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CASENOTE TRACKING – CREATE / ADD AN E-FOLDER CASENOTE / VOLUME AND 

PRINT A MEDIVIEWER COVERSHEET 

Coversheets, for Encounters, should be printed from MediViewer to put together a blue E-Folder.  
Then check whether an E-Folder Casenote Type exists against the patient already in CareFlow PAS – 
they might be being seen in Outpatients or on a Ward: 
 

• If already active, add a new Casenote Volume for that E-Folder 

• If not currently active, create an E-Folder Casenote 
 

PRINT A MEDIVIEWER COVERSHEET 

Note:  Make sure you have Saved MediViewer’s Auto Print to On, in the Settings Cog  icon > 
Preferences, before you print: 
 

 

 
Once you have set this default, you won’t need to change it 
ever again. 

 
 

Once in MediViewer:  
 

 
 
Type the patient’s NHS Number (or the Hospital Number, if they don’t have an NHS no.) into the 
Smart Search field. 

Press Enter on the 
keyboard 
 

The Search Results window displays: 
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Select the patient’s 
name from the list of 
results 
 
 

The patient’s Health Record displays: 
 

 
 

Find the Encounter. 
 
Use the Filter Funnel, 
if necessary, top of 
Encounter View 
 

When Filtered, only some of the Encounters display: 
 

 
 

Click on the Printer 
icon, against the 
correct Encounter 
 

 

The Print Items window displays: 
 

 
 
Ensure the appropriate Coversheet box is ticked, if more than one. 
 

Click the Print button A pop-up displays in the bottom-right corner: 
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As long as you have Auto-print turned on, in the Settings Cog, then a Print window displays. 
 

 
 

Click on this window’s 
Print button 

The Coversheet has now been added to the Trust’s print queue.  Follow the 
printer process then collect the Coversheet from your printer. 
 
Insert the Coversheet into the relevant E-Folder (Inpatient or Outpatient) as 
required.  NOTE: you will need to write the Volume Number in the box, top-
right of the sheet, once you have created the Casenote/Volume in PAS. 
 

 

 
 
Whilst the Printer icon in the Banner displays no change in number, from prior to the MediViewer 
Print button being pressed, a history of all your autoprinted (and export downloaded) Pages display. 
 

 
 
Click on the Printer icon, regularly, to clear down this history, with the Clear Queue button.  
MediViewer’s Print Queue window enables you to reprint (or re-download) pages, should this be 
necessary e.g. issues with the printer. 
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CREATE / ADD AN E-FOLDER CASENOTE / VOLUME 

Once you have printed the coversheet for your patient’s Encounter, you will need to either Create 
an E-Folder in PAS, if one doesn’t exist, or Add a new E-Folder Volume, if E-Folder(s) is currently in 
use. 

Once in CareFlow PAS: 
 
Click on the Casenote 
Tracking module then 
click on Maintain 
Patient Casenotes 

The Maintain Patient Casenotes screen displays: 
 

 
 

 
Search for your 
patient then tick the 
box to Show inactive 
casenotes 
 

 

 

This is to make sure there isn’t an 
inactive E-Folder casenote already 
which you can reactivate. 

 

At this point, on a right-click, you have two suitable options: Add Casenote and Add Volume. 
 
Continue directly below for Add Casenote, when the E-Folder option doesn’t exist or skip further 
down to the Add Volume section, where it does and other E-Folders are still in use, in other 
departments. 
 
Add Casenote required 

 
 
Add Volume required 
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CREATE AN E-FOLDER CASENOTE 

Right-click then click 
on Add Casenote 

The Add Casenote Volume window displays: 
 

 
 
The 1st volume number is set. 
 
Note: PAS has NOT set the Type and this is required to save the Casenote. 
 

Click into the Type 
field then select 
E-Folder 
 

 

 
 

Now type in the 
location you are in, 
whilst creating this 
folder 
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Click on the Location 
you are in then click 
the OK button 

The window closes and the Created field is now populated with a Location: 
 
 
 

Press the ENTER key, 
on the keyboard, or 
click the Magnifying 
Glass icon to search 
 

The Casenote Location window displays: 
 

 
 

Click on the Location 
you are in then click 
the OK button 

The window closes and the Created field is now populated with a Location: 
 

 
 

Click the Save button 
to finish adding the 
new E-Folder 
 

 
A Print Documents window displays for the patient, with Casenote Labels 
listed. 
 

Click the Cancel 
button as you don’t 
need Casenote Labels 
 

This new Casenote can now be tracked in PAS.  See the appropriate guides 
for Send the Casenote and Receive the Casenote within the MPI guides. 

 

 

NOTE: Make sure you write the Volume number you have 
just created on the MediViewer Coversheet you added to 
the E-Folder 
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ADD A VOLUME TO THE EXISTING E-FOLDER CASENOTE 

Right-click on the grey 
Category: E-Folder 
row then Add Volume 
 
Note: if no E-Folder 
exists, jump back up 
to Create an E-Folder 
Casenote 
 

The Add Casenote Volume window displays: 
 

 
 
The next volume number is set; in this case, 3. 
 
Note: PAS has set the Type as E-Folder because you right-clicked on the 
Category: E-Folder row. 
 

Now type in the 
location you are in, 
whilst creating this 
folder 

 

 
 

Press the ENTER key, 
on the keyboard, or 
click the Magnifying 
Glass icon to search 
 

The Casenote Location window displays: 
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Click on the Location 
you are in then click 
the OK button 

The window closes and the Created field is now populated with a Location: 
 

 
 

Click the Save button 
to finish adding the 
new E-Folder 
 

 
A Print Documents window displays for the patient, with Casenote Labels 
listed. 
 

Click the Cancel 
button as you don’t 
need Casenote Labels 
 

This new Casenote can now be tracked in PAS.  See the appropriate guides 
for Send the Casenote and Receive the Casenote within the MPI guides. 

 

 

NOTE: Make sure you write the Volume number you have 
just created on the MediViewer Coversheet you added to the 
E-Folder 

 
 

 


