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SRS Clinical Staff
5 Steps to Intake

Step 1: Retrieve patient from waiting room 
and verify 2 Pt ID’s

Step 2: Measure Pt’s weight (every visit) and 
height (annually) and bring to exam room

Step 3: Review blue Intake Form and 
yellow Chart Prep Tool with Pt

Step 4: Open and enter info into Provider’s 
Note

Step 5: Summarize reason for visit, sign the 
Provider Note and prep Pt for Provider



Step 1: Retrieve patient from waiting room 
and verify 2 patient ID’s
• Ask Patient to state their full 

name and date of birth

• Compare with patient label 



Step 2: Measure patient’s weight (every visit) and 
height (annually), and bring to exam room



Step 3: Review blue Intake Form and yellow 
Chart Prep Tool with patient



Step 4: Open and enter info into Provider Note 
1) Open a Provider Note

• Click Note Icon 

2) Select Specialty & Visit Type and 
enter Provider’s name for Owner

3) Complete the intake info:
Pharmacy, Chief Complaint, Current 
Meds, Allergies, Med/Allergy 
Reconciliation, Vital Signs, Height & 
Weight, Falls & Depression Screening (if 
age 65 or older) and Smoking Status 
(every 24 months)

#3 Enter 
Smoking 

Status

#1 Click here to enter Pharmacy

#2 Complete the intake 
info



Step 5: Summarize reason for visit, Sign the 
Provider Note and prep patient for Provider 

“To confirm, you would like to 
discuss your head ache with the 
doctor today. Is there anything 
else you would like to discuss with 
the doctor?”

Sign as Co-participant 
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