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Resident Face Sheet: 
 
The Face Sheet contains all the Resident Demographic, Advance Directives, Contact, 
Allergies, Diagnosis and Insurance Information.  
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1. Click on the Update button to modify the demographic portion of the Face 
sheet. The data fields will turn into boxes allowing you to enter different 
information. 
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Add Provider: 
 
Providers are physicians, lab, pharmacy, radiology, hospice, funeral home, etc.  
 

1. Click on Add Provider to add one to the list.  

 
 

2. Select the Provider Role. 

 
 

3. Select the Provider name and in the case of physicians, whether they are 
the attending, alternate or consulting and click on Save. Click on Cancel to 
not save  

 
To delete a provider, click on the delete link on the line for that provider.  To change 
the attending physician, add the new one as the attending which will move the 
current attending to alternate; then delete the alternate. 
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Add/Update Contact 
 
Contacts are Family, Friends, Significant Others, etc. 
 
1. Click on Add Contact to Add a new contact. 

 
 

2. The bolded field names indicate required fields. Click on Save, if you are 
adding only one Contact. Click on Save & New to add another Contact. 

 

 
☼Tip: The Asterisks beside Responsibilities indicate information that is pulled to the 
MDS Assessment. 
 
3. Click on the Blue underlined name to make changes to the Contact 
information. 
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Allergies: 
 
Allergies can be edited or deleted, the start date changed or added. There are 
extensive lists of Drugs, Environment and Food Allergies that can be selected.   

 
1. Click on Add Allergy to add. 

 

 
 

2. If you do not find an allergen in the list, you can add a new allergen. This 
should be a very rare occurrence, nearly all allergens should be in the system. 
Be sure that you are not adding a duplicate allergen. 
 

3. Click on Save after changes made. 
 

 
 
☼Tip: The system does not check for drug or drug food interactions. 
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Diagnosis 
 
Diagnosis codes are normally maintained by the MDS Nurse(s).  You do not need to 
complete this section unless it’s an AL patient. 

1. Click on Add Diagnosis noting the footnote symbols: 

 
2. Select the most appropriate diagnosis: 

 
 

3. Click on Save 
 

 
Census 
 
1. Selecting the Census button toward the top of the View Resident screen will 

permit you to view all the census activity for a resident. This includes 
transfers to hospitals, discharges and admissions. 
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