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Auto Text(.dot phrase) Guide

Auto Text, oftenreferred to as dot phrases, are designed to help you efficiently complete your documentation.
Auto Text Guidelines

¢ Do not include phrases such as Please excuse misspellings and typos when creating a dot phrase.
e [Itis recommended to use the following fonts when creating a dot phrase:

e For Dynamic Doc (HTML): Tahoma12

e For Direct Charting (RTF): Calibri 12

Use general information. Do not include specific patient information when creating a personal dot
phrase.

When copying a dot phrase from another user, review and update the dot phrase to meet your needs.

If a personal dot phrase is beneficial to share, please contact your IT Champion to help facilitate the
creation of a departmental or system dot phrase.

Basic Dot Phrase information

e A dotphrasecan be usedin any text box where you see the Manage Auto Texticon including
Dynamic Documentation, Notes, Message Center, and components in the Workflow Summary.

e Toadda dotphraseto your documentation, type a period (.) followed by the name of the phrase. The
system might suggest phrases based on what youhave typed. Double clickonyour desired phrase or
press enter on the highlighted phrase to add it to your documentation.
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e A dotphrase can contain useful links, underscores, and lists to help you complete your documentation

efficiently.
Arial _v|[10 vle B< BUJS EESI Sof¥d
Behanoral Obsa ||:|n alert and well appeal @ ppropriately groomed and dressed.
Eye Contact: _ ¥
Speech.'l:-:lroa'
Mannerisms: 70 #ypica phrase speech ] A

complex phrages
2l atypical prosody
narmvearkal
HEEMNT: Mormocgphalic. speech directed
bilaterally, bght réflex wsl speech undirected
without edema. erfghema unintelligible
NECK/THYROID: Stgple jargoning
CHEST: Chest is symbmg salf-talk obsarved
CV: Regular rate and rhytfimeno muemyrt8
ABDOMEM: Soft, flat, nontendar
SKIM: ¥Warm and well perfused. No neurocutaneous lesions. HAIR AND NAILS are normal
MUSCULOSKELETAL: Appropnate strength. Spene appears strasght
MEURD: Mormal muscle bulk and tone. Deep tendon reflexes within normal limits. Mo tremor or clonus. Hormal gait. Mo ataxia

EXTERMAL GENITALLA: Mormal.

Actiity Level

m

RL. Extraocular movements intact. Red reflex present bilaterally. TMs translucent
membranes are moist. Dentition and palate ane intact. Lhala is midline. Tonsils

gathy. full range of mation
scultation bilaterally
pheral pulsas present and aqual in all four extremities

1. When a dot phraseis used in a patient chart, it may link to patient specific information.
¢ Inthis example, the dot phrase links to and pulls in the patient’s name.

2. Anunderscore (_)is a placeholder for youto type or use speech recognition.
e Pressthe F3 key onyour keyboard to navigate to these placeholders.

3. Blue textwitha drop-down arrowindicates a list of predefined options to choose from.
e Pressthe Fg key onyour keyboard to navigate to these placeholders.

Sharing Personal Dot Phrases

1. Click on the Auto-T ext Copy Mpage activity on the toolbar within PowerChart.
Note: If not visible in the toolbar, it will be in the drop-down menu at the end of the toolbar.

Task Edit View Patient Chart Links MNavigation Help

r;(\ Patient List [] PAL &3 Multi-Patient Task List }ﬁSchedu\mg EZ Ambulatory Organizer =1 Mef 10p Tracking List B Results Callback
i (2] Amion Clinical Collect [Z]Mon Urgent lssue [Z] TelDir LexiComp Lab Handbook [Z¢
! [ Scheduling Appointment Book ﬁé;ﬂdec E_ —j Communicate = & PM Conversation -4 n Reporting Portal

% Clinical Leadership Dashboard
E= Heart Clinic Worklist
[&] Tracking List
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2. The Auto-Text Copy Mpage manage window is divided into two sections.
e Leftside: Search, reviewand copy acolleague’s dot phrase.
e Right Side: Create, view, and manage your own phrases, including phrases that have been copied

from other users.
Auto-Text Copy Mpage
# 44 o -(@®A  Search view and copy other’s dot phrase Vie o s
No User Selected My Auto Text Library A
Search User [a] Search Ao Text 3| (ot Search Auta Text a

‘0 et seiaction ramired Dasore e et taats Abbreviation A | Descrption Update Date
_gpwee 0718/2018

-oymoe 11/12/2015

hstempiate_test Heaithy Steps Template testing 05/30/2019

test 05/24/2018

Hadmission 06/29/2020

O Select 4l | Delete
Preview Auto Text

No preview available Please select a single phrase to preview

3. Usethe Search User field to display a colleague’s personal library of dot phrase templates. Select adot
phrase to reviewthe content or compare side by side with one of your own.

¢ Select Copy to add the selected dot phrase to yourlibrary.
e Clickthe checkboxinfront of Select all to copy the entire colleag

Aute Test Capy Mpage

ue’s dot phrase library.

@i > i

Y a8 -(08
Madsen APRN-CNP, Linda B

devnnnnnnnpennssansnny

Compare dot phrases side by side

4. A new window displays after selecting Copy. The abbreviation and description can be edited. Click Copy
once edits are completed.

Copy Auto Text (1)

o Proceeding to copy will add the following Auto Texts to your library.

Abbreviation Description My Abbreviation My Description
[ttadmission .ttadmission My Description
% Copy Cancel
Note: Editing the dot phrase abbreviation only applies to your dot phrase. Your colleague’s dot phrase
remains the same.
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5. The Log Out window displays.
e Ifadditional phrases needto be copied or reviewed, click Cancel. Your dot phrase will still be

copied.
¢ Click Log Out when finished copyingall the dot phrases.
Note: Log out is required prior to using newly copied dot phrases.

Log Out Notice

0 You must log out of the application for all Auto Text changes to take effect. Cancel to

continue working on this page.

6. Once a dotphrase is copied to your library, it can be edited using the Manage Auto Texticon. See
Creating or Managing a Dot Phrase for editing instructions.

immrutuhmr-.r .
E Manage autotext it T _q_
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e 1/137F05
Jetemplafe_test Healthy Stegs Template testing 0530 1%
Sk 0524 101E
K, DT L EEEY [ 4t
Selact AN Lt
Preview Auto Text
Upon imtial presemiation to the ER, a level [ trauma team activation was mutmated. Dr =2 ¥, Dr. Zesker ¥, and [ were

peesent for the TTA amd evaluated che patpeat. Please soe the trauma recond fior specafic demls
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Creating or Managing a Dot Phrase

To create or manage your personal dot phrases and to view public dot phrases available for use, click the
Manage Auto Texticoninany document toolbar.

o ot

g

| Manage Auto Text

The following view displays:

B Manage Auto Text =1
[T]Show Auto Text Notfications
My Phrases Public Phrases o
= 3 | o Edt.. || Dwpicate.. || peete |
Abbreviation ~  Description ¢
.gppetoddler_testing Gen Peds Toddler Physical Exam
5 ppechild_testing Gen Peds Child Physical Exam
.gppetoddler_testing Gen Peds Toddler Physical Exam
.gynpe General: Alert, well appearing, well developed, no distress
st oot Skin: No rashes or lesions
e — Head: Normocephalic
Eyes: Normal red reflex, pupils equally round and reactive, no strabismus, extra-
ocular movements intact, conjunctiva clear, normal eyelids
Ears: Canals patent, TMs normal
Nose: Nares patent, not congested
Mouth: Mucosa moist, palate intact, pharynx clear, no oral lesions
Teeth: Normal for age
Neck: No adenopathy, masses or cysts
1. My Phrases: Default opens to this tab, which displaysa list of all your personal dot phrases.
2. Public Phrases: Select thistab to viewdot phrases created by IT and available system wide.
3. Click the Plus sign to create a new personal dot phrase.
4. Searchfield: Enter key wordsto narrow your search results displayed list.
5. Selectadot phraseto preview content which displays on the right-hand side. Select Edit, Duplicate or

Delete to manage your personal dot phrases.
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Adding a Drop List to Your Dot Phrase

1. Clickthe Manage Auto Texticon.

2. Selectthe personal dot phraseto edit.
3. Clickthe Edit buttonto build a Drop List.

pUrs E =& ¥ EVAIFEES  Public Phrases e
Manage Auto Text ‘ Q ‘ ’_Edit‘-- | ‘ Duplicate. .. | | Delete
+
Abbreviation +  Description 5 Abbreviation
.dmedu
Im left message Auto Text Phrase
sign signature Behavioral Observations: Jill is alert and w

Eye Contact: _ ¥
Speech/Communication: _ ¥
Mannerisms: Mo atypical mannerisms or

Activity Level: Appropriate for developmen

4. Highlight list of items to be added to the new Drop List. Click Create Drop List.

B Manage Auto Tedt
AbbrasiinBon Deseripion
mpetodder_testeg e Peds Todder Physical Exam

Diynamic Documentation (HTML)

Tahoma = Ig *
k] B I UY A-E=aAF
| Create Drop Lt
General: Alert, well appearing, well developed, nadiEtess =
& HING rashes or lesions

Head: Normocephalic
Eyes: Mormal red reflex, pupils equally round and reactive, no
strabismus, extra-ocular movements intact, conjunctiva clear, normal

5. A window displaysto add and organize the Drop List items.
e Thefirstitemin the Drop List will be selected by default

‘tmeu

Kobreator encpton B Creame Depp L :'g'r'_;'l_iﬁ
et _teisrg G P Tkl Phr
Add and eiganiza thi Diop List lems. The first itemn in e Drop List will b

Drymamic Documaniaton (HTML) selectid by detaul [TF)
Tarcema of |l P I + Ad Liest Hom Lise Biank Dataut
N - B i U A (W B Norashes of lesions. (Defaul

General: Alert, well appeadi det |
Skin: TTE e e

Headd: Bormooephalic

Eyesz Narmal red reflis, puplls equally
strabésmiss, extra-ocular movements indl
eyelids

Ears: Canals patent, TMs normal

6. TypenewDrop List item in New List Item field.
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7. Click Add List Item to continue to

B Create Drop List ?IE
build your Drop List. Click and drag to _ - o L
PR Add and organize the Drop List items. The first item in the Drop List will be
change the order of the list items.

selected by default.

+{@dd List Item [1Use Blank Default

No rashes or lesions (Default)

pruritic rash|

. . . [’ - - =

8. Click Createto finalize. OF Crat g it - o5&
Add and organize the Drop List items. The first item in the Drop List will be
selecled by default
+ Add List Item 1Use Blank Default
No rashes or lesions (Defaull
pruntic rash
maculopapular rash
petechiae

Using Tokens

Manage Auto Text
Tokens allow for patient specific datato be included in a dot phrase.
Examplesinclude name, age, weight, etc.
1. Whileediting or creating a new dot phrase, place cursor where token
data should display. Click Insert Templates/Tokensicon. I [E==

Insert Templates/Tokens

2. Thefollowing viewdisplays.

Note:Ifyouarein a patient’s chart while inserting a token, the information displayed in the previewpane
will be that patient’s information. If you are notin a patient’s chart while inserting a token into your dot
phrase template, there will be no information displayed in the preview pane.

==
1. Search Templates/Tokens. Typein
a keyword or search fromalist.

2. Select fromthelist to viewexample
display of content.
Note: Theinformation displayed
will be based on the patient’s chart
currently open.

3. Click Insertto add the tokento
your dot phrase.
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