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Introduction

A Note to the Receptionist/Scheduler...

This education journey is geared toward those with a receptionist or scheduler position in the 
clinic.  The following steps presented, give those in these positions, a condensed version of what 
information regarding the use of SOAPware, is pertinent, based on these specific roles.  
SOAPware recommends going through each step, and viewing each lesson highlighted.  It will 
also be helpful to take time to practice what each lesson teaches, through hands-on learning in 
SOAPware.

For easy navigation, Click on the link at the bottom of each lesson within this journey, to access 
the next lesson.

Continue to Step 1

Next Lesson
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Exploring SOAPware

It's time to explore the SOAPware interface!  Review the information listed in the link below to learn 
how to log into SOAPware, create docked tabs, key commands, and several other items within the 
SOAPware interface.

Link

To view the Exploring SOAPware lessons please click here: Exploring SOAPware.

Continue to Step 2

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/c/23131
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Step 2
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Schedule

Click on the link below to learn all about our Schedule workspace!

Link

Schedule

Continue to Step 3

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/c/23134
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Step 3
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Introduction to Charts

The following 6 links will provide the user with an overview of the Chart workspace in SOAPware.

1.  Understanding the Chart Workspace

Understanding the Chart Workspace

2.  Chart Rack

Chart Rack

3.  Creating a New Chart

Creating a New Chart

4.  Entering Demographics

Entering Demographics

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/24570-Understanding-the-Chart-Workspace
http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/48613-Chart-Rack-2-12-
http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/24572-Creating-A-New-Chart
http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/28872-Entering-Demographics
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5.  Closing a Chart

Closing a Chart

6.  Accessing Patient Charts

Accessing Patient Charts

Continue to Step 4

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/24573-Closing-A-Chart
http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/48614-Accessing-Patient-Charts-2-12-
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Contacts

SOAPware can maintain a list of frequently used contacts, along with basic demographic 
information for the contacts.

Link

To view more information on contacts, see: Contacts.

Continue to Step 5

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/24525-Contacts
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Step 5
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Insurance Company Manager

Insurance companies can be added into the Insurance Company Manager within SOAPware.

Link

For more information see: Insurance Company Manager.

Continue to Step 6

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/24526-Insurance-Company-Manager
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Step 6
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Printing Document Designs

This step will help the user to learn how to save and print a document design in SOAPware.

Link

Saving and Printing a Document Design

Continue to Step 7

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/24714-Saving-and-Printing-a-Document-Design
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Step 7
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Task Manager

Task Manager allows a user to track the status of all tasks, as well as send messages or 
reminders to other users.

Link

For more information see: Task Manager.

Continue to Step 8

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/c/23150
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Step 8
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Document and Chart Management

To learn about the Chart Share feature, how to import a CCR/CCD document, how to 
export/import a SOAPware chart, scanning options, and much more on Document and Chart 
Management, click the link provided.

Link

Document and Chart Management

Continue to Step 9

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/c/23155
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Step 9
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HIPAA Disclosures

For more information regarding the use of HIPAA Disclosures in SOAPware, click on the link 
provided.

Link 

HIPAA Disclosures

Continue to Step 10

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/26320-Record-of-Disclosures
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Step 10
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Meaningful Use Core Requirements

For those Receptionists/Schedulers whose clinicians are participating in Meaningful Use, be 
sure to review the 2 links below to view his/her responsibilities pertaining to meeting these core 
requirements.

1.  Record Demographics

To view this information see: Entering Demographics.

2.  Electronic Copy of Health Information

To view this information see: Patient Requests Copies of Medical Records.

Continue to Step 11

Next Lesson

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/28872-Entering-Demographics
http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/28824-Patient-Requests-Copies-of-Medical-Records
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Step 11
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Meaningful Use Optional Measure (5 out of 10)

For those Receptionists/Schedulers whose clinicians are participating in Meaningful Use, be 
sure to review the link below to view his/her responsibilities pertaining to meeting this optional 
measure.

Link

For more information see: Online Access for Patients.

http://soapware.screenstepslive.com/s/documentation_2012/m/new_user_manual_current/l/25186-Online-Access-for-Patients
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Practice!
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Schedule Hands-on Practice

Congratulations!

You have reviewed the SOAPware user manual materials related to the clinic role of 
"Receptionist/Scheduler".  Now it's time to practice what you have learned!  

We recommend that all users have sufficient time to be able to practice their workflows and 
become familiar with a new version of SOAPware prior to going live.  It is essential that the clinic 
allow sufficient time for each of their staff members to practice.  This will help them to become 
comfortable in navigating and performing their workflows in the new software and will make the 
transition from the previous version much more efficient.  

If your clinic is interested in purchasing additional one-on-one training time with our SOAPware 
Certified Trainers, please review the information below on your SOAPware training options.

SOAPware Training Options:

1.  Purchase Hourly EMR Training Session(s)

You can purchase EMR training in hourly increments. This type of training is conducted by remote 
training sessions, and is best utilized for training focused on specific areas of the SOAPware 
program. To purchase a training session, click here.

http://www.soapware.com/training/
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2.  SOAPware EMR Workshops

For a more comprehensive clinic training for those who intend to train their staff on the SOAPware 
software, we recommend attending our workshop. Click here for more information!

http://www.soapware.com/training/
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3.  Email your Questions

Email your questions to: trainersgroup@soapware.com, and a certified trainer will get back with 
you! You can email us directly, or click here to fill  out the contact form as shown above.

mailto:trainersgroup@soapware.com
http://www.soapware.com/training/
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