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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 

 

ü User name should be 1
st
 initial and last 

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

be locked out.  (must notify your 
Administrator) 

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

 Accept ñActive Xò pop-ups.   

 

   Overview of the System Tabs 

ü The Schedule Tab ïDisplay a view of 
the schedule 

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

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

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

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

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

ü Add Patient-is used to create new 
patient charts 

 

 

 

 

 

 Home Screen ï Schedule Page 

ü Create a New appointment, 
ü Print the schedule 
ü Preview schedule 
ü Create a new message 

ü Schedule Bar ñbuttonsò 
 

 

 

 

 

 

 

 

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 

 

 

 

 

 

ü Schedule Filters 

 

 

 

 Search for a Patient/Add a Patient 

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

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

ü Mandatory information is in yellow and 
Red exclamation points. 

ü Handling duplicate patients.   
ñRecent Patients Listò on right side of 
screen 

 

 

 

 

 The Face Sheet  

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

 

 

 Edit the patient profile 

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

ü Updating the Important notes select the 
edit button,  

ü Using Webcam  

 

 

Update widget information 

ü 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 

ü Face Sheet-a ñsnapshotò of patient 
information 

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

documents over time 
ü Simple Chart- smaller version of the 

patients chart 
ü Assembly - selecting documents in the 

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

documents and send them to various 
tabs at one time 

ü 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  

 

ü Adding  patient-to add a patient to the 
schedule select the ñnew apptò button 

 

 

 

 

 Changing appointment status 

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

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

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

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

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

schedule/printing patient paperwork 

 

 

 

 Printing a from the ñDocumentò Tab 
(T) 

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

document to be typed or ink on and 
saved as ñPDFò 

 

 

 

 Faxing-outgoing documents (F) 

ü Faxing documents from patientôs chart   

 

 

 

  Taking ñActionò on a document(A) 

ü Changing the form date 
ü Switching document tabs 
ü Renaming document 
 

 

 

 

  Simple Chart-The simple chart is a 

smaller version of the patients chart.  

 

ü Parameters are set by the physician  
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The recycle tab is for documents that 

are unnecessary but are never delete 

 

  Filing Center is where all 
office/medical documents are stored 
before they are filed.    (Scans and 
faxes). Finding your document-use 
document index panel and document 
filters 

ü Finding your document; use side 
document index panel and document 
filters.   

ü Using simple print.  
ü Moving documents to and from the 

Filing Center. 
ü Filing a multi-page document to 

different tabs in the chart. 
ü Filing a multi-page, multi-page 

document 
 

 

 There are three types of messages: 

ü Patient Message- most common.  
Written from within patientôs chart, 
sometimes with   
 document attached.   

ü Note to Chart ï a chart note.  Written in 
the patientôs chart; for documentation 
purposes and not sent to any 
individual. 

ü    Interoffice Message ï written from 
the Home, Task Center, and Patient 
Finder screens outside of a   
 patients chart.  No patient context, 
used for office correspondence. 

ü Using the message filter to find 
messages. 

ü Signature Requests- Physician 
documents to ñsign-offò on are 
indicated by ñSò in the Task Bar  

ü Task Center ï shows your messages 
(received) and their priorities.  

 

 

 

 


