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INTERPROFESSIONALS THAT UTILIZE THE MULTI-PATIENT TASK LIST 
(MPTL) 

This tip sheet is designed to guide end users in effectively utilizing the Create Admin Note… 

feature on the Multi-Patient Task List (MPTL) within HIS. 

 

1. Navigate to MPTL  

 

2. Ensure the appropriate patient list is selected, along with the desired time frame 

criteria. 

 

 

3. The end user should select the task for which they want to create an admin note. Click 

on the task to highlight it. 

 

 

Customized patient view 

Time frame criteria 
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4. Right-click the task, and choose Create Admin Note… 

 

5. The Admin Note window will open. End users can write in the free text box below the 

task description. Click OK when done. 
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Once the Create Admin Note… is completed, a note-with-paperclip icon will be visible on the 

MPTL next to the patient’s name.  

 

In order to read the admin note, end users can click on the note-with-paperclip icon. 

*NOTE: To clear the admin note, end users can click on the note-with-paperclip icon, and clear 

the text box. Once cleared, click OK. The admin note will disappear. 

 

 

Clear the text box, then click OK. 

The Create Admin Note… will disappear from the MPTL. 

 

 

 

 

 

 


