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1. Overview 

Welcome to your Digital Chart RoomϰΣ ǇƻǿŜǊŜŘ ōȅ ǎƛƳǇƭƛŦȅa5Φ ¢Ƙƛǎ ƎǳƛŘŜ ŜȄǇƭŀƛƴǎ ǘƘŜ ǇǊƻŎŜǎǎ of setting up the 
various features needed and forms usage within the Digital ChaǊǘ wƻƻƳϰ ό5/wύΦ 

1.1 Who is This Guide For? 

This guide is primarily used by the administrator, advanced editor, and template manager for creating, uploading, 
and managing forms within The Digital Chart Roomϰ. The table of contents will guide you to specific areas. 

1.2 Support 

For any questions regarding this guide, please contact the technical support. 

E-mail: support@simplifymd.com 

Phone: 678-578-6187 

Hours: Monday ς Friday 8:00 AM ς 8:00 PM EST, available 24/7 via on-call support technician 

For more information about simplifyMD, visit us online at http://www.simplifymd.com. 

1.3 Additional Tools & Resources 

Please log on to www.simplifymd.com, and access the simplifyMD University. Here you will find: 

1. Online videos 

¶ These videos are used during the implementation, as a refresher, and for new employee training.  

2. User guides 

¶ The user guides can be downloaded and saved to your computer for reference.  

3. Tip Sheets 

¶ These are practical use guides for the day to day operations of a typical practice and help you to 

fully utilize the DCR.  

4. Calendar 

¶ Get scheduled to receive individualized training from any of the classes on our calendar and find 

out about the latest events in your area. 

 

 

 

 

 

mailto:support@simplifymd.com
http://www.simplifymd.com/
http://www.simplifymd.com/
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2. Getting Started 

The first thing that you have to remember when using your Digital Chart Room is that all interaction with the 
system is done through your web browser. 

This product supports Microsoft Internet Explorer 8. You will also need to have Adobe Acrobat Reader 9 or above 
installed to properly view sections of your digital charts. If you do not have these items, you can download them 
for free from the following locations: 

¶ Microsoft Internet Explorer: http://www.microsoft.com/ie 

¶ Adobe Acrobat: http://www.adobeacrobat.com 

Once you have the tools you need to access the Digital Chart Room, you are ready to begin. 

 

 

 

 

 

 

 

 

 

 

5ƛƎƛǘŀƭ /ƘŀǊǘ wƻƻƳϰ Ƙŀǎ ǇǊŜ-configured settings. If you see a red box with a dialogue in it on your login 
page, it means that one or more of your computer settings need attention and should be adjusted by 
your local IT company. 

http://www.microsoft.com/ie
http://www.adobeacrobat.com/


 

Forms Guide 

3. Set up of Microsoft Word 2010 6 

3. Set up of Microsoft Word 2010 

Within The Digital Chart RoomϰΣ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ŘƻŎǳƳŜƴǘ ƻƴ ŦƻǊƳǎ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƻǘƘŜǊǿƛǎŜ ōŜ 
using in a paper version prior to implementing your electronic medical record. Microsoft Word 2010 is used with 
The Digital ChaǊǘ wƻƻƳϰ to document and therefore, these forms require electronic creation using Microsoft 
Word 2010. 

 

 

 

 

 

Creating forms in Microsoft Word 2010 for your office may be prepared and saved for use with The Digital Chart 
wƻƻƳϰ.

 

 

 

 

 

 

 

 

How to set up Microsoft Word 2010 for forms 
creation 

1. Open Microsoft Word 2010. 

2. Select the File button. 

3. Select Options in the bottom right menu. 

 

1 

File Button 
2 

3 
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Continuation: How to set up Microsoft Word 2010 for forms creation 

4. In the Word Options dialogue box, select Customize Ribbon. 

5. Under Customize the Ribbon dropdown box, select Main Tabs. 

6. Select Developer checkbox. 

7. Select OK to save the setting. This displays the Developer tab on the Main Menu.
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Developer tab 
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Continuation: How to set up Microsoft Word 2010 for forms creation 

8. In the Word Options dialog box, select Display. 

9. Select Show all formatting marks checkbox.  

10. Select OK to save the setting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The formatting marks that will show on 
the screen are: 
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