
Quick Reference Guide For Key Epic Inbasket Functions During Coverage (click on link to 
directly navigate to that section) 

●​ Granting access to covering providers 
●​ Setting up ‘Out of Contact’ message 
●​ Attaching someone’s inbasket to yours 
●​ Reorganizing inbasket folders 

 

●​ Granting access to your inbasket to covering providers 

 

●​ Setting up ‘Out of contact’ Message *Do not enter pools. Enter specific 
individuals* 



 

●​ Attach someone’s inbasket to yours: 

 



●​ Changing the order of subfolders: 

 

 


