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Viewing and Archiving Resident Messages 
 
Viewing Messages 

 
1. Once you have logged on, the system will display Messages. Messages are 

triggered by Census changes, Orders, Events, and Facility set Resident Alerts. 
 

 
☼Tip: Anywhere you see a blue underlined word; it is a link to move through the 
system. 
 

2. When a line does not display a closed envelope, it means that someone has 
opened the message. All messages automatically archive after 3 weeks. If you 
click on the message description, you can view more information, with the 
option to click on More info to see all the detail. Archived messages are 
attached to each resident and can be accessed under the Resident Tab. 

 

 
☼Tip: The most recently created message is listed first. Resident Messages can be 
sorted by the titles in the header. 
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Archiving Messages 
 

1. Due to the volume of messages created in the system, it is best to archive 
them manually.  

 
2. There is a button at the bottom of each page, which allows you to archive 

all checked messages for that page. The message will be attached to the 
resident and available for viewing under the Resident Tab, Message 
History. 

 

 
 

 
Fax Status 
 
You can review the status of all faxes going out or coming into MatrixCare.  
 

1. Click on the Facility Tab and select Fax Status. The system will display 
counts of faxes coming in and out and also if there are any issues with a 
fax. If you click on the + beside any of the colored lines, you can view a 
more detailed status of the faxes. 

 
2. The error messages will open up with options of what you can do to resend 

the fax. 
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Signing Physician Orders 
 
Marking Orders Signed on Paper 
 
If a physician is using Electronic Signature, they should be signing his or her own 
orders.  See Electronic Signature of Orders (by physicians) section below.  There will, 
however,  always be physicians who do not sign electronically so a paper signature 
must be recorded in the system. 
 
To mark orders signed on paper: 

1. Open the Facility Tab and click on Order Signatures. You will see an 
alphabetic list of residents with all of their unsigned orders. You can 
narrow the list by selecting a specific physician in Ordered by and or a 
specific Nursing Unit.  

 
2. Make sure the Sign date and Signed By physician is correct then check the 

box to the left of the order.  Complete the page, marking all orders that 
have been signed on paper. 

 

 
3. Click on the Sign button at the bottom of the page. 
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Electronic Signature of Orders (by physicians) 
 
Physician’s using electronic signature sign orders on the Unsigned Orders page.  The 
function is found on the Facility Tab.  The list will include all Residents for whom 
they gave orders.  
 

 
 

1. The physician should click on the check box next to the order(s) to be signed 
and then click on Sign at the bottom of the page.  Note that there could be 
multiple residents on one page.  The signed orders will disappear from the 
list.  There is also an option for marking all the orders viewed on the screen, 
rather than checking the individual boxes.  To sign all orders on the screen at 
one time, they should click on Mark All Signed and then click on Sign at the 
bottom of the page. 
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