Create And Manage Tasks In Cliniqa360
Platform
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This tutorial guides you through creating and managing tasks within the Cliniga360 Clinic Man-
agement Platform.


https://www.guidde.com
https://app.guidde.com/share/playbooks/aSE9CmoPVqhexkn69XVL96

Go to app.cliniga360.com

01 Introduction

You will learn how to add task details, prescriptions, notes, and update task statuses effectively.
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https://app.cliniqa360.com/task-board

02 Initiate New Task Creation

Click "New Task" to start creating a new task in the Cliniga360 platform.
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Click New Task




03 Select Patient Identifier

Select the patient associated with the task.

Click patient ID
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04 Access Description Field

Click "Description" to enter details about the task.

Click Description




05 Assign Task To User

Select the staff member to whom the task will be assigned.

Click Maya Cashier
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06 Create The Task

Click "Create Task" to save and create the new task in the system.

Click Create Task




07 Open Task Details

Drag and drop the card to change its status on the board.

Drag and Drop the Card
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08 Review Task Notes

Click car to examine the details.

Click review notes
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09 Access Additional Options

Click here to access more options related to the task.

Click here
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10 Select Patient Name

Click on the patient to select them for a detailed view.

Click Richard Reyes




11 View Patient Information

Click "View" to display the patient's detailed information.

Click View
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12 Add New Prescription

Click "Add Prescription" to begin entering prescription details.

Click Add Prescription
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13 Access Chief Complaint Field

Click on the reason to specify the patient's main concern.

Click Chief Complaint




14 Enter Chief Complaint

Enter "Checkup" to describe the patient's chief complaint.
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15 Access Diagnosis Field

Click "Diagnosis" to input the patient's diagnosis information.

Click Diagnosis




16 Open Medications Section

Click "Medications" to manage the patient's medication details.

Click Medications




17 Access Instructions Field

Click "Instructions" to provide guidance related to the prescription.

Click Instructions




18 Enter Follow-up Date

Please enter the date for the scheduled follow-up.
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19 Access Physician Field

Click "Physician" to assign the responsible doctor for the prescription.

Click Physician
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20 Specify Physician Name

Please enter the name of the doctor who is overseeing the patient's care.
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21 Save Prescription Details

Click "Save Prescription" to store the entered prescription information.

Click Save Prescription
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22 Add Note Field Access

Click "Add a note..." to include additional remarks about the task.

Click Add a note




23 Add The Note

Click "Add" to attach the note to the task record.

Click Add
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24 Save Task Changes

Click "Save Changes" to update the task with all recent modifications.

Click Save Changes

g Save Changes




25 Access Task Again

Click "Returning Customer" once more to ensure task visibility.

Click Returning Customer
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26 Open Additional Options

Click here to access further task-related options.

Click here

=




27 Select Medium Entry

Click "Medium1Apr 7, 4:36 PMM" to view the medium entry details.

Click Medium
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28 Mark Task Urgency

Click "Urgent" to set the task priority to urgent.

Click Urgent
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29 Save Urgency Changes

Click "Save Changes" to apply the updated urgency status.

Click Save Changes
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30 Access Date Field

Click here to open the date selection field.

ﬁ mm/dd/yyyy

Click here




31 Enter Start Date

Filter tasks by date.
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You have successfully created and managed a task in the Cliniqa360 platform, including adding

patient details, prescriptions, notes, and updating task statuses. To continue, explore advanced
task management features or review patient history for comprehensive care.
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