
 

MEDAFFINITY EHR –  DOC MONITOR 

OPENING THE DOC MONITOR  

After logging in, click on “File” in the upper left and select “Open Doc Monitor.” 

 

 

 

 

 

 

 

UNDERSTANDING THE DOC MONITOR 

 
You will then be taken to the Doc Monitor, which allows you to comment on students’ work. You will see a list of all the 
documents within your course on the left. In the main window, you will see a preview of the document that is selected 
in that list. 

 

 

 

 

 



ADJUSTING VIEWS 

• Pin or unpin the Documents window  

 

 

 

 

 

 

 

• Slide the center divider to the left or right to give a bigger view of the monitor. 

 

 

 

 

 

 

 

 

 

REFINING THE DOCUMENT LIST  

 

• To narrow or change the range of documents that appear listed on your screen, in the far upper left corner, you 

can change the selections under Note Stage (All, Not Ready, Ready, Reviewed or N/A), Start Date, End Date and 

Location.  Then click “Get” to refresh the screen. 

 

 

 

 



• When the screen refreshes, the document list will be repopulated to reflect the criteria you selected. 

 

 

 

 

 

 

 

 

SELECTING THE DOCUMENT FOR GRADING  

• From the list of documents on the left, you can select the document you wish to grade. To do so, click on the 

document name, and a preview of the document will appear in the main window. 

 

 

 

 

 

 

 

 

• Then, in menu in the far upper left, click on “Evaluate.” 

 

 

 

 

 

 

 

 



MAKING COMMENTS AND INLINE COMMENTS 

INLINE COMMENTS 

• Using the “Evaluate” menu, you can make detailed, inline comments on and grade the student’s work. 

 

 

 

 

 

 

 

 

 

• To make an inline comment, select the text in the preview window that you want to comment on.  

• Then you can click on the icon that pops up when you select the text or you can click on “Add Inline Comment” 

in the upper left. 

 

 

 

 

 

 

 

 

 

 

 

 

 



• Place your cursor in the text box and enter your comments. Then click “Save” at the bottom of that comment 

box.  As you add more comments, they will all appear on the far right of your screen. 

 

 

 

 

 

 

 

 

 

 

Note: Comments will automatically appear highlighted in the preview window, and you will see all your comments on the 

far right side of the screen. To remove the highlighting or the comment bar, de-select  the “Highlight Inline Comments” 

and “Show Comments Bar” buttons, respectively, at the top left of the screen. To make them re-appear, click these 

buttons again so they are highlighted.  

Tip:  If you wish to edit or remove a comment, select the text in the preview window that 

corresponds with the comment. This will bring that comment box to the top of the list on the 

right. Then, at the bottom of that comment’s text box, click “Remove.” Be sure you are hitting 

“Remove” on the correct comment box! Similarly, to edit a previous comment, select the text 

in the preview window that corresponds with the comment you wish to edit. This will bring 

that comment box to the top of the list. From there, make any changes within the comment 

box, and hit “Save.” 

 

• When you are done with inline comments make sure you click “Save” to make sure all the comments are saved 

to the document. 

  

 

 

 

 

 

 



OVERALL COMMENT 

• To make an overall comment of the learner’s work, you just click within the comment box or click on “Open 

Comments”. 

 

 

 

 

 

• When the comment box opens, you can type your overall comment in there.   

• Once you have completed making your comment, click “Save” at the bottom right part of the comment box. 

 

 

 

 

 

 

 

• Click “OK” in the Evaluation Information Saved box. 

 

 

 

 

 

ENTERING GRADE 

• To enter a grade for that document, type the grade into the text box to the left of the save button then click 

save. 

 

 

 

 



• Once a grade is saved to the learners note, the learners note stage will go from “Ready” to “Reviewed” 

 

 

 

 

 

EMAILING FROM THE DOC MONITOR 

• In the “Evaluate” tab click “Email Copy”. 

 

 

 

 

 

• You can email the document as a PDF or Word document to the learner or to yourself (the email addresses will 

automatically populate).  When the email is ready to be sent, click “Send”. 

 

 

 

 

 

 

 

CLOSING THE DOC MONITOR 

• Click “X” on the tab at the top of the document list to go back to the patient list. 

 

 


	MedAffinity EHR – Doc Monitor
	opening the doc monitor
	Understanding the doc monitor
	adjusting views

	Refining the document list
	Selecting the document for grading
	Making comments and inline comments
	Inline Comments
	Overall Comment
	Entering Grade

	Emailing from the Doc Monitor
	Closing the Doc Monitor


