
0.1 After each step, always click "Save"

0.2 Once information is saved a message will read "The 
information you entered has been successfully saved"

0.2 After saving information in each section, navigate to the 
top and click "NEXT"

1.1 Click yellow "Appointment Check-in" box 1.2 Click 'NEXT' to begin the process

2.1 Type reason for visit in search box and select from 
automated list
If not available in search results
2.2 Click "Add it manually"

2.3 Enter reason for visit in new text box
2.4 Click Save

3.1 Select " MARK ALL NO" 3.2 Select body system that relates to reason for visit & 
answer questions in that section
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4.1 Click "ADD ALLERGY" and enter appropriate information 4.2 Click "ADD MEDICATION"

4.3 Type medication name in search box and select 
appropriate dosage
4.4 Answer additional information about medication

4.5 Click "Save Medication" 
4.6 Repeat steps until all medications are entered

5.1 Click "ADD MEDICAL HISTORY" 5.2 Indicate all current conditions from common conditions 
list
5.3 Add additonal medical conditions

6.1 Click " ADD FAMILY HISTORY" 6.2 Answer appropriate medical history about family members

7.1 Click "ADD SURGICAL HISTORY" 7.2 Select surgery from common conditions list or enter 
manually 
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8.1 Select "ADD ALCOHOL HISTORY"
8.2 Answer questions & select save

8.3 Click "ADD ALCOHOL HISTORY" & answer appropriate 
questions
8.4 Click "ADD CAGE QUESTIONAIRE" & answer questions

9.1 Answer questions in GAD section 9.2 Answer questions in PHQ section

10.1 Click & complete any section without a green checkmark 10.2 Click "Complete Check-In Process"
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