
Firm Faculty Coaching Topic PGY1 #4
Create Quick Action- Result Release

1. Go to Inbasket. Find a Result to Release. Go though all steps to release result BUT click “Save as Quick Action” (a)

2. Create Quick Action for MyChart, Letter and Phone note results (b-e)

3. For future find Quick Actions within Inbasket (f)

4. Can also Manage Quick Actions within InBasket (g)
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a. Create Result Note 

as described in 

coaching topic PGY1 

#2 BUT click “Save 

as Quick Action” 

when done.

b. Name Quick Action

c. Click “Mark 

as Done”

d. If Letter, chose 

PCG letters to 

forward to everytime

e. Change to 

generic @fname@ 

@lname@

f. Find Quick 

Actions in Inbasket. 

(See Mychart, 

Letter and Phone 

note quick action 

options)

g. Can also 

“Manage 

Quick Actions” 

in Inbasket to 

create new 

Quick Actions 



Firm Faculty Coaching Topic PGY1 #4
Create Quick Action- Patient Message 

1. Go to Inbasket. Click “New Patient Message” (a)

2. Write a patient message (b-d) 

3. Create Quick Action Patient Message (e-g)

4. For future find New Patient Message Quick Actions within  

Inbasket (h)
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a. In Inbasket, Click “New Patient Message”

b. Chose patient. Write text. 

c. Chose whether to delay 

or allow patient to reply

d. Save as Quick Action

e. Add Title to Quick Action

f. Change to 

generic 

@fname@

g. Update delay, 

Attachments, etc and 

“Accept” save Quick 

Action

h. Message Quick 

Actions available by 

clicking on arrow


