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Points to Remember:

• Clerks who add notes, should leave the “Note Type” field blank
• Document your name and designation at the end of your note (i.e. John Smith, Data Entry Clerk).
• Once a note has been created, a yellow triangle will display at the top of the Client Context header. The note will only be viewable to Communicable 

Disease Investigations users when created with an investigation in context.
• Notes can be “Saved as Draft” and completed at a later time.
• The investigation must be in context or the Notes added to a client record can be viewed outside of the Investigations sectio n of 

PHIMS.
• If you are using the common phrases functionality, anything that displays in BOLD text will require user editing.  You may need to add, delete or 

specify further information prior to saving the note.  
• Listing of investigation common phrases is included on page 5 for your reference
• Clinical Notes can be corrected, once corrected and saved, the user will be able to View Notes Corrections. 
• To view note corrections, click on the radio button beside the note and select View Note Corrections 
• Once a Clinical Note is saved, it can not be deleted
• To view all notes associated with the client, Select Client:  in Display Notes For drop list, click ‘Display’ this will:

-Take the investigation out of context
-Display all notes created at the client level and for other investigations
-Be sure to put the investigation back into context prior to authoring an investigation related note!

• Only the Author of a Note can move a NOTE
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The Clinical Notes 

page displays Click Author Note LHN > Notes  Subject is required *

Select the appropriate 

option from the “Note 
Type”  drop list (if 

applicable)

The “Note Date” field 

defaults to current date

  The “The note 
was successfully 

saved”
message displays

Click Note Complete 
Type in the Clinical 

Note in the note box

Click Save as Draft 

Is the Note 

Complete?

Click Close

Ensure you are in
 the client’s Immunization or Investigation 

record to document a clinical note.  The Clinical 
Note must be associated to the appropriate 

Investigation

Select the appropriate 

Common Phrases  

(see p.5)

The Author Note 

page displays 

“The note was 
successfully saved”
message displays Click Cancel

Yes

Do you 

want to add a 

Common 

Phrase?

Yes

No

No

Click Add to Note

CR.060.02



  Client Records: 
Clinical Note - Correct/Update 

Page 3 

QRC

2022-09-20 v2

Ensure you are in
 the client’s Immunization or Investigation 

record to document a clinical note.  The Clinical 
Note must be associated to the appropriate 

Investigation

Select the radio button 

for the Note that 

requires updating 

Click Update Note

The Clinical Notes 

page displays
Scroll to the factory 

table with the list of 

Clinical Notes
LHN > Notes

Edit the existing note 

found in the text box 
Click Note Complete 

Click View Note 

Corrections

‘The note was 
successfully saved’ 
message displays

Click Close

Click Close again

Verify that a check 

mark displays in the 

“corrected” column 

The View Note 
Corrections page 

displays. The 

corrections will 

display in green & 

red

The View and 
Correct Note  
page displays

Scroll to the Correct 

Note panel

The Clinical Notes 

page displays
Scroll to the factory 

table with the list of 

Clinical Notes
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Ensure you are in
 the client’s Immunization or Investigation record to document a 

clinical note.  The Clinical Note must be associated to the 
appropriate Investigation.

Only the Author of a note, can move a note

Select Move selected 

note to the 

investigation the notes 

are being moved to 

from the drop list

Select appropriate 

Encounter from the 

drop list if applicable 

Click Move Note 

Scroll to the factory 

table with the list of 

Clinical Notes

The Clinical Notes 

page displaysLHN > Notes

Select the radio button 

for the Note that 

requires to be moved

The Move 
selected note to 
feature has been 

activated

The ‘Please 
confirm that you 
want to Move…” 

message displays
Click OK

‘The note was 
successfully moved’ 
message displays
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