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About Tracking Board Comments 
 
The Comments column on the hospital tracking board provides a space to make public and/or private 
notes on patients.  
 
NOTE: Comments are not intended to be a part of the patient’s chart. Anything that needs to be included 
in the patient’s chart should not be added via Comments. 
 
 
Adding a Comment on a Patient 
 
1. Select the field within the Comments column that corresponds with the patient. The Comments panel 

displays. 
 

 
 
2. Select whether the comment should be Public or Private. By default, Public is selected. 
 

• Public: The comment will be visible to all users.  
• Private: Only the individual who enters the comment will be able to view it. 

 
3. Type the comment in the Add comments related to this patient field.  
 
4. Select Save. The comment will display in a blue box at the bottom of the Comment panel. The name 

of the user who entered the comment will display, along with the date and time it was last updated. 
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Public Comment         

 
Private Comment 

 
When public comments are entered for a patient, an abbreviated version of the most recent comment 
appears in the Comments column on the tracking board.  
 
When private comments are entered for a patient, they are visible only to the user who entered the 
comment. That user will see the comment marked with a blue key and the word “Private” next to the 
comment text. 
 
 
Editing a Comment 
 
Only the user who entered a comment can edit the comment. To edit a comment, follow these steps. 
 
1. Select the comment from the Comments column to open the Comments panel again. 
 

2. Hover over the comment within the panel to display a  Menu icon.  
 
3. Select the Menu icon; then select Edit.  
 
4. Edit the comment as necessary.  
 
5. Select Save. The date and time updates to indicate when the comment was edited. 
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Archiving Comments 
 
Comments cannot be deleted, but they can be archived once they are no longer relevant. Both public and 
private comments can be archived, but only the user who entered the comment can archive it. 
 

1. Open the comment in the Comments panel; then hover over it to display a  Menu icon.  
 
2. Select the Menu icon; then select Archive.  
 
To view a comment once it is archived, select the Include Archived checkbox at the top of the 
Comments panel.  
 
 
Pinning Comments 
 
Comments can also be pinned to the patient’s profile, rather than an individual visit.  
 

1. Open the comment in the Comments panel; then hover over it to display a  Menu icon.  
 
2. Select the Menu icon; then select Pin. A pin icon appears to the upper-right of the comment.  
 

 
 
3. Once a comment is pinned, the comment will populate on all subsequent visits created from the 

profile. If the comment should no longer display on future visits, select  Menu icon for the comment 
again and select Unpin.  
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