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Overview

Welcome to your Digital Chart Room E , powered by simplifyMD. This guide explains the process of configuring
theDi gi t al Ch ar t aplamcenandset{ind @R various features that are needed to use the
system.

Who is This Guide For?

This guide is primarily used by the administrator for the setup/installation period of implementing the DCR in
your practice. There may be times when the guide will be referenced to add more options or change settings
while using the product. The table of contents will guide you to specific areas needing to access.

Support

If you have any questions about this guide, please contact technical support.

E-mail: support@simplifymd.com

Phone: 678-578-6187
Hours: Monday i Friday 8:00 AM i 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.

Additional Tools & Resources

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

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

e User guides
e The user guides are able to be downloaded and saved to your computer for reference.
e Tip Sheets

e These are practical use guides for the day to day operations of a typical practice and help you
to fully utilize the DCR.

e Calendar

e Regularly scheduled classes are available to you for further individualized training, new user
orientation, forms training and many other topics including simplifyMD events in your area.
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Getting Started

After you have completed the initial set wup of your ne:
having all of the benefits that | egacy EMRG6s promised |

simpli
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Login | |

Password | |

] Remember me

| Login || ForgotPassworaz |

o
wrsimpli
P fl\le | SetupGuide



Getting Started

When you first access simplifyMD, the system is in
its default state. While it can be used in this state,
there are several settings that you should change
before using the product as part of your practice.

The Log in screen

A ’
@ simp |f|\>//ID

Internet Explorer security settings necessary for simplifyMD have not y;
been applied. Please log in, choose “Tools", then click "Verify Pre.
requisites™ and follow the instructions.
You do not have the simplifyMD '3 of 9 Barcode’ font installed and will be
unable to view barcodes in your generated documents. Please click here
to download and install the proper font.

Login | |

Password [ ]
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Login [ ]

Password [

[J Remember me

[LLegin ][ orgot Passworaz |

$I Home ITasks: ©h 0:m 01 O:p O:s O Patient Finder

<

Logging In

When you arrive at the login page, if you
see the red message box asking for
security settings to be applied to download
the 3 of 9 Barcode font installation, proceed
to configure the computer being used by
logging in and verifying the prerequisites
and then downloading and installing the 3
of 9 Barcode by selecting the click here
link. These settings should be configured
by your IT department.

Once these settings are applied, you will
view a clean log in page such as the one to
the left which only asks for the Login and
Password.

Enter your login and password.

You are now taken to the home screen
which displays the applications tabs. Here,
you will access the admin tab.

The user name should be 1* initial and last name. After 3 attempts at logging in-you will be
locked out. You must notify your Administrator to unlock you user name. Only work under your

Q_' ownlogin-i t tracks your

messages,
- the administrator please call support at 678-578-6187.

af f ect-sps.ifgopare t
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Getting Started

Admin Tab

The Admin Tab is where setup and configuration occurs in simplifyMD. This tab is one of the default system
tabs and can only be viewed by a user who is an administrator of the system.

A Admin Details

» TSI Epert e M NI et S| @ EnG W Semt peren)

The Admin Tab contains an admin menu

Set Up Your Appliance . .
™ and the admin details.

-

When you arrive on the admin tab, the

S Overview page is loaded in the admin

Admin Menu ..

S e S R Gt £ 2R

details and shows all of the steps you
need to follow to set up your system.

.
- Applinca Manounancs 1 SetlUp Your Practice

The steps appear as a checklist with an X
icon next to the steps that you have not
yet completed. Once you complete a step,
the icon is changed to a checkmark.

Expanders (4

How to use the admin menu

The admin menu uses an expanding
menu system that allows you to show or
hide the menu items as you need them.
When the tree is closed, a + appears next
to an item in the list that has entries under
it. Select the + next to an item to see other
selections within the topic. When it is
expanded, a i icon appears next to the
item. Select the i next to an item to
collapse the view.

If you cannot find what you are looking for,
make sure you have all of the items
expanded in the list by making sure the +
is selected next to the item to view more.

e Trate; dew 0 o, Lk, Rugiarrasicn, Taars

Set Up Additional Customizations

Items that link to new configuration pages
appear as underlined blue text. Select the link
to access the information.

The Subscription is not part of the configuration process, unless you need to make adjustments
{\._ . to the location or contact information for the practice. The settings on this page are set for you
when the appliance is installed.
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Configuring the System
The best way to configure your simplifyMD appliance is to follow this guide step-by-step.

Administrators Training

Step 17 Changing Administrator Information

This section will address changing the administrator password and administrator type. In order to continue with
administrative setup, it is necessary to adjust these settings to be able to perform administrative duties.

Scheduls g Center Patient Finder Add Patient

You are a Standard Administrator

@ Administrator Password: Click here to change your passwaord ’

Make administrator

Administrator Type '

Ssimpli
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Step 11 Changing Administrator Information

Admin password
After logging in for the first time, you are immediately taken to the Home/Schedule tab.

Note: Your trainer has logged on as the administrator before you received access. Change this
information to the designated practice administrator and do not forget to add your trainer as a user
after all of the staff for the practice has been entered.

Changing admin password

: 1. Selectthead mi n tab. simplifyM
alert will display as a highlighted message

in a red box with a yield sign. This message
prompts you to change your password
immediately as shown below.

D 2. Select on the portion that says click here
in highlighted blue.

3. You are now taken to the users screen.
Select edit. Enter your chosen password
and password confirmation.

4. Once all of this information is complete,
select the Update button.

The administrator setup may be conducted by accessing information under the admin menu section or by
following the categories in the center of the page under admin details. To completely and thoroughly setup the
appliance, the admin details should be followed from the beginning directly down the center of the page and
correspond to the admin men verview.

simplifyMD recommends all passwords contain a minimum of:
e 8 characters in length
e Contain at least one number
e Contain at least one special character (! % @ $, etc.)
e Contain at least one capital letter

Remember, once you finish editing; always select overview from the admin men in order to continue with set
up.

. Unless an error has occurred by the user then you may select Cancel to cancel the entry.
g: Otherwise, by selecting the update button, the password is successfully changed.
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