Agenda NUR204: Nursing In Basket Quick Wins
Date: 2/20/2026 11-12:00pm CST
Trainer(s): Aspen Landacre

Course Learning Objectives
Following this training, participants will be able to:
· Apply In Basket tools (filters, searches, QuickActions, My Lists, and follow-up features) to efficiently manage high-volume outpatient nursing messages.
· Analyze In Basket message types and workflows to prioritize work, route tasks appropriately, and reduce cognitive burden.
· Customize In Basket layouts and QuickActions to support efficient, consistent, and team-based outpatient nursing workflows.

Agenda
	Time
	Topics

	5 minutes
	Welcome and Introduction to Class Format and Agenda
 – No credit is provided for this section


	55 minutes
	In Basket Wins
Learn how to better manage your In Basket through actions such as how to sort and filter through messages, hide columns, manage quick actions, and create and save In Basket searches.



All training sessions use a current release of the application. If your organization is using an older version of the software, you will likely encounter some discrepancies between the features and functionality you learn and what is available in your system.
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