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Sign and lock a clinical note

Clinical notes are rendered in PDF format.

1. Toopen aclinical note, do one of the following:

o Open the appointment and click View Clinical Note.
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o From the patient's chart sidebar, select Appointments and then Edit Note (for the specific
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o Select Clinical > Clinical Notes and select Start Note or Edit Note for the note you need to complete

and lock.
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2. Select Preview Note.

H&P SOAP  ADDITIONAL View Appointment Quick History Copy Previous Note ~

Peter Django (Male | 25 years old | 05/01/2000 | DJPEQ00001) Sara Sample | Appt: 04/24/2025

‘OnPatient / Check-In f ‘ Followup Appointment ‘

CC / History of Presant lliness h @ Note Saved

Med / Fam / Social History
Medications & Allergies Apple Health App Data Ll Growth Charts ¥ \itals & Print section 1B Fax section

"Add to note" must be checked for this to render.
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In the clinical note preview, the signature shows as pending e-signature at the bottom of the note until it is

signed and locked.
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3. Select Sign & Lock.
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After the note is signed and locked, the e-signature of the rendering provider appears with a date/timestamp.
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Electronic signatures for users acting on behalf of
providers



Rendering providers and staff

When providers or staff use the practice group dropdown to access a primary provider's account and sign and lock
a clinical note on their behalf, the footer of the clinical note PDF indicates that the note was signed on behalf of that
provider.

Electronic signature format

E-signed by [user who locked the note] on behalf of [provider the patient had the appointment with] on
[date/timestamp]

Supervising providers
The rendering provider and staff user's logic also applies to the supervising provider workflow.

When supervising providers use the practice group dropdown to access a primary provider's account and sign and
lock a clinical note on their behalf, the footer of the clinical note PDF indicates that the note was signed on behalf of
that provider.
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Electronic signature format

Supervising E-signature by [user who locked the note] on behalf of [supervising provider assigned to the
appointment] on [date/timestamp].

E-signed by [user who locked the note] on behalf of [provider the patient had the appointment with] on
[date/timestamp]

Supervising E-signature by Wilma Thomas on behalf of Christine  on 09/05/2025 9:45AM EDT
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Clinical note revision history

Rendering providers and staff

The clinical note revision history shows the Locked By user as the: [user who locked the note] on behalf of [provider
the patient had the appointment with]. See the image in the Supervising providers section.

Supervising providers

The clinical note revision history shows the Locked By user as the [user who locked the note] on behalf of [provider
the patient had the appointment with].

The Supervisor Locked By user is the [user who locked the note] on behalf of [supervising provider assigned to the
appointment].
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Audit Log

The user who locked the clinical note appears in the Audit Log.




