
Close and Save A Run Sheet= Options and Consequences 
 
There are several options to close and save a run sheet when completed. Each has post run results. 
The options are: 
 Select the Mark Run As Completed option. 
 Select the Locked: drop down option (default is set to Unlocked when you open a new Run 

Sheet), select Lock (information is Saved) and then close out of the Run Sheet. 
 Select the Save button and then close the program. (Recommended) 
 Close out of the program. 

 
Selecting the Mark Run as Completed option 

This option closes and locks the run sheet as soon as it is selected.    
 

 
 
Depending on the options you have chosen for your Service under the Setup tab (or not changed 
anything and have accepted the Image Trend default options), it will display the Audit Tracking Box 
before you actually close out of the Run Sheet. 
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After a Run Sheet has been locked, the EMS Service Administrator can set it up so that if others do 
certain things (amend, print, open, etc.) the Audit Tracking Box pops up and asks for justification. This 
way the Service Administrator can monitor activity for management purposes regarding access/changes 
to a Run Sheet. The default from Image Trend is that when Mark Run as Completed is selected, the Audit 
Tracking Box automatically is displayed because it considers everything done and no need to make any 
changes later. 
To continue to use this option to close out of a Run Sheet, but not have the Audit Tracking Box pop up, 
go to the Set up tab, Service Settings And Resources, Configuration, EMS Audit.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
The following is how the EMS Audit Events Setup default page is set by Image Trend; 
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When selecting the Mark Run as Completed Box to close a Run Sheet, it automatically triggers the Audit 
Tracking Box to appear before closing out of the Run Sheet and requires a reason.     
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To continue using the Mark Run as Completed Box to close out from a Run Sheet, but not have the Audit 
Tracking Box appear, you need to select the Inactive Button and hit Submit. This will eliminate the 
justification box from appearing when you select Mark Run As Completed.        
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This is how the EMS Audit Events Setup page will appear if you make that change.    
 

 
However if you decide to use the Mark Run As Completed Box to close the Run Sheet and deactivate the 
Audit Box from appearing, you can’t track any future actions of your crew when they later go back into a 
Run Sheet  (i.e.- amend, print, open, etc.)  
 
It isn’t recommended to use this option because of the finality of it. 
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Using Locked Drop Down Option 
When you are done with the Run Sheet, go to the Locked: option box. 
The Locked: option is defaulted to Unlocked.   
 

 
 
When you are finished with the Run Sheet, select the drop down box and choose Locked. 
Note- If the EMS Audit Events Setup, Track All Changes After Completed option is set to yes, then you 
will get the Audit Tracking box because you are now finalizing the Run Sheet by selecting Locked. 
 

 
 
You can change the setting in EMS Audit Events Setup (as described in the Mark Run as Completed 
option above) so you don’t get this Audit Tracking Box. However you will lose the ability to track any 
future actions on the part of your crew if they ever go back into an old Run Sheet. 
 
Or you can just put in anything in the Audit Tracking Box and hit submit. 
Then close out of the Run Sheet. 
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Save Button (Recommended Method) 
 
After you complete the Run Sheet, hit the Save button.      
Close out of the Run Sheet. 

 
 
This method is recommended because it is probable that your crew may need to make 
changes/additions to the Run Sheet within a short period of time after initial completion. 
 
The Image Trend default setting automatically Locks a Run Sheet after 2 days. (The clock begins running 
at Midnight on the day you initially complete and save the Run Sheet) 
Changes/additions can be made during this time period without triggering the Audit Tracking Box. 
 
If you as the Service Administrator would like to decrease or increase this from the default setting of two 
days, go to the Setup tab, Service Settings And Resources, Run Locking;   
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Put in the number of days you want for the Run Sheet to automatically lock and select the OK Box.   
 

 
 
 
Note- It is recommended that you have your Auto-Save after Switching Tabs turned on. 
When you switch between the tabs on the Run Sheet, your information is automatically saved for you. In 
case of a power interruption you won’t lose your information. 
Go to the Setup tab, Run Forms, Dynamic Run Form, Auto-Save after Switching Tabs.      
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Make sure you have selected Yes. (This is the Image Trend default setting) 
 

 
 
 

Just Close out of the Run Sheet 
 
If you just close out of the Run Sheet without saving your information, the data won’t be saved. 
If you do this, you will be shown a box asking if you really want to do this. 
 

 
 
If you select Leave this Page, your Run Sheet Data will be lost. 
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