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Creating a Clinical Document

To create a Clinical Document in Procentive (such as a Diagnostic Assessment, Treatment Plan, or Case Note), 
take the following steps:

1.	 Click on the Clinical/Charting module .

2.	 Click Add. To add a new document, click the “Add”  button in the upper right corner. Once you 
click add, the “Document selection” window will appear. 

3.	 Select a client.

•	 You must select the client for which you are creating a document for. To find the client, click the “pick list” 
button  to the right of the client field. A new window will pop up. 

•	 Click on the name of the client you need from the list of clients.

4.	 Program: Select a program (this may or may not be required based on your database).

5.	 Select the document: Find the document you want to create and click the radio button to the left of the 
document name.

•	 Show all: If you do not see the document you need to create, click the “Show all” checkbox   
to expand the list of documents that are displayed.

•	 Form search: You can also type in a portion of the document name into the “Form search” tool to 
narrow the list of document options.

6.	 Click OK: Click OK  and your document will open.
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•	 Example of a document (with chosen P386-1200 Individual Treatment Plan) below.

Clinical Document Features

Below, are some of the features in a clinical record that you will be able to use.

•	 Copy:  Clicking this link will create a new, duplicate copy of this form.  This is helpful for updating a 
document.  It creates a word for word, field for field, exact duplicate record except for digital signatures.  You 
can change the date and any other needed information, keep the rest of the information the same and click 
save.  You now have a new, updated record.

•	 Dates: Whenever you open a document you must enter a date, in the upper left portion of the screen. 
Most documents will have only one date field. Treatment Plans will have an “Effective date” and a “Date 
ineffective”. 

•	 Saving: All documents have an “Auto save” feature at the bottom of the screen. It defaults to save every 60 
seconds. You can modify this if you want. We recommend keeping the auto save at 5 minutes or less.  

•	 Save button/Saving icons: The Save button  appears in the lower right portion 
of the screen. When you click save, and when the system auto-saves, you will notice 
an icon in the upper right side of the document. While saving, the icon is yellow. When 
savng is complete, the icon turns green and indicates the document was saved at 
xx:xx:xx time. 

•	 Spell check: On Chrome and Explorer 11, spell check happens automatically as you type. For older 
versions of Explorer, there is a spell check button in the lower right portion of the screen. There is a spell 
check icon on the bottom of the screen, spell check is not automatic; you must tell it to spell check
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•	 Client: Click this link to bring up the Client Module/Client Information. (Permission based.)

Clinical Document Function

Below are some of the functions that will be available for your use in 
the clinical records.

•	 Radio Button:  A list of options in which only one of the items 
can be chosen.  Please note: once an option is selected 
from the list, you must choose one of the options; you cannot 
deselect.  Keep this in mind when requesting radio buttons and plan to add an “N/A” choice if needed.  On 
the printed form, you may chose to have all of the options print (including the 
options not chosen) or only the selected items print. 

•	 Checkbox:  A list of options in which all of the items can be chosen.  On the 
printed form, you may chose to have all of the options print (including the options 
not chosen) or only the selected items print. 

•	 Dropdown List:  A list of options in which only one of the items can be chosen.  You 
must click the drop down to see a list of the choices and make a selection.   

•	 Edit Field or Narrative/Text Field:  A field in which you can type in any information; a narrative data entry 
field. 

•	 “Add” Tables:  Anything in the “table” will repeat.  This allows for multiple entries, such as a medication 
table, in which you note the name of the medication, the dosage, the start date and end date, etc.  Every 
time you click the “Add” button, the entire table will replicate for you to enter another line of information.  The 
+ button will add a specific field or section of fields above the current line; and the x button will remove that 
same field or section of fields.
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•	 “Pick” lists:  A Pick List is the blue circle with three horizontal lines   next to an Edit field.  Click on 
this to access a larger list of options. The contents of the list will depend on where the icon appears on 
the document, but it could be a list of staff, diagnoses, etc.  Once an item or items are 
chosen they will appear in the edit field.  You can then edit the item or add narrative 
around it.  

•	 Date fields:  Date fields are simply edit fields that have calendar buttons next to them.  You can use the 
calendar button  or you can type in the date and it will automatically format what you type into a date 
format of DD/MM/YYYY.

•	 Data Flow: Data flow is a feature that sends information from one field in a form to automatically appear in 
another field in a different form, creating less work for you. We all love that, right?  The most RECENT date, 
ACTIVE record for that CLIENT within the same PROGRAM with be used as the data.  Fields that could 
have information automatically appear from a previous record, are highlighted in green.

Error Message

•	 If, while working on a clinical record, you encounter an error message, as seen on the right, you’re record 
can be restored by following the steps listed below:
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1.	 Click OK

2.	 Click on the white exclamation mark  in the lower left-hand corner of the window.

3.	 A window will pop up and tell you that “This information has been copied to the clipboard”. You can now 
paste this information into a ticket if you need Procentive to restore the document you are working on.  DO 
NOT paste the information into an email.

4.	 Click OK and then minimize the form window. DO NOT CLOSE the form window.

5.	 Log back into Procentive and click the “Help” Button in the upper right-hand corner of the screen.

6.	 In the new ticket window, title the ticket something like “Document Restoration” and set the Priority to High 
or Crisis.

7.	 In the Description Field, type:

•	 Form Name

•	 Date of the Record

•	 Client Name or Number.

8.	 Right-click in the Description field of the ticket and select “Paste” to have the copied information appear in 
the ticket.

Helpful Tip: If you are on a tablet, you may need to long press in the description field to get the paste option 
to appear.

9.	 Select the “Send to Procentive” button and then click Save.

Procentive Help Desk Support will receive the request and restore the record within 1-2 Business days.


