Form Dashboard Overview
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With Updox's Forms Dashboard, you can now connect forms to a specific patient at the time of send. You can also
make packets (a grouping of forms) to send to your patients. After forms have been sent, the Forms Dashboard
allows you to view the progress of the assignments as patients work through completing the form or packet. You
can even send them a reminder to complete their forms if it is getting close to their appointment and they haven't
finished them yet.

To get to the Forms Dashboard go to Home and select Forms.
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The information on the dashboard includes the following:

e Patient or Contact name (chosen at time of send)
e The form name
® The status of the forms
o Sent =the forms have been sent to the recipient
o In Progress = only used for packets or multiple forms to show patient progress once at least one form
has been completed
o Completed = all the forms are complete and submitted back to the Inbox
e [f your appointments are synced with Updox, you will see when the recipient's next appointment is
® You can also send a reminder to the patient to complete their assigned forms. The reminder is sent by the
same method (text or email) that was used when originally sending the assignment. Once the forms are
completed, the Send Reminder button will no longer appear.
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Forms Dashboard Management
Dashboard B> Send Forms
Patient Status Appointment
Search by First or Last Name - ] Select an option - ] [ All - ]
O Patient Name Form Name Status Next Appointment Action

v 0 Joe.Sample ) Form Group 2 In Progress: 1of 10/02/2024 Send Romindas
Email: sample@email.com Send Date: 10/02/2024 at 1:11 p.m. 2 1:00 p.m.
D Test Patient Form Group 3 e 10/02/2024 Reminder Sent: 10/01/2024 at 2:03 p.m.
v B 1
Email: sample@email.com Send Date: 10/01/2024 at 1:16 p.m. 2:00 p.m. Send Again?
- D John Sample Form Group 3 ‘ olooeed 10/02/2024 Said Remikidlar
Email: patient@sample.com Send Date: 10/01/2024 at 1:16 p.m. 1:00 p.m.
o D Laurie Sample Form Group 3 ‘m 10/02/2024
Email: sample@fake.com Send Date: 9/30/2024 at 1:31 p.m. e 1:00 p.m.
. D Test Sample Form Group 2 ‘ ol 10/02/2024
Text: (410) 555-5555 Send Date: 9/30/2024 at 11:23 a.m. 2:00 p.m.
The Forms Dashboard also has the following filter options:
® Patient Name
® Status
® Appointment
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Dashboard
Patient Status Appointment
Search by First or Last Name - J Select an option v ] [ Al v ]
* sample| X a q
Status Next Appointment Action
Doe In Progress: 1 of 10/02/2024 Send Remind
DOB:01/01/1970 (54 years old) 024 at 111 pm. 1:00/pim: end Reminder
Chart Number: sample123
Sy 10/02/2024 Reminder Sent: 10/01/2024 at 2:03 p.m.
Joe Sample 024 at 1:16 p.m. & 2:00 p.m. Send Again?
Sample Brendan
10/02/2024
3 ©) Ci leted
DOB: 01/01/1979 (45 years old) 024 2t 116 pm. Olcompiels 1:00 p.m.
SAMUEL SAMPLE 10/02/2024
DOB:01/17/1929 (95 years old) © Completed
)24 at 1:31 p.m. L 1:00 p.m.

Chart Number: 8888
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Send Reminder

Reminder Sent: 10/01/2024 at 2:03 p.m.
Send Again?

Joe Sample Form Group 3 T 10/02/2024
v © Completed
Email: sample@updox.com Send Date: 9/30/2024 at 1:31 p.m. 1:00 p.m.
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B> Send Forms
Dashboard -
Patient Status Appointment
Search by First or Last Name - ] Select an option - ] [ All - ]
[:] Patient Name Form Name Status Next Appointment Al
v O Joe Sample Form Group 2 i 10/02/2024 Today (10/02/2024)
Email: sample@updox.com Send Date: 10/02/2024 at 1:11 p.m. 2 1:00 p.m. Tomorrow (10/03/2024)
v 0O Tes? Patient Form Group 3 > G 10/02/2024 Within Three Days (10/05/2024)
Email: sample@updox.com Send Date: 10/01/2024 at 1:16 p.m. 2:00 p.m.
Within Five Days (10/07/2024)
Joe Sample Form Group 3 | 10/02/2024
v D © Completed o
Email: sample@updox.com Send Date: 10/01/2024 at 1:16 p.m. 1:00 p.m. Within One Week (10/09/2024)

At the bottom of the page, you'll find buttons to navigate to more assignment pages in the dashboard. The list is
ordered with the most recently sent assignment first.
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Note: Forms assignments will automatically drop off the dashboard after 30 days.

Under the Management tab, you can view your existing forms and packets, create new or edit forms and
packets, and initiate sending forms and packets.
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Forms Dashboard Management

Forms Management [ AdgdowForm | - |

. + Add New Packet
Forms Library ~ Send Forms

[ Q_ Search by name ]

[0 Test Packet

Getting Started

Select an existing form or packet on the left to preview it.
You can also create a new one.

+ Add New Form + Add New Packet

Under the Forms Library tab, you can view your existing forms and packets. You can view them all together or
select the one you would like to view.
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Forms Dashboard Management

Forms Management [ Aganewrorm | - |

Forms Library Send Forms

[ Q. Search by name COVID-19 Patient Screening Questionnaire - Updox Example / EditForm £ Send Form

Al Eorms Baciets Please fill out this form completely. This information helps us provide you the best medical care and treatment possible. If you have any questions, please

contact the office.

3 Check Box Test Form
* Required field

(B @O0 i STl CEk COVID-19 Patient Screening Questionnaire
[ KS All Input Fields All questions marked with an asterisk (*) are required and must be completed before you are able to submit the survey.

Patient Name *
[® New Form [ ]

[ New Patient Form - Updox Example Date of Birth *

[ MM/DD/YYYY = ]
[® New Patient Form - Updox Example

Are you currently experiencing, or have experienced in the past 14 days, any of the following symptoms?

You can also search for the form or packet you are looking for.
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Forms Management

Forms Library Send Forms

IQ@QVJ ><l

[® CcovID-19 Patient Screening Ques...

Packets

Management

Add New Form .

Dashboard

/ Edit Form B> Send Form

COVID-19 Patient Screening Questionnaire - Updox Example

Please fill out this form completely. This information helps us provide you the best medical care and treatment possible. If you have any questions, please
contact the office.

* Required field
COVID-19 Patient Screening Questionnaire

All questions marked with an asterisk (*) are required and must be completed before you are able to submit the survey.

Patient Name *

[ J

Date of Birth *

ED

[ MM/DD/YYYY

Are you currently experiencing, or have experienced in the past 14 days, any of the following symptoms?

Under the Forms Library tab, when you select a form, you will see a preview of it in the main window. From here,
you can select Send Form to initiate sending. If you need to make changes to the form, click Edit Form.
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Management

Add New Form .

Dashboard

/ Edit Form E> Send Form

COVID-19 Patient Screening Questionnaire - Updox Example

Please fill out this form completely. This information helps us provide you the best medical care and treatment possible. If you have any questions, please
contact the office.

* Required field
COVID-19 Patient Screening Questionnaire

All questions marked with an asterisk (*) are required and must be completed before you are able to submit the survey.

Patient Name *

l 1

Date of Birth *

{ MM/DD/YYYY & J

Are you currently experiencing, or have experienced in the past 14 days, any of the following symptoms?

Under the ellipsis menu (...) next to the Send Form button there are several actions you can take with the form.

® You can copy a link to the form. You can use this link in reminders, SMS, Secure Text, or Broadcast
messages. You can also paste the link on your website.

When a form or packet is completed through this link, it will be delivered to your Inbox, but it is not trackable

in the Forms Dashboard.

® You can also print the form if needed.

e Duplicate Form makes a copy of the form.

e Delete Form permanently removes the form from your account. Deleting the form will also remove it from
any packets that feature the form. This action can't be undone.


https://updoxtest.com/form-dashboard/management/send
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Forms Management Add New Form .
E Forms Library Send Forms
< i Q Search by name J Contact Info - Small / EditForm B> Send Form
G Copy Form Link
&) Eouns Backets Please fill out this form completely. This information helps us provide you the best medical care and treatment possible. If )
please contact the office. & Print Form

:

[@ Contact Info - Small i

= * Required field D Duplicate Form

(==

[2) Customer Advisory Board Post M... Please Complete The Entire Form. [ Delete Form
© R .

[ Easy Private Basic Info
© First Name: *

I [@ Easy Public [ 1
& FOR107TESTVENDOR
Middle Name

- [

@ FormAlllitemVEND

I act Nama *

When you select a packet, you can see the forms contained in the packet. Edit Packet allows you to add or

remove forms to the packet. Send Packet will initiate sending the packet.
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Forms

Forms Management

Forms Library Send Forms

[0 search by name | sample Packet

Packet Description

Optional description goes here.

[ Sample Packet
Forms In This Packet 3

Health Intake - Medium
Contact Info - Small

PATIENT/HEALTH CARE PROVIDER E-MAIL/TEXTING CONSENT

Dashboard Management

Add New Packet

/ Edit Packet E> Send Packet

Under the ellipsis menu (...) next to the Send Packet button there are other packet actions.

® You can copy a link to the packet. You can use this link in reminders, SMS, Secure Text, or Broadcast

messages. You can also paste the link on your website.

When a packet is completed through the link, it will be delivered to your Inbox, but it is not trackable in the

Forms Dashboard.

e Duplicate Packet creates a copy of the packet.
e Clicking Delete Packet will delete the packet from your packet list.

Note: Deleting the packet, will not delete the forms in the packet.


https://updoxtest.com/form-dashboard/management/send
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Forms Management [ Aganewrom | - |
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l Q  Search by name ] New Patient Packet / EditPacket B> Send Packet
Al Forms G> Copy Packet Link
Packet Description
Forms for new patients O Duplicate Packet

[J New Patient Packet [ Delete Packet
Forms In This Packet 3

[ Sample Test New Form
COVID-19 Patient Screening Questionnaire - Updox Example

(3 Test Packet
New Patient Form - Updox Example

Please see our other articles on the Forms Dashboard for more information.

Sending Forms in the Forms Dashboard
Creating and Sending Form Packets

Forms Dashboard Patient Experience
Creating Forms with the Forms Dashboard
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