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ED PATIENT PENDING TRANSFER AND WARD ACCEPTANCE 
 
 

 PM OFFICE ROUTE: STEP 5  
POWERCHART ROUTE: STEP 14 

 
1. 
 
 

In order to complete the above the patient must been Admitted from ED via the Discharge Process. Once they 
have been, they will appear in the CheckOut tab in Emergency Department. 

 
 

 
2. 
 
 

Open the patient record by double clicking on the arrow to the left of the MRN.  

 
 

 
3. 
 
 
 
 

From the toolbar, select the drop down arrow next to PM Conversation and select Pending Encounter 
Transfer.  

 
 

 
4. 

Complete the mandatory fields (highlighted yellow) and click OK. You can complete the receiving Bay/Bed of 
the ward if you know it but this is not mandatory.  
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Accepting Pending Transfer via PM Office: 
 

5. 
Launch PM Office from the Metaframe.  

 
 

6. 
Click Worklist on left hand side and double click Pending admissions ED by Ward.  

 
 

 
7. 

Choose your ward from the list starting RD8-GH, click OK once highlighted. 

 
 

 
8. 

You will now see a list of patients that are waiting to be transferred onto your ward.  

 
 

 
9. 

Right click on patient and select Transfer.  
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10. 

Click Yes to the pop up that appears.  

 
 

 
11. 

The Transfer conversation opens. Click the Bedboard button. 

 
 

 
12. 

Find an available bed, select the space and click OK.  

 
  

13. Click OK to the window. Patient is removed from the Pending Admissions ED by Ward and Bed Board is now 
updated with the patient.  
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Accepting Pending Transfer via PowerChart: 
14. Complete Steps 1-4. Then from within the patient record, click on the drop down next to PM Conversation and 

select Transfer. This is most likely to be done in Powerchart as shown. 

 
 

 
15. 

Pop up box displays. Click Yes to the message.  

 
 

 
16. 

The Transfer conversation opens. Click the Bedboard button. 

 
 

 
17. 

Find an available bed, select the space and click OK.  

 
 

 
18. 

Click OK to the window. Refresh the screen and the patient location will be updated on the banner bar.  
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