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QUICK REFERENCE – SIGN OUT RECORD 

FILE CLERK DESKTOP 
 

 
 

1. SEARCH FOR 

PATIENT – AND 

CREATE LIST 

 

 

 

2. SELECT THE EXAMS 

THAT YOU ARE SIGNING 

OUT 

 

3. SELECT SIGN 

OUT 

 

ENTER IN RECIPIENT 

RECORD AND DATE WILL AUTOFILL 

OPTIONAL – FREE TEXT IN COMMENT 

4. SELECT SAVE 

OR F12 TO FILE 

– SELECT CLOSE 

OR ESC TO EXIT 

ROUTINE AND 

LOSE CHANGES 

 

NOTES: TO SEARCH FOR RECORDS 

THAT HAVE BEEN SIGNED OUT – 

SEARCH BY PATIENT – RECORD 

INQUIRY 

 

VIEW LIST TO SEE WHICH RECORDS 

ARE OUT 

 

 


