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Printing Medical Records

Last Modified on 12/28/2022 8:43 am EST

Version 21.0

| Path: Clinical tab > Medical Records button

Prior to printing from the Medical Records window, you may find it useful tcfilter the data in the grid. You can print all entries in

the Medical Records window or select specific entries to be printed.

Selecting a Report and Printing All Entries

1. Navigate to Medical Records by following the above path.
2. Search for and select a patient in thePatient(s): field.
3. Click the drop-down and select a report in theReport criteria field.
4. Report dates will be selected by the default of the selected report.
5. Click the Search button to create the report.
@ Medical Records: ADRIANA KING (35717/7289) Sex: F DOB: 01/06/2017 Age: 5 yrs. 10 mos. Ins: [= @ [=]
Medical Records | search | | print | send Messages || DA | [Jshow ccRdialog [share to portal  Portal Exp Date:
Basic Search Criteria: CDA Type -
Patient(s): Qall ®one |z| [include private records (EFR} ®co L
Report criteria: "Evemt Chronaology, ALL V‘ Edit  include invalidated
Report dates: (O All @ Latest months (@] ~[to ~|  [ORebuild notes (O Referral Note
[Advan(ed Search CHIEHEHGHH VIEW" Lateral Vlew} e (e |Se\ect A”H deardl ‘ ‘WZHRemrd Cmntent|
£ Print Record Type Date 7 Age on Date Recard Content Primary DX view Staff Record Content
¥ O Histary 11/22/2022 5 yrs. 10 mos. Mot Available | double click to expand
[ |provider Netwo..|  01/06/2017 Eirth date PHARMACY Mat Available
[ |Register 01/06/2017 Eirth date Fatient name: KNG, Mat Available
[ Mewborn Hx 01/06/2017 Birth date Synagis: HOT Not Available

Entries: 4

E DI

Patient DOB: 01/08/2017 Registration date: 11/25/2016 10:44 Phi:conds

6. To print all entries, click theSelect All button.
7. Click the Print button.

Printing Specific Entries

1. To print only specific entries (e.g., prescriptions or encounter notes), select the checkboxesn the Print column next to
those entries you would like to print.
2. Click the Print button.
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Example: You want to generate a printout of all blood pressure entries for a patient.

1. Hover over the Record Type column.

2. Click the Filter button.

3. Select Vital Signs.

4. Select the checkbox(es) for all lines where the Record Content shows Blood Pressure.
5. Click the Print button.

A

Notes:
e Only scanned document types that were selected to be included in the Medical Records reports are available to
view or print. Click here for additional information on how to select document types.
e Any scanned items print separately, following the completion of printing the other documents.
e The growth chart and immunization history are included in the Event Chronology, but they are listed as text, not
graphs. If you wish to print these items in their proper formatting, you must open and print them separately.

Sending Documents to the Patient Portal

When sending documents to the Patient Portal, the logged-in OP user must have an active portal account. If the OP user does

not have a portal account the below message is displayed.

Error X

9 Cannot share document to the Patient Portal because
the OP user does not have an active Portal account.

. Navigate to Medical Records using the above path.

. Search for and select a patient in thePatient(s): field.

. Click the drop-down and select a report in theReport criteria field.

. Report dates will be selected by the default of the selected report.

. Click the Search button to create the report.

. Select the checkboxes for documents to send to the Patient Portal.

. Click the Share to portal checkbox.

. Click the drop-down and select from the calendar or enter an expiration date in thePortal Exp Date field.

0 N ook WN =

|Medica| Records Search | | print | Send Messages || DA [Jshow CCR dialog| EShare to portal Portal Exp Date: [6/4/2020 v||

Note: The Portal Exp Date field populates with the Default Document Expiration Date set in the Portal tab of System

Preferences.

9. Click the Print button to send the document(s) to the Patient Portal. If you will not print the document(s), close the print
window.

FAQ

"When selecting multiple documents, how will they appear on the
Patient Portal?"
When you select more than 1 document, each will appear as it's

own document on the Patient Portal.

Saving to Disc
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. Navigate to Medical Records using the above path.

. Search for and select a patient in thePatient(s): field.

. Click the drop-down and select a report in theReport criteria field.
. Report dates will be selected by the default of the selected report.
. Click the Search button to create the report.

. To select all entries, click theSelect All button.

. Click the Print button.

. In the Print window, select the Print to File checkbox.

. Select PDF File from the Type drop-down.
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Print x

Printer

Mame: | Mirosoft Print to PDF ~| | Broperties
Type: Microsoft Print to PDF

Where:

Page Range: Copies

@al Number of copies:

O current Page

T — @ B

Enter page numbers and/for page ranges
separated by commas. For example,
1,3,5-12.

Print | Al pagesin range ~

Pt to Fil

Type: PDF File ~
_ ~

Where:  [Bitmap File jumentID.pdf | |,
| JPEG File
GIF File fions.
Metafile
IPNG File
PDF/A File :I S
RTF Fie v

10. Click the Ellipses button and select a location to save the file, click theOK button.

11. Complete the information in the Medical Record Disclosure Tracking window, and click theOK button.

12. Insert a blank CD-R disc or zip drive and copy the PDF file onto the disc or drive. This can be given to the patient a digital
copy of their medical records.

Note: If the Print to File checkbox is not available, you can download and install a PDF printer. Two printers that have
been tested are Bullzip and CutePDF. This allows you to create a PDF of the chart and save to your computer much like
the Print to File option. Once you have created the PDF, it can be copied to a disc, thumb drive, etc. For the best way to

encrypt files saved to a disc, consult your IT professional.

Version 20.18

Path: Clinical tab > Medical Records button

Prior to printing from the Medical Records window, you may find it useful tcfilter the data in the grid. You can print all entries in

the Medical Records window or select specific entries to be printed.

Selecting a Report and Printing All Entries

Navigate to Medical Records by following the above path.

Search for and select a patient in thePatient(s): field.

Click the drop-down and select a report in theReport criteria field.
Report dates will be selected by the default of the selected report.
Click the Search button to create the report.
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Medical Records | seah | |z | | sendmesages || oA | Clshow ccn g Clshre o porl poral oo | ]
sasc Search Crteri oaTpe
patient(s): Oal ®one A Dinclude private records (EFR)

Report e [£vent rvonology, AL Jew O

months | o 7] CIRebuld notes. OReferral Note

T
@cco

inesfrecord: 1 | select Al | clear All| 2 Record Content (34
# print Record Type _Date
0470372020
| 04/02/2020
0372072020
0372072020
1273072015

Record Content primary DX view staft
o Subec Tesing REED FOWLER

REED FOWLER
URNE SCReEN REED FOWLER

e, |477.9 ALLERGIC RHINIS
123072015 V140 HISTORY ALLERGY TO PENICILUN
123072015
e..| 011972008
017192008
03 Newborn Hx | 01/19/2008

Entries: 10

Patient DOB: 01/19/2008 _ Registraton date; 07/24/2013 02:05 Phkconds

6. To print all entries, click theSelect All button.
7. Click the Print button.

Printing Specific Entries

1. To print only specific entries (e.g., prescriptions or encounter notes), select the checkboxesn the Print column next to
those entries you would like to print.
2. Click the Print button.

Example: You want to generate a printout of all blood pressure entries for a patient.
1. Hover over the Record Type column.
2. Click the Filter button.
3. Select Vital Signs.
4. Select the checkbox(es) for all lines where the Record Content shows Blood Pressure.
5. Click the Print button.

W

Notes:

e Only scanned document types that were selected to be included in the Medical Records reports are available to
view or print. Click here for additional information on how to select document types.

e Any scanned items print separately, following the completion of printing the other documents.

e The growth chart and immunization history are included in the Event Chronology, but they are listed as text, not
graphs. If you wish to print these items in their proper formatting, you must open and print them separately.

Sending Documents to the Patient Portal

When sending documents to the Patient Portal, the logged in OP user must have have an active portal account. If the OP user

does not have a portal account the below message is displayed.

Error X

Cannot share document to the Patient Portal because
the OP user does not have an active Portal account.

Navigate to Medical Records using the above path.

Search for and select a patient in thePatient(s): field.

Click the drop-down and select a report in theReport criteria field.
Report dates will be selected by the default of the selected report.
Click the Search button to create the report.

Select the checkboxes for documents to send to the Patient Portal.
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7. Click the Share to portal checkbox.
8. Click the drop-down and select from the calendar or enter an expiration date in thePortal Exp Date field.

IMedicaI Records Search print | Send Messages | CDA = [Jshow CCR dialog| MiShare to portal _Portal Exp Date: |6/4/2020 v||

Note: The Portal Exp Date field populates with the Default Document Expiration Date set in the Portal tab of System

Preferences.

9. Click the Print button to send the document(s) to the Patient Portal. If you will not print the document(s), close the print
window.

FAQ
"When selecting multiple documents, how will they appear on the
Patient Portal?’
When you select more than 1 document, each will appear as it's

own document on the Patient Portal.

Saving to Disc

. Navigate to Medical Records using the above path.

. Search for and select a patient in thePatient(s): field.

. Click the drop-down and select a report in theReport criteria field.
. Report dates will be selected by the default of the selected report.
. Click the Search button to create the report.

. To select all entries, click theSelect All button.

. Click the Print button.

. In the Print window, select the Print to File checkbox.

. Select PDF File from the Type drop-down.
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Print X

Printer

Mame: | Mirosoft Print to POF ~| | Propertes
Type: Microsoft Print to PDF

Where:

Page Range Copies

@al Number of copies:

O current Page

o — @ B coe

Enter page numbers andjor page ranges
separated by commas. For example,
1,3,5-12.

print Al pages in range v

|- [/ Print to File}
Type: PDF File ~
A

JPEG File
GIF File fions
Metafile
PNG File
BOF/A File ][ conee
RTF Fie v

10. Click the Ellipses button and select a location to save the file, click theOK button.

11. Complete the information in the Medical Record Disclosure Tracking window, and click theOK button.

12. Insert a blank CD-R disc or zip drive and copy the PDF file onto the disc or drive. This can be given to the patient a digital
copy of their medical records.

Note: If the Print to File checkbox is not available, you can download and install a PDF printer. Two printers that have
been tested are Bullzip and CutePDF. This allows you to create a PDF of the chart and save to your computer much like
the Print to File option. Once you have created the PDF, it can be copied to a disc, thumb drive, etc. For the best way to

encrypt files saved to a disc, consult your IT professional.
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