
How to change exam order and priority status: 
Feb 2020 
 

1. Go to protocol work list or type in accession number to open protocol 
2. Click “Change Order” button on the top bar 
3. Type in and search for appropriate order, click Accept 
4. Select different order priority 
5. In the bottom right hand corner, make a brief note of who you spoke to and when 
6. Remember to always check with ordering provider before changing an exam – this is professional 

courtesy, a learning opportunity, and shared decision making amongst clinicians. When you change an 
exam, it directly impacts the patient, clinical expectations, and possibly insurance coverage issues, so 
be sure to vet the change with the ordering team.  

 
 

 



 

 


