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Message Priority List





H-High Priority


M-Medium Priority


L-Low Priority


S-Signature Request


P-Personal Message


N-Notifications





A  F T-TAB ACTION BUTTONS


These buttons are located on the right side of the tab bar inside patient charts. 


A is for ACTION, and when clicked, it allows you to change the document name, date, apply a label to it, or move it to a different tab. 


F is for FAX, and when clicked, allows you to fax the document, send a message with it, and receive a fax confirmation. 


T is for TAB ACTION, and when clicked, allows you to scan, view all templates, and upload or create new templates.


  








FILE A DOCUMENT


In Filing Center, click on the document in document index window.


Above the document, fill in the document filing information. 


If entire document belongs in the same tab, keep “file entire document’ checked.  If not, check  “file pages”.   


Click “Save”.  


Click Save.


Sc








SCAN DOCUMENTS


Scan from the Filing Center-  Click on the Filing Center Functions  drop-down button – choose default scan – select scanner- click Select. (with or without barcodes.)


Scan into Patient’s Chart- From patient’s Face Sheet, click on tab where documents should be filed-Click on T- click on Scan default document into (name) then select.  














CREATE/SEND A MESSAGE


Patient Message


Access a patient’s chart. 


Click New Message.


Choose recipient(s) or select “note to chart” if you want to save the message to the chart without sending it to someone. 


Write the message.


Click Send.


Message With a Document


Go to document


Click New Message.


Choose recipient(s).


Write the message.


Click Send.


Inter-office Message


Click Home.


Click New Message.


Choose recipient(s).


Write the message.


Click Send. 





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.   


Archive - Clicking on the Archive Tab shows 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 – Displays a list of all documents in a patient’s chart, enabling you to assemble specific documents to print, fax, or email.  


Barcodes – 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. 


Drawers- These 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, demographical, and clinical information.  Face sheet styles may be customized based on your practice preference in the Admin Tab.  


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, used to write a message that stays in a patient chart, but is not sent to another team member.  Usually used for non-clinical data in a patient chart, and should not be used for clinical data.  


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 quickly.  


Tabs-   Dividers in a patient chart to separate and group your documents.     There are three Tab types in simplifyMD.   


System Tabs – Tabs located in top row when you are not in a patient chart.   These cannot be changed. 


Patient System Tabs – Tabs located in the top row when you are in a patient chart.  These cannot be changed.


Document Tabs – Tabs set up by your practice –they will replicate the sections of your current paper chart.  


Task Center-  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. Your messages sent and received are stored and tracked, so that you will always be able to go back to them.   


Timeline -  A patient system tab that gives you a visual diagram of all documents over time in the chart.   Each document icon in the timeline links directly to the document itself for fast viewing.  


 Tools – A system tab where passwords can be changed, reports run, system statistics read, address book created, and more.  


Widgets-  Boxes of information that comprise the Face Sheet.  Widgets can be easily edited, hidden or moved.    


	





ASSEMBLE DOCUMENTS 


Find the patient. 


Click on the Assembly Tab.


Select documents to send.


Click “preview to print/fax.”


To fax, enter fax number.


Click send. 


To print, click on printer- OK.











PRINT BARCODES


Printing barcodes can be done on the patient’s Face Sheet or from the Schedule.  


Click Print Barcodes.


Select the proper filter from the Filter drop-down menu. 


Select the tabs required or select All.


Click Print. A separate barcode page is printed for each tab selected.








Select Practice Management System:


To Enter and Edit Patient Demographic Information and for entering and editing All Patient Appointments.


Select sMD:


To Manage all Patient Documents.








SIMPLE PRINT


 Simple Print is used to move documents from your computer to the simplifyMD Filing Center.


Load the Simple Printer on your computer.  (your practice name)  .simplifyMD.com;631/printers/dropbox, then print.


 Select any File, then select Print. 


Select Simple Printer and Save


The document will arrive in the Filing Center.   














PRINT PATIENT FORMS


Go to Schedule Tab and check in the patient by clicking on Action drop down window on the schedule, selecting “Check In”.


All check-in templates will display.  Click and print the ones you need.  .  








sMD Schedule Screen


Sort by Physician, Site, and Date.


Select the Patient, Check In, Print Forms and Save to Change Appointment Status.


Select Status Drop Down to Print forms, or Edit Appointment Details, or to modify Reason for Visit. 











