
 
 

 

Verify the Chart Tabs within the PHR 
This is to be done on the ŎƭƛŜƴǘΩǎ Digital Chart Room. You must have the super user for the account 

logged in for you to verify this feature. 

 

 

 

 

 

 

1. Click on ADMIN ς Click on OVERVIEW. Scroll 

until you see the title SET UP YOUR PATIENT 

HEALTH RECORDS. Here it will tell you which 

tabs are set to be viewable in the PHR. 

 

 

 

 

 

 

 

2. If the super user would like to add more tabs that are viewable or hide some of the tabs that 

are currently viewable, from the ADMIN tab ς Click TABS ς Click DOCUMENT TABS 

 

Scroll through the list and every time you see a green circle with a check-mark in the PHR 

Column, it means that the tab in the corresponding row is viewable in the PHR.   

  

 

Items in these tabs will be viewable by patients; however patients will NOT be able to edit any of 

the information. Also, until documents are signed, the patient will NOT see the document. 



 
 

 

3. To 

Add/Remove a Tab 

from PHR Viewable 

Status: Click on EDIT in 

the same row as the 

tab you want to do something with.  

 

You will be brought to a screen that 

looks like this:  

 

 

 

 

 

 

4. Scroll all the ǿŀȅ ǘƻ ǘƘŜ ōƻǘǘƻƳ ǳƴǘƛƭ ȅƻǳ ǎŜŜ ǘƘŜ άǾƛŜǿŀōƭŜ ƛƴ tIwέ ƻǇǘƛƻƴΦ 

Select YES or NO as necessary and hit UPDATE. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Verify that the PHR Widget is on the Face Sheet 

This is to be done on the ŎƭƛŜƴǘΩǎ Digital Chart Room. You must have the super user for the account 

logged in for you to verify this feature. 

 

Quick Test 

1. /ƭƛŎƪ ƻƴ ŀ ǇŀǘƛŜƴǘΩǎ ƴŀƳŜ ŦǊƻƳ ǘƘŜ Ǉŀǘient finder and scroll down the face sheet to see if the face 

sheet widget is there. 

2. If it is, suggest that it be moved to one of the top face sheet widgets to prevent staff from having to 

scroll excessively to register patients for the PHR. (see repositioning face sheet widgets below) 

Adding the PHR Widget to the Face Sheet 

1. Click on the ADMIN Tab ς From menu on 

left:  Click CONFIGURE SETTINGS ς Click 

FACE SHEET SETTINGS ς Click FACE SHEET 

STYLES ς Click on the name of the one 

pertaining to the practice 

 

Once the face sheet style is selected, you 

are brought to a page that looks like this. 

 

 

 

2. Click on ADD FACE SHEET SECTION at the 

top right of the page. 

 

 

3. Type 4 in the position field and select 

tŜǊǎƻƴŀƭ IŜŀƭǘƘ wŜŎƻǊŘ άtIwέ ŦǊƻƳ ǘƘŜ 

drop down menu. Leave all other 

selections alone and click CREATE at 

bottom of page. 

 

Repositioning Face Sheet Widgets 



 
 

1. Click on the ADMIN Tab ς From menu on 

left:  Click CONFIGURE SETTINGS ς Click 

FACE SHEET SETTINGS ς Click FACE SHEET 

STYLES ς Click on the name of the one 

pertaining to the practice 

 

Once the face sheet style is selected, you 

are brought to a page that looks like this. 

 

 

 

2. Click on REPOSITION SECTIONS in the 

upper right-hand side of the page 

 

 

 

3. Simply CLICK & DRAG ǘƻ άǊŜ-ǎǘŀŎƪέ ǘƘŜ ƻǊŘŜǊ 

sections will appear on the face sheet. When 

ŦƛƴƛǎƘŜŘ ŎƭƛŎƪ άUPDATEέΦ 

 

 

 

 

 

 

 

 

 

Verify the Widgets on the PHR Face Sheet 

This is to be done on the ŎƭƛŜƴǘΩǎ Digital Chart Room. You must have the super user for the account 

logged in for you to verify this feature.  



 
 

 

 

 

 

4. Click on the ADMIN Tab ς From menu on 

left:  Click CONFIGURE SETTINGS ς Click 

FACE SHEET SETTINGS ς Click FACE SHEET 

STYLES ς Click SIMPLIFYMD DEFAULT 

(PHR) 

 

 

Once the face sheet style is selected, you 

are brought to a page that looks like this. 

 

 

 

 

 

5. Scroll through the listings to verify that the office manager wants the patient to be able to see all of 

the face sheet selections listed. If the administrator would like any widgets added that are not there, 

click ADD FACE SHEET SECTION ς type in the POSITION NUMBER (must be 4 or greater) ς select 

from the drop down the FACE SHEET WIDGET ȅƻǳ ǿŀƴǘΦ ό¢ƻ ǎŜŜ ǎŎǊŜŜƴ ǎƘƻǘǎΣ ƭƻƻƪ ŀǘ άŀŘŘƛƴƎ tIw 

ǿƛŘƎŜǘ ǘƻ ǘƘŜ ŦŀŎŜ ǎƘŜŜǘέύ 

 

 

 

 

 

 

 

 

 

 

 

 

These widgets will be viewable by patients; however 

patients will NOT be able to edit any of the information. 



 
 

Upload PHR Flyer Template  
This is to be done on the ŎƭƛŜƴǘΩǎ Digital Chart Room. You must have the super user for the account 

logged in for you to verify this feature. 

 

 

 

 

 

1. Go to the simplifyMD Template Library on simplifyMD University and download the flyer to the 

ƻŦŦƛŎŜ ƳŀƴŀƎŜǊΩǎ ŎƻƳǇǳǘŜǊ όǿŀǘŎƘ ǾƛŘŜƻ ƛƴ ǘƘŜ ǘŜƳǇƭŀǘŜ ƭƛōǊŀǊȅ ƛŦ ȅƻǳΩǊŜ ǳƴǎure how to 

download templates) 

2. 9Řƛǘ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ƭŜǘǘŜǊ ŜƴǘƛǘƭŜŘ άIƻǿ aǳŎƘ 5ƻŜǎ aȅ tIw /ƻǎǘέ ǘƻ ǊŜŦƭŜŎǘΥ 

i. If this is a monthly or yearly investment 

ii. The amount of the investment. 

iii. Hit SAVE 

3. Click TOOLS tab  - Click OFFICE DOCUMENTS ς Click MANAGE TEMPLATES ς Click UPLOAD A 

TEMPLATE TO THE SYSTEM 

 
 

4. Leave the template available in 

ALL TABS ς type the name PHR 

FLYER in the Name box ς select 

CHECK-IN from the dropdown type 

menu ς Browse for the template 

ȅƻǳ ǎŀǾŜŘ ƻƴ ǘƘŜ ǎǳǇŜǊ ǳǎŜǊΩǎ 

computer, and Click UPLOAD. 

 

It is recommended that this flyer be given to patients as part of their check-in packet, however it is up 

to the office if they would like to use it or not. If they do, ensure that it is loaded into their system. 


