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How to set a Personal Documentation Filter


	1.
	If you want to set a document filter to see e.g. only correspondence, you need to be in the record of a patient who has some correspondence


	2.
	Select the Documentation tab from the left-hand menu
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	3.
	Next to display [image: ] it will probably say “All”, change this to “Only” 
in the boxes that then appear select “Note Type”
and then “Correspondence”
You will notice when you do this, now only correspondence is displayed in the box below
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	 4.
	To save this as a personal filter click the button with 3 dots
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	5.
	The window below opens, you need to give your filter a name and then click “Apply”, “save” then “close”
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	6.
	You will see, you now have a new filter under the personal filters section in the Display drop-down menu.
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As a teaching hospital, we conduct education and research to improve healthcare for our Chief Executive: Joe Harrison
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participate in a clinical trial. Please speak fo your doctor or nurse if you have any concerns. Chairman: Simon I-ond




