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From the Office of Clinical Informatics

At times the date of service may need to be changed in Dynamic Documentation. The
process can occur prior to signing the note or after a note has been signed.

Changing the Date of Service Prior to Sighing

» Date of Documentation
e The date documentation is being performed will be the date displayed on the note.

e If documentation is being done a date different than the date of service, the date will need to be

changed.
» Signing the Documentation
e  When the note is complete, select Sign/Submit. |_sign/submit || Save || Save&Close || Cancel |
e A pop-up box will appear.
p p p pp Sign/Submit Note ~ E'
e In the pop-up box, change the Tpe Note Ty 5t e
. |Adm\sswon History and Physical Note V‘ ‘Pasmon Vl
date to the appropriate date to “Asthor Tt Dt
. L. 2z, PROV NPPA NOCO PT [admission H & P |Rosriapozr |E o1z Jeon
reflect when the office visit was

completed.
> Viewing the Documentation

¢ In the Documents component, the note will reflect the date the service was performed.

Documents (14) =+ | Al visits Last 24 hours ‘ Last 3 months ‘ Last 1 years |V| =
Display: Multiple note types | Change Filter... | [ My Notes Only l [ Group by Encounter

Time of Service v Subject Note Type Author Last Updated Last Updated By

~ In Progress (0)

~ Completed (14)

JUN 15, 2021 09:54 Height/Weight/Allergy Record Form TR_Height/Weight/Allergy Record  MASON , MARISSA K JUN 15, 2021 09:54 MASON , MARISSA K

JUN 14, 2021 10:11 Admission H & P Admission History and Physical N 77 , PROV NPPA NOCO P1 JUN 15, 2021 10:11 ZZ , PROV NPPA NOCO P1
; e T e S =

JUN 11, 2021 10:32 BH Provider Office Note BH Office Note HURD MHRT-C, MALESA JUN 11, 2021 10:43 HURD MHRT-C, MALESA

Document Type: Admission History and Physical Mote
Service Date: June 14, 2021 10:11 EDT

Result status: Auth (Verified)

P

Z7 , PROV NPPA NOCO P1 on June 15, 2021 10:11 EDT
Veritied by: ZZ , PROV NPPA NOCO P1 on June 15, 2021 10:11 EDT
Encounter info: 272192725, NL PEDIATRIC PRIMARY CARE BANGOR, Deleted, 01,/29/2020 - 01/31/2020

e The header of the note will display the Service Date and the date the note was completed.
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Changing the Date of Service on a Signed Note

If the Date of Service is not correct, use the following steps to modify the Date of Service.

Changing the Date of Service.

Note Details: Admission History and Physical Note, ZZ , PROV NPPA NOCO P1, 06/13/2021 10:11 EDT, Auth (Verified), Admission H & P

STEP 1:  Within the patient’s chart, go to the Vew Dounent 03 Erble CothuousScoing )

Documentation component within the Admission H & P

Admission History and Admission H & P “
MPage. Last Updated: JUN 15,
Thiz note has aheady been signed. ‘would you like to Addend or Revize it? i

STEP 2:  Select the Document and click Modify in the O adcerdNote

details window. MR
STEP 3:  Select if you would like to Addend Note or Revise Note Dot ik s i b oo —

and click OK.
STEP 4:  Click Note Details: at the bottom of the window.

'_Note Details: Admission History and Physical Note, 77 , PROV NPPA NOCO P1, 06/14/2021 10:11 EDT, Auth (Verified), Admission H & P I ) Sign Save Save & Close

STEP 5:  Change the date to reflect the correct date of p— x|

Service. “Type: Note Type List Filter:

[dmission History and Physical o R I ETI00 vl
. 1 *Author: Title: *Date:
STEP 6: Click OK. 2z, PROV NPPA NOCO PI [admission H & P | Blog/1412021| eoT
STEP7:  Click Yes. Change inNote Details Detected | ||
STEP 8: Insert an Addendum within the addendum
. ,{"\ A change has been made to the note details of this document. Wauld you F
section at the bottom of the note as to why you (3 ke tosave tischange?
are making an addendum (changing date of
. . . . ["IDo not show this message again Yes MNo
service, etc.), the sign button will not appear until
you do.
* Addendum
Changing the Date of Service)|
STEP 9:  Click Sign to finalize the note.
* Addendum

W

Save Save & Close

For questions regarding process and/or policies, please contact your unit’s Clinical Educator or Clinical

Informaticist. For any other questions please contact the Customer Support Center at:

207-973-7728 or 1-888-827-7728.




