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This Quick Reference Guide (QRG) reviews the process for using favorites and folders. 

Common Buttons & Icons 

 

Favorites icon 

 

Folders icon 

 

Up-folders icon 

Setting a Favorite 

➢ 

NOTE: For example, to set a favorite while documenting a patient’s historical procedure, navigate to 

the Histories Procedure tab. 

NOTE: This is often done by clicking either a Binoculars or Magnifying glass icon. 
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Applying a Favorite 

➢ 

Using Folders 

➢ 

NOTE: Folders are listed alphabetically. 

NOTE: If you navigate down too far, you can use the Up-folder icon to go up one folder layer at a 

time. 

NOTE: Items are listed alphabetically. 

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. 


