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ADDING AND VIEWING A CLINICAL NOTE 
 

1. 
 
 

There are two methods of adding clinical notes to a patients record:  
 

• Via Documentation 
• Via Clinical Notes 

2. 
 

To add a clinical note via documentation, select the Documentation main menu option from within a patients 
record. 

 

 
3. 
 To add a new Clinical note, select the Add icon:  To open a new menu.  
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4. 
 
 
 

With the new menu, ensure the Note Type List Filter is set to All. 
In the type field, select the appropriate. In this example, we are using Nursing Progress Note. 

Give the note a relatable Title and include the current date and time. 
 

 
 
 

5. 
 
 
 
 

On the right hand side of the window, select Progress Note from the list of templates and click OK  
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6. 
 
 
 

Hovering over each ‘Title’ will allow a small box to appear. The icons in order are refresh, enter text and delete 
heading.  

 

 
 
 
 
 
 
 
 
 

7. Some headings will auto-populate as you can see in the above picture. Examination Findings, Allergies etc. In 
the other headings, using the middle icon as explained in step 6 to enter text into any relevant section.  
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8. Once you have entered all of your information, click Sign/Submit.  
 

 
 
 
 
 
 
 

9. A new window will appear, information should be pre-populated. If not fill in the options and click Sign.  
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10. You should now see in your list of available documents, your new Clinical Note.  
 

 
 
 
 

11. Clicking the note will load up the details on the right hand side of the window.  
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12. You are able to forward or modify these notes by clicking the relevant icons. If you modify this, you will need to 
sign again.   

 

 
 
 
 

13. Alternatively, you can add a clinical note through clicking the Clinical Note main menu option.  
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14. 
You can add a new Clinical Note by clicking the new note icon  

 

 
 
 

 
 
 
 
 
 
 

15. A new window will appear, select the type of note you wish to use (for this example we will stick with Nurse 
Progress Note) complete the subject line and type your note in the bottom box. Once completed, click Sign.  

 

 
 
 
 

 



IT Dept 
Quick Reference Guide (QRG) 

 

Document No – Ref 103 Version Number – 2.0 
 

Adding and Viewing a Clinical Note  Page | 8 
Training Department    17/08/18 

16. A new Window will appear asking if you wish to view your new note. Click Yes or No – whichever option you 
choose you can have this option by default by tiking the box that says: “Remember my selection…”. 

 

 
 

 
 
 
 
 
 
 

17. You can view all notes created (including those via documentation) by the dated folders in the middle of your 
screen.  
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18. Clicking the dated folders will show all Clinical Notes added for that day, you can expand the column by hovering 
over the right hand side of it, using the click and drag option when you see the expand icon   if necessary. 

 

 
 
 
 

 
 
 

19. Double click the note you wish to view and it will appear on the right hand side of the window. 
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20. You can delete, modify and record ‘in error’ clinical notes, using the icons at the top of the dated list. 
 

 
 
 
 

21. You can also view all Clinical Notes from the appropriate Workflow main menu as shown below in the example 
for Nursing.  
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