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To change so that notes open in Edit Mode. Click on Preference Tab, then My Files, then turn on to
open in Edit Mode. Also, the Include/Exclude Columns will allow you to change what columns you
choose to see when in the Inbox. You can set the order to your preference as well.
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There are two ways to approve notes.

They can click on the patient’s name and the note will open, they can then make any changes they want
to make (if it does not open in edit mode automatically, they just click Edit first). Save the document
and then click on Approve, No comments.
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The other way to approve notes, is to login and just checkbox the note you want to approve and click
approve and choose No comments
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Once the note is approved, it will move to the archive. If you click on Archive and then Search, you will
see the note there and it can be printed with a signature (be sure if you are looking for an older note to
choose Transcribed within for the correct amount of time)

- o lEl
a e sirses] || Smrch. £ | G
|7 qume b - W Fis + |7 copumt atmmsiman- Hr,, ||
G | WondEdior (W Foot e & Amagon com-Grine S, | Guee | Logout
IR0S0-TOXECOM  Cuent uscs: i Botingse - ictations: tui s 14551 154145 o (213) 034065 Ay Looss
...... sperant birs AccoustI0: 14367 WKL Sunpars. v comtap Comict s
b B B e e ]
Pociny oo %ﬁmﬂm
[ i = ] oo | i | i ] i |
Recondad [Domotser  [Pawst  [WAM|Tie Do |suses | owow Tangina Racstad [Tarsin__ [oeif  [ReiD  |veiD |cie
TS A W T Fodor TWL  HTWLDpFin  SITROREOALAM AT meE s £ W TERT GG

LSl

To Print, check box the note you want and click print. (If you just approved, you may see a yellow lock
beside the name. That means that it is still in approval process and need to wait a few more minutes to
print before signature will appear. Just click search again after a minute or so and it should be ready)
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