
Electronic Health Record and
Chart Completion Training 

for Providers
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Interested in Completing Records via Mobile? 
Contact our Service Desk at 877-772-2814 to find out 

how!



Process Incompletes by
selecting Process or 

Process All



Provide PIN 
once per session



Review and then 
Click Complete



Click 
Complete 

to sign
the report

Click in the report where
the correction needs to be
made; type the correction



Do not
edit the
report 

header or 
trailer



Or decline
Signature
request



Select Missing Text



Type Missing 
Text in the box 
provided and 

click Complete

Look under “Reason” 
for instructions on

what text is missing



Queries are
presented as
Missing Text
deficiencies

Press the 
PgUp key or 
click Page 1 
to reference 
the coding 
question



Press the PgDn key or 
click Page 2 to 

document response to 
query on page 2



Document the 
query response or 

reason for declining 
the query in the 
yellow text box

Click Complete 
to submit the 

query



Delinquent

Select Dictation



Dictation Deficiency:
1. Complete Dictation as normal.

Optional—Enter Dictation Job
ID into HPF for tracking

2. Complete the Deficiency



Create a bookmark for the page being 
viewed by clicking the bookmark icon.

View bookmarks by clicking the 
bookmark tab.



The Prior Charts link 
displays past encounters 
for the selected patient.




