
Access and Set up – Managing  
Favourite Orders and Ordersets 

 

1 Date Published:9/1/2026 Version: 2.0 Approved by: Yusuf Khan   

 

How to add Favourite Orders:  
 

1. Select +Add button from the Orders and Referrals page.  

2. Search for the new order from the Search field.  

 

 

3. Document all the required information you want to save for future 

orders (for example, Clinician Callback Number).  

 

 

 

 

4. Right-click on the order and select Add to Favourites option. 

 

 

 

 

 

5. Select the folder you would like to save the order in and click OK.  

 

 

 

 

 

 

The order is saved to your Favourites folder.  

This Quick Reference Guide will explain how to:  

Access and Setup Favourites folders for Orders and Ordersets and remove Favourite Orders and Ordersets.  

• Favourite folders can be created and customised by all clinicians to suit their needs, for example, per 

diagnosis/presenting complaints/patient care requirements. 

• Allows you to group your frequently used orders into one area so they can be easily located. 

 

Definitions:  

Orderset – An orderset is a group of orders used to address a common clinical scenario. You can tell when an order 

is an orderset by the yellow "pizza" icon on the EMR. 
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How to add Favourite Ordersets:  

 
1. Select +Add button from the Orders and Referrals page.  

2. Search for the new orderset from the Search bar.  

 

 

 

Important 

• If the order is saved to Favourites in an inpatient setting, it can only be used  

on patient charts within an inpatient encounter. 

 

• If the order is saved to Favourites in an outpatient setting, it can only be used  

on patient charts within an outpatient encounter.  

• The “Type” field on the Orders and Referrals page displays as “Outpatient for  

Administration” or “Outpatient Prescription”. 

 

 

 

Handy Hint – Favourite Folders  

You can save individual orders to your Favourites folder. Or you can create folders within Favourites to group 

orders together. You can create as many folders as you like.  

 

1. To add a new folder, click on New Folder… and rename the folder  

as required. 

 

 

 
 

2. To manage your folders, select the drop-down  

arrow on the right side of the Favourites button  

and select ‘Organize Favourites…’  

 

3. New folders can also be created by selecting Create Folder.  

 

Note: You can use the Organize Favourites… function to  

rename or delete existing folders, and to move orders in  

and out of folders, or from one folder to another.  
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3. Document all the required information you want to save for this orderset for future orders, (e.g. Clinician Callback 

Number).  

 

4. From the View pane, right-click 

on the orderset and select 

Save as My Favourite option.  

 

 

 

 

 

 

 

 

The order is saved to your Favourites folder in My Favourite Plans.  

 
 
 
 
 
 
 
How to remove Favourite Orders and Ordersets:  
 

1. Select +Add button from the Orders and Referrals page.  

 

 

 

 

2. Select the Favourites button to display your favourite 

orders and ordersets.  

 

 

 

3. Right-click on the order and select Remove from 

Favourites option.  

 

 

 

The order is removed from your Favourites folder.  
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Clinicians can access and save favourite folders created by other Clinicians:  
 

1. From the Table of Contents (TOC), select your View, for example Medical Officer View or Outpatient View, and 

click on the Quick Orders tab. 

2. Under the New Order Entry section, search for the physician’s name in the ‘Shared’ folder. 

 

 

3. Select from the orders available in the physician’s 

Favourites list and click on the shopping cart icon.  

4. Select ‘Modify Details’ from the selection available. 

Repeat Steps 4 and 5 from the “How to add 

Favourite Orders” section of this QRG.  

 

 

 

 

 

  

 

 

 

Handy Hint – Creating Your Own Favourite Order Set  

You can use a “Blank Order Set” to create your own  

favourite order set. For example, create a “Liver Screen Test” orderset. 

 

 

The Blank Order Set will require you to add your own orders 

by selecting the Add to Phase button. 

 

 

Search and add the orders you need. 

Here’s an example of an order set 

containing commonly ordered 

Liver screening test. 

 

When saving this order set as your 

Favourite, you can rename the 

orderset. 

 

 

 

 

 

 


