
Ohio Living 
Matrix System  
Progress Notes  

10/21/2016  Page 1 of 6
   

 

 
Section Index 

 
1. Viewing Progress Notes .......................................................................................2 

 
2. Adding Progress Notes.........................................................................................4 

 
3. Editing/Marking Progress Notes Invalid ............................................................5 

 



Ohio Living 
Matrix System  
Progress Notes  

10/21/2016  Page 2 of 6
   

 

 
Progress Notes 
 
Progress Notes are used by all disciplines to document resident care.  
 
 
Viewing Progress Notes 
 

1. The Progress Notes screen will list the 20 most recent notes of all disciplines 
(physicians see only physician notes, see below for additional disciplines). You can 
change the sort by clicking on any of the column headings in the black header bar.  

 

 
 

You can limit the list of notes to a particular discipline or disciplines by clicking on 
the + sign next to Discipline Options. Click on Clear All and then check the 
disciplines that you want to see exclusively. 
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2. To view more than the 20 Most Recent notes, Click on Search Progress Notes at the 
bottom of the screen.  

 

 
 

3. Enter the date range and select all disciplines or limit to a specific discipline(s). Click 
on the Search button. The system will list the Progress Notes that match the criteria. 

 

 
 

4. To see a hardcopy list of the Progress Notes as they appeared on the screen click on 
the Report button at the bottom of the screen. 
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Adding Progress Notes 
 

1. Click on Add Note on the Progress Note screen to create a new Progress Note. 
 

 
 

2. The date and time default to current but you have the option to mark it as a Late 
Entry. Select your discipline from the drop down list, key in the note and be sure to 
associate the Progress Note to any Events or Assessments as appropriate.  Click Save. 
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Editing/Marking Progress Notes Invalid 
 
Once a Progress Note has been saved, the author has the ability to edit it or mark it invalid.  Unit 
managers and DON’s also have this capability. 
 

 
 

1. When editing or marking invalid you will be required to enter a Correction Reason. 
You may also add a note to further explain the reason.  
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2. When editing, make the change to the note and click Save. When you view the note, 

the history section will document the changes. 
 

 
 

3. Edited notes will appear with an asterisk and invalid notes will appear grayed out on 
the list of Progress Notes. 
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