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Overview  

Welcome to your Digital Chart Room, 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 Digital Chart Room.  

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 that this or our other guides do not answer, please contact our technical 
support. You can e-mail us or give us a call. 

E-mail: support@simplifymd.com 

Phone: 678-578-6187 

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

Tools Tab Overview 

The Tools Tab is a system tab and is accessible by any user in simplifyMD. This section describes the 
features of the Tools tab and how you can use those features in your practice. 

 

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. 

Changing your user password 

When logged into the system, you can change your password quickly by clicking the Change My 
Password link in the Tools Tab navigation tree. The Change Your Password page appears, allowing you 
to enter a new password.  
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Graphs 

The graph section of the tools tab allows you to view graphical representation of practice information. This 
is a list of all of the available graphs: 

How to view a graph 

1. On the Tools tab, expand the Graphs section of the navigation tree. 

2. Select the type of graph you want to view.  

3. Select the date range for the data you want to view the graph for: In the From box, enter a date 
or click the calendar button to select a date from the calendar.  

4. In the To box, enter an end date or click the calendar button to select a date from the calendar. 

5. Click Show to update the graph with the dates you have selected.  

 Appointments ï  In the Appointments section, select a graph type. Once the graph is visible, 

choose a date range for the graph you want to view and click Show. 

 Types include appointments by physician, appointment types, total appointments scheduled, 

total no-shows, and total appointments rescheduled and cancelled.  All graphs are sorted by 

physician.  

 

 Document Activities - Select Document Activities to display the number of documents 

employees view, sign or create.  Enter a date range desired, select the employee name, then 

select the type of activities to view from the activity types window. Click Show. 

Sample of a practiceôs ñno 
showsò for 1 month.   

Assessing results  through 
a visual format the Practice 
Management can quickly 
set in place steps to 
address prevention of No 
Shows, by repurposing 
staff to make confirmation 
calls to  patients. 
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 Messages - Message activity displays a graph showing all messages in a specified period of time 

that were sent, viewed and/or resolved by a user.  Message status shows messages that are 

open, closed, and pending in a userôs Task Center.    

 Statistics - System Statistics generate a graph on any data within the system in just a few clicks.  

The full list of system statistics is wide-ranging, and available in the Statistics drop down menu. 

 

At quick glance, we see that 
this employee was not using 
the system on May 28

th
.  
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Each graph displays valuable data which may be beneficial to your practice. Feel free to evaluate 
them as you have time. 

Reports 

There are various standard reports available on demand within simplifyMD. They are: 

 Patients ï This report displays a list of all patients that have been entered into simplifyMD.  They 
may be sorted in many different ways, by clicking on the heading of each column. In the example 
below, the list is sorted by the Last Name heading. 

     

 Documents 

o Document Activity Reports ï Use the filters to view all documents in simplifyMD that 
were moved, viewed, filed, edited, faxed and more during any specific time range and by 
a specific user.   

o Document Finder ï Find any document in the system by date, type of document, etc. 
The report shows which patientôs chart the documents are in and in which tab. 

o Faxed Documents ï Find any document that has been faxed from simplifyMD.  Fill out 
as many search fields that you can, however the patientôs name is the only one required.   

 User Sessions ï A report displaying user session information, including time of log-in and log-

out, IP address, and the browser the user accessed the appliance with. 

 External Organizations ï Use this report to view organizations (hospitals, labs, vendors, etc.) in 

your address book. 

 External Contacts ï Use this report to view your individual contacts in your address book.    

 

Address Book entries are viewed here, not added.  Add entries to the Address Book from the 
ADMIN systems tab. 

 System Statistics 

 View ï Find current practice statistics in a report format.  This data includes the size and contents 
of your digital chart room.  It is automatically updated daily at 11:00pm. 

This patient report is 
sorted by patient 
last name. 
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 Generate ï Click this link to generate an up-to-the-minute report of your data.   

 

Office Documents 

simplifyMD allows you to create forms and templates that can be printed on demand with 
information directly from the patientôs Face Sheet. For more information about this feature, see 
the section of this guide called: Uploading Templates and Forms. 

Use the buttons at the top of the list to upload a new template to the system, or to create a new 
template. Once a document has been added to the system, it can then be directly placed in a 
patientôs chart.   

Click View Rules about Templates to display the codes needed to create merge tags.  These 
tags tell the template which information to pull from the face sheet and where to put it on the 
template.. When users click on the template it will auto populate with the designated information. 
Merge tags can easily be copied and pasted into your template. 
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The blue columns located on the right side of the page are links: 

Blank Template ï allows printing or typing on a template without merge tags.  

Open to Edit Merge Tags ï allows you to edit the selected template. 

The Action link allows you to: 

 Change which tab(s) the template falls under, 

 Apply restrictions so that only authorized individuals can change the templates. 

 Rename and/or re-date a template, 

 Apply labels that automatically attach to templates when they are used in a patientôs 
chart. 

System Backup Activities 

This section of the tools tab shows when the system was backed up. The list is broken down into the 
following parts: 

 Start Time ï The date and time the last backup took place. 

 End Time ï The date and time the last backup ended. 

 Drive Make and Model ï Information about the disk drive that simplifyMD was backed up to. 

 Device ï The device identifier that contains the drive. 

 Disk Size ï The full size of the disk drive. 

 Disk Used ï The amount of space that has been used on the drive. 

 Disk Available ï The amount of space that is available on the drive. 

Hylafax Status  

Hylafax is the fax component used within the simplifyMD application.  This section lists the daily status of 

Pending Faxes, Completed Faxes, and Received Faxes. 

 

Faxing is a very important part of simplifyMD as it is how documents are sent to other offices and 
locations, as well as how many of the documents are entered into a patientôs chart. Each 
employee who is an administrator on the appliance should familiarize themselves with this 
section. 
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Verify simplifyMD Prerequisites 

Since you have the ability to access your version of simplifyMD from any Internet-connected computer, 
you need to know the prerequisites that must be set or installed on that device.  

Click the Verify simplifyMD Prerequisites link on the tools tab navigation tree in the left-hand side of the 
screen. The page that appears describes the various settings that should be set to best use the system. 

The table in the page 
automatically checks your 
settings and lets you know 
what needs to be 
changed. 

Notice in the graphic that 
the application was 
accessed using FireFox 
2.0 (version 5) and 
cookies were turned on.  

Also notice that the proper 
barcode fonts were not 
installed, so this user 
would not be able to print 
barcodes properly.  

In simplifyMD, it is 
recommended that you 
use Microsoft Internet 
Explorer 7.0 or above for 
most of your daily use if 
you use any other 

browser, you may not be able to access all parts of the application. 

When you access the log in screen, you may be presented with a message saying; Internet Explorer 
security settings necessary for simplifyMD have not yet been applied. Please log in, choose "Tools", then 
click "Verify Pre-requisites" and follow the instructions. 

This is usually the case when you first run simplifyMD on a new computer. You can fix this by going to this 
screen and click the link that says: Click here to automatically setup your Internet Explorer settings. 

Using Labels 

Labels are tracking and organization tools that allow you to search for items in your digital chart based on 
specific properties that you identify by the labels you create. 

Patient Labels 

Patient labels allow a practice to group and find all patients with a common label. This label can be either 
a clinical or a business indicator. It is a useful tool for grouping based on diagnosis, clinical trial 
participation, capitation, workers compensation, etc.  

For example; a cardiology practice may wish to be able to pull all patients on Coumadin. By configuring a 
patient label of óCoumadinô on the patientôs face sheet, they will now appear when searching the patient 
database for labels: Coumadin.  
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How to create a patient label 

1. In the Admin time, use the navigation tree to 
go to Configure Labels > Patient. 

2. Click Create New. 

3. Enter the name for the label. 

4. Click Create to add the label to the list. 

 

How to add a label to a patient 

1. Access the patientôs Face Sheet. 

2. Scroll to the Patient Label widget on the 
Face Sheet. 

3. Click the Edit button on that widget. 

4. Select the label you want to add to the 
patient. 

5. Click Done to add the label. 

Document Labels 

Document labels allow a particular type of document to be found quickly among all others. Document 
labels may also be either clinical or business in nature. Documents including clinical values to be tracked 
such as quarterly A1C hemoglobin for diabetics and others related to care and treatment (such as a P4P 
document) can quickly be pulled, sorted, and reviewed. More examples include range of motion scores 
for physical therapy patients, back office documents such as ABNs, or business documents including 
invoices can be especially labeled and immediately aggregated.  

 

How to create a patient label 

1. In the Admin time, use the navigation tree to 
go to Configure Labels > Document. 

2. Click Create New. 

3. Enter the name for the label. 

4. Click Create to add the label to the list. 
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How to add a document label to a document 

1. Access a document in a patient chart. 

2. Click the A button to access the Document Actions section. 

 

3. In the Apply Document Labels section, select the document labels you want to apply to the 
current document. For example, if you need to mark the document for óPay for Performanceô 
select the P4P label as shown above. Alternatively, you can type in a custom label in the Other 
Labels section. 

4. Click Close to go back to the document.  

How to view documents with a specific label 

1. Access the patientôs Timeline or Assembly.  

2. In the Label field, enter the name of the label you want to view. 

3. Click Search. Only those documents with the label you entered will be visible on the timeline. 

Customizing Your Face Sheet 

The Face Sheet is the storehouse of all of the practiceôs data about a specific patient. It is the front page 
of the digital chart and the first thing a user sees when they open the chart.  

You can and organize what a user sees by creating Face Sheet Styles. By default, simplifyMD is installed 
with three types: Internal, External, and PHR. 
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Certain types of users may wish to see certain items first. For example, physicians and nurses may want 
to see allergies, CPT codes, etc. at the top of the page while administrative staff may wish to have 
address and demographic information listed first.  

 

The practice may wish for some fields to not be present at all for some and possibly even all 
users. 

To Create a Face Sheet Style for Use 

1. On the Face Sheet Styles list, click Create New. 

2. Enter Name (Give appropriate for User, Physician, Group, etc.)  

3. Click Save to save the style. 

4. Once the new style is on the list, click on the name of the style to edit it.  

 

5. For each section that you want to appear on the face sheet for that style, click Create New. There 
are a total of 24 customizable areas of the face sheet called widgets. 

 

For each style you configure you should set the following: Position 1: Patient Picture, Position 2: 
Patient Profile, Position 3: Important Notes.  

6. If you need to go back and edit an entry, click Edit next to the entry in the Style list. 

 

While adding a widget, enter a number in the Position Box. This is the order the widgets appear 
on the face sheet from top to bottom. 

 

How to re-arrange the contents of your Face 
Sheet by moving the widgets 

1. In the face sheet style list, click on the name 
of the style you want to edit. 

2. On the widget list for the style, click 
Reposition Sections.  

3. Click and drag the selections to reconfigure 
and click Update to change your settings. 
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Face Sheet Styles are assigned to users by Click the Users link in the navigation tree and clicking Edit on 
the line of the user.  

On the edit user page, select the Face Sheet Style preferred for that user in the Default Face Sheet 
Style drop-down list. 

Click Update to save the selection.   

When the User logs in, this is the Face Sheet configuration for each patient viewed by the user. 

Using Your Address Book 

Your address book contains the contact information for those individuals and organizations that you will 
be contacting through the simplifyMD fax system. The Address Book is divided into two sub groups:  

 External Contact ï Contacts are individual people that you need to send email or faxes to. 
These may be external doctors. 

 External Organizations ï These are businesses or other groups that you will be sending 
information to. These may be other physiciansô offices, pharmacies, or labs. 

External Contacts 

How to add or edit an external 
contact 

1. Click the Admin tab and select the 
External Contact link in the left-
hand navigation tree. 

2. From the External Contact list, 
click Create New or click the 
Contact Details link next to an 
existing contact. The Create 
External Contact page appears. 

3. Enter personal information about 
the contact as necessary. 

4. Select the labels appropriate for 
that contact. 

5. Enter telephone numbers, phone number type, email addresses, email address type, postal 
addresses and address type for the contact as necessary.  

6. If you need to add multiple types for any of the contact types, click the Create Another button 
under the boxes for that type. 

7. Click Create to add the new contact to the list. 

8. With the entry on the list, click Contact Details. 

9. Enter the contact details as necessary. 

10. If you need to add more than one of a type, click Create Another under that row. 

11. Click Update to save your changes. 
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External Organizations 

How to add or edit an external 
Organization 

1. Click the Admin tab and select the 
External Contact link in the left-
hand navigation tree. 

2. From the External Organization 
list, click Create New or click the 
Contact Details link next to an 
existing contact.. The Create 
External Organizations page 
appears. 

3. Enter the name of the 
organization or business group. 

4. Enter telephone numbers, phone 
number type, email addresses 
and email address type for the 
organization as necessary.  

5. If you need to add multiple types 
for any of the communication 
types, click the Create Another 
button under the boxes for that 
type. 

6. Select the labels appropriate for that organization. 

7. Click Create to add the new organization to the list. 

 

Do not add individual doctors to the External Organization list. Add individuals as External 
Contacts. 

Patient Health Records Overview 

The Personal Health Record component of simplifyMD gives allows you to provide your patients a link to 
their medical records that may prove to be life saving in an emergency situation.  This enhancement is 
available at a small fee to the patient that must be paid up-front. 

The PHR allows patients to log into their chart from any Internet-enabled device and view the parts of that 
chart that the physician allows.  

To setup a chart for the PHR, please refer to Step 15 ï Set Up Charts for the PHR in the Setup Guide. 

PHR Registration 

If a patient decides to purchase a login for their PHR, register them directly from their face sheet.  

 

To set up your patients with the PHR, you must have their face sheet configured with the PHR 
widget in the Administration tab. See the Face Sheet section of this guide for more information. 
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How to register a patient for the PHR 

1. From the Face Sheet, go to the Personal Health Record (PHR) widget. 

 

2. Click Register to begin the registration process. 

3. A browser window launches and the form that is presented will be pre-filled with the pertinent 

details from the patientôs chart.  Complete the form with the credit card or other payment 

information. Make sure the name and address in the payee information is for the credit card being 

used, and not necessarily that of the patient.  

4.  When the Submit button is clicked, the credit card is processed immediately and a recurring 

charge is scheduled based on the time period set as the standard renewal date. 

5.  If the credit card is accepted, a receipt page appears that is printed by the staff member.  On this 

receipt, the system has generated a username and one-time-use password for the patient to long 

in to their PHR. 

6.  An email copy of the receipt is also sent to the patient, along with a copy of the general terms, 

and a copy is scanned in to the patientôs chart. 

 

How to log into the PHR 

1. When the patient is ready to log into the PHR, they open their web browser and go to 

www.MysimplifyMD.com, enter their username and password along with their provider code that 

is unique to the practice. 

2.  When the information is entered by the user he is presented with the full terms and conditions.  

Once they accept the terms, they are presented with a screen where they will change their 

password.  This step must be completed to assure security for patient and/or their representative.   

3.  After their password is changed, the patient has access to the parts of their chart that the 

physician has set as available for viewing. 

4. Patients should be reminded to fill out their PHR Member Card in the PHR brochure.  

Inking on Tablets within simplifyMD 

If you are using a Tablet PC with Microsoft Word 2007, you can use Microsoftôs inking feature to write 
directly on the templates that you loaded into simplifyMD (as described in the Template and Forms 
section of this guide.) If you are accessing the file from a PC or Laptop that does not have inking features, 

http://www.mysimplifymd.com/

