
1. When saving the note from in Chart Note Entry, you need to change the
Worklist step to be print chart whether it is a letter or a chart. (The system
will only print charts at the print chart step and letters at the print letter step.)
You may also change the chart note status if you wish but this is not required.
(Keep in Mind the chart note status and Worklist step determine where this
will show on you provider portal.) When you are done click sign to sign the
note.

2. Go to the Dictation Worklist
3. The User should be you or the person that has the charts/letters on their

Worklist. Remove the location, change the date range to correct, change the
step and To area’s to be Print Chart. Click the Refresh button.

4. Click mark all, then click action.
5. If asked, pick the printer you wish to send them to, then click print.
6. Once you do the above, the system changes all the items to a print letter step.
7. Click action again
8. If asked, choose the printer again
9. This will move all the items to close to history


