
Manage the Patients on the Current List
Patients are automatically updated on a patient list based your 
relationship to them, or other criteria such as hospital location. You 
can also manually manage the patients on your patient list.

The Patient List 
drop-down shows 
the name of 
current patient list 
and number of 
patients on it. Tap 
the Patient List 
drop-down to see 
options for 
switching lists, 
sorting, or finding a 
new list.

 Tap the Add Patient button  to add patients from the 
census to the current patient list.

A discharged patient is 
shown with a line struck 
through the location and 
the discharge date.

Add Patient button.

LOS shows for inpatient 
visits while appointment 
date and time shows for 
outpatient visits.

 Tap and hold on one or more patient names to select them. 
Different actions are then displayed at the top of the screen, 
depending on the type of patient list:
- Use the REMOVE PATIENTS option to remove the 

selected patients from the current list.
- For Assignment Lists, use the ASSIGN PATIENTS option 

to assign the selected patients to a different named sublist 
(for a specific team or provider), or back to the 
Unassigned sublist.
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 Tap the Patient List drop-down to open the Patient List Actions 
screen:
- Sort Patient List: Change the order in which the current patient 

list is sorted; you can sort by Patient Name, Location, or by the 
list’s default sort order.

- Switch Patient List: Tap on a patient list name to switch to that 
list. The list must be marked as a favorite before it will be 
available in this option (use the Find a Patient List option to 
mark a list as a favorite).

- Find a Patient List: Find a patient list that was created by 
yourself or another person and then do either of the following:
 Mark it as a favorite (makes it available in the Switch Patient 

List option).
 View information about it.

Change the Patient List
You can change the way the patient list is sorted, switch the list you are 
looking at, and find new lists to mark as favorites.



Add an Existing Patient to the Current Patient List
You can easily add an existing patient from the census list to the current patient list.

Make sure the correct 
patient list is selected, and 
then tap the ADD 
PATIENT button.

If the patient visit that you 
want is listed in the search 
results, tap on the visit 
row.

A blue checkmark is 
displayed next to their visit. 
Tap ADD.

The patient is added to 
your patient list.

Search for the patient 
(use any of the methods 
described above).
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Use the Patient Search Screen to Find Patients to Add to the Current Patient List
The Patient Search screen provides a variety of ways that you can search for the patient that you want to add to the current patient list.

Make sure the correct 
patient list is selected, and 
then tap the ADD 
PATIENT button.

1 The Patient Search screen 
opens with your cursor in 
the Name/MRN field. 

Tap ADVANCED to see 
even more criteria fields.

To search by only 
patient name, enter 
some portion of the 
patient’s name or 
MRN, and then tap 
SEARCH.

The available criteria fields are 
determined by your administrator. 
Turn on Include Past Visits to 
look for visits earlier than today.

Or, if you know the patient 
is on a different patient list, 
you can tap More > 
Search by Patient List to 
search for them on that list.

2 3 4 With the ADVANCED search, 
additional criteria fields are shown. 
When you are done entering search 
criteria, tap the SEARCH button.

Or, enter some portion 
of the patient’s name or 
MRN and then swipe 
down to close the 
keyboard and use the 
other criteria fields.



Manually Register a Patient and Visit, and Add it to the Current Patient List
If the patient you want to add to your patient list is not registered, you can quickly register them manually and add a visit at the same time. 

Make sure the correct 
patient list is selected, and 
then tap the Add button.

Search for the patient to be sure 
they are not already registered. 
(However, if you are certain the 
patient is not registered, you can 
tap ADD  and skip to Step 4).

If the patient is not listed in 
the results, tap ADD .

Some of the fields on the Create 
Patient screen may be defaulted 
for you. Accept the defaults, or 
clear them and retype the 
patient’s actual information, and 
then tap SAVE.

2 31 4 5 The newly registered 
patient and visit are added 
to your patient list.

Manually Add a Visit to a Patient, and Add it to the Current Patient List
If the patient is already registered, but the visit you want has not yet been entered, you can manually add a visit to an existing patient.

Make sure the correct 
patient list is selected, and 
then tap the ADD 
PATIENT button.

If the patient is listed, but 
does not have the visit that 
you want, tap on the 
patient’s name.

Tap ADD VISIT to add a 
new visit to this patient.

Search for the patient (use 
any of the methods 
described above).

Complete all of the fields on 
the Visit Details screen and 
tap SAVE. The new visit is 
added to your patient list.

2 31 4 5

This patient has 
had only one 
recent visit. Tap 
on the patient 
name to add a 
new visit to this 
patient (go to 
Step 4).

This patient has 
several visits. 
Tap Prior Visits 
to review all the 
patient’s visits 
before adding a 
new one.


