
 

 |    Advanced User Guide 

 

1 GLOSSARY 

 

 

  

Advanced User Guide 
Getting to know your Digital Chart Room 

simplifyMD 

1031 Cambridge Square 

Ste D Box 12 

Alpharetta, GA 30004 



 

                |    Advanced User Guide 

Overview 2 

Table of Contents  
Overview ....................................................................................................................................................... 5 

Who is This Guide For? ............................................................................................................................. 5 

Support ...................................................................................................................................................... 5 

Additional Tools & Resources ................................................................................................................... 5 

Step 1-The Tools Tab ................................................................................................................................... 6 

Step 1-Tools Tab Overview........................................................................................................................... 7 

The tools tab .............................................................................................................................................. 7 

Step 2-Change my password ........................................................................................................................ 8 

Step 3-Graphs ............................................................................................................................................... 9 

Graphs overview ........................................................................................................................................ 9 

Step 3-Graphs ............................................................................................................................................. 10 

Appointments ........................................................................................................................................... 10 

Step 3-Graphs ............................................................................................................................................. 11 

Appointment types ................................................................................................................................... 11 

Step 3-Graphs ............................................................................................................................................. 12 

Activities................................................................................................................................................... 12 

Step 3-Graphs ............................................................................................................................................. 13 

Documents .............................................................................................................................................. 13 

Step 3-Graphs ............................................................................................................................................. 14 

Messages ................................................................................................................................................ 14 

Step 3-Graphs ............................................................................................................................................. 15 

Status ....................................................................................................................................................... 15 

Step 4-Reports ............................................................................................................................................ 16 

Step 4-Reports ............................................................................................................................................ 17 

Active Messages ..................................................................................................................................... 17 

Step 4-Reports ............................................................................................................................................ 18 

Active Messages ..................................................................................................................................... 18 

Step 4-Reports ............................................................................................................................................ 19 

Patient Flow ............................................................................................................................................. 19 

Step 4-Reports ............................................................................................................................................ 20 

Patient Flow ............................................................................................................................................. 20 

Step 4-Reports ............................................................................................................................................ 21 

Patient Flow ............................................................................................................................................. 21 

Step 4-Reports ............................................................................................................................................ 22 

Patients .................................................................................................................................................... 22 

Step 4-Reports ............................................................................................................................................ 23 

Filing Center ............................................................................................................................................ 23 

Step 4-Reports ............................................................................................................................................ 24 



 

Advanced User Guide 

3 Overview 

Documents .............................................................................................................................................. 24 

Step 4-Reports ............................................................................................................................................ 25 

Documents .............................................................................................................................................. 25 

Step 4-Reports ............................................................................................................................................ 26 

Documents .............................................................................................................................................. 26 

Step 4-Reports ............................................................................................................................................ 27 

User sessions .......................................................................................................................................... 27 

Step 4-Reports ............................................................................................................................................ 28 

External organizations ............................................................................................................................. 28 

Step 4-Reports ............................................................................................................................................ 29 

External contacts ..................................................................................................................................... 29 

Step 4-Reports ............................................................................................................................................ 30 

System statistics ...................................................................................................................................... 30 

Step 5-Office documents ............................................................................................................................. 31 

Upload a template to the system ............................................................................................................. 31 

Step 5-Office documents ............................................................................................................................. 32 

Manage templates ................................................................................................................................... 32 

Step 5-Office documents ............................................................................................................................. 33 

View rules about templates ..................................................................................................................... 33 

Step 5-Office documents ............................................................................................................................. 34 

Blank template ......................................................................................................................................... 34 

Step 5-Office documents ............................................................................................................................. 35 

Open to edit merge tags .......................................................................................................................... 35 

Step 5-Office documents ............................................................................................................................. 36 

Open to edit source ................................................................................................................................. 36 

Step 5-Office documents ............................................................................................................................. 37 

View merge tags ...................................................................................................................................... 37 

Step 5-Office documents ............................................................................................................................. 38 

Actions ..................................................................................................................................................... 38 

Step 5-Office documents ............................................................................................................................. 39 

Upload an image to the system ............................................................................................................... 39 

Step 6-System back up activities ................................................................................................................ 40 

Step 7-Hylafax status .................................................................................................................................. 41 

Pending faxes .......................................................................................................................................... 41 

Step 7-Hylafax status .................................................................................................................................. 42 

Completed faxes ...................................................................................................................................... 42 

Step 7-Hylafax status .................................................................................................................................. 43 

Received faxes ........................................................................................................................................ 43 

Step 8-Verify simplifyMD prerequisites ....................................................................................................... 44 



 

                |    Advanced User Guide 

Overview 4 

Step 8-Verify simplifyMD prerequisites ....................................................................................................... 45 

Step 9-Perfoming the system back up ........................................................................................................ 46 

System back up ....................................................................................................................................... 46 

APPENDIX A ............................................................................................................................................... 47 

APPENDIX B ............................................................................................................................................... 48 

Glossary ...................................................................................................................................................... 49 

Glossary ...................................................................................................................................................... 49 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Advanced User Guide 

5 Overview 

Overview  

Welcome to your Digital Chart Room (DCR), powered by simplifyMD. This guide explains in detail some 
of the more advanced features of the application so you can get the most out of your DCR.  

Who is This Guide For? 

This guide is designed for a user who is familiar with simplifyMD and contains sections that a ósuper userô 
should know and understand while using simplifyMD.  

Support 

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

E-mail: support@simplifymd.com 

Phone: 678-578-6187 

Hours: Monday ï Friday 8:00 AM ï 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: 

 Online videos 

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

training.  

 User guides 

 The user guides are able to be downloaded and saved to your computer for 

reference.  

 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.  

 Calendar  

 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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Step 1-The Tools Tab 

The tools tab is a system tab and is accessible by any user in The Digital Chart Room Ê. This section 
describes the features of the tools tab and how you can use those features in your practice. 
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Step 1-Tools Tab Overview 

The tools tab 

The tools tab covers such things as: changing the user password, graphs, reports, office documents, 
system back up activities, hylafax status, and verifying simplifyMD pre-requisites.  

The tools tab navigation tree is broken down into several sections. The following is a list of those sections 
and what you can do on the pages reached by clicking on them.  

The content pane shows the tool details.  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

 

 

The tools for daily use include: 

Verifying simplifyMD pre-requisites This is completed during administrative set up of The Digital Chart 
Room Ê 

Changing your password If you are given the privilege to change your password, you credentials 
may be updated. 

Graphs Graphs depict trends in appointments, documents, activities, 
messaging, etc.  

Reports Reports depict detailed information on patients, document activities, 
users, faxing, etc. 

Office Documents Allows you to manage templates and images. 

System Back up Activities Shows all backup status 

Expanders (+ -) 

Navigation tree Content pane 
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Step 2-Change my password 

When logged into the system, you may change your password quickly by selecting the change my 
password link in the tools tab navigation tree. The change your password page appears, allowing you to 
enter a new password.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to change your password 

1. Select the tools tab 

2. From the navigation tree in the tools 
menu, select change my password 

3. Enter the desired password 

4. Enter the password confirmation 

5. Select update 

Please note: You will receive the 
message the function was completed 
successfully.  

 

 

 

 

 

 

 

 

 

 

 

 

simplifyMD recommends all passwords contain a minimum of: 

 8 characters in length 

 Contain at least one number 

 Contain at least one special character (! % @ $, etc.) 

 Contain at least one capital letter 
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Step 3-Graphs 

Graphs overview 

The graph section of the tools tab allows you to view graphical representations of practice information. 
This is a list of all of the available graphs: 
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Step 3-Graphs 

Appointments 

The tools tab allows you to view graphical representations of appointments by physician, appointment 
types, and activities.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Viewing appointments by physician 

1. Select graphs 

2. Select appointments 

3. Set date range parameters as 
applicable 

4. Select by physician to view the 
appointment schedule per physician. 

5. Select show 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

At quick glance, we see Dr. Chow 
had 60 appointments scheduled 
between April 1

st
, 2010 and May 

26, 2010.   



 

Advanced User Guide 

11 Step 3-Graphs 

Step 3-Graphs 

Appointment types 

You are able to view graphs by appointment types such as: follow up, sick, physical, other, established 
patient, consult, pre-op, post-op, or any other customized appointment type set up in The Digital Chart 
Room Ê.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Viewing appointments by appointment types 

1. Select graphs 

2. Select appointments 

3. Select date rage parameters as 
applicable 

4. Select the user relative to the 
appointment types to be viewed 

5. Select by appointment types 

6. Select show 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

At quick glance, we see there 
were 27 established patient 
visit appointment types 
scheduled between April 1

st
, 

2010 and May 27
th

, 2010.  














































































