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Back Out Note Batch 

Back Out Note Batch can be used to back out any batches of notes created by the “One Note to 

Many” or “T19 Import” programs and its intended use is for SANDIS Support Staff use only.  

Launch the Back Out Note Batch 

program by clicking on the option 

under RC Functions.  

 

 

By default, the grid displays all 

posted batches of notes created by 

One Note to Many and/or T19 

Dictated Notes Import.  

 

The grid also provides information 

about note batches such as the 

status, batch type, created date, 

last date, closed date, and file 

name of the batch.  
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Click on any of the blue headers to 

toggle between ascending and 

descending order. Each column 

also has a filter field beneath the 

header that can be engaged by 

adding information. Multiple filters 

can be used at the same time to 

work with the data in the table.  

 

 

 

To display batches within a specific 

date range, manually enter the 

desired dates in MM/DD/YYYY 

format or use the  icon to select 

a date.  

 

Click on   to update the 

grid.  
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To back out a batch of notes, enter 

the batch by right-clicking on the 

entry and choosing ‘Select’. Entries 

can also be entered by double-

clicking.  

 

 

Multiple users cannot retract the 

same set of batched notes.  If user A 

starts the process to retract a set of 

notes and user B attempts to do the 

same, user B will encounter an error 

prompt. 
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If the batch is valid for back out, on 

the following screen, the batch of 

notes that are ready to be 

retracted will display for final 

review.  

 

If an entry does not need to be 

retracted, click on the to 

remove it from the process.  

 

Please note that this will not delete the 

note from live.  

 

 

 

Once the entries have been 

confirmed, to back out the batch of 

notes, click the  button.  

 

To cancel the process, click the 

 button. If the process is 

cancelled, the set of batches will 

appear in the Back-Out Batches 

grid, which can be viewed by select 

the Back-Out Batches radio button. 
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After clicking on the  , a 

pop-up will require a confirmation 

to delete the notes permanently. 

Select either ‘Yes’ to move forward 

or ‘No’ to cancel the process.  

 

Once the process is completed, the 

batch of notes that have been 

retracted will appear in the 

Backed-Out History grid.  No note 

details will exist for backed out 

batches and only the headers will 

remain.  
 

 


