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Tags allow you to filter and organize the items in your Inbox.  You can customize tags to fit the needs and
workflows of your practice.  Once created, tags can be applied to the items in your Inbox.  Did you know that you
can add a tag to a form?  If you add a tag to a form, after the recipient completes and submits it, it will
automatically have the tag applied so it is organized and ready to filter when it hits your Inbox. 

First, let's take a look at setting up a tag. 

1. Go to Menu > Admin > Tags. 
2. Click Add Tag (or you can edit an existing tag).
3. Name the tag, select the color, and save. 
4. You can then reorder the tag by dragging it to the position you would like. 

The tag will appear in the Tags dropdown in your Inbox. 
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Now that we have created the tag, let's add it to one of our forms. Go to Menu > Admin > Form Management. 

Select the form you would like to add the tag to.  Choose the tag from the Auto Tag dropdown menu and Save. 

Now that we have applied the tag to the form when it is filled out and submitted by the patient, it will
automatically be tagged and organized for you.   




