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1. Overview

1. Overview

Welcome to your Digital Chart Roorrs  LJ2 6 SNBR 06& &AYLX A Téabs ofsdtiigiuathad dzA RS SE|
various features needed and forms usage witthie Digital Chllli w22 Yu 05/ wo ®

1.1Who is This Guide For?

This guide is primarily used by the administratadvanced editor, and template manader creating, uploading,
and managing formwithin The Digital Chart RoemThe table of contents will guide you to specifieas.

1.2 Support

For any questions regardirigis guide, please contathe technical spport.

E-mail: support@simplifymd.com

Phone:678578-6187
Hours: Mondayg Friday8:00 AM¢ 8:00 PM EST, available 244& oncall support technician

For more information about simplifyMD, visit us onlinehétp://www.simplifymd.com

1.3 Additional Tools & Resources

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

1. Online videos

1 These videos are used during the implementation, as a refresher, and for new empiainéeg.

2. User guides

1 The user guidesanbe downloaded and saved to your computer reference

3. Tip Sheets

1 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

I Get scheduled to receive individualized training from any of the classes on our calendardand fin
out about the latest events in your area.
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2. Getting Started [N

2. Getting Started

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

This product supports Microsoft Inteet Explorei8. You will also need to have Adobe Acrobat Re&derabove
installed to properly view sections of your digital charts. If you do not have these items, you can download them
for free fromthe following locations:

1 Microsoft Internet Explorerhttp://www.microsoft.com/ie

1 Adobe Acrobathttp://www.adobeacrobat.com

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

simp ifl\)/l/

Login [ |

Password | |

5 A3AA0F T/ KI NJonfigueed ¥euingX If you sedNaSed box with a dialogue in it on your log
(L‘-j page, it means that one or more of your computer settimgsd attention andshould be adjusted by
your local IT company
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3. Set up of Microsoft Word 201G

3. Set up ofMicrosoft Word 200

Within The Digital Chart Room> @ 2dz I NB I 0fS (2 R20dzYSyid 2y F2N¥xa St SO
using in a paper version prior to implementing yelectronic medcal record. Microsoft Word 201i8 used with

The Digital CHali  w 20ldtument and therefore, these forms require electronieation using Microsoft

Word 2010.

Mdicrosoft Wiford 2010

Creating forms in Microsoft Wor2010for your office may be prepared and saved for use Witle Digital Chart
wz2Yu

(W‘!l Microsoft Widard 2010 @ »
Ijr Getting Started J
! Connect to a Projector

Calculator

How to set up Microsoft Word 2010 for forms
creation

1. OpenMicrosoft Word 2010
2. lect theFilebutton.

3. SelectOptionsin the bottom right menu.

W= 9- G-

Sticky Motes

% Snipping Tool

6’ Lenowo ThinkWantage Tools [ save
e Sawe A5
":?‘Jf;j Paint

) E Qpen
1‘ HPS Wiewer 5 Close
@1 Windaws Fax and Scan Info

» &l Programs

| |S—Eﬂrrh programs and files D | MNew

@@ A AE

Save & Send
Hame Insert Page Layout References

m@_ o O,
. U Calibri[Body) + 11+ A" A7

23 Copy 2] ©ptions |

Paste - :
- < Format Painter LSS TR o 4 Esit

Clipboard T Font

fa\y -

Simpli%} Forms Guide



<

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

In the Word Options dialogue box, seléxistomize Ribbon

SelectDevelopercheckbox

4
5. Under Customize the Ribbon dropdown beslectMain Tabs
6
7

SelectOKto save the settingThis displays thBevelopertab on the Main Menu.

Developer tab
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Word Options @

Y

General = L .
= Change how document content is displayed on the screen and when printed,

Dizplay

Proofing Page display options

Save 4 Show white space between pages in Prink Layout view G

V| Show highlighter marks G
Language
4| Show document tooltips on howver

Adwanced
Always show these formatting marks on the screen

Customize Ribbon

Tab characters -+
Cick Access Toolbar Spaces
Add-Ins Paragraph marks )
Hidden text il
Trust Center Optional hyphens -
- Chject anchors 3
Cg I V| show all formatting marks I
-

Printing options

V| Print drawings created in Word G
Print background colors and images
Print document properties
Frint hidden text
Update fields before printing
Update linked data before printing

I (914 I Cancel

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

8. In the Word Optionslialog box, slectDisplay
9. SelectShow all formatting markscheckbox

10. SelectOKto save the setting

The formatting marks that will show on
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