
DIRECTIONS	
  FOR	
  COPYING	
  
A	
  PROGRESS	
  NOTE	
  INTO	
  CARECAST	
  

 
1. Open the patient’s record. 
 
2. In the command box (upper right corner “Cmd:”) type “DOCTA”. 
 

 
 
3. On the next page you will see “ Document Information” in the middle of the   
page; under “Trans. Type”, type in “PC” (“PC-PROGRESS NOTE, CLINICAL”). 

 

 
 
4. Under “Dictating Information” on right side, enter provider # in “Dictating 
Prov.” and “Responsible Prov.”  For SHARING, enter Dr. Medder (5638) for all 
dictations unless specifically directed to enter note under another clinician. 
 
5. Choose “Create a document”. 



6.  If you are asked to "Select Account", select an appropriate account. 
 

 
 

7. On “Encounter Creation Confirmation Screen” click “OK”. 
 

 



 
8. At this point you can copy and paste (right click, select "Paste" or select "Edit", 
"Paste" from menu) your previously created note. 

 

 
 
9. Choose “F12” to save or "File", "Save" from menu. 
 
10. Choose “Update Only”. 
 
11. Choose “OK”. 
 
12. At this point the progress note should be in the patient’s electronic record; 
double check by looking under "Notes" to see if the note is present. 
 


