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How to enter information on the Patient Information Administrative Form and where it 
will display. 

Patient Information Administrative Form 
The Patient Information Administrative Form is a shared form that has helpful information for clerical, 
clinical, administrative, and medical staff in the ambulatory practices. 

 Locating the Form 

 From the toolbar, select AdHoc. 

 From the Ambulatory Folder, 
select Patient Information 
Administrative Form. 

 Select Chart. 

 Documenting in the Form 

 There are several fields, most free text, which can be completed in the Patient Information 
Administrative Form. 
 Practice Discharge 
 Consent to Care (used when the consent has been completed) 
 Preferred Name 
 Preferred Spoken Language 
 Advance Directive 
 No Shows 
 Release of Information (who able to speak to regarding this patient) 
 Practice Comments 

 Enter the name of practice 
to avoid duplicate 
documentation by the 
same staff. 

 Sign the form with the 
green checkmark once 
completed. 
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 Demographics Tab 

 To view completed form, click Demographics tab. 
 This can be added if not visible. 

 Select the Add MPage icon. 
 Search and select Demographics. 

NOTE: The information is viewable by all practices using PowerChart Ambulatory. 

For questions regarding process and/or policies, please contact your unit’s Clinical Educator. For 
questions regarding workflow, please place a ticket to Health Informatics. For any other questions 

please contact the Customer Support Center at: 207-973-7728 or 1-888-827-7728. 

https://emh.service-now.com/esp?id=sc_cat_item&sys_id=7779d9ee1babc010200c33fccd4bcbeb

