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Practice Name: 

 

Phone# 

 

Fax# 

 

E-mail 

 

Date:                           Trainer: 

Team Members:                                Responsibility      

1. 

2.  

3.  

4.  

5.  

6.  

7.  
 

 Login and Log Out 

http://XX-office.simplifymd.com 

 

 User name should be 1
st
 initial and last 

name. 
 After 3 attempts at logging in-you will 

be locked out.  (must notify your 
Administrator) 

 Only work under your own log in- it 
tracks your messages, affects 
reporting, etc. 

 Accept “Active X” pop-ups.   

 

   Overview of the System Tabs 

 The Schedule Tab –Display a view of 
the schedule 

 The Task Center tab brings you to your 
messages both incoming and outgoing.  

 Filing Center- This is where all 
documents are directed via scans, 
faxes 

  Patient Finder tab is where you go to 
find a patient.  

 Patient Finder tab is where you go to 
find a patient.  

 Tools-displays practice reporting, 
template management and faxing 
status. 

 Add Patient-is used to create new 
patient charts 

 

 

 

 

 

 Home Screen – Schedule Page 

 Create a New appointment, 
 Print the schedule 
 Preview schedule 
 Create a new message 
 Schedule Bar “buttons” 
 

 

 

 

 

 

 

http://kn.simplifymd.com/
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 Schedule Filters -Schedule filters 
allow the user to see the schedule based 
on location, provider, appointment type, 
and date range 

 

 

 

 

 

 Schedule Filters 

 

 

 

 Search for a Patient/Add a Patient 

 Patient Finder Tab - search by first or 
last name, birthday, phone number, 
Patient ID #. 

 Add a Patient Tab- Use only after 
searching with the Patient Finder tab! 

 Mandatory information is in yellow and 
Red exclamation points. 

 Handling duplicate patients.   
“Recent Patients List” on right side of 
screen 

 

 

 

 

 The Face Sheet  

 Front of chart - Patient information that 
you want to see promptly, customized 
for your practice.     

 

 

 Edit the patient profile 

 Enter the information, select save, and 
done to update 

 Updating the Important notes select the 
edit button,  

 Using Webcam  

 

 

Update widget information 

 Edit or update a face sheet widget 
select the edit button, enter the 
information, select save, and done to 
update.  
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 Viewing the Chart 

 Face Sheet-a “snapshot” of patient 
information 

 Messages 
 Timeline- gives you a quick view of all 

documents over time 
 Simple Chart- smaller version of the 

patients chart 
 Assembly - selecting documents in the 

chart to be faxed or printed 
 Archive Tab- allows you to break up 

documents and send them to various 
tabs at one time 

 Recycle -is for documents that are 
unnecessary but are never deleted 

 

 

 

 

     System Tabs- are the top row of tabs inside the patients 
chart 

 

 

 Working with the Schedule  

 

 Adding  patient-to add a patient to the 
schedule select the “new appt” button 

 

 

 

 

 Changing appointment status 

 Check-In: places the patient in the 
Waiting Room 

 Cancel: will cancel the appointment  
No show: will mark the patient as a no 
show  

 Document: allows quick documentation 
of the appointment (used for specific 
workflow and requires additional 
explanation; this is an advanced user 
function).  

 Edit: edit will allow you to edit any 
portion of the appointment such as 
reason for visit, appointment type, and 
provider.  

 Reschedule: reschedules the entire 
appointment 
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 Changing appointment status on the 

schedule/printing patient paperwork 

 

 

 

 Printing a from the “Document” Tab 
(T) 

 Open Read-Only-print only 
 Edit to Add to Chart-allows 

document to be typed or ink on and 
saved as “PDF” 

 

 

 

 Faxing-outgoing documents (F) 

 Faxing documents from patient’s chart   

 

 

 

 

 

 

 

 

Technical Support 

 Support is available Mon-Fri 8:00am – 8:00pm EDT via phone 678-578-6187 

 24/7 via email  
 support@simplifymd.com  

 Check online & simplifyMD University for regular updates 

 www.simplifymd.com  

 Use your login name & password to access simplifyMD University 

 
 
 
 
 
 
 
 

http://www.simplifymd.com/
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SimplifyMD Terminology 
 
 

Abstracting Documents-   moving documents from one place in simplifyMD to another. Documents can 
be moved within a chart, to and from the Filing Center, to and from Archive and to and from the Recycle 
Bin.    
Administrator- holds administrative rights. 
Administrative Rights- an administrator who can make changes to the application and adjust settings 
related to the practices appliance. 
Archive -    a tab in every chart; Clicking on the Archive Tab will display all documents in the chart that 
have not been assigned to another tab.  This tab can be used to store “inactive” documents in the patient 
chart, and also is frequently used to store documents before sorting them to their appropriate tabs (i.e.: 
when scanning in a large paper chart.) 
Assembly Tab – This tab displays a list of all documents in a patient’s chart, enabling you to assemble   
specific ones to print, fax, or email.   
Barcodes – Barcodes are used to route documents to the proper chart and tab.  They may be entered 
onto forms or printed on cover sheets before scanning a chart.  
Control Center- a central location where task related messages are logged.  
Drawers- Drawers hold your digital files. There may be a drawer for patient charts, another for Invoices, 
Insurance, Credentialing, Employee records, etc. These are set up by each practice.  
Face Sheet- the first page in the digital chart, which displays patient data, including personal, 
administrative and clinical information.  This page may be modified to best match your practice’s needs.   
Filing Center- The filing center is where all faxes and scanned documents arrive and stay until they are 
distributed appropriately. 
Labels-   Used as a way to further refine your documents, and established by each individual practice.  
For example, a practice may find it important to not only have a “Lab Tab”, but to further differentiate their 
lab documents by adding labels such as CBC, Lipids, etc...   
Note to Chart – a type of message.  Selecting “Note to Chart” when writing a message indicates that the 
message will go directly to a patient’s chart and is not directed to any individual.  These messages should 
not pertain to patient care. 
Simple Chart-   a system chart tab that displays a collection of the physician’s most frequently viewed 
documents in a chart.  Whereas other chart tabs show all documents belonging in that tab, the Simple 
Chart tab shows you all documents across all the tabs that the physician wants to see.   

Tabs-   Found in drawers, separating and grouping different information or types of charts.  There are two 
types of Tabs-    

System tabs - located in top row of pt. chart.  These cannot be changed.  
 Document tabs – these are tabs set up by your practice –they will replicate the sections of your 
 current paper chart.   
Task Center- This is a system tab that takes you to your personal message center.  All messages sent to 
you are kept here (similar to an email in-box).  The messages will stay until you take an action to resolve 
them, or forward them on to the appropriate person to resolve.   Your messages sent and received are 
stored and tracked, so that you will always be able to go back to them.    
Timeline -  a system tab that gives you a visual diagram of all document activity over time in the chart.   
Each document reference in the timeline links directly to the document itself.   
 Tools -   This is a system tab that is a “catch-all” for functionality that doesn’t fit anywhere else.  Tools is 
where you can change your password, run a report or an activity log, find system statistics, create your 
address book, and much more.  

Widgets-   These are text fields to enter information.  The widgets on a patient face sheet may be hidden 
and/or moved up or down depending on your practice preferences.   
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Notes: 
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Disclaimer:  The success of this training agenda is based on the office allowing dedicated time for 
the training to be completed. The office is responsible for training the staff not participating in this 
training session. 

I acknowledge the Onsite Training without Interface has been completed: 
 
 

Practice Name 
 
 

Name: (Printed)                                                             Signature 

 
Date 
 
Please fax back to: 678-578-6177 

 

 


