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                               Centricity: Customize “My Folder”  
 

 

Click on “Update” 
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Click on the “Binoculars” icon  

 

 
 

 

From the “Browse” Tab…click the “More” button 
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Additional screen with information will appear… 
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Highlight the “Encounter Type” you wish to add to you custom “My Folder” list 

 

 
   

 

 Click on the “Add Item” button    
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You will see a pop-up that reads: “Add item to My Folder”  

 

  

 
 

 

       Click “OK”….and you will see ”1 item added to My Folder” 

 

 

 

                      
 

  Click “OK”…. 

 

 

Continue adding items until you get all the Encounter types you need 

 

 **Note: It does not matter in what order you select items; they will 

                   automatically be displayed in alphabetical order. 

 

  **Note: To check the list of items that you have added, click on the “My Folder” 

                      at the top of the left panel. 

 

  **Note: To return to the complete list of Encounter Types, click on the   

               “Encounter Type” folder 
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When finished adding items: go to the “Contents Of Encounter Type List” 

1) Click on the button next to “My Folder” 

 

 

 

 

 
 

  Click “OK”…. 

 

 

**This will take you back to the “Update Chart” screen and you should see your  

     custom list of Encounter Types 

 


