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Practice Name: 
 

Phone# 
 

Fax# 
 

E-mail 

Date:                           Trainer: 

Team Members                        Responsibility    

  

  

  

  

  

  
 

Login 
  

Administrative Set-Up 
 

 The ñAdmin Tabò is where setup and 

configuration occurs in simplifyMD. 

 Navigation Tree (left hand side) 

 Content Page (middle of the window) 

 

 
 
Home Screen>Admin Tab 
 

 
Changing Admin password 

  
Make Administrator  

 Select ñYesò to give the user admin privileges, this will 

allow the administrator to reset password for the User 

Administrator Type:  

Å Advance administrator- controls the admin 

menu and edits options.  The advance 

administrator can make someone else as 

ñadvance administrator.ò  

Å Standard administrator- controls the admin 

menu and edits options.  The standard 

administrator is limited on view of the 

navigation tree: For example: the configure 

setting and appliance maintenance  are hidden   

Password-Create Enter Password 

Password Confirmation-Confirm Password Entry 

Time Out Time before User Timed Out (System Default 

is 60 Minutes)  

Note: set in Minutes, 60, 90 etc éLeave it Blank to use 

default settings 

Active Editor- Default for All Users - Advanced Editor is 

for Template Options are Default Editor and Advanced 

Editor? 

Default Simple chart selector-User Preference for Simple 

Chart 

Default Face Sheet Style-User Preference for Face Sheet 

Style 

Default homepage-Assign a Home Page 

Default page after login- Page User Sees when they Log 

in-i.e. Their Schedule 

Default team Label-To Assign Team Label-Notifications 

User Account valid until-Blank unless you are 

specifically noting expiration, i.e.  

Allow external login- this feature gives a user right to use 

the system remotely. (Contact support) 

Time Zone -Time zone for User 

 

 

Updating Practice information 

 Select the ñadd moreò  link 

 Select the edit button to update or edit 

   



 Administrative Setup Training Agenda  

 

 

 

T
h
e
 D

ig
it
a
l 
C

h
a
rt

 R
o
o
m
Ê
   

 T
ra

in
in

g
 A

g
e
n
d
a

 
Enter the Practice Information 

 Enter all the appropriate  information 

 

 

 
 

 

  

Care Unit-Care units are the areas of your 

practice where patients can be seen or held.  

 
 

 

Enter a name for the room. 

 Select   the office   the room is in 

 Select   the care unit type of room that 
best identifies this new room.  

  Select the create new button to save 
 

 

 

 

 

Create Care Unit Types  

 

To add a new care unit type: 

 Select the   ñCreate Newò button. 

  Once the Create Care Unit Type window 

is displayed add the new ñCare Room 

Typeò in the name field. 

 

 

Admin window>Practice Set Up>Create Care Unit 

 

 
 

 

 
 

 

 

Admin window>Config settings>Care Unit Types 

 

Message Subjects and Default Message 

 Adding and Editing Subject Messages 

 

 

 

 

 

 

 

 

 

 

 

 

  Message Subjects and Default Message 

(Continued) 

 

 

 
 

 

 

 

 

 

Enter the New Message 
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Enter the Default message body (if applicable) 

Select Create 

Appointment Type 
 

Review the simplifyMD appointment list 

 Appointment type may be added or edited 

 
 

To add or edit appointment type 

 Configure setting 

Select appoinment type link 

 

 
Employee Labels 

When adding a user to simplifyMD, make sure the 

user is placed under the correct user group (label)  

 

Example: 

 Physician staff- any physician, P.A.ôs, or 

nurse practioners 

 Clinical staff-Nurses and Medical 

assistants 

 Business staff-secretaries, billing 

To add a customize label 

 Select configure setting 

 Custom ize Lables 

 

Create Users and Password 
Physicians 

 Document signer-the user has the ability to sign 

documents it they are non-admin. 

 Document Auditor-the user has the ability to 

view document activities of all users that are 

non-admin.  

 Select document signer if the user is a physician 

that will be signing off on documents.  

  The pin number is used for the electronic 

signature feature 

 

 

Clinical 

 

Business 

 

 

 

 

 

 

On the content page Scroll down until you see the ñSet up Your 

Practiceò 

 
Physicians User name and password 

 
 

Creating Drawers 
 Drawers hold your digital files.  There may be a 

drawer for patient charts, another for invoices, 

Admin window>Set Up Filing Cabinet  
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insurance, credentialing and employee records. 

 

 

 
Rearranging the Face Sheet Widgets  

 

 
 Filing Center 

 
Think of the filing center as your medical records 

room. This is where all documents are directed via 

scans, faxes, or documents which have been placed 

in the filing center via the drop box 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Admin window>Filing Center>Create New 

 

 

 

 

 

 

 

 

 

 

 Additional Customizations   


