
Instructions to update clinical tracking information using a Workflow grid 
 
Action / Instruction Screen Shot 
Scenario: Need to update clinical tracking information for multiple patients and/or documents 
1. Select ‘Clinical 

Tracking’ in 
WORKFLOW / 
Operations. 

 
 

2. Select values as 
appropriate for 
information you want 
update in the FILTER 
form.  Click [Apply 
Filter] button. 

 
 

3. Grid results are 
displayed. 
 
In this example, a 
single patient 
(DUNN,DEBRA) and 
tracking status of 
MD_WAIT were used 
for filter form 
selections. 

 
 



Action / Instruction Screen Shot 
4. You can enter a date by 

triple-clicking in the 
date field to display the 
calendar. 

 
 

5. Alternately, you can 
enter a date by typing 
the date into the date 
field.  The date field will 
auto-format, you do 
not need to enter the 
‘/’ separators.  Simply 
enter month, date and 
year numeric values. 
 
Please note that month 
and date fields are two-
digits and year field is 
four digits.   
 
Example: January 
should be entered as 
“01”, not “1”. 

 
 

 


