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Quick Reference Guide – Forms and charts 
(V5.0) 

Enter forms and charts 
 

a) Select Documentation from the top toolbar 

 

b) Select Enter forms & charts 

 

 

 

c) Click Select Resident(s) 

d) Select the resident’s name 

e) Select the form type Charting & Observations 

f) Select appropriate chart or observation form 

g) Select the entry type Single Resident or Multi-Resident 

h) Select Submit 

 

Note: A second window will open with the appropriate chart.   
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i) To add an observation, select (add observation) 

 

 
 

 

 

j) Fill in the relevant fields. All fields with an asterisk (*) are mandatory 

k) Enter your password 
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l) Select Save 

 

 

 

 
Strike through an entry 

 
a) View the chart 

b) Select the Strike through Entry option 

c) In the pop up box, enter a reason for the strike through 

d) Enter your password and select Submit 

 

Note: The entry with a strike through will also appear with the reason behind it. 
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View forms and charts 
 

a) Select Documentation from the top toolbar 

 

 

 

b) Select View forms & charts 

 

 

c) Click Select Resident(s) 

d) Select the resident’s name 
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e) Select the form type Charting & Observations 

f) Select appropriate chart or observation form 

g) Select Submit 

 

 

 

The appropriate chart will appear with previous entries (within the default range or date range selected). 
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