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Sample Quick Guide for Clinic Staff: Using Direct Messaging in Epic 

What is Direct Messaging?
Direct Messaging is a secure, HIPAA-compliant method for exchanging clinical information electronically between healthcare providers, specialists, and community partners. In Epic, this function helps streamline communication outside your organization, improving care coordination.

When Should You Use Direct Messaging?
· Referrals to external specialists or behavioral health providers
· Communicating with community-based organizations (e.g., housing, WIC, home visiting)
· Sharing discharge summaries or care plans with external care teams
· Confirming appointment follow-up or test results with partners

How to Send a Direct Message in Epic
1. Open the patient chart and navigate to the ‘Communication’ or ‘Referral’ section.
2. Select ‘Send Direct Message’ or use the SmartPhrase (.directmsg if configured).
3. Enter the recipient’s direct address (example: clinic@directaddress.org).
4. Attach relevant documents (referral summary, visit notes, etc.).
5. Send the message securely through Epic’s Direct Messaging interface.

How to Receive and View Direct Messages
· Messages from external providers appear in the ‘In Basket’ under ‘Clinical Messages’ or ‘Referrals.’
· Staff can open and review the content, then update the patient’s chart accordingly.
· Acknowledge the message or forward to the appropriate team member if follow-up is needed.

Best Practices
· Always confirm the recipient’s direct address before sending messages.
· Keep messages concise, clear, and include all necessary patient identifiers.
· Use message templates when available to save time and maintain consistency.
· Log follow-up actions taken based on the received communication.


Troubleshooting Tips
· If a message fails to send, doublecheck the recipient’s address and try again.
· Report technical issues to your clinic’s electronic health record (EHR) support or IT team.
· Use test messages for new partners to verify receipt before sending clinical content.

Additional Training and Support
· For step-by-step training or help setting up Direct Messaging, contact your Epic Superuser or EHR lead.
· For questions about interoperability or privacy, speak to the clinic compliance officer or IT department.
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