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To-Do List

f? To-Do List options for USER

M Track tasks

M Recall task list at any ) )
time icroMD features a To-Do List that

makes managing daily tasks easier. Every
user has a To-Do List that can be used to track tasks or
schedule reminders. Each user’s To-Do List can be set up
to accommodate each user’s needs, so only fields the
W Assign task reminders user is interested in show up in the To-Do List window.
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B Specify reminder
categories

M Link patient notes with
reminder feature

M Customize To-Do List
appearance

M Supervisor can view all
users’ tasks

E | Reminder - 6/17/2002 8:00 AM

W Mark tasks as completed cheduling tasks is as easy as clicking the mouse button. ot i m BTN M
The user can enter a subject line and choose a task category o ¢
W Print tasks at any time from the drop-down list. The system automatically records the date
the task was entered. The user can then enter the due date and
- specify if the task should have a reminder. If a reminder is desired, = Open
W Snooze or dismiss re- the user can enter the date and time that the reminder should appear.
minders When the reminder time arrives, the system prompts the user of their_ sk Snooze to be reminded again: |5 min.tes [

task. The user then has the option of dismissing or snoozing the reminder to complete the task at a later time.
M Set task recurrence
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nce a user is done
with a task, the user

“ResP/D Rem  Swect | DueDate | RemDale  Comp Nowes | marks it as completed. The
9] | W | [0 |BEEW ELLKNGOUESTIOlE 202 543002 [] system strikes out the task from
¥ BEMMODOCTOR OF HIS CEA0.02 E/20/02 v h 5 :
r’'s To-Do List n
¥ RUN MONTHLY STATEME |6/13/02 £/17/02 Aun leters A though | € user's To-Do-List as a
¥ REVIEW BILLING QUESTIO 9/27/02 9/23/02 indication that a task s

complete. At this time, the task
can be deleted so it no longer
appears in the To-Do List.
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ssigning Tasks: The supervisor can assign other users tasks. At the time of | Usger Mame
entering a task, the supervisor chooses the user(s) to which the task should be 2 Assign
assigned. The supervisor is the only person who can delete an assigned task. At any time, [y =RN —
the supervisor can look at the tasks that all users have in their To-Do List to ensure that
tasks are being completed in a timely manner. ¢ [Close
Recurrence |
— Pattern —Wieeky
™ Daily { Ewery |2 — week[z] an:
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e ecurrence: Tasks that need to be
mary completed more than once (such as
weekly or monthly tasks) can be set to recur at
specified times. When entering a task in the To-Do
Hange List, the user can set a pattern of recurrence for a
Start on | Q6 32002 * Mo end date task. Once the initial task is completed, the item
 End At 0 (5] reappears in the To-Do List with a new due date
n =t EEUIENCEL: and reminder time, if applicable.
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otes can be linked to the To-Do

List. At the time of entering a
new note—either a patient note or a sequence/
encounter specific note—the user can indicate
that a task should be entered in the To-Do
List. The system automatically creates an
entry in the user’s To-Do List relating to that
note. The user can then edit the note in
regards to any due dates or reminder dates
that may apply.
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4/30/2002 Statement Sent, Amt = $2.16, MagHo =1 Frint [
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Date  3/31/2002

User  SYSTEM

Date 47272002 Checked Tony's blood sugar. Explained the importance to maintain his Frint [

=1 current diet with him. Hiz weight has unexpectedly incre.ased in the last four
Calegis [ MISCELL ta five months. This iz not nomnal with hiz past dietary behavior and should
Uzer  USER

b checked out in more detail. Dr. 5§ hag indicated to Tong that he zhould
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| called Tory today and reminded him to bring ki new insurance card to his | Prink W
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Cateqy [MISCELL = E/18/02 appaintrent. | will call the day before to remind him again.
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