
How to build a Temporary Patient Chart 

1. Get a folder utilizing the FIRST NAME color scheme. Use old folders with the initial of the last name on the tab. If 

none are available, grab a lettering sticker.  

 

2. Go to CrystalPM > Patient 

a. Print Patient Intake for the patient to update 

 
3. Go to CrystalPM > Patient > Files 

a. First Ask:  

i. Is the authorization missing? If yes, pull it 

ii. Is the authorization expired? If yes, pull it 

iii. Otherwise, print the valid authorization 

b. Print 2-sided demographics gold sheet 

 

4. Left side of chart 

a. Old Gold Form 

b. CPM Intake Update 



c. Blank Exam Form 

5. Right Side of chart 

a. Authorization 

b. Fee Sheet 

6. Labels 

a. Folder Tab 

b. Exam Form 

Temporary Chart Scan 

When it is time for the temporary charts to get filed, they will be processed by the technician team who will discard 

repeated information (face sheet & demographics) and scan in new information (clinical 2017, admin 2017). The 

contents will be shredded and empty folder returned for re-use.  


