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symplr Clinical Communications Web Application (App) Job Aid 

symplr Clinical Communications is a cloud-based solution that enables fully secure clinical 

communication and collaboration. It supports role and team-based communication and 

scheduling, ensuring that the right messages get to the right people or roles at the right time, 

helping to streamline complex clinical workflows. By doing so, symplr Clinical Communications 

reduces the risks involved in the exchange of Health Insurance Portability and Accountability Act 

(HIPAA) compliant messages between colleagues.  

You may utilize this guide to help you log in to the symplr Clinical Communications Web app, as 

well as send messages and customize your user settings.  

Logging In 

To log in to symplr Clinical Communications, you need a username or e-mail address and 

password.  

Login Procedure: 

1. Open your browser and navigate to Uniform Resource Locator (URL) = 

https://secure.dochalo.com, where the login page displays.  
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2. Type the username or e-mail address in the Username field, and click the Continue button. 

 

 

In the Web app, you may click the Help link to view login and support contact 

information. 

 

3. Type your Password and click the Sign In button. 
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4. The Message Home page displays. 

 

Sending Messages 

When initiating a new message, you have the option to utilize the following types of 

communication: 



  

© 2024 symplr. All rights reserved.  Page 4 of 25 

User-to-user(s) 

Communication to individual user(s) within the organization 

NOTE: You type the individual name of your recipient in the To: field when initiating user-to-user(s) 

messaging. 

Role-based 

Communication to a specific scheduled or manual role within the organization 

NOTE: Admins configure the roles available for messaging. Users may then type the name of the 

specific role in the To: field when initiating role-based messaging. 

Team-based 

Single communication to multiple roles and users that serve as a group collaborating for a 

common purpose 

NOTE: Admins configure the teams available for messaging. Users may then type the name of the 

specific team in the To: field when initiating team-based messaging. 
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The following icons associate to your message recipients, based on the communication type:  
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Circle icon 

Represents a specific user 

Two Person icon 

Represents a manual role or team 

Person with Calendar icon 

Represents a scheduled role 

Two Person with Monitoring Wave 

Represents a critical team 
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You may initiate new messages, reply to existing messages, and manage your list of message 

threads from the Message Home page.  

 

 

To navigate between message threads, select the appropriate message thread 

from the list on the left. 

 

To maintain patient safety, symplr Clinical Communications builds in Safe Text functionality, 

enabling separate communication threads for each patient. When you communicate about 

multiple patients with the same recipient, you must initiate a separate message thread for each 

patient. This means you may have multiple message threads with a single recipient.  

 
Each message thread must only contain communication about a single patient. 
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When you continue correspondence about a patient, you send the communication through a 

reply in the existing thread. This allows you to keep all communication for each patient in a single 

conversation for easy reference.  

Send a New Message Procedure: 

1. Click the New Message button. 

 

2. Begin typing the message recipient in the To: field, and select the appropriate recipient. 
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You must type at least two characters for the list of recipients to display for 

selection. You may type the name of an individual user, specific role or team, or 

distribution list for which you are a sender. 

You may repeat this step as needed to include all users, roles, teams, or distribution 

lists to whom you want to send your message. 
 

3. After you add the recipient(s), you may access and preview recipient details by clicking the 

recipient. 

 

 

The contact card, or Preview Recipients dialog box, displays the recipient details, 

including identification of actively covering individuals if the recipient is a role or 

team. 
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4. Type the message content in the Type message here field. 

 

5. To perform additional actions relating to the message before sending, click the paperclip 

icon and select an action. 
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Quick Note 

Adds preset text in the message field 

Mark as Urgent 

Designates the message as urgent 

Add File 

Attaches an associating or local file 

Add Patient Form 

Provides a form template of fields a sender may fill in to provide general information 

regarding a patient 

Notify Me 

Sends an automated message to notify the sender if messages remain unread after 10 

minutes 

NOTE: For urgent messages, an automated message notifies the sender if the message 

remains unread after five minutes.   



  

© 2024 symplr. All rights reserved.  Page 12 of 25 

6. Click the Send button. 

 

7. A confirmation message displays, and the Message Home page displays the new message 

thread. 

 

 
After sending the message, you see sent, delivered, and read statuses accordingly. 

 

 
The same process for sending a message applies to all communication types. 
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Settings 

You may utilize the Settings page to manage user settings. User settings within symplr Clinical 

Communications allow each user to access and modify their user-specific details. 

 

User settings within symplr Clinical Communications include: 
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Profile 

User demographics and user-specific communication preferences 

Areas of Service 

Organizational facilities and departments to which the user associates 

Message Settings 

Details relating to how the user receives messages within the application 

Extend 

User preferences for receiving unread messages outside of the application 

Quick Notes 

Preset text that users may add to a message with a single click 
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Use the Settings Page to Customize User Settings Procedure: 

1. Click the Settings hyperlink on the toolbar.  

 

2. In the Profile tab, customize the fields as needed, and click the Save button. 

 

 

You may access the sections within the Settings page by selecting the appropriate 

tab on the left side of the page. 
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3. In the Areas of Service tab, customize the fields as needed, and click the Save button. 
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Areas of Service 

Facilities and departments within your organizational structure that you associate with 

NOTE: If your organization utilizes standard symplr Clinical Communications functionality, 

an Admin defines this during initial user creation, and you may add or remove areas of 

service as needed. Click the caret icon to expand all areas of service within the organization. 

Primary Area of Service 

Main area of service you associate with 

NOTE: When you log in for the first time, symplr Clinical Communications may require 

selection of a single area of service, which then defaults as your primary area of service. 

NOTE: Your primary area of service displays when a message sender selects you as a 

message recipient. This ensures selection of the correct message recipient in cases where 

multiple users have the same name. 
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4. In the Message Settings tab, customize the fields as needed, and click the Save button. 

 



  

© 2024 symplr. All rights reserved.  Page 19 of 25 

Off Duty / Auto-Forwarding 

Indicates the user's status as a message recipient, options include: 

∙ Regular — user receives messages another user sends to them directly 

∙ Off Duty — user shows as unavailable 

∙ Auto-Forward — application sends message directly to another user, team, or scheduled 

role 

NOTE: If you click the Off Duty radio button, you must also enter the start and end dates 

and times for the off-duty period. You may also choose to add a custom off-duty message. 

NOTE: If you click the Auto-Forward radio button, you must also designate a recipient to 

receive the forwarding messages and enter the start and end dates and times for the auto-

forward period. 

NOTE: You must click the Save button after updating the Off Duty / Auto-Forwarding field. 

Web Notifications 

Indicates whether Web notification occurs upon receipt of a message or alert 

Notifications Include Sound 

Indicates whether an audible, one-time notification occurs upon receipt of a message or 

alert 

NOTE: The Notifications Include Sound toggle applies to the Web app only and is only 

available when Web Notifications = On. 
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5. In the Extend tab, customize the fields as needed. 
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Channel Type 

Notification method 

NOTE: You may utilize the Add and Number fields to add a new notification method, and 

then click the Add button. You may add multiple notification methods as needed. When 

you add a new notification method, it is set to On by default. Click the red x icon to delete a 

channel. 

Phone Number 

Phone number to which the automated call or Short Message Service (SMS) text message 

routes 

NOTE: Commas within the number sequence represent pauses between dialing 

sequences. 

Also escalate regular/non-urgent messages to my communication channels above. 

Indication whether symplr Clinical Communications sends extend notifications for regular 

messages 

NOTE: By default, symplr Clinical Communications sends extend notifications for urgent 

messages only. You may change this setting by clicking the toggle to the On position. 
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Your organization must enable extend functionality at the organizational level for 

users to be able to access and utilize it. 

 

6. In the Quick Notes tab, add a new quick note or update existing notes as needed. 

 

a. To add a new quick note, type the note in the Enter Quick Note field. 
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b. Click the Add Note button. 

 
c. The new note displays in the Quick Notes list. 
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d. To update an existing quick note, select an existing note. 

 
e. In the Edit Quick Note dialog box, update the note as needed, and click the OK button. 
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f. The note updates in the Quick Notes list. 

 

 
To remove an existing note, click the x icon for the associating note. 

 

g. Click the Save button to save the update(s). 
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