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Chart Management - Introduction 
 
This module provides users the ability to upload documents (PDF, JPG, GIF, and PNG formats) into their AccuCare System 
and attach those documents to a specific client’s clinical record. It also allows the user to copy the client's report to a 
central location like an electric filing cabinet.  
 

If you use the new menu view you will see an icon called Client Chart  the upper left quadrant call Main 
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Chart Management Dialog Box  
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Chart Management – Options available to find your client 
 

Search option:   
1) Select a Client by typing the first couple of characters (see example below) 
2) A list of clients who meet your search will show automatically. All relevant choices will appear allowing you to 

choose your client.   

 

 

 

 

 

 

Filter(s) option:   
1) After selecting your client, you can go further to narrow down your search.  

2) Using the Filter(s) option you can see the choices available to you.  

3) Once you have made this selection you will need to click on the  button found on the far right 

top of this dialog box 
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Episode(s) option:   
1) If you know your client has an episode of care assigned you can search by this option to narrow down the 

search.  

2) Using the Episode(s) option you can see the choices available to you.  

3) Once you have made this selection you will need to click on the  button found on the far right top of 

this dialog box 

 

Dates or Date Range option:   
1) With the option, the default is always set to All Dates if a narrower search is needed then you will need to use 

the Date Range option.  

2) Using the Date Ranger option enter your beginning and ending dates.  

3) Once you have made this selection click on the  button found on the far right top of this dialog box.  

 

Apply Filters and Clear Filters option:   

1) As you have seen above the  button activates your Filter(s), Episode(s), and Dates choices 

2) To clear out all your filter choices simple click the  button 

 

 
 

Special Note: Total Space Remaining Notice – We initial 

provide you with 10GB of space to save your reports. For 

most accounts this is more than enough to support you and 

your users. 
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Chart Management – How to Upload Documents 
 

 

  

 

 

 

 

Step 1 - Select a client by 

clicking once on their name to 

select.  

 

Step 2 - Next click on [Upload file] button 

 

Step 3 - A dialog box 
should appear allowing 
you to browse, title, 
assign, date and add 
comments.  
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Upload Dialog Box Explained 
 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1 – [Choose File] button 
When you click the [Choose File] button it will 
open another dialog box providing you the 
option to add a file from your computer to the 
AccuCare database. This file is then attached 
to the client you chose earlier. 

Important Note: 
 

You can only upload the 
following file types: 

1) PDF 
2) JPG 
3) GIF 
4) PNG 

 

 

Step 2 –Selecting a file 
You can browse your hard drive or network to 
add the file. Simply click on the file and click 
the [Open].  
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Description: 
Enter a title that 
best describes 
document you 
have uploaded to 
your AccuCare 
database. 
(This is a 
required field) 

Name of the file you have decided to upload in 
the clients chart from your computer or 
network (This a required field) 

Comments: Add your comments here to give future users 
any additional information about this document.  

Document Type: 
What you are 
uploading into the 
client’s chart? For 
example: Driver 
License, 
Identification Card, 
Photo etc…  
Use the link next to 
this dropdown list to 
create you list. 
 

These links allow 
you to create, edit 
and delete pick lists. 
Once you have 
created the pick lists 
they can be used 
over and over for 
other client charts.  
(See next page for 
screen shots for 
detail view) 

Assigned Category: 
What does the 
uploaded image apply 
to? For example - Is it 
Assessment, Intake or 
some other document? 
Use the link next to this 
dropdown list to create 
you list. 

Authoring / Supervising 
Provider:  This is a list of 
providers created in 
Provider Info Module. 
Who you would want to 
associate to this 
uploaded file.  

Document Created: 
Using the calendar to 
the right choose the 
date the document 
was created. 

Level of Care: If a level of care has been assigned this 
client then this dropdown list will present your choices. 



Module Name: Chart Management  Document Number CM-2 

Version Number: 9.8.10.5 

 

10 | P a g e  
18047 Oak Street ● Omaha, Nebraska 68130 

Toll Free: (800) 324-7966 ● Phone: (402) 341-8880 ● Fax: (402) 341-8911 
www.orionhealthcare.com 

Chart Management – Example of Varies Files added to a Client’s Record 

 

 

How to View a Document 

 

 

 

 

 

 

 

By click on a Document Title you will be able 
to view the contents of each file that has been 
attached. 

To view a document – Click on the underscore 
of the Description – this will open up a 
preview for you look at the PDF. (See Fig. A) 
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Fig. A 

 

How to View Multiple Documents 

 

 

 

Step 1: To view multiple documents – Check 
the box to far right of those documents you 
wish to preview.   

Step 2: Click the 
[View/Sign Off] Button 
(See Fig. B) & (Fig. C) 
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How to go Toggle through Multiple Documents 
Fig. B  

 

Fig. C 

 

 

Use the [Next] 
and [Previous] 
button to toggle 
through each 
document.  
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Chart Management – How to Sign Off Documents (Electronically)  
 
Chart Management has other functions that allow you the user to electronically sign-off documents within the system.  
This action will lock the document so it cannot be deleted or modified. If you were to upload the same document into 
Chart Management, it would not overwrite the original but would be considered revised or amended. A revision history 
would then be created so you now have an audit trail connecting the documents within the client’s record.   
  

 Steps to follow to sign off a document  
1) Once you are in Chart Management  
2) Type in the first couple letters of the last name (if you need help please see instructions further up in this 

document) 
3) Select a document that hasn’t been signed (See Step 1 below)  

4) Next click on the  button 

Once you are in Chart Management follow the steps given  

 
 
 
 
 
 
 
 
 
 
 

Step 2: Click on [View/Sign Off] button 

Step 1: Select at 

least one document 
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Note: Use the Current View window to 

verify you have the right document.  

Warning! – Once you sign off a 

document you will not be able to delete 

it from the database. It is considered a 

historical document.  

Step 3: Click the [Sign Off] button 

Step 4: Type in your AccuCare 

password here  

Step 5: Add a comment (optional but recommended) 
Step 6: Click on [Sign Off and Close] button 

Step 7: Confirm by Clicking [Ok] 

or [Cancel] to stop the process 



Module Name: Chart Management  Document Number CM-2 

Version Number: 9.8.10.5 

 

15 | P a g e  
18047 Oak Street ● Omaha, Nebraska 68130 

Toll Free: (800) 324-7966 ● Phone: (402) 341-8880 ● Fax: (402) 341-8911 
www.orionhealthcare.com 

 

After confirming to sign off the document you notice additional information has been added to the Current View dialog 

box 

 

 

  

 

 

 

 

 

 

 

Also after clicking on the [Close] button you will also see the 

name of the person and date the documents was initially 

signed off – this is another way to determine if the documents 

have been locked. 

Notice the [Sign Off] button is grayed out.  This means the document has 

been signed. 
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Chart Management – How to Amend /Revise a document 
Both documents that have been signed and not signed can be amended and revised. When you amend or revise a 

document it is important to remember you are not deleting the original document but adding to the revised list. As we 

go through these instructions please note the area below in the Current View dialog box called Revision History.  

Steps to follow to Amend or Revised a Document 
1) Once you are in Chart Management  
2) Type in the first couple letters of the last name (if you need help please see instructions further up in this 

document) 
3) Select a document that has been signed (See Step 1 below 

 

 

 

 

 

 

Step 1: Click on the document you wish to amend or revise.  In this example, I have 

decided to revise, add another reversion to this document reference. 

Step 2: Click on the [Amend / Revise] button 
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This dialog box will come 

up so you can either 

Upload Revised 

Documents or Edit 

Document Details– (See 

next page for detailed 

instructions) 
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Select Revision Type:  (Upload Revised Document) 
This option uploads a new revised copy of the 
document. Using the Browse button to find the 
document.  

Select Revision Type: (Edit Document 

Details) This option allows me just the edit 

the existing document information. The 

[Browse] button becomes inactive. 

The [Upload] button becomes 

active if I have selected Upload 

Revised Document   
The [Save Changes] button 

becomes active if I have selected 

Edit Document Details  

The [Cancel] button will stop any 

actions if you decide to not 

Amend/Revise the Document  

Enter all required 

information:  

Select from 

dropdown, put in 

notes and browse 

for files you want to 

upload and add to 

this client’s record.  
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Uploading the questionnaire, the version becomes Version 2.  My original image is marked as Version 1 and can be seen 

by clicking the underlined View under the See Revision History. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The most recent entry will appear on the top in the list 

under Revision History. Both are available for viewing but 

[Version 1] cannot be altered since it has been signed. 

[Version 2] which hasn’t been signed off is open and can be 

deleted, revised and amended. 
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Chart Management – How to Print with or without Header 
 

Steps to follow to Print with a Header 
1) Once you are in Chart Management  
2) Type in the first couple letters of the last name (if you need help please see instructions further up in this 

document) 
3) Select a document under the description column 

 

 

 

 

 

 

 

 

 

 

Step 1: Click on the document you wish to printout.  In this example, I have decided to 

printout a Tom Eden’s Assessment. 
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 Decide if you would prefer to have the header printed at the top of your printout or not. A preview will come up to 

show you what the output will look like before printing.   

 

 

 

 

 

 

  

Step 2: Click on the [Print] button to select to have your printout with 

a Header or Without Header. Make your choices then click on the 

[Ok] button. 
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Step 3: In this exercise I have chosen to 

have header at the top of each page.   
Note: Whenever you print out a document in Chart 

Management the first page will always be a cover 

page followed by the rest of the document. 

Step 4: Select [Print] to printout the document or [Close] 

to cancel and go back to the previous page.  
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This is a screen shot of the same document but without a cover page.   
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Chart Management – How to Use the Form Library 
 

Steps to follow using the [Add From Library] Button 
1) Once you are in Chart Management  
2) Type in the first couple letters of the last name (if you need help please see instructions further up in this 

document) 
3) Click on the [Add From Library] button 

 

4) The following Dialog box will come up – if you are a standard user, you will only be able to use the forms 

uploaded by your Super Admin user. The Super Admin is the only user who can click on the Manage Forms link 

to add more reusable forms. 

 

 

 



Module Name: Chart Management  Document Number CM-2 

Version Number: 9.8.10.5 

 

25 | P a g e  
18047 Oak Street ● Omaha, Nebraska 68130 

Toll Free: (800) 324-7966 ● Phone: (402) 341-8880 ● Fax: (402) 341-8911 
www.orionhealthcare.com 

5) Here is an example of forms added by the Super Admin. As the user in this scenario, you simply find the reusable 

form you wish to add to your client’s chart. Then click the [OK] button 

 
 

6) To File this form to clients, record, associate a Document Type, Assigned a Category and Document Date 

 
 

 

 

 

 

 

 

 

 

To expedite the process 

check this box to bring up 

the option to Sign off after 

Filing.  

Put comments here  

Click on [File] to add this 

form the client’s chart  

Click on {Close] to cancel this action 
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7) A preview of the form will come up to allow you and your client to sign the form 

 

8) Below is an example of the client signature on the Consumer/Client Rights and Responsible form. 

 


