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Eight Efficiency Boosting Tips for Cerner Users 
 

Learn how to use the Cerner electronic health system more efficiently. This list of tips was developed exclusively for 
AMA STEPS Forward™. 
 

Chart review: Mpage utilization 

Tip 1. Customize the Workflow navigator. 

 
Personalize your Workflow 
list by adding or removing 
Mpage components. 
 
Drag free-text documentation 
components to the bottom of 
the screen to maximize the 
space in the Workflow 
Navigator. This reduces 
scrolling through Workflow 
Mpages.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To add or remove components: 

1. Select 'View Level' menu. 
2. Select components to add or deselect components to remove. 
3. Only components with a check mark will appear in the view. 

 

Simply drag and drop to move components in the Workflow Navigator. 
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Tip 2. Use the Documents Mpage component. 

 
This workflow component, 
unlike Clinical Notes, enables 
you to review your patient’s 
documents while 
simultaneously drafting notes.  
 
Features include: 

• Filtering to improve ease 
when looking for 
documents 

• Sorting to categorize 
your documents based 
on your preferences 

• Continuous scrolling 
allows you to move from 
document to document 
without closing or leaving 
the window. Eliminating 
the time it takes windows 
to load in turn saves you 
time on chart review and 
documentation. 

• Drag and drop 

 

 
 

Activate filters: 

1. Time filters can help you locate a patient’s documents based on creation date. 
2. In the display filter, select “note types” based on your document needs. 
3. Group documents by last 50 notes, my notes only, or by encounter. 

Sort to give the desired view: 

1. Service date is the sorting default. Reset this to sort for your documents.  

Enable continuous scrolling: 

1. Check the box to turn on the continuous scrolling feature. 
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Tip 3. Set up split screen documentation with Contextual View. 

 
Organize your view and reap 
the benefits: 

• Simultaneously create 
notes and review patient 
documentation 

• Decrease scrolling 

• Drag and drop 
documentation from 
previous notes 

 

Pro tip:  
If you are working on a laptop 
where the screen resolution 
doesn’t support contextual 
view, CTRL - and + will 
change the resolution to 
apply the contextual view 
settings.  

Create a split 
screen contextual 
view: 

1. Drag free-text 
components to 
the bottom. 

2. Move free-text 
components to 
the right side of 
view. 

 

 

 

 

 

 

 

 

Drag and drop text 
into the 
documentation 
component: 

3. Initiate patient 
documentation. 

4. Navigate to 
Documents 
component. 

5. Highlight the text 
you want to drag 
and drop. 

6. Drag and drop 
the highlighted 
text. 
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Documentation: Dynamic Documentation 

Tip 4. Set up documentation accelerators, such as Autotexts and Smart Templates. 

 
Automatically populate 
specific patient data in your 
notes—with Dynamic 
Documentation with Autotexts 
and Smart Templates  
 
What is an Autotext? 
A global Autotext 
automatically pulls specific 
patient data into a clinician’s 
notes.  
 
What is a Smart Template? 
A Smart Template is a feature 
that lets you quickly insert 
patient- and encounter-
specific information (eg, 
today’s date, patient’s name, 
patient’s lab 3 months, etc.). 
 
Pro tip: Check to see if your 
organization has created 
system-level Autotexts and 
Smart Templates. 
 
Pro tip: Consider using 
symbols, phrases or a unique 
prefix to personalize your 
Autotexts. For example, 
consider starting Autotexts 
with a backslash (/) because 
it is a symbol rarely used in 
clinical documentation. 

Create custom Autotexts: 
1. Navigate to the “Manage Autotext” 

icon. 
2. Find “My Phrases” and “Public 

Phrases” tabs and click My 
Phrases. (Public Phrases includes 
previously built-out Autotexts.) 

3. Click the “+” to create your own 
Autotexts. 

 

 

 

 

 

 

 

Create custom Smart Templates 
1. Name your Autotext something 

easy to remember 
2. Click the Smart Template icon 
3. Choose from the list of available 

Smart Templates to add to your 
Autotext 
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Tip 5. Share custom Autotexts with other team members. 

 
Use the Autotext copy utility 
to let other team members 
access the custom Autotexts 
you’ve created. Help the 
team be more efficient and 
consistent in their 
documentation. 

 
1. Go to the “View” 

drop down menu 
and select “Autotext 
Copy Utility.” 

2. Then, search for the 
end user’s name. 

3. Click to highlight 
individual Autotexts 
to copy or check the 
box marked “Select 
All” to share all of 
your Autotexts.  

4. Click the Copy 
button. 
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Orders: Quick Orders 

Personalizing your Quick Orders page will help you quickly locate specific orders.  

Other benefits include: 

• Single view for placing orders 

• Minimizes searches for commonly placed orders 

• Saves special details on your favorite orders 

• Reduces clicking and subfolder navigation 

Tip 6. Use the Quick Orders Mpage. 

 
Personalize your Quick 
Orders to enable you to 
place frequently used orders 
with a single click.  
 

 

1. Select “View” level menu 
for the individual folder. 

2. Modify the folder color  to 
help you find and 
remember different types 
of orders. For example, 
you might choose orange 
to represent diagnostics. 

3. Uncheck “default expand” 
to yield a collapsed view 
that minimizes scrolling. 
Set defaults to keep 
frequently used orders 
always open and face up, 
close other sections that 
are used less often. 
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Tip 7. Use Shared Orders folders. 

 
Increase collaboration 
among care team members 
and improve care team 
efficiency by creating and 
sharing personal Favorites 
order entry folders and 
frequently used orders. 
 

 

1. Select “Shared” in New Order Entry. 

2. Search for the clinician’s name to view their personal 
order favorites.  

3. Add their favorites folders to your page 
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Tip 8. Create Favorites folders and add them to your Quick Orders Mpage. 

 
Customize the Quick Orders 
Mpage with your own 
speciality and personal 
favorite folders. Using this 
functionality will save you 
countless clicks and 
decrease your order time per 
patient. 
 

 

1. Select Current orders you’d like to add 
to your personal favorites. 

2. Search for additional orders.  

3. Navigate to “Orders for Signature” box. 

 

 

 

 

 

 

 

 

 

 

Choose “Modify Details,” which will allow 

you to set additional order details in your 

favorites. 
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Tip 9. Create Favorites folders and add them to your Quick Orders Mpage. (continued) 

 
Customize the Quick Orders 
Mpage with your own 
speciality and personal 
favorite folders. Using this 
functionality will save you 
countless clicks and 
decrease your order time per 
patient. 
 

Add order details: 

1. Select orders that require details. 

2. Complete the fields you’d like to save in your 
favorites.  

3. Right click “Add to Favorites...” 

 

 

 

 

 

 

 

 

 

Create a new folder for your personalized 

order: 

1. Click “New Folder”. 

2. If you are creating subfolders, click “New 
Folder” within the main folder. If not, skip this 
step. 

3. Click “OK.” 

 

 

 

 

 

 

 

(continued on next page) 
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Tip 9. Create Favorites folders and add them to your Quick Orders Mpage. (continued) 

 
Customize the Quick Orders 
Mpage with your own 
speciality and personal 
favorite folders. Using this 
functionality will save you 
countless clicks and 
decrease your order time per 
patient. 
 

 

Add your new folder to your Mpage: 

1. Navigate to the View menu 
and select “Add Folder…” 

2. Click the Select button to add 
this favorite folder and any 
subfolders to the Quick Orders 
Mpage. 
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Disclaimer: AMA STEPS Forward™ content is provided for informational purposes only, is believed to be current and accurate at the time of posting, and is not intended as, and should not be 

construed to be, legal, financial, medical, or consulting advice. Physicians and other users should seek competent legal, financial, medical, and consulting advice. AMA STEPS Forward™ content 

provides information on commercial products, processes, and services for informational purposes only. The AMA does not endorse or recommend any commercial products, processes, or 

services and mention of the same in AMA STEPS Forward™ content is not an endorsement or recommendation. The AMA hereby disclaims all express and implied warranties of any kind related 

to any third-party content or offering. The AMA expressly disclaims all liability for damages of any kind arising out of use, reference to, or reliance on AMA STEPS Forward™ content. 

 
Source: AMA. Practice transformation series: taming the EHR playbook. 2022. 


