Creating Auto Text in Dynamic Documentation or PowerNotes

In this handout you will find instructions on how to create, modify and view an Auto Text phrase to quickly import information into

Dynamic Documentation or PowerNote.

Why Use Autotext? — Autotext is a powerful way to re-use phrases or sections of documentation you find you use over and over. By

carefully formatting these phrases or paragraphs you can assure they display correctly time and time again. By including smart
templates or data tokens you can also add some flexibility to your autotext phrases — pulling in data from the EMR in a dynamic

fashion.

Accessing the Autotext Manager — p. 1

Creating an Auto Text from a Public Phrase — p. 6-8

Creating Auto Text - p. 2-3

Inserting Auto Text — p. 9-10

Modifying existing Auto Text - p. 4

Viewing a list of Auto Text - p. 11

Deleting an Auto Text—p. 5

Accessing the Auto Text Manager

You can find the Auto Text Manager in the following locations. Click on the icon to open it.
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Create a new Auto Text
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Chief Complaint

History of Present Iliness

i . .
Review of Systems 1. Click in a free text area of any new or

existing note to allow the auto text icon to
appear; then click Manage Auto Text icon

Physical Exam

Vitals & Measurements
HT: 177 cm WT: 70 kg BMI: 22

m

"SOCTAT HISTOTY
Assessment/Plan
Migraine Family History

Immunizations

Health Maintenance

Lab Results

Diagnostic Results =

MNote Details: Family Medicine Clinic Note, Test Hinton NS5, Elaine L, 05/31/2016 8:52, Office Visit Note Sign/Submit | | - | | Save &Close | | Cancel
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Description
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2. Click the Add New Phrase (Plus)
icon to create a new auto text.
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Show Auto Text Notifications

\ [ Show Advanced View

Abbreviation Description

Use the Description field to
describe the phrase. It can be
a full name for the auto text.
This is an optional field.
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3. Inthe Abbreviation field type an
abbreviation (shortcut key) to name
the auto text (no spaces allowed)

J

It is suggested to start your abbreviation with
a unique letter, such as a z or a period.
Remember it will be case sensitive if you use

\a capital letter. /
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Show Auto Text Notifications
Abbreviation Description

Sub Normal Subjective
g [] show Advanced View
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Type the text you want to automatically insert in your notes|

[

4. Inthe text entry area,
type the phrase or
sentences you want to .
create as an Aufo Text 5. Then click the Save

button to close the

\_ / window

af =)

[7]show Auto Text Ng

Public Phrases
. R [ edt. ][ owicate.. |[ peete ](

Abbreviation ~  Description <

p——— e 6. Click on the red X to
close the Manage

P eentie Auto Text window.
Your Auto Text is now listed in \_
the My Phrases section. The My

Phrases tab will only display the

phrases you have created.
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Modifying an Auto Text 1. Click Manage Auto Text to
modify an existing phrase

- |# Document Viewing
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v [ Chief Complaint Patient: CENSVERF, ONE MRN: 01-52-30-42-2 FIN: 226266705 =
History of Present liness Age: 38years Sex: Female DOB: 07151977 o
Review of Systems Associated Diagnoses: None |7|
v/ [# Health Status Bunthar Taet Hintan MGG Flaina |
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Show Auto Text Notifications
Public Phrases
[ Edt.. ][ Duplcate.. |[ ek |
+
Abbreviation +  Description
..ua maost recent urinalysis
b s 3. Click Edit to open the auto text phrase for editing
Normal Subjective
Select the phrase you
want to modify
of EREcE ==
] Show Aube Text Notifications
Abbe gviaton Dessrigtion
b Mormal Subjective com i
faoma - a8 - 2+ BI1ysrBEaAE
Type the text you want to autcmatically insert in your notes. You may add large ampunts of text in this field
4. Modify, add or delete the existing text ]
5. Click Save
Save Cancel
BE (=3 E=h =
[7] Show Auto Te
Public Phrases
[oee Jleese (Lo |6 Click the Red X to close

+ r
s | | Apbreviation Manage Auto Text window

Abbreviation -« Description
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Deleting an Auto Text Phrase

o ===
1. Select the phrase you [¢]hon Auto Text Notiications
want to delete

Abbreviation Description *
ective
.ua most recent urinalysis

Lab results

Normal Subjective notes. You may add large
~ = y,

amounts of text in’

£3
| Delete Sub?
YEA l [ Mo J
/\\

3. Click Yes to confirm the deletion

|
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Creating an Auto Text from a Public Phrase

BE (= e s
q 0 Show Auto Text Motifications
— 2. Click the Public Phrases tab to create an
. auto text from a global smart template
gtion «  Description s T — Descripiion

..cardiacpanel mostrecent cardiac panel
list

1. Click the + (plus) to add a new phrase ]

B

Abbreviation Description
zdiabetes|
- BIU A [E=z=8)
4. Enter an abbreviation for the auto text ~—_
v,
3. Click the Insert Templates/Tokens button ]
B (=]
Name - Type s
Admission Mote Update - No Changes Text Template
Admission Mote Update - \With Changes Text Template
* Allergies (PCM) .
<[ 6. Select the desired template or token ]
* Diagnosis Related Orders
* Diagnosis Related Orders Smart Template
* EDD Maintenance Smart Template
* Genetic Screen Smart Template
* Health History Smart Template
* Health Maintenance Smart Template
* History of Present lliness Smart Template
* Labor and Delivery Summary Smart Template
* Laboratory Results Smart Template
Smart Template
Use the pages to move through the
available templates or use the Search Smart Templzte
feature at the top of the window
5. Click Insert to insert it into your auto text ]
e[ 1[2]3]4] 5] Nee]
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7. Type a portion of the desired auto text in
the Search field

8. Select it and then click Insert to add it to

your personal auto text

VWiew Patient Chart Links MNotifications Documen| .[

Qraanizer #% Home A Patient | it 8% Phycician Hando Bndn\ ality Meacyres BE Multi-Patient | ict MPane Perinnerative ]
=
G Mame - Type * = @
Abbreviation Description Ophthalmology Endothelium 2015 Smart Template Show Auto Text Notifications
adiabetes zzst_Labs - Endocrinology Calcium Smart Template [] Show Advanced View
S zzst_Labe - Endocninology Diabetes Smart Template
|Tahoma '||-S:f— -H W -
_ zzst_Labs - Endocrinology Thyroid Smart Template

This is a test autotext phrase with a Diabetes sm)
[ Condition Summary - Diabetes Mellitus |

And now add some labs:

Bf = =]
Show Auto Text Notifications
Abbreviation Description
wabstes [¥]show Advanced Yiew:
Dynamic Documentation (HTML) PowerNote/Clinical Notes/Message Center (RTF)
|Tanoma '||E':f—-H F Y B I U &= E = |
This is a test autotext phrase with a Diabetes smart template included: 9 Clle Show Advanced View thls W|”
{ Conlton Summary - Disbetes Meltus enable you to correct the formatting to
assure the display is correct throughout
And now add some labs: v .
PowerChart (saves editing time)
[ zzst_Labs - Endocrinology Diabetes |
This auto text has not been converted to RTF.
1 1 0 CIle Convert tO RTF or |f apphcable . Clinical Notes & Message Center solutions automatically convert the
rase to the RTF format when the auto text phrase 1s used. If you are not
Convert to HTML th the automatic conversion, click "Convertig RTT" g senerate the RTF.

'can then manage the RTF and

N T 10. Click Save

Convert to RTF > < Convert to HTML

Save Cancel

e ——
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Public Phrases
[ eat.. ][ oupicate.. |[ Delete
+

o breviatio

Abbreviation «  Description s

zdiabetes
zallergiesdatatoken

zannualhearingaidfollowup Hearing Aid Follow Up
zaud This 1s a test autotext phrase with a Diabetes smart template included:
zaudiolof [ Condition Summary - Diabetes Mellitus |

| The new phrase now appears ;
zaudiclo And £ lab

now for some labs:
on the My Phrases tab
zbahaev:
[ zzst_Labs - Endocrinclogy Diabetes |

zC
zDerm

zdiagnosis

zgeneral

zguntur

Previous
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Inserting Auto Text into a Dynamic Document or PowerNote

- |# Document Viewing 'O Full screen

Fadd - B H L

Office Visit Note | List

[ Tanoma -[[s -] « B I U= f-|E = ==0f
Chief Complaint Problem List/Past Medical Histor

istory of Present liness | <{ 1. Click on Insert free text next to the section where

Review of Systems Ceiiem] you want to place the text.
\
Physical Exam Medications

. Mo active medications
Vitals & Measurements

HT: 177 cn WT: 70 kg BMI: 22 Allergies
Mo Known Medication Allergies

-
Assessment/Plan Social History
Migraine

Emaihe Wickrms

Office Visit Note X | List
«ophthsoftcontactsRx * -
Tahor|..ophthvisitinfowithros * « B I U == A
.ophthvisualacuity *
.optphysicianrelationship =
..pastmedicalhistory *
istl-pe *

.phqd *

.physicianrelationship *
.problemlist *
.procedurehistory *

.psa
renalpanel *
wros*

edilyss 2. Type the abbreviation you created in order to call up the

.taentireprocadure * .
otz list of auto texts.
iqq ~takeyportions

.tanobill *
taprimarycare *
Jtinetti =
wua®
.uamicroscopic *
.vsinpatient *
D «vsmostrecent *
.vsgutpatient *
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In this example, the auto text abbreviation is .Sub. The first
character of the abbreviation, in this case a period, opens the
list of available auto texts that begin with a period.

m

Office Visit Note X | List

.ophthsoftcontactsRyx * -
|Tﬂh0 .ophthvisitinfowithros = & B I
- .ophthvisualacuity *

Chi€ . optphysicianrelationship *
j..pastmedicalh\story -
Hist-P2 "

.phgd *
..physicianrelationship *
Revl problemlist *
.procedurehistory *

.psa *

.renalpanel *

Wros ™

.tadialysis *
Wtaentireprocedure =
tageneral *
.takeyportions *

tanobill

taprimarycare *

tinetti *

.ua*

«uamicroscopic *
.vsinpatient *
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3. Double-click on the name of the auto text

Note p-‘Smostecent you want to insert into the note. In this
LVEOUTRatien .
Eiweessssssmss—__ example double-click on .Sub

\\
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- |4 Document Viewing T Full screen &> 14 minutes ago

Fadd - o |

Office Visit Note | List | an
Tahoma -|le -] FY I B I U =5 of |
Chief Complaint Problem List/Past Medical History il
Ongoing
T P

History of Present Illness (=
Type the text you want to automatically insert in your notes. |

The auto text appears in the note.

Review of Systems

m

Physical Exam Medications

No active medications
Vitals & Measurements
HT: 177 cm WT: 70 kg BMI: 22 Allergies

No Known Medication Allergies

I
Assessment/Plan Social History
Migraine

Family History W

Immunizations

Health Maintenance

Note Details: Test Hinton NS5, Elaine L, 05/31/2016 10:09, Office Visit Note Sign/Submit ‘ | . ‘ ‘ P | ‘ —

User Handouts\PowerNote\Auto Text — creating in PowerNote 07.28.16.docx Page 10



Viewing a List of Auto Texts Within the Note

I Fullscreen @) Print 1 minute:

- |# Document Viewing

o Add - 5, bl | 2 M Forward g ste (F [ | Ay Find Term [5| Required [C3) [

General Complaint * X | Office Visit Note 3| List | o
Arial S0 - [ B U 7w “E | E ]
Vist Information B
v/ [ Chief Complaint Patient: CENSVERF, ONE MRN: 01.52.30-42-2 FIN: 226266705 =
History of Presert liness Age: 38years Sex Female DOB: 071511977 ~
Review of Systems Associated Diagnoses: None
v’ [ Health Status Author:  Test Hinton NSS, Elaine L
v/ [H Histories
Physical Examination Visit Information <Show Structure> <Use Free Text> L
v [ Health Maintenance 3
Review / Management Chief C laint <
Impression and Plan Patient
Professional Services | : : CPIR
1. To view a list of auto text phrases from within a
History of Presen . . .
. note, right-click in the note.
Review of System
Health Status <Show
Allergies:
Allergic Reactions (All
No Known Medication Allergies
Histories <Show Structure> <l se Fres Text> i
Past Medical History: A
No active or resolved past medical history items have been selected or recorded.
Familv Histor - %
Note Details: Asthma Action Plan, Test Hinton NSS, Elaine L, 05/31/2016 10:30, General... Sign/Submit | [ Save | [ Save&Close | [ cCancel

- |# Document Viewing O Full screen  f@IPrint ¥ 2 minutes agyg

de Add ~ 18, | [ M Forward B = 7 |3l | A Find Term [ Required (3 (]
General Complaint * 3¢ | Office Visit Note | List | ar
Arial R TR ® B U 7 s UE e
Visit Information =
v/ [ Chief Complaint Patient: CENSVERF, ONE MRN: 01.52-30-42.2 FIN: 226266705 =
History of Present lliness Age: 38years Sex: Female DOB: 071151977 e
Review of Systems Associated Diagnoses: None
v [ Heath Status Author:  Test Hinton NSS, Elaine L
v' [H Histories
Physical Examination Visit Information <Show Structure> <Use Free Texts 3
v [ Heatth Maintenance 1
Review / Management Chief Complaint <Show Structure> <Use Free Text>
Impression and Plan Patient states he is fatigued and suffers from headaches

Professional Services |

2. Select Insert Auto Text... from the menu

Insert Auto Text...
Save As Auto Text...

(All)
No Known Medication Allergies

Histories <Show Structure> <Use Free Text>
Past Medical History:
Mo active or resolved past medical history items have been selected or recorded.
Eamily Hietar-

“n oy

Mote Detail:  Asthma Action Plan, Test Hinton NSS, Elaine L, 05/31/2016 10:30, General... Sign/Submit_| | Save | [ saveClose | [ Cancel

P @

Abbrevia..  Description Last Upd... !3_l,lsh3mI “I

..adhd Adult ADHD Self-Report Checklist 0543042,

alergies allergy and adverse drug reactions 0415/ 3. Alist of available auto text phrases and their
..bmp most recent basic metabolic panel /2542, descriptions open. Double-click the desired
.camdiacp.. most recent cardiac panel 01/2542... auto text phrase OR select the phrase and
..cho moszt recent complete blood count [w... h lick OK to add it to vour note

_.Cmp mazt recent comprehenszive metabali. . 01/25/27 then ¢ y '
..coagulat... most recent coagulation results /2842,

..date inzerts current date in DO/MMASYY . 04742 "

.diagnozi.. diagnosiz izt for the curent encounter 041542, -

4 | i r

(] ] [ Cancel
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