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Viewing Orders 
 

1. The Orders screen shows active orders (linked or not). If you click on the blue 
description, you can see all the details of an order. Orders may be sorted by Type 
(Prescription, General, Lab, Radiology), Description, Start Date, End Date, or Flow 
Sheet by clicking on the column heading when it turns green. The blue flag indicates 
that it is an Order associated with an Event. Signed has 4 options: Page with Pencil 
indicates the order is awaiting a paper signature, Page with Pencil and Green check 
indicates that there is a paper signature on file, X indicates that it needs an electronic 
signature and √ indicates that the order has been signed electronically. 

 
 

☼Tip: Discontinued orders are in Order History.  Click on Search order history at the bottom of 
the Current Orders screen to view them. 

 
Adding an Order 
 

1. When you click on the Add Order button, your first choice is type of order. There are 
4 main types: General, Prescription, Lab, Radiology and Admission. 

 
 

Select the appropriate order and for all but the General Order and Admission Orders, 
select the Provider. If the Order is associated with an Event, select the Event to attach it 
to and click on Next. 
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Prescription Orders 
 
1. Prescription Orders require that you do a search for the drug you are entering. 
Enter a portion of the drug name and click on Search. The system will provide a list matching 
the search criteria, with strengths, routes and forms. Click on the Name to select the drug for the 
order. All strengths, routes and forms are listed. Be careful to select the correct one. 

 
 

2. The Pharmacy Order will display with the drug information filled in. All bolded fields 
must be completed.  

a. If an End Date is required, uncheck Open Ended to allow entry of the date.  
b. Click on the Customize check box to change any of the drug information. 
c. Enter Amount to Administer in the dose ordered.  
d. Carefully select the Frequency from the Frequency drop down (see Page 6).  
e. Check the appropriate Notes to Record to be included on the Flow Sheet for 

documentation.  Select the order for the notes to appear by clicking on the drop-
down box next to each note. 

f. The Flow Sheet defaults to Medications. If it is a PRN drug, it needs to be 
changed to PRN Medications; if your facility is using other Flow Sheets, select as 
appropriate.  

g. The Physician Name in Ordered By defaults to the attending physician. Always 
check the Resident Face Sheet if you are entering an order for a physician other 
than the attending physician. If the physician is not already on the face sheet as a 
Provider, add them. They must be on the Face Sheet to appear in the drop down 
box. 

h. Be sure to enter the Order Source (telephone, verbal, written).  
i. Pharmacy Directives is not a required field, but you should indicate any 

instructions for the pharmacy here. 
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3. Click on Next. The Order is displayed for review. It can be modified as needed. 

 

 

 
4. Click on Save if you are entering only one order or Save & New, if you will be entering 

additional orders for the resident.  Save & Copy allows you to copy the order and 
Save & Link allows you to link to orders together (see page 16). 
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Selecting Order Frequency  
The options in the drop-down list are templates.   

 
 
When you make a selection the fields below will populate with predetermined 
times/information that can be changed.  As you make changes in the fields the information the 
Description in the gray field will change; this information is what will be displayed on the Flow 
Sheet.  When making any selections in the Frequency always click to the right in the white space 
to let the fields fill in.  Some Frequencies allow you to display either the shift description or time. 

 
 

 Specific Frequencies: 
1. N/A: Select this Frequency for orders that do not need to be signed off.  Check 

the FYI box between the Description and Time.  The system crosses out each day 
on the Flow Sheet for this interval, but the order still appears for information 
only. 
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2. Add Rows:  This allows for unique Notes to Record for only one specific time.  
Select the number of rows to add under each time.  Note: these should be used 
only for notes that are not available in the Notes to Record section; these notes 
will appear under any added from the Notes to Record.  Type the desired note in 
the field (up to 20 characters). 

 
3. Every Three Days: Select Daily and set the Repeats On to Cyclical and then set 

the Repeats to Specific Cycle. 

 
4. Q Shift:  Specify the number of rows (shifts) and change the Shift Descriptions 

as appropriate. 
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5. Q__ H:  Specify number of hours; Specify start time or time range; Click on 

Calculate Times. 

 
6. Custom:  Select Other as Frequency; Order will repeat Daily; Specify Time or 

Time Range. 
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7. PRN Only:  Select PRN as Frequency; Select number of rows (PRN Times) 
needed; You may change the Description if desired; Set Repeats On as 
appropriate. 

 
8. Q_MO:  Select times/shifts; Set Repeats On to desired time; Select Days of 

Month or Days of Week. 

 
 
 
 
General Orders 
 
General Orders can be used to enter any order that is not Prescription, Lab or Radiology.  
 
1. All Bolded fields must be completed. Assign the order to the appropriate Flow 

Sheet. Select the appropriate Order Source. Click on Next. 
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2. The order appears for review and approval. The order can be modified as needed.  

 

 

 
3. Click on Save if you are entering only one order or Save & New, if you will be entering 

additional orders for the resident.  Select Save & Copy or Save & Link as appropriate 
(see page 16). 
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Lab Orders 
1. The Lab Order list is very extensive, but you can also key in under Other Tests any 

order that does not appear on the list. 
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2. Select the Frequency and the appropriate Flow Sheet. Enter the Order Source. In 
Special Instructions add the symptoms/reason for the test. 

 
3. The order appears for review and approval. The order can be modified as needed. 

 
4. Click on Save if you are entering only one order or Save & New, if you will be entering 

additional orders for the resident.  Select Save & Copy or Save & Link as appropriate 
(see page 16) 

 
 

 
Radiology Orders 
 

1. The Radiology Order list is very extensive, but you can also key in under Other Tests 
any order that does not appear on the list. 
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2. Select the Frequency and the appropriate Flow Sheet. Enter the Order Source. In Special 
Instructions, add the symptoms/reason for the test. 

 
3. The order appears for review and approval. The order can be modified as needed. 

 
5. Click on Save if you are entering only one order or Save & New, if you will be entering 

additional orders for the resident.  Select Save & Copy or Save & Link as appropriate 
(see page 16) 

 
 
Admission Orders 
 
Admission Orders are a group of Orders designed to make the Admission Process easier. These 
are pre-populated orders 
 

1. It may take longer than usual for these orders to load completely. Be sure that you 
can scroll down to the bottom of the screen and that you see the message in red and 
the internet Session message. 

 
 

2. By checking Add General Order to Resident, that order from the list will open for 
editing and will become an active order for the resident.  
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Note:  You must add specific frequency information and desired Notes to Record for Admission 
Orders. 
 
☼Tip: These orders do not appear for review after clicking the Save button. Be sure to scroll 
through and review them, before you click on Save. 
 
Copying Orders 
As a way to create new orders faster using information from a previously saved order, for 
example, an order that has one dose strength in the morning and a different dose strength in the 
evening, Save and Copy the order.  To copy an order, click the Copy Order button on the View 
Order page or select Save & Copy when creating a new order.  This will take you to the Search 
Prescriptions page.  After selecting the new strength click on Next.  The Prescription Order page 
will contain any Special Instructions and Notes to Record.  All fields may be edited. 
 
When you save and Copy General, Lab and Radiology orders, after clicking on Save and Copy 
you will be taken back to the New Order screen.  Like with the Prescription orders, the fields will 
be populated but all can be edited. 
 
Linking Orders 
Linking multiple orders together allows them to appear grouped together on the Current 
Orders page and the Resident/Facility Flow Sheets report. Linking orders gives you the 
ability to define a relationship between two or more individual orders. 
 
Orders may be linked when entered by clicking on Save & Link or after entered by clicking on 
the Add order links link at the bottom of the Current Orders page. 
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1. Click on Add order links 

 
2. Select Orders to link 

 
 

3. The Orders will appear under the Linked Orders heading and can be re-sequenced by 
clicking on the arrows or the link can be removed.  Click on Save when complete. 
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4. The linked orders appear together on the Current Orders page and the Flow Sheets. 

 
 

 
 

Editing Orders 
You can edit the Flow Sheet, Notes to Record, Category or Order Source without having the 
order discontinue and create a new order. Any other changes to an Order will cause it to be 
discontinued and a new order created. To edit, open the order, scroll to the bottom and click on 
edit. 
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Discontinuing an Orders 
1. Orders can be discontinued by clicking on DC next to the order from the list of Current 

Orders. 
 

 
 

2. The system auto fills the date and time, and who ordered. Select the DC Reason and 
add any notes.  

 

 
 

3. Click on DC when you have completed all the fields. 
 

Printing Orders 
 
Prescription Orders cannot be faxed directly out of Matrix so they must be printed and faxed to 
the pharmacy.  In addition, orders not originally written and signed by the physician must be 
printed for their signature. To print the order you must select and open it. 
 

1. Go to the Order List, select the order and reopen it. Scroll to the bottom of the order 
and click on the Report button. 
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2. A report of the order will appear. Click on the printer icon. 
 

 
 

3. Click OK. 
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4. Once report prints, click on the “X” in the top right-hand corner of it to close the 
window. 

 
5. To close the order click on Back. 
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