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Overview  

Welcome to your Digital Chart Room, powered by simplifyMD. This guide explains the process of 
configuring the simplifyMD appliance and setting up the various features that you need to use the system.  

Who is This Guide For? 

This guide is primarily for the setup/installation of simplifyMD and not for day-to-day use. However, some 
of the items in this guide can be used as reference materials for when you need to add more options or 
change settings during the course of using the product. Use the table of contents to find specific areas 
you may want to refresh yourself with later. 

Support 

If you have any questions that this guide or our other guides do not answer, please contact 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 

Before You Begin 

Before you can access your appliance to start setting up your practice, you must first follow the directions 
in the simplifyMD Technology Overview Guide. This will ensure that your facilities have been configured 
to work best with your simplifyMD application.  

Once you have completed the steps in the Technology Overview, contact Technical Support to obtain 
your Tenant ID and simplifyMD host name (If your appliance has been configured for you already, you 
can skip this step.) 

Getting Started 

To log into your appliance for the first time, open your browser and in the URL or Address bar enter the IP 
address of your appliance. For example: https://127.0.0.1 

 

You must use https in front of the IP address, as shown above. This is a secure http connection 
and is the only way you will be able to access the system. 

 

mailto:support@simplifymd.com
http://www.simplifymd.com/
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When you access the log in screen, you may be presented with a message saying; ñInternet 
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.ò 

 

 

If the 3 of 9 barcode font is not installed on the computer you are using to access simplifyMD, 
you are presented with a message in the above box saying that you need to install the font. The 
link in the message takes you to the file to download. Add the file to the fonts folder in your 
Windows Control panel or see your administrator for more information. 

Using Internet Explorer and ActiveX Controls 

ActiveX controls are mini-applications that run behind the scenes on your browser to properly access and 
use your browser. Occasionally you may be asked by your browser if you want to run these controls on 
this page. The message can be in the form of a pop-up window, or as a flashing yellow bar at the top of 
your browser window.  

 

Since simplifyMD needs these controls to run, click yes when prompted by these dialogs.  

The default login information is: 

Login: administrator 

Password: password 
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Admin Tab 

The Admin Tab is where setup and configuration occurs in simplifyMD. The Admin tab is a system tab 
and can only be accessed by a user who is has administrative privileges. 

 

 

 

 

 

 

The Admin Tab contains a 
navigation tree and a content pane 
that changes depending on which 
title you click in the navigation tree.  

When you arrive on this tab, the 
Overview page is loaded in the 
content pane and shows all of the 
steps you need to follow to set up 
your practice.  

The steps appear as a checklist with 
an X icon next to the steps that you 
have not yet completed. Once you 
complete a step, the icon is 
changed to a check mark. 

How to use the navigation tree 

The navigation tree uses an 
expanding menu system that allows 
you to show or hide the menu items 
as you need them. When the tree is 
closed, a + appears next to an item. 
When it is expanded, a ï icon 
appears next to the item.  

If you cannot find what you are 
looking for, make sure you have all 
of the items expanded in the list.  

Items that link to new configuration 
pages appear as underlined blue 
text. Click the link to go to that page. 

Secure Your Appliance 

As soon as you arrive on the Admin tab for the first time, you should immediately change the password 
for the administrator. To do this, click the link in the warning above the Set Up list.  

The next thing you should do is verify that your fax modem is found by the appliance. If there is not a 
check by this entry, refer to your Technology Overview Guide and make sure your fax modem is 
configured properly. 

Navigation Tree 

Content Pane 

System Tabs 
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Basic Setup Step 1- Your Appliance 

In many cases, the items in Step 1 will have been configured for you before you appliance was delivered. 
This can be verified by making sure that the following items have checks next to them. 

 Change Host Name 

 Enter license information 

 Configure Owner information 

If these items have not been configured, follow the links in the check-list to set that information.  

Setting the Host name 

The host name is a setting that is configured once and cannot be changed. This setting tells your browser 
where to find your appliance. Your host name is the same as your Tenant ID (configured on the Owner 
Page) and is provided to you by simplifyMD Technical Support. 

Owner Identifier Page 

Set the following information in the Owner Identifier page. You can access this page through the checklist 
or through the navigation tree.  

 Name: Enter the full name of your practice.  

 Tenant ID (This will be provided.) 

 Phone numbers: Enter your primary telephone contact numbers. 

 Email address: Provide the primary email address for your practice. 

 License Key. This should be set to True. 

Click Update to save any changes made to this page. 

Basic Setup Step 2 ï Your Practice 

In many practices, physicians see patients in multiple locations. In simplifyMD, you can add those 
locations so that when a patient is scheduled, you can track where they are to be seen (the locations 
appear in the appropriate schedule.)   
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How to create a new office 

1. Use the link in the Offices and Physical Locations entry in the check list, or use the navigation 
tree to access the Offices page. 

2. Click New Office to add an office to the list.  

3. Enter the name of the office. 

4. Enter the address of the office.  

When you return to edit the office, you can click the Create Another button. The office may have 
different addresses for billing, business, etc. Also select the Address type from the drop-down list 
for each address. 

5. Enter a telephone number of the office. If the office has multiple numbers, click the Create 
Another button. Also select the phone number type from the drop-down for each phone number. 

6. Enter an email address for the office. If the office has multiple email addresses, click the Create 
Another button. Also select the email address type from the drop-down for each email address. 

7. Click Create to add the office to the list.  

Care Units and Rooms 

Use this list to create entries for each of the care units and rooms in your facility. This includes triage, 
waiting rooms, and examination rooms. 

 

Create a new care unit 

1. On the Care Units page, click Create New. 

2. Enter a name for the room. 

3. Select the office the room is in. 

4. Select the type of room that best identifies this new room. 

5. Click Create to save the changes 
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Care unit types are managed by going to Configure Settings > Care Unit Types in the 
navigation menu. You can create new types or edit existing types in this list. 

Basic Setup Step 3 ï Users/Staff Members 

When you create a user, you must add them to the proper role so that the correct settings and labels are 
available for their job in the practice. There are three types of user that you can add to simplifyMD: 
Physician Staff, Non-Physician Clinical Staff, and Business Staff. 

Adding Users 

How to add a new user to the Physician Staff 

1. In the appropriate staff list, click Create 
New. The New User page appears. 

2. Enter appropriate personal information 
about the user. 

 First Name 

 Middle Name 

 Last Name 

 Birth Date 

 Gender 

3. Complete the form based on the 
descriptions of the boxes.  

4. Select the locations the staff member 
works or sees patients in the Clinician 
Affiliations drop-down menu.  

5. Select the specialty of the staff member in 
the Specialty drop-down menu. If the staff 
member has more than one specialty, 
click the Create Another button. 

6. Select the labels appropriate for that staff member. 

7. Enter user information for that staff member. In the Users section.  

 Login ï This is their simplifyMD login name. 

 Pin ï This number is their digital signature number. It is what they will use to sign documents 
through simplifyMD 

 Password ï Users may change their password at the login screen. Users have three 
chances to log in. If they fail on all three tries, an administrator must reset their password.  

8. Click Create to add the user to the list.  

 
Physicians must have the label Document Signer selected to be able to sign documents. 
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Specialty types are managed by going to Configure Settings > Specialties in the navigation 
menu. You can create new specialties or edit existing types in that list. 

How to add a new user to the Clinical Staff 

1. In the appropriate staff list, click Create 
New. The New User page appears. 

2. Enter appropriate personal information 
about the user. 

3. Select the locations the staff member works 
or sees patients at in the Clinician 
Affiliations drop-down menu. If the staff is 
affiliated with multiple locations, click the 
Create Another button.  

4. Select the labels appropriate for that staff 
member. 

5. Enter user information for that staff member.  

 Login ï This is their simplifyMD login name. 

 Pin ï This number is their digital signature number. It is what they will use to sign documents 
through simplifyMD 

 Password ï Once this is set, remind the staff member to change their password when they 
first use the system. 

6. Click Create to add the user to the list. The user appears in each of the label lists that have been 
selected on this screen. 

How to add a new user to the Business Staff 

1. In the appropriate staff list, click Create 
New. The New User page appears. 

2. Enter appropriate personal information 
about the user. 

3. Select the labels appropriate for that staff 
member. 

4. Enter user information for that staff 
member.  

 Login ï This is their simplifyMD login 
name. 

 Pin ï This number is their digital signature number. It is what they will use to sign documents 
through simplifyMD 

 Password ï Once this is set, remind the staff member to change their password when they 
first use the system. 

5. Click Create to add the user to the list. The user appears in each of the label lists that have been 
selected on this screen. 
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How to add contact information to a user 

Once a user has been added to a user list, you can add contact information about the user such as: 
telephone numbers, email address, and postal address. 

1. In the user list, click Contact Information. 

2. Enter the contact details as necessary. 

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

4. Click Update to save your changes. 

 

You must add the user date of birth and an email address for users to be able to change their 
own passwords. 

User Summary 

Once a user has been added to a list, you can edit their contact information or change their user 
permissions in the User Summary list.   

How to edit existing users 

1. Click Edit in the row of the user you want to edit. 

2. Make adjustments based on the options available: 

 Make Administrator  

 Set Password 

 Set Editor Status 

 Default Simple Chart Selector 

 Set Default Face Sheet Style per 

user 

 User Account Valid Until (for temporary users.) 

 Time Zone  

3. Click Update to save settings. 

Setting User Permissions 

Once you have created your users, use the User Summary navigation menu link to view the Users list. 
This is a complete list of all of the users in the system and an overview of some of their permissions. Use 
this list to set the following permissions. 

 Document Signer ï Click Make signer to give this person signing privileges. In most 
circumstances, these are physicians. 

 Lock ï The administrator can lock any users in simplifyMD, except for the current user (canôt lock 
him/herself.) 

 simplifyMD Administrator ï Edit the user to make this change. 

You can also modify which Face Sheet Style and Simple Chart Selector the user sees while using 
simplifyMD. 
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Editing User Contact Information and Demographics 

If you need to add contact information for a user, you can access that user in the staff list they were 
created in.  

 Contact Information ï This is the userôs phone number, email and postal address. 

 Demographics ï These are the general user settings such as their name, username, clinical 
affiliations, specialty, and any labels associated with the employee. 

Basic Setup Step 4 ï Filing Cabinet 

simplifyMD was built to mimic paper charts and workflows. When you create your digital filing cabinet, 
keep in mind that you can duplicate your existing paper charts here. For example, if you have a red tab in 
your charts labeled notes, you can create the same thing in simplifyMD. 

Drawers 

In simplifyMD, drawers are collections of patient tabs that have been created in the Tabs section. 
Drawers are used to limit access to information on patient charts and to keep the patient tabs from 
cluttering up the digital chart.  

For example: If you have multiple 
specialties in your practice, you 
may want to create a different 
drawer for each specialty. You can 
then limit access to the tabs in that 
drawer to those staff members 
who work with the physician who 
handles that specialty.  
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Creating and Editing Drawers 

How to create a new drawer 

1. In the Drawers list, click the New 
Drawer button. The Create Drawer 
page appears.  

2. Enter a name for the drawer in the 
Display Name box.  

3. Enter a description for the drawer.  

4. Select the tabs that should be in this 
drawer. Remember; tabs can be placed 
in more than one drawer. 

NOTE: If you add too many tabs to a 
drawer, your tabs will wrap and will not 
display correctly. 

5. If you want to make the drawer hidden, 
select True from the Hidden pull-down 
menu. When this is selected, no one will 
be able to access the drawer and you 
will not be able to add tabs.  

6. Click Create to add the drawer to the 
system. 

How to edit an existing drawer 

1. In the Drawers list, click the Edit button 
for the drawer you want to modify. The 
Update Drawer page appears.  

2. Change the Display Name or 
Description as necessary. 

3. If you want to add new tabs to the 
drawer, select those tabs by clicking on 
the box next to the name. 

4. If you want to remove tabs, click on a 
tab with an X in the selection box to 
remove the selection. 

5. If you want to make the drawer hidden, 
select True from the Hidden pull-down 
menu. When this is selected, no one will 
be able to access the drawer and you 
will not be able to add tabs.  

6. Click Update to save your changes. 

 

Using abbreviations such as óH&Pô instead of óHistory and Physicalô for a tab name will allow you 
to fit more tabs into a drawer.  
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Setting User permission for Drawers 

You can use the Allow Only for Users section under Show/Hide Drawers of the navigation tree to limit 
users from seeing specific drawers and their contents. The process will be same as that for Secure tabs 
to users as explained below. 

 

óShow/hide drawersô set the visibility for every users. If you want to change the view permissions 
for individual users, navigate to óAllow Only for Usersô 

Tabs 

Tabs are the main means of organization in simplifyMD. Tabs act exactly like tabs in paper charts, holding 
all of the patient documents, notes, etc, according to how they are categorized. In simplifyMD, there are 
two types of tabs. 

 Document Tabs ï These are tabs that can be added or changed based on your practice and its 
requirements for organizing patient records. For example, if you have a paper chart with a yellow 
tab called labs, create a yellow tab called Labs in simplifyMD. 

 Application Tabs ï These are tabs that are important to the functions of simplifyMD and cannot 
be removed or modified.  

The secondary roles of tabs are to limit who can see, add, edit, or remove information contained in those 
tabs.  

 

Suggested Filenames  

 

You have the option of adding suggested names for the documents scanned into a specific tab. You can 
add multiple filenames for the same tab.  

How to add Suggested Filenames to document tabs 

1. In the Tabs list, click Filenames for the tab you want to add suggestions to. 

2. Enter a name and click Create to add the name to the list. 
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Creating Document Tabs 

How to add a new document tab 

1. In the Document Tab list, click the New 
Document Tab button. The Create 
Document Tab page appears. See warning 
below. 

2. Enter a number for the tab. It is a good idea 
to number your tabs by 10s so you always 
have room to add more. 

3. Enter a name for the tab. 

4. Select if this should be an Admin-only tab 
or not.  

5. Enter a description of the tab. 

6. If bar codes should be generated for this 
tab, select Yes. If files are not to be 
scanned into this tab, select No. 

7. Enter a number for where in the barcode 
generator list the tab should appear. 

8. Select a color for the tab. Colors should be 
meaningful and make the tab stand out 
among the other tabs on the same drawer. 

9. Select the drawers this tab is to be placed 
in. You can select more than one drawer. 

10. Select a name from the Default Signer 
drop-down list.  

11. Select from the list of options at the bottom of the page. Read the options carefully before making 
a decision. Default values have already been set. 

 Auto Generate Signature Request ï Click yes to require a signature each time a document 
is added to the tab. 

 Allow Signature ï Click yes to optionally allow a signature for documents in this lab.. 

 Allow Replacing Default Signer ï Click yes to allow the user to assign a signer to the 
document. 

 Enable Messaging ï Click yes to allow documents on this tab to be added to the task center. 

 Viewable in PHR ï Click yes to add the tab and the documents in the tab to the patientôs 
PHR. 

12. New document active days count will decide for how many days a new document will be active in 
this Tab.   

 
WARNING: Do not change the Tab number, once a tab has been created.   

 

 

You can view which tab belongs in which drawer on the above screen and in the tab list, or you 
can go to the Drawer list and see which tabs are contained in which drawer.  
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Viewing Application Tabs 

Application tabs are important to 
the functions of simplifyMD and 
cannot be removed or modified. 
These tabs can appear in the 
system tabs or the patient tabs. 
To see which set the tab appears 
in, look at the Location column on 
the Application Tabs list.  

Practice Base means that the 
tab appears as a system tab. 

Patient Base means that the tab 
appears in the patient tab.  

 

 

 

 

 

Basic Setup Step 5 ï Face Sheet Styles 

The Face Sheet is highly customizable by the practice and may contain sections called ówidgetsô that 
accommodate various information including medical information such as medications, allergies, problems, 
etc. or demographic information such as address, phone, emergency contact, etc. It is the front page of 
the digital chart and the first thing a user sees when they open the chart.  

You can organize what a user sees by creating Face Sheet Styles. By default, simplifyMD is installed with 
three types: Internal, External, and PHR. 

During initial setup, it is important to configure your PHR and Internal Face Sheet Styles. 

 

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.  


