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ASC Workflow for Patient Access 
 

For patients that are scheduled for ASC, ensure that there are no previous open encounters for 

the patient before trying to reschedule and admit. Creating new/multiple encounters creates 

downstream effects, ultimately resulting in disrupting patient care. 

 

To see if a patient has any open encounters, navigate to patient station either by searching for 

your patient on the TPR (Today’s Patients Report) or by using the Patient Station button 

located on the Hyperspace toolbar. 

 

   
 

  

  

Once in Patient Station, you will be able to view all the encounters the patient has/had. 
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You will be able to see if a patient still has an active, open encounter if you see this green icon: 

 

If the patient already has an open previous encounter, this means that the patient was not 

previously discharged and will need to be in order to proceed.  

You will need to open up a HIGH incident ticket to resolve this immediately. 

Opening a High Incident ticket 
 

In order to open up a Service Now ticket, navigate to the upper right hand corner of the screen 

and click on the Help button and select Get Help. 

 

 

 

The Service Now screen will appear with some options. Select the first option to report this 

issue. 
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 Fill out the highlighted fields with your information. In the Description of issue field, explain the 

issue and note that this is a HIGH PRIORITY. You can also add any screenshots to assist in 

getting the issue resolved expeditiously. 
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