How to Find, Edit and Delete Your Draft Progress Notes

Once you find your Draft notes, you have the option of deleting or completing the note. First, you

must find your note and open it up. If you need to delete your draft note, see the next section in this
document.

- To Find Your Draft Notes -

Look in Your My To Do’s

The easiest way to complete a draft note is to open it up from your My To Do’s Widget. If the note is
there, simply click on the name of the form. The form will open up and you can complete it. However,
you may have accidentally deleted this reminder from your My To Do’s. If you have done this, follow
the procedure below to find your drafts and complete them.

My Pending Note Widget

On your Home Console you will see a widget titled, “My Pending Notes — 60 Days.” This Widget has all
of your notes that are still in draft form, from the past 60 days only. If you have pending notes that are
more than 60 days overdue, they will not appear in this widget and you will have to look in the chart.

You cannot open notes from this i L= s

Widget. You will have to open MNote Date  Mame ID Episode  Mote Type
these notes in the chart to 2016-06-23  TEST,TEST 103017 3 Progress Moke
Complete them. 2016-06-23 TESTTEST,TEST 112510 4 Progress Moke

Steps to finding and opening draft notes in client charts (not group scratch notes):

1) Open the chart.

2) Click on SC General Purpose Progress Note or SC Med Service Note link to open the Inquiry
View. (If you have pending draft group progress notes, this procedure will work. If you have
pending scratch Group Progress Notes, you will not be able to edit them this way. See the next
section.)

3) Click on the episode tab for your Admission Program.

4) You will see an array of buttons that can be used to sort and filter notes.

5) Click to filter for your name — entry person
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6) Click to filter for draft — Draft/final. You have now filtered out all of your draft notes in the
chart.

1) Click your episode.

SC General Purpose Progress Note

L e VeIl 2: LE - 00044 MH COUNTY OUTPATIENT BHGRi=Ng-Z6e¥-ype EAs (e AN()}

02/01/2016 - Active 11/19/2015 - Active 11/19/2015 - Active

Sort/Filter: | NoteType w “ Data Entry Date ¥ “ Entry Person ¥ JL Data Entry Time ¥ Jl DraftfFinal ¥ “

SC General Purpose Progress Note

3: County - ADP CalWORKs (0) LRI EER LR U ado i flNe 2l 1: CLIENT REGISTRATION & FINANCIAL (0)

02/01/2016 - Active 11/19/2015 - Active 11/19/2015 - Active

Sort/Filter: [ Note Type ¥ “ Data Entry Date ¥ Jl Entry Person % Jl Data Entry Time ¥ “ Draft/Final

' N\ce
4 Sort/Filter’setup X

Submitted 05/09/2016 at 09:07 AM by Test for All Forn/

General Purpose Progress Note

Draft/Final: Draft 2) Click the

- Entry Person
Practitioner: MAST,NANCY (001885 2

( ) = button and
Select Al Select None
Progress Note Purpose: Outpatient Note then your
|/ NANCY MAST MFT name to filter

Service Date / End Date: 05/09/2016 |__| Test for All Forms for your

notes only.

Service Program: County - Adult Access (CO-ACS

Note Type: Progress Note

Client Presentation:

1k Ik
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SC General Purpose Progress Note

3: County - ADP CalWORKs (0) JEsLiagitl s dullREV IR R LD AR 1: CLIENT REGISTRATION & FINANCIAL (0)

02/01/2016 - Active 11/19/2015 - Active 11/18/2015 - Active
Sort/Filter: | MNote Type JL Data Entry Date JL Entry Person ¥ I Data Entry Time ¥ J DraftfFinal « il Progress Note F¢
4 Sort/Filter Setup . ™
Submitted 05/10/2016 at 11:58 AM by NANCY MAST MFT ~ Sorting Draft/Final
® NoSortng
General Purpose Progress Note ;
Draft/Final: Final =
Practitioner: MAST,NANCY (001885) 3) CIICk_ ~ Fiter ———
DISiEinalio
Progress Note Purpose: Outpatient Note filter for Draft B Drat —
|s/ Dra
Service Date / End Date: 05/02/2016 notes only. || Final
Service Program: County - Adult OAS (CO-0AS)
Note Type: Progress Note
Client Presentation:
Nkl
Then, in the upper right corner of each note, in the yellow
bar, click “Edit.” This will launch your draft note for _ )

. .
completion. F.mt

Group Scratch Notes: You will not be able to complete your individual scratch group notes in the
manner described above. Your first step is to look in your My To Do’s for any scratch notes that need
completing. Next, check your charts for any notes that are not showing in your My To Do’s. This will
only have happened if your link to the note from your My To Do’s was accidentally deleted before you
completed the note. If you identify any scratch notes that are not in your My To Do’s, you will need to
send a message to askgi@santacruzounty.us so that the note can be deleted. You will then need to
rewrite the note.

Use the same procedure described above to locate your incomplete Draft Group Progress Notes in the
charts.
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- How to Delete a SC General Purpose Progress Note or Med Service Progress Note -

If you need to delete your draft note, follow the procedure below.

(Note that this will not work with a draft Group Progress Note, since there is no button to click to delete
the note. If you need to delete a draft Group Progress Note, you will have to send a message to QA to

request that the note be deleted.)

1. Find the Draft Progress Note you would like to delete in the chart, as described previously.

2. Select “Edit” to open up the note.

/

\

SC General Purpose Progress Note

Dkttt LA LG R L 3: County  ADP Prevention HSA (0)  2: County - ADP CAWORKs (0) 1t CLIENT REGISTRATION & FIMANCIAL (0)

12/01/2015 - Active 12/10/2 15 - Active 12/11/2015 - Active 12/11/2015 - Active

Add Print All W

Sort/Fitter: Mote Type Data Entry D{v || EntryPerson Data Entry Time I Draft/Final Progress Note For v

Submitted 03/23/2016 at 02:10 PM : CHRIS MCCAULEY MFT~INACTIVE
Draft/Final: Draft

Practitioner: MCCAULEY ,CHRIS (001037)
Progress Note Purpose: Outpatient Note
Service Date / End Date: 03/23/2016

Service Program: County - Chid Community Gate (CO-COMGATE)

Service Charg&de - Service F

3. Observe the highlighted areas and verify that this is the Draft Progress Note you would like to

delete.

eral Purpose Progress Note #

== Select Client

R |[CAULFIELD, HOLDEN (1064) 2]

[

o... §

[ Select Episode

.. Episode # 4 Admit : 12/01/2015 Discharge : None Program : =

= ¥ SELECT ADRAFT PROGRESS NOTE - OR - START A NEW PROGRESS N(

Select Draft Note To Edit
Entry Date: 03/23/2016 Service MCCAULEY,CHRIS(001037) Note Type: Progress Note Note Time: 02:10 PM

Progress MNote Far

Existing Appointment () New Service (# Outpatient Note Residential Note

Updated: 07/29/16

Progress MNote Purpose -

w | Delete Draft Note

Information Note
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4. Select “Delete Draft Note” to delete.

eral Purpose Progress Note #

= Select Clent

Rore [CAULFIELD, HOLDEN (1064) 23
= )

o...
Select Episode

.. Episode # 4 Admit : 12/01/2015 Discharge : None Program : w

E. ¥ SELECT ADRAFT PROGRESS NOTE -- OR -- START A NEW PROGRESS N(
Select Draft Note To Edit

Entry Date: 03/23/2016 Service MCCAULEY,CHRIS(001037) Note Type: Progress Note Note Time: 02:10 PM v Delete Draft Note |

Progress Note For
SIS Progress Note Purpose

Existing Appointment #) New Service # Outpatient Note Residential Note Information Note
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