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Objectives & Goals – Form, Document & Letterhead Setup 
 

• Create Document Categories 

• Create Document actions 

• Set Office Letterhead 

• Create & Edit Letter Templates 

• Create Forms to be Signed 

• Create Forms to be Filled 
 

Hot Keys 
 
F4 -   Open Data Entry (Edit) Window  F5 -   Open Search Window 
Ctrl + N - Add a New record   Ctrl + Del - Delete a record   
Ctrl + E - Edit a record    Ctrl + S - Save a record 
Ctrl + L - Cancel a record   Ctrl + R - Retrieve all records 
Ctrl + H - Search a record   Ctrl + T - Sort 
Ctrl + F5 - Refresh 
  
The following Short cut keys are for Report Options: 
 
Ctrl + R - Retrieve (records)   Ctrl + G - Page Setup 
Ctrl + I - Print Preview    Ctrl + P - Print 
Ctrl + D - Report Design    Ctrl + Z - Zoom 
Ctrl + T – Sort     Ctrl + M - Mail Merge 
 

Create Document Categories and Sub Categories 
 
Create Document Category from the Setup Menu  

 
Click on Setup>>Other>> Document Category 
 
The system already has some predefined Categories.  
 
 
Click the Option Button to add New Categories or Sub Categories or edit current ones. 
Selecting this Option to add or edit will bring the user to the following windows: 
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Document Category: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Document sub-category: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Description/Name 
of the Document 
Category. 

Select Type of the 
document 
category. 

Click here to open 
“Sub-Category” 

Click on “Add” to 
add new document 
category. 

 

Description/Name of 
the Document Sub-
Category. 

Select Category for 
the Sub-Category 

Click on “Add” to add 
new sub-category. 
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Edit From the Document Details 
 
Document sub-category can be entered from Document Detail (Activities>Document) screen: 
 
 
 

 

 

 

 
Edit From Multi-Scan/Select 

Document sub-category can be entered from Multi-Scan/Select   (Utilities>Muti-Scan/Select) screen: 
On the Top side of left panel you can click on the icon to open Document Sub-category window. 
 
 
 
 

 

Setup Document Sensitivity 
Setup>> Other>> Document Sensitivity 

 

 

 

 

 

 

 

Click here to open 
“Document Sub-category” 

 

Click here to open & edit  “Document Sub-category” 

Enter 
Description of 
the Sensitivity 

Select/change color for 
the sensitivity. 

Enter sequence number 
to give priority for 
appearance 

Use these buttons to 
“Add”, “Delete”, or “Save” 
sensitivity. 
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Understand How Document Sensitivity affects IMS Documents 
 
Once the setup of Document Sensitivity is complete, it can be assigned to a new document while sending 
or receiving it. Document can be sent/receive from Activities>Document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select 
“Sensitivity” of 
the document 
from this list. 
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When the document is opened from Utility> Patient>Document. A list of documents will appear with the 
background color of the sensitivity. 

 

 

 

 

 

 

 

   This screen can be open from Visit Note>>Document (Right panel)    

     And Patient Master>>Document (Right Panel) 

 
Setup Document Action 
Setup>> Other>> Document Action 

  

 

 

  

 

 

 
 

 

 

 

 

List of Documents 
with background 
color of sensitivity. 

This document’s sensitivity is set as “Very Important” 
and color is set as red for the Sensitivity. 

Click here to sort all 
documents according to 
“Sensitivity”. 

 

 

 

Select task to 
perform for the 
action. 

 
Select Category 
among: General, 
Patient or 
Telephone 
Consult 

Click here to Select 
Employee, Group or 
Designation to set 
reminder for the action. 
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Understand how Document Action can be utilized 

Open patient Document screen. This screen can be opened from  

• Utility> Patient>Document or  

• Visit Note>Document (Right panel) or  

• Patient Master>Document (Right Panel) 
 

 

 

 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

Double click on 
document to 
open into 
editing mode. 

While document is opened in 
editing mode, it shows all 
actions that can be taken for 
the document. 
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By selecting the following actions a reminder window will open to set a reminder: 

• Call patient 

• Set appointment 

• Send referral letter 

• Fax visit note(s) 

 

 

Set your Letterhead into IMS 
 
Setup>>Other>>Letterhead 

 

 

 

 

 

 

 

 

 

 

 

 

Set Reminder 
for the action. 

 

Select Visit Note, Letter 
or Both. 
 
Keep both if letterhead 
is common for Visit note 
and all other letters. 

Click on “Add” or “Delete” 
to add/delete letterhead… 

Click on the editor 
icon to view the 
existing letterhead. 

Click on icon 
to scan the 
letterhead. 

Click on this icon 
to select image 
file for the 
letterhead. 

Select name of 
the doctor who 
will use the 
letterhead. 
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To add new letterhead from the image file stored in the computer click on  icon from the letterhead 
screen. 

 

 

 

 

 

 

 

 

 

 

 

 

Create and Edit Letter Templates 
 
Understand Letter Template Type and how it affects the use of the letter in IMS 
 
Setup>> Other>> Letter Template 

 

 

 

 

 

Click here to get list 
of all available 
images in the IMS. 

List of all available 
images in the IMS. 

Select specific file extension for the 
letterhead image file to retrieve. Available 
extensions are JPG, GIF, and BMP. 

If file does not exist in the 
IMS list then click here to 
copy the file into IMS from 
another location in the 
computer. 

Click on  the 
icon to 
“View” the 
file. 
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Type of Letter templates: 
 

• Schedule: All letters which can be used during scheduling appointments fall under this category. 
For e.g. reminder letter to patient regarding next their scheduled appointment and  
general institution letter. 

 
• VisitNote: Letters which can be used during or for Visit Note are defined in this category. 

For e.g.  “Excuse from Work” letter. 
 

• Billing: All billing related letters are defined in this category. For e.g. “Patient Responsibility” letter. 

 
• Reminder: All letters belonging to reminder, alert and tasks are defined in this category. 

For e.g. “Overdue Immunization” letter. 
 

• Marketing: Marketing related letters are defined in this category. 

 

Insert Tables, Documents, and Pictures 
 
Right click menu in letter template allows a user to insert various objects like Table, Document, Image or 
picture into the letter.  
 
 
 
 
 
 
 
 
 
 
 
 
Insertion of the objects like Tables, Documents, and Pictures are much similar to any word processing 
editor like Microsoft Word. 

 

Select letter 
template type. 

 

Right click menu 
demonstrates how to insert 
table in the letter template 
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Insert Database Fields 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Content of the letter 

List of columns (Database field) to fetch real 

values in letter. 

Double click on it to place into the letter. 

Column placed here 

will fetch First name of 

the patient 

Letter type 

Letter category 
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Insert Visit Note Template items on Letter Template (Select from Template)  
 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

In Column list, select “Select from 
template” column, which is under 
Visit Note column list. 

Double Click on "Select from Template" 
from Column List on the right side of the letter 
template screen to insert into letter. 

Select Template from the 
drop down list. 

Click on (+) sign to expand 
template items. Click on the 
item/box to select it. 

 

Click on “Select” 

button to select the 

template. 
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Use of Special Column for Letter Template 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Special Columns are user 
defined macros. If some part of 
the text and/or Pre-defined 
columns needs to be printed 
again and again it can be stored 
in special columns (as macros). 
 
For Example: You want to print 
Office Name, Address, and 
Phone# on the bottom of many 
of the letters. You can create a 
special column called "My 
Office" and place it on bottom of 
your letter template. 

 

Select the set of columns 
for which you need to 
create special column 

Press F6 , New window will 
open and you can specify 
name of the Special column 

Special columns appear 
in Sp. Column (system) 
list. 
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 How to Create List Columns for Letter Template 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Press F7 key on your keyboard 
to open List Columns window. 

Click on 
“Add” to add 
new List 
Columns. 

Enter name of column 

Enter value of the list. 

Click here or Press F11 to 
add new row. 

Select 
Conjunction 
as per 
requirement 

The column will appear in the 
List Column list. 

 
Double click on the column to 
insert it into the letter. 
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Forms to be Signed 
 
These are electronics forms used in the IMS to take signature for Patient, Guardian, Staff, and Doctor. 
 
Signatures are taken when the patient checks in or checks out. 
 
Screen below shows a list of “Forms to be filled” and “Forms to be signed”: 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Forms to be signed Forms to be filled 

Click here to 
fill the form. 
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Forms to be filled: 
 
Forms to be filled are used during scheduling appointments or checking patients in or out. 
These are forms which will fill with details required on the forms. Details, which are not set on the forms, 
can be typed or edited during the form filling process. 
 
For example, Forms that are set as “Forms to be filled” for scheduling appear at the time of creating an 
appointment: 

 
 

 

 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 Forms to be filled 
appeared at the time of 
booking appointment. 

Select the form 
and click on “Fill 

Form” to fill it. 
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Setting Letter Templates as “Forms to be Signed” 
Setup>> Other>> Form To Be Signed 
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Create “Forms to Be Filled” - Add Database Fields to the Form 
Setup>>Other>>Form To Be Filled 
 

 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

List of 
selected 
forms 

Check boxes whose 
signature required. 

Select Procedure for which 
this form needs to be signed. 

Select time to get 
sign, either check in 
or check out. 

Select the letter 
template from the 
list to be used as a 
form to be signed. 

List of 
already 
set 

forms 

Select office for which form is to 
be defined. Select “All” for 
common forms for all office. 

Click on the icon 
to select image 
file for the form. 

Click on the icon to 
edit or view the 
existing form. 

Click on the 
icon to scan 
the image. 
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To add new form from the image file stored in the computer click on  icon from the form to be filled 
screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the image is copied into IMS, select it and click on “OK”. 
 
 

 

 

 

Click here to get list 
of all available 
images in the IMS. 

List of all available 
images in the IMS. 

Select specific file extension for the 
letterhead image file to retrieve. 
Available extensions are JPG, GIF, 
and BMP, TIFF. 

If file is not exist into the 
IMS list then click here to 
copy the file into IMS 
from other location of the 
computer. 

Click on  the 
icon to “View” 
the file. 



 

 

 

 

 
NOTES: 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 

Another way to integrate the form in the system is to scan it.  Just click on this icon . 
 

 
In Scan Document window you can change the 
resolution, scan type, etc. and click on Start.
                
 

 

 

 

 

 

 

 

 

  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                             

There are 3 options where the Form 
would appear.  It could be during 

scheduling a patient or when you check 
in or check out a patient. 

• Schedule 
• Check In 
• Check Out 

Any changes in the Form, can be 
edited through this icon 



 

 

 

 

 
NOTES: 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 

Required – when this is check, you can’t schedule a patient or check in/out a patient if the form is not fill 
up.  
 
Sequence – you can sequence the forms if there are more Forms under Schedule or Check In/Out (form 
to be filled). 
 
Print background – to print the background of the form during printing. 
 
Auto-Check In – form is available for KIOSK check in. 
 
Open when needed – this is related to auto-check in, the form can be open when needed. 
 

Doctor – the form can be assigned to a specific doctor.  Click on this icon to select a doctor.  By default 
it is set to “ALL”. The form will show up only to the certain doctor selected. 
 
Procedure, Room and Insurance – you can as well as select a specific procedure, room and insurance.  
 
From Age and To Age – if the form is intended only for a certain age level then you can provide the age 
(days or years) from these fields.  Basically, the form will only appear in the Form to be filled box if the 
patient age match based on what is specified. 
 
Category – where you can select what document category this form belongs.  
 
Forward To – click on the dropdown arrow to select a certain person (office employees/doctors) where 
you want this form to be forwarded. 
 
Sent To - you can send the form to any of the following:  

Lab 
Hospital 
Facility 
Pharmacy 

  Insurance 
Others 

Example: 
 
 

 

 

From “Forms to be Filled” setup screen, click on  icon to set columns on the form. 
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Once column(s) selected, move it to appropriate location. 

 
 

 

 

 

 

 

 

Click on “Clear Column” button  on the bottom side of the form to remove the column. It 
will show the list of the columns, then select the desired column(s) and delete it. 

 

 

Once form opens, click 
anywhere in the form to 
open “Select Column” 
screen. 

Select the desired category and 
then the column to put on the form. 
 
 For e.g. here Category is “Patient” 
and selected column is “Patient 
First name”. 

Change the 
font and size 
if required. 

 

As shown here, keep the 
column slightly below to 
the line to align with the 
title text. 
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Create “Visit Note Forms” & Add Database Fields to the Form 

Setup>>Visit Note>>More>>Forms 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From “Visit Note Forms” setup screen, click  icon to set the columns on the form. 

Like “Forms to be filled” click on form and “Select Column” window will open. Choose the columns and 
align it to the title text. 
 

 

 

 

 

 

 

 

 

 

List of 
already 
set 
forms 

Select office for which the form 
is to be defined. Select “All” for 
common forms for all offices. 

Click on the icon 
to select image 
file for the form. 

Click on the icon to 
edit or view the 
existing form. 

Click on the 
icon to scan 
the image. 

 


