• Transfer Center will page Internal Medicine team. 
• Doctor calls Transfer Center after page. 
• Transfer center to provide MRN or CSN (if available) to Medicine physician. 
• Provider accesses the patients chart through Patient Lookup. MRN or CSN will be provided by 

Transfer Center. 
 

1. Click on Patient Lookup and enter the MRN provided by Transfer Center.  

 

2. Double click on the Encounter that is identified by UH TRANSFER CENTER as the Department.  

 

3. Or, you can search access the patient’s chart by the CSN, by typing “CSN.xxxxxxxxx”. 
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Once you are in the patient’s record, create a Progress Note. Use the DOT PHRASE 
“.TRANSFERCENTERNOTE” 
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Optional: Place an admitting order set, sign and hold all orders for the RN to release once the patient 
arrives.  

Before signing the order set, you must mark the orders Sign and Held.  

1. Click Options, and choose Sign and Held from the drop down menu.  
2. Mark all orders Sign and Held at once by clicking on the Sign and Held header.  
3. Accept and then Sign your orders.  

 

If the Transfer Center does not have the MRN or CSN at the time of the Doctor-to-Doctor call, then follow 
your existing process. You do not need to create a Note, nor place Order Set.  

 

 

 

 

 

(ACCESSED ONLINE) HTTPS://UOFUHEALTH.UTAH.EDU/ACCELERATE/EXPLORE/PLAYLISTS/SAFETY/SYSTEMS-APPROACH-TO-
ERROR.PHP 

 

 

 


