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Documentation Tab: Folder types

This document covers setting the document folder available in Bocuments | Help
the documentation tab, and the default document type. Select | a1 s
the correct folders

Questions regarding which folder lists to select should be I
directed to HIM (Medical Records). N[] Fier i Error Documents B
L

951

Open the Documentation tab. Click on the ‘Documents’ drop
down menu, and select ‘Options’. i

Default Documentation Folder Types:

From the ‘All Available Document Types’ column on the left,

select and highlight the document types you create. Click the Print Dacument(s)
single arrow “>" to move the item to the right hand column,
Personal Document Type List. Repeat as needed. Maxinize View
When complete, select ‘OK’. | options
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To select the Personal Document Type List, add a new document. Right click in the
“*Type’ box. Select ‘Document Type List, and ‘Personal’.

‘f__. Add Document: EDUCATION, LAURA CLASS ONLY - 7081 /0

“Type: |F'h_l,l$ician Progress Mate ~hysician MI
Date: [08/18/2011 =I= I@ Document Type Lisk Complete
Phessician

susect | ey

Patient Level Document: [

When a document is created in the Documentation tab, the drop down filter menu of
*Type:” will now display the selected documents.

'f_u Add Document: EDUCATION, LAURA CLASS ONLY - 7081 70 _ | |:|| x
*Type: |Physician Progress Note *Author: J
C It ati
*Date: onsultations) T Status: |In Frogress

Subject:

Patient Level Document: [

To select a folder type not on the personal document list, right click in the *Type’ box,
select ‘Document Type List’ and ‘Complete’. This will allow selection from the complete
folder type list.

‘f‘._. Add Document: EDUCATION, LAURA CLASS ONMLY - 08170

*Type: |F'hy$ic:ian Progress Mote : o T Physician MI
Date: [08/18/2011 ][+ [0t I
Phesician |

Subject: || « Personal

Patient Level Document: [

Default Document Type:

When you create a new document using the @ ‘Add’ button, you can set the type of
document you most frequently create to be your default.

Under ‘Default Document Type’, select the type of note you most frequently use. In this
example, ‘Physician Progress Note’ is selected.

i-__, Clinical Note Options

Document Types | [nides Defaultsl Izer Dptinnsl

@fault Diocurnent Type: IF'h_l,lsician Frogreszs Mote

All Available Document Types Personal Document T}Ipe Lizt
When a new document is created, ‘Physician Progress Note’ will be the default note
type. A different note type can be always be selected, if needed.
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