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Bookmark a Page 

You may want to bookmark a page, for easy reference & retrieval. Bookmarks can be 
private or public. 

 

To Bookmark a page: 

Find the folder and then 
the document you want 
to bookmark from the 
patient’s record 

 

Click on the page you 
want to bookmark 

 

Select the bookmark icon 
(right hand side of the 
document viewer toolbar) 
and click on Bookmark 
This Page. Or right click 
on the page and select 
bookmark this page 

 

1. Click in the Name text box 
and enter a name for your 
bookmark. 

Select either Private or 
Public 

 

2. You can apply one or 
more optional Bookmark 
Categories. Type a 
search term into the text 
box to filter the list 

 

3. To apply a category, 
double-click it in the 
available list on the left-
hand panel; it appears in 
the right-hand panel 

 

4. To apply all available 
categories, click Add all 
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5. To remove a category, 
double-click it in the 
right-hand panel, or to 
remove all selected 
items, click Remove all 

 

Click on Save 

 

All Bookmarks are displayed in View>Bookmark in the patient’s case notes 

Click on the View 
dropdown and select 
Bookmark 

 

Expand or Collapse the 
Bookmarks List using the 
+ or – buttons 
respectively  

Hover over the bookmark 
to see information and 
click a bookmark to view 
the associated page in 
the document viewer 

 

The document will open 
and the bookmarked 
page will appear 
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To remove a bookmark: 

From the Bookmark 
view, tick the bookmark 
you want to remove 

 

Click on the Remove 
button  

Click on Yes to confirm 

 

 

The selected bookmark will be removed 

 


