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Audience

This document is intended for the MTSOs and support personnel. It assumes the audience has a general knowledge in
the main functions of the platform and focuses on the setup and creation of Structured Templates. These templates are
often used with ShadowScribe ASR but can also be used without ASR as in the case of a structured EHR interface.

The Point of Creating Structured Templates

There are a couple reasons we create Structured Templates. First, ASR drafts are created in an XML format, which is
unusable by the MLS. Structured Templates convert drafts into a format that an MLS can work with. Second, Structured
Templates have features to help improve MLS productivity such as: automated document layout formatting, content
placement, and number list formatting.

These features and automation shift much of the formatting responsibility to the system freeing the MLS to concentrate
more on the content of the document. It is imperative templates are setup correctly, to ensure maximum MLS productivity
potential. Incorrect setup can significantly decrease this potential.

How Structured Templates work

ASR creates a draft in an XML format. The XML draft is merged with the Structured Template which creates the document
layout and contains formatting specifications like title styling (e.g. bolding, casing), subsection spacing, number formatting,
and content placement.
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In the example below, the provider speaks titles, and ASR creates an XML version of the draft. The draft is merged with
the Structured template and transformed into the version the MLS can work with. In the “Output” column, purple titles are
merged with the template, black titles were not merged because they weren'’t part of the template. All titles and content
become the layout appearing in the order dictated.

Document and Dictation Templates

Merge logic example

The layout is converted into the preferred B forer Ve o
transcription format (PTF). The PTF S e B S W smeesse s
determines how the MLS sees the . i —
: B ataB B A T R e
document in InScribe. o e 3 i i e i s 3
Name Johin Doel 2 i1s600799 J113) ame |
Structured documents have a generic look B pocuv.emsrUscnAliianlomsme s
without any formatting applied. The MLS o PEEERLICLI LR 3
. . Dste Dictated | &/6/2014 m Y
types or makes corrections in these oo Referring Physician H
. . Author | Doc MD, Rich »| Dr Brown
documents, transforming them into the e ~ ——
: : . . e e “onsultati
final version. Upon delivery or if the MLS i
uses the InScribe “Preview Transcription” i History
option, the formatting will be applied. 5 Beps iy niylo
s History of Present Illness
;‘h: patient 15 a 73-year-old Hispanic man with hustory of hypertension, diabetes mellitus, coronary artery disease CHF who is here for
followup.
The patient denies any chest pan. difficulty breathing, nausea, vomiting, or diasrhea. He denses facial or penipheral edema
«d 9 & 0 acdue O Comment Tags & Comment =
[Daughty, Gaus =)
Info | Ratings
TRAN; BT3VR{33055). QA: ET3VR[33055)

All Optional

Dictated: Chief Complaint (10154-3) Output
Chief Complaint HPI (10164-2) History of Present 3 *@X Chief Complaint
HPI — S— m"z == History of present iliness
Past Medical History s (5004) ey dee® Past Medical History
Social History (et oA Systemes e e 2R Social History
Family History Physical Examination Family History
Allergies = = e = s : ig -Allergies
Medications T s 22 Medications
Physical Exam Vit Signs (5014) s 23R Physical Exam
(vital signs, general, heent, Neck (5048) eo 2R (vital signs, general,
neck, lungs, heart, Lungs (5054) s o 2% HEENT, neck, lungs, heart,
abdomen, extremities) ‘Abdomen (5053) abdomen, extremities)
Diagnostic data Diagnostic data

& Nuance Database
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Unstructured documents have a traditional look with more free flowing text. For typed jobs, MLS’s will type the
transcription free form or from a document template. For drafts, formatting is applied immediately and then the draft is
presented to the MLS to make corrections.
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csemen L m Comt Daclyps  Cimoan  locten  Oclwe  legh  Dusdi st
patentIEh 4 103655367 hew Coctors Leteer Fi 4 1 1 L3 3407 PM In Transzription -
. [+ Juosoraezs |hew Coctorsliea i -
Fatant Hame Cancer:
Lot TesthZa: MEGIE AT N T Y S =N i FEHCY RIS

e}
REFERRING PHISICIAN: Dr. Seirh.

Aot Time:
Dict Date | /572014 ol REASON FOR CONSULTATION: Chronic Kidney discase.

<

Order s HISTORY OF PRESENT ILLNESS: The patient i an 81 id man with history of hypentension, dvslipidemia, chronic.

kidney disease who 15 hes for followup

Doc Ty e 7| Last cummmes hsd the oppartunity the patint was in June of 2013. At that tme becauge of the stable kidney function. 1 recammend cantimsng

Locston femimoed v| | with current samagersent. Follow up with e in 6 sonsbe. He nuissed teselone he heduled fon b sppointent today.
XL The paticut demied wny chest pain, dilficulty bseutbing, nauses, vomitick, or disnbes. He denies uny focial ox peripheral edema.

D:!:‘ REVIEW OF SYSTEMS: As pex subjective. A0 systemas were reviewed and weae negative.

U-Fild ALLERGIES: No known drug allergies

Lo MEDICATIONS:

U-Fiekd 5 L. Asparin 81 mg daily
I Minalax

3. Bisoprolol ar 10.25 mg daily,

PHYSICAL EXAMINATION:

General: The patieat s awake. alert 10 no distress.

Vital Sigus: Blood sressae is 12872, heast ate $4, respisstory saie 16.

Heart: Regular ivthm. No rubs a

At the time of delivery, the Structured Template applies the formatting specifications and converts the generic document
into the client version. This layout formatting is configured during the template setup.

Customer Version
N IR MR MG M NS MR N M 0 BB BB D ..o o R
T e Taaan T ey 8 ApTe oy N G Q0 ®wx - 4 : Patient Name: John Doet Date of Service:
. Patient ID: 888 Date of Birth: February 23, 1978
ANy B e o e Ty s Clinician: Rich Doc M.D.
B 3 109027035 1 il Rich Do MD. 3202015 258 w 96 AM In Trarscription
Name  John Doel 2 usooorse Luisy amfhvos  Jorocs | | sissizan  din jacripon |
= ) g REFERRING PHYSICIAN: Dr. Brown.
a date 3) | 2 B s = U sxx =3 3|V 1 %
=_Hannirehbmer i > Al B REASON FOR CONSULTATION: Chronic kidney disease
Date Dictated | £/6/2014 = = =
Oner Referring Physician I HISTORY: The patient is a, sorry | meant...
Author Doc MD, fich ~ Dt Brown 3
Document Type | Prochie - HISTORY OF PRESENT ILLNESS: The patient is a 73-year-old Hispanic man with history of hypertension, diabetes mellitus, coronary|
— - Reason for Consultation artery disease CHF who is here for followup.
Patient Letter » | Chronic kidney disease.
Reference Type Hist The patient denies any chest pain, difficulty breathing, nausea, vomiting, or diarrhea. He denies facial or peripheral edema
w2 ory
w3 The paticnt is 2. sorry | meaat. REVIEW OF SYSTEMS: As per SUBJECTIVE. All systems were reviewed and were negative.
ura
s History of Present Illness
;En]::::mui 73-year-old Hispanic man with hustory of hypertension, diabetes mellirus, coronary artery disease CHE who 1s here for ALLERGIES: No known drug allergies
The patient denies any chest pan, difficulty breathing, nausea, vomiting, or diasthea. He denies facial or peripheral edema. -
= > MEDICATIONS: Aspirin 81 mg per day. Core 3.125 mg twice per day, Lipitor 20 mg every day, claradol 500 mg twice per day,
bt L it il d bd e ) glimepiride 2 mg every morning. Benicar HTC 1 tablet every other day.
Deughtry, Devid = o %
PRHO SRR PHYSICAL EXAMINATION:
General: Patient is awake, alert and in no acute distress.
e Vital Signs: Append recognition to this text.
3 s i e o TRAN BTSVRI33055),  BTSVRI3053)

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.

I



6 eScription One

March 2021

Prequalification

Before Structured Templates are built, the client's document types are analyzed to determine their layout, formatting
specifications, and content formatting. The MTSO will work with the client to understand how the document types and/or
dictation templates (normals) are constructed, used, and formatted. The client should provide document samples, and if
possible, audio samples. The steps below detail this process.

STEP 1: Qualify documents for ASR

The MTSO team reviews document samples specifically looking at both layout and workflow attributes to determine ASR
eligibility and MLS productivity potential. The following is a description of those attributes.

— Layout Attributes

o Required Titles — Used when titles must appear in the document even when not dictated.

o Canned text — Predefined text the provider uses as additional information to the narrative. This text is
usually not dictated and may be comprised of simple sentences, paragraphs of text, and parts of a
document such as a Physical Exam section. This text may also contain some fill-in blanks.

e Document Uses
o  Section title canned text — Text that is not spoken but appears in the document within sections
(in section context boxes). Section titles must be required on the template for the canned text
to appear.
o Dictation template (normal) canned text — Text commonly used with the narrative, which adds
additional information to the document.
= In some cases, canned text may be the structure of an entire document.
= This text should be reviewed with the provider/client to determine exactly how it's used
and modified accordingly for optimal use with ASR.
e Document Limits
o Itis recommended to disqualify documents having more than 70% canned text.

o Title Order — The document’s logical order. Does the client want to see the titles in a different order vs. how
they were dictated?

o Tables — Used to organize information in a manner that makes it easier for finding it in a document.

— Workflow Attributes

o Section level EMR capable — Each section of the final MLS document populates a section within the EMR.
Note: The PTF must be set to structured for this to work.
o Copy Paste from Prior transcriptions — Provider asks MLS to copy a portion of text from a prior
transcription and insert it into a transcription then may or may not dictate changes.
o Split Jobs - Dictations where the provider dictates more than one patient in an audio file.
DeliverHealth
SsQLUTIG NS © 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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o “Catch all” document types or no document types - Dictations where the provider speaks multiple
document types in one audio file, or the provider doesn’t select a document type at all.

o ID Sharing - Each provider must have their own unique dictation ID.

The table below describes some disqualifying layout and workflow attributes for ASR. There may be exceptions that
override disqualification such as specific customized formatting or other elements that benefit the client or provider.
Careful consideration should be given if adding one or more of these in favor the client as this will negatively impact MLS
productivity.

Note: The element or behavior in red below is not supported and should automatically disqualify the document.

Document Element or Behavior Criteria

Required Titles More than 6 titles

Canned text — Document Template * More than 6 titles

Canned text — Dictation Template (normal) More than 70% of document

Canned text — Dictation Template (normal) Appears as an entire document template that MLS inserts

Tables Tables used for hanging indents and other complex formatting
or workflow

Split Jobs Provider dictates more than one patient or Work Type in an
audio file

Copy paste from priors Text copied from prior transcriptions into document, usually a

section from another template

Catch all or no selected document type Provider dictates different document types in one audio file or
does not select a document type

ID Sharing Multiple providers share same ID

* Canned text in a document template automatically makes sections required.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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STEP 2: Pick a StyleGuide that closely matches the client’s account
specs

The StyleGuide is a list of rules for formatting specific pieces of content, which ASR follows during draft generation. The
MLS team is given a copy of the StyleGuide to follow when typing and editing documents as well. This ensures the team
is consistently formatting the content for ASR, which will learn the correct formatting, saving the MLS team keystrokes on
future drafts and improve productivity.

The StyleGuide will also be used to enable a client for ASR on the platform. There are currently eight StyleGuides: eS-
One (1), eS-One (Il), eS-One (lll), eS-One (IV), eS-One (V), €S-One (VI), eS-One (VII), and eS-One (l11).

Work with the client to review the document samples that qualified for ASR, looking at StyleGuide specific pieces of
content such as dates, abbreviations, quantities, ranges, and more*. Use this information to determine formatting
standards which are then matched to a corresponding StyleGuide. Note: Itis unlikely the StyleGuide selected will fit the
client’s formatting requirements exactly, you should work with the client to find the closest match.

If the client is unavailable or unwilling to work with the MTSO, then the MTSO will need to make a best guess from the
document type samples analyzed.

* For a full list of formatted content see the eScription One Institution StyleGuide Selection spreadsheet.

STEP 3: Acquire list of common section and subsection titles

Each qualified document type will be reviewed to determine a listing of the most common section and subsection titles.
These titles should be recorded somewhere for reference as they will be needed for during the setup, see STEP 1:
Create/add to library of coded titles based on list of common section/subsection titles for more information.

Patient Name:
Patient ID:
Clinician:

John
888
Rich

Date of Service:
Date of Birth:

Doet
February 23, 1978
Doc M.D.

REFERRING PHYSICIAN: Dr. Bro
REASON FOR CONSULTATION:

HISTORY OF PRESENT ILLNESS
rtery disease CHF who is here for fi

REVIEW OF SYSTEMS: As per sul

MEDICATIONS:

1. Aspirin 81 mg per day.
_ Coreg 3.125 mg twice per day.
. Lipitor 20 mg every day.
. Claradol 500 mg twice per day
. Glimepiride 2 mg every morninj
. Benicar HTC 1 tablet every oth|

[N N XYNY

PHYSICAL EXAMINATION:
eneral: Patient is awake, alert and|
ital Signs: Blood pressure when
‘eight is 160 pounds.

EENT: Prepend recognition to this|
ungs: Normal breath sounds.
eart: Regular rhythm. No rubs.

ALLERGIES: No known drug allergif

n.
hronic kidney disease.

The patient is a 73-year-old Hispanic man with history of hypertension, diabetes mellitus, coronan
llowup.

'he patient denies any chest pain, difficulty breathing, nausea, vomiting, or diarrhea. He denies facial or peripheral edema.

jective. All systems were reviewed and were negative.

2l

# day.

in no acute distress.
he arrived with 174/82, heart rate 71, respiratory rate 16. Repeated blood pressure at 1150/88.

bdomen:_Soft. bowel sounds pre:

The titles are used during the setup to construct the Structured document template. It is recommended to keep titles
standard for the entire document type for ease of MLS team editing and template management, however Structured
document templates can be built to a specific provider’s list of titles if needed.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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If the PTF is set to structured, titles added to a Structured template will become available in a drop-down list, which the
MLS can use to: quickly add titles via auto-completion, transform text into titles, and convert titles into text. The MLS also
has shortcuts for efficiently removing titles as well.

Referring Physician

Dr. Brown.

Reason for Consultati~=
Add Section n

Chronic kidney disease.
/| Filter based on current section

History of Present Il . Code:

The patient is a 73-year-old Hispanic 1 | Medications ~ |[3010 roronary artery disease, CHF who is here for followup.

The patient denies any chest pain, diff | Allergies 2nies facial or peripheral edema.
- ~7 | Family History P
Rev:lew Of Systems History of Present lliness

Medications

Past Medical History
Allel‘gies Reason for Consultation
Referring Physician

As per subjective, all systems were revis

No known drug allergies. Review of Systems

If the PTF is unstructured, no drop-down list is available. When typing, the MLS will type as normal either free form text or
from a document template. When editing drafts, the Structured template will be used to format any recognized titles per
the client’s layout requirements.

REASON FOR CONSULTATION: Uncontrolled type 2 diabetes mellitus.

HISTORY: The patient is a 40-year-old man who came to the hospital emergency room on 07/01/2014 with complaints of polyuria, polydipsia
and worsening back pain. He has had diabetes mellitus for 2 years. Hypothyroidism for a number of years and bipolar affective disorder. He
had multiple ER and hospital admissions to.

PAST MEDICAL HISTORY: Uncontrolled diabetes, hypertension and depression.

REVIEW OF SYSTEMS:

CONSTITUTIONAL: ke\'el is fair. He is tired at times he no headache, dizziness or blurred vision.

RESPIRATORY: No cough or shortness of breath.

CARDIOVASCULAR: No chest pain or palpitations.

GI: No nausea, vomiting, diarrhea, constipation or abdominal pain. GU: He has polyuria and dyspnea. He does drink water.

PHYSICAL EXAMINATION:

General: Slender well developed man in no acute distress.
Vital Signs: Blood pressure 119/80, temperature 97.7 degrees, pulse 100, respiratory rate 18 he is 6 feet tall and weighs 118 pounds.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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STEP 4: Determine layout and style-specific formatting

The MTSO will review qualified documents, looking at style and layout elements.

Patient Name: John Doel Date of Service:
Patient ID: 888 Date of Birth: February 23, 1978
Clinician: Rich Doc M.D.

REFERRING PHYSICIAN: Dr. Brown.
REASON FOR CONSULTATION: Chronic kidney disease.

HISTORY OF PRESENT ILLNESS: The patient is a 73-year-old Hispanic man with history of hypertension, diabetes mellitus, coronary
artery disease CHF who is here for followup.

The patient denies any chest pain, difficulty breathing, nausea, vomiting, or diarrhea. He denies facial or peripheral edema.
REVIEW OF SYSTEMS: As per subjective. All systems were reviewed and were negative.
ALLERGIES: No known drug allergies.

MEDICATIONS:
1. Aspirin 81 mg per day.
2. Coreg 3.125 mg twice per day.
_ Lipitor 20 mg every day.
. Claradol 500 mg twice per day.
. Glimepiride 2 mg every morning.
. Benicar HTC 1 tablet every other day.

[l RN

PHYSICAL EXAMINATION:

General: Patient is awake, alert and in no acute distress.

Vital Signs: Blood pressure when he arrived with 174/82, heart rate 71, respiratory rate 16. Repeated blood pressure at 1150/88.
Weight is 160 pounds.

HEENT: Prepend recognition to this text

Lungs: Normal breath sounds.

Heart: Regular rhythm. Mo rubs.

Abdomen: Soft, bowel sounds present.

The MTSO will look for attributes such as:

— Section title style

What do the titles look like? Are they bolded, Upper Case, Title Case, have other formatting?

What is the spacing between titles? Single space, double space?

— Subsection title style

What do the titles look like? Are they bolded, Upper Case, Title Case, have other formatting?

What is the spacing between titles? Single space, double space, in paragraph format?

— Content placement

Where does the content of the title appear? To the right of the title, below the title?

— Numbered lists

How should numbered lists appear? Flush left or Indented?

March 2021
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Usually the style determined applies to the entire document but can be specific to the individual provider. The best
practice is to keep the style uniform for all providers when possible. This makes it easier to manage the Structured

Templates.

Setup

Once the MTSO has qualified the document types and gathered specific requirements, they can now setup the client

templates.

STEP 1: Create/add to library of coded titles based on list of common
section/subsection titles

Go to Client Maintenance > Advanced Maintenance > ShadowScribe Sections to get to the ShadowScribe Sections
screen.

Use the list of titles from the recoded list from step 3 in the PREQUALIFICATION section of this document to determine if
any new titles need to be added to the library.

Note: If this is your first client setup, you will not have any existing titles in your library.

Home ShadowScribe Sections Workflow w Maintenance » Advanced Maintenance » Groups = Fools » Templates »
ShadowScribe Sections Displayed as: B-linked M -notlinked | Add Section [ 7]
Allergies (5011)
Anesthesia (5179) ~ Search For ShadowScribe Section 2
Anesthesiologist (5178) "
Assessment (6324) History Code: +, search
Assessment and Impression (6324)
Msgssmem and Plan (5035)
Assistant (5177) — Available St ibe Sections
Auis | (5783)
Axis 1 (5784) v
Axis Il (5785) If this section tile is recognized...
HEALTH HABITS/SOCIAL HISTORY (6037)
% Add Section Health Habits/Sacial History (6037) ~
HIS FAMILY HISTORY IS SIGNIFICANT FOR (5008}
@ Edit Section 3 His Family History is Significant for (5008)
) History (5002}
x Delete Section HISTORY (10000}
History (10000) v
HISTORY (5002)
Comes From Category History of Present lliness (5002
Display As istory
Custom Display
a sa\\/'aB & reset
To add a title:

1. Type the title you need to add from your recorded list into the search box.

2. Click search.

A list will appear showing all the titles that contain the name that was searched.
3. Locate the title you need and double click on it.

4. The name will appear in the “Display As” text box.

SsQLUTIG NS © 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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5. Click save. Saved titles appear to the left of the screen in the “ShadowScribe Sections Displayed as” list. The

titles in this list are SHARED across the entire MTSO. Any new clients would have access to these titles when
building Structured templates.

If you can’t find the exact title, try to find the closest match and then rename the title.

To rename the title:

Add Section

— Search For ShadowScribe Section

Brain Code: + search

— Available ShadowScribe Sections

If this section fitle is recognized...
Brain Parenchyma (7284)
MRA Brain (7213)

MRI Brain (7219)

Comes From Category MRI Brain (7219)
Display As Brain [V x

n Custom Display

1. Click the Custom Display box.

2. Edit the title in the “Display As” box.

Important Notes on adding section titles:

1. ALWAYS add section titles in grammatical title case even if you know the customer wants it in upper case. For
titles that have prepositions like “of”, “for”, or conjunctions like “and”, put the prepositions and conjunctions in
lower case and the rest in title case. For titles that have acronyms put the acronyms in upper case.

E.g. “History of Present lliness”
Incorrect: HISTORY OF PRESENT ILLNESS or History Of Present lliness
Correct: “History of Present lliness”
E.g. “MRI of the Brain”
Incorrect: Mri Of The Brain or Mri of the Brain
Correct: MRI of the Brain
DeliverHealth
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2. About searched titles, titles that appear in the “Available ShadowScribe Sections” list:

a) Some titles are duplicated

b) Some titles appear in Uppercase and
Title case

c) Some titles appear with different
codes

d) Adding a COMPOUND TITLE - that
uses any special chars like &, /, etc.
ALWAYS use the word “and”.
Special characters are technically
not supported by ASR and may not
be learned or learned incorrectly.

— Available ShadowScribe Sections

If this section title is recognized...

IMPRESSION (5030)

~
Impression (5030}

IMPRESSION (10005)

Impression & Diagnosis(es) (5031)

IMPRESSION & DIAGNOSIS(ES) (5031)

Impression & Plan (5393) W
IMPRESSION & PLAN (6662)

Comes From Category Impression (10005}

Display As
Custom Display O

Iltems a — ¢ are known issues and will be addressed in a future version of the software.

Note: When selecting a title with duplicate names and codes, or titles with the same name and code, ALWAYS select the

title with the higher code.

Editing and deleting section titles

To edit a section title, select the title from the “ShadowScribe Sections Displayed as” list and click “Edit Section”.

ShadowScribe Sections Displayed as:

Anesthesia (5179) A
Anesthesiologist (5178)

Assessment (6324)

Assessment and Impression (6324)

Assessment and Plan (5035)

Assistant (5177)

Auis | (5783)

Fuds 1 (5784) v
Axis Il (5785)

o Add Section
[25] Edit Section
38 Delete Section

B-linked M-notlinked | Edit Allergies Section

— Search For ShadowScribe Secfion

Code: + search

— Available ShadowScribe Sections

If this section title is recognized...
Allergies (5011)

Comes From Category Allergies (5011

Display As Patient |llergies
Custom Display

This will open the Edit Screen to the right, check the “Custom Display” box to edit the existing title. When finished hit save.

IMPORTANT: Use EXTREME CAUTION when editing existing section titles. Section titles are shared across all clients
within the MTSO. If you edit an existing title in use by another client, you will affect any Structured Templates that use the
same title, instantly changing their existing title to the new one.
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When deleting section titles, the system will first ask if you want to delete the ftitle.

Home ShadowScribe Sections Workflow Maintenance w» Advanced Maintenance «

Groups - Fools » Templates «

ShadowScribe Sections Displayed as:

Anesthesia (5179)

Anesthesiologist (5178)
Assessment (6324)

Assessment and Impression (6324)
Assessment and Plan (5035)
Assistant (5177)

Axis | (5783)

Auis 1l (5784)

Auxis Il (5785)

o Add Section

[E5] Edit Section /
$¢ Delete Section

B -linked W -notlinked | Egit Allergies Section

~ |— Search For ShadowScribe Secfion

Available ShadowScribe Sections

If this section fitle is recognized...

‘Allergies (5011) I

Delete Section [ x|

Are you sure you want to delete the selected ShadowScribe Section?

Cancel

When selecting OK, the system will check existing clients to determine if the title to delete is in use, and if so, will prompt
with a list of clients using the title and which templates are exactly using them.

Home ShadowScribe

Workflow » Maintenance » Advanced Maintenance » Groups » Pools » Templates «

ShadowScribe Sections Displayed as: B-linked M -notlinked  Edit Allergies Section

Anesthesia (5179)
Anesthesiologist (5178)
Assessment (6324)

Assessment and Impression (6324)
Assessment and Plan (5035)
Assistant (3177)

Axis | (5783)

Axis Il (5784)

Auds Il (5785)

Allergies (5011)
|— Search For ShadowScribe Section

o Add Section
[£5] Edit Section
3¢ Delete Section

~

Section is already in use u

The ShadowScribe section you are trying to delete is currently being used by these ShadowScribe

templates:

T O S — B
TPCS Addendum All Users [ All Locations ()
TPCS Addendum Jones, Beity / All Locations
TPCS Note All Users [ All Locations
TPCS Progress Jones, Beity / All Locations
TPCS Progress Miller, Robert / All Locations
TPCS Consult Miller, Robert / All Locations
TPCS Note Miller, Robert / All Locations v
NDocs ProcNi-5 All Users / All Locations

Deleting this secfion will prevent you from using it on new templates
but it will not remove it from existing ones. ]

Are you sure you want to delete this section?

Note: If you delete a section, it wil
section.

I not be removed from existing clients, but future clients will not be able to use the
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STEP 2 Setup STRUCTURED Template defaults

Go to Templates> Document Templates > and click on the “Client Defaults” link under the Structured Templates section.

3. Set the Client Default Draft Rules and Format Rules. Click the “Client Defaults link”, expand the Draft Rules tab,
scroll to the “Advanced Rules” section and set the merge logic to “Structured” if you're doing an advanced setup

- Selection Criteria
Documents [Letter - Letter

Users [Default For All Users
Locations [Default For All Locations

- Document Templates

All Users / All Locations

@ Add/Edit

Ly, Copy € Delete

- Structured Templates
Client Defaults

All Users / All Locations

[Z Ad/Edit

By, Copy 3¢ Delete

or “Dictated” if you're doing a basic setup.

Maintenance »  Advanced Maintenance =  Groups w

Pools w  Templates =

eScription One

r Selection Criteria

|Letter - Letter

Users Default For All Users
Locations [Default For All Locations

All Users / All Locations

[Ep AdaEdit [y Copy 3¢ Delete

r Templates

b Ciient Defaults
All Users / All Locations

[y Add/Edit O, Copy 3¢ Delete

Rules

Dangerous Abbreviation Rules

[Defauit (Use JCAHO defined rules)

General Abbreviation Rule

[Defautt (As dictated)

Metric Units of Measurement Rule

[Defauit (Abbreviate)

Non-Metric Units of Measurement

[Default (Expand)

Pathologic Organisms

Default (As dictated)

Medication Directives/Routes Rule

[Defauit (As dictated)

Lab Measures and Diagnostic Tests Rule

[Defauit (As dictated)

Medical Slang Rule

[Defautt (As dictated)

Ll | Ll | 1 <l | | <

Rules

Insert Document Sections

[Defauilt (Utilize All Available ShadowScribe Sections)

Merge Logic

Section Title Capitalization [Default (Title case)
Section Title Generation [Default {Gnly normalize template sections, all others as dictated)
Subsection Title Capitalization [Default (Title case)
Subsection Title Generation [Default {Gnly normalize template sections, all others as dictated)
Subsection Handling [Default (Structural)

~]

Default (Structured)

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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Note: While scrolling down you will notice the “General Rules” and “Abbreviation Rules” sections. These rules
have been replaced by the StyleGuide and should be ignored. The exception to this is the AHDI Spacing Rules
which determines the number of spaces after a period in a sentence. The default is set to “double space”. This
can be switched to single space if required by the client.

How to know if your setup is advanced or basic. A basic setup is typically used when the client dictating style is
all verbatim without any canned text or required sections. This means section titles appear in the order dictated.
An advanced setup is used when one or more of the following are true:

(e]

(¢]

o

(0]

The client wishes to transform spoken title variations into standardized titles
The document has one or more sections containing canned text

The document has one or more sections that are required to appear in the final report whether dictated or
not

The client wishes to see the titles in a different order than dictated

The client is setup with a section level interface

4. Set Format Rules. These are the layout and formatting specifications of titles and content at the client level. Here
you set things like title style (bold, casing, title punctuation), spacing between content and titles, spacing between
titles, numbered list formatting and more. Any settings made here will affect all document templates unless
overridden at the document or user level.

M Workflow - Maintenance - Advanced Maintenance w Groups = Pools » Templates »
- ion Criteria Edit Client Defaults Template [
D Consll - Consut Il + Draft Rules

Users Default For All Users
Locations |Default For All Locations

= Format Rules

r Section Rules

Section Visibility [Section should display if there is no content

Title Visibility [Default (Display Section Titles)

Title Case [Default (Upper Case)

[ Add/Edit Gy, Copy $¢ Delete i on

I & Cront Detouts Halicize Title [on

Underline Title [Default (Off)
Doc, Rich / All Locations

Title Punctuation \Deﬁult (Use colon after section title)

Spacing Between Title and Paragraph \\mine

@ Add/Edt % Copy Sz Delete Spacing Between Title and Inline Content \Deﬁult (Two Spaces)

Spacing Between Title and List \S\ngle Space

Spacing Between Title and Table \Default (Double Space}

Spacing Between Title and Subsection \S\ngle Space

Spacing Between Paragraphs \Default (Double Space}

Spacing Between Paragraph and List \Default (Double Space}

Spacing Between Paragraph and Table \Default (Double Space}

\ Spacing Between Paragraph and Subsection \Da[ault (Double Space}

e — e ™

last modified by 118 3:07:41 PM
[-expand all [=-collapse all

Use the “preview” button to check the formatting. Preview is a tool used to get a general sense of the formatting. It uses
very simple text to produce a basic layout of how the document will format.
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To use the Preview tool:
1. Use the Action icons to add different types of generic text such as paragraphs and lists.

2.  Remove generic types of text with the red X.

Preview Template

Section 1 %iz B
Paragraph W his isa paragraph of text content.
Paragraph %
= P 1. This 1s the first list 1tem.
. — 2. This is the second list item.
E=sizna %zl a This is the first sub-item.
Paragraph P b. This 1s the second sub-item.
Subsection 1 LS 3. This 1s the third list item.
Paragraph L.
- — %; SECTION 2: Thus is a paragraph of text content.
Subsection 2 b=
Paragraph 32| Subsection 1: Thisisa paragraph of text content.

Subsection 2: This is a paragraph of text content.

You may have to remove paragraphs of generic text to create a specific formatting scenario. For example, in the
screenshot above, to see how numbered lists appear under a section title, you would need to remove the paragraph
under SECTION 1.

STEP 3: Build the structured document template

Adding sections
Select a document type from the “Documents” drop-down and click on “Add/Edit” under the Structured Templates section.

- Sele%ﬁ.men‘a —_—
Documents |KEETRIIEY

Users [Doc, Rich - ndadmin

Locations [Default For All Locations

- Document Templates
All Users / All Locations

5 Add/Edit B Copy $€ Delete

- Structured Templates

€% Client Defaults
All Users / All Locations

& Add/Edit By Copy $¢€ Delete

SOLUTIONS © 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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Add section and subsection titles in logical order from the document analysis as mentioned in the Prequalification_section
of this document. Ideally, the Structured template section titles should reflect the order of the samples, which should be
the order dictated or close to the order dictated. In some scenarios, sections added may be variations of the spoken title.
For example, the provider may speak “HPI”, but the medical facility requires the title to appear as “History of Present
lliness” on their documents.

Add a section by clicking on the green plus icon. This brings up the Section properties window where you can type to find
the title to insert into the template.

zBASIC - zBasic 55 Templa| v

_ Fields Functions 100 %
Default For All Users v
Default For All Locations [
i ]
Section Properties %
Doc, Rich [ All Locations
Title Cade
is| x|
2 A History (5002)
History of Present Iliness (5002) Cancel

History of Presenting Complaint (5002)

Use the icons in the red box to move sections around. Use the icon in the blue box to remove sections. For more details
on removing sections see Removing sections.

Section History of Present Illness (5002)  Action Optional

E X, Fields - | Functions - *5 i T  100%
Bvs L E k) S [

History of Present Illness I

Physical Examination

General

1

SOLUTIONS © 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.



1 9 eScription One March 2021

If subsections are part of the document, add them using the “Add Subsection” icon. In the “Section Properties” window,
search for and select the subsection title you want to add and click save.

Note: The subsection icon is only used to add the first subsection. Subsequent subsections are added using the “Add
Section” icon.

Ph Use to add initial replace | v R

Use to add additional subsection

subzedions Functions fabl 100 %

History of Present Illness

Physical Examination

Section Properties =

Title Code
fGen| x|

General (5046)

General Observation (5046) Cancel

Genitourinary/Rectal (6057)

Notice when adding subsections, they appear indented under the main title. The indent is used to easily identify the
subsections within the template.

- Selection Criteria ——— |Edit ZBASIC - zBasic SS Template Setup Structured Template |
Documents [ZBASIC - ZBasic 55 Tempi [~ | Section HEENT (5045)
X x
Users Defaull For All Users Lo
Locations ~[Default For All Locations B I U S
~ Document Templates

History of Present Illness

praEs o sgoeee || Physical Examination

r Templates
b Client Defaults

All Users 1 All Locations General
Doc, Rich / All Locations .
Miller, James / All Locations i

[ AddEat Gy Copy 98 Delete HEENT
I

w- not optional

--History of Present lilness (5002)
Z-Physical Examination (5013)

- General (5046)
~HEENT (5045)

In the screenshot above, “General” and “HEENT” are subsections of the Physical Examination and appear indented.
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Removing sections

To remove a section or subsection, place the edit cursor in the section to be removed and use either the “Remove
Section” or the “Remove Section and Contents”.

Remove Section: converts the section title into plain text, where it can be deleted. Notice the “General Observation” in
screenshot 1 is transformed into text in screenshot 2. The text can then be edited or deleted.

B I US L i cacso@rzze
| /
Physical Examination [ e
: Physical Exami)afa
General Observation e
i General Observation
:Abdomen Abdomen

Remove Section and Contents: removes the entire section and any content in that section. Also, if there are any
subsections attached to the main section those will be removed as well. In this case screenshot 1, Physical Examination
had the subsection “Abdomen” which was removed as shown in screenshot 2.

o
~
=
th
x

Physical Examination [i

M\. physical exam content

Abdomen

SOLUTIONS © 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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Working with canned text

It's always ideal for the MLS to work on documents without canned text. For cases where canned text is required:

~ Selection Criteria Edit Consult - Consult Structured Template for Doc, Rich -

Documents [Consull - Consul Section Past Medical History (5004)  Action [replace | Vi’4) Optional [] | [= section format
i XX, Fields - Functions ~ %5 [ 100 %
Users Doc, Rich - ndadmin =R v
Locations |Default For All Locations B I U 5 L0 = 1P B e N S O [
r D T . .
Past Medical History

All Users / All Locations

| This is past medical history canned text 1

[ AdwEdt G, Cop $g e ezeli Review of Systems
- T £
& Client Deﬂ#
All Users [ Al Locali : oot
Daugnty. Dawi /Al Locations Physical Examination

Doc, Rich F All Locations
Miller, James / All Locations
Rose, Terry / All Locations

[ Ad/Edit i Copy / 3¢ Delete General
i...Past Medical History (5004) :
iReview of Systems (5012)
HEENT
5--Physical Examination (5013) ;

i lL.General (5046)

HEENT (5045)

_Vital Signs (5014)

Vital Signs

1. Place the edit cursor into the section of the editor you wish to add your canned text and type the text.

2. Uncheck the “optional” box to make the section required. This makes the section title and canned text appear to
the MLS. Note: Canned text cannot be added to the template without a section title.

Canned text best practices for document templates

When adding canned text follow these best practices to help optimize MLS productivity potential:
Inserting Canned Text

Adding new content (creating canned text):

— Type the content directly into the section or subsection box.

Copying existing canned text:

— When copying existing text from another source such as the unstructured editor or a word document ALWAYS PASTE
into NOTEPAD FIRST, clean-up any formatting, and then paste it into the section or subsection of the template. This
will prevent any formatting issues that can arise from direct copy and paste from the original source.
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Adding numbered lists:

— When adding numbered lists, do not add the numbers, convert the numbers into bullets using the bullet option from the
tool bar. The bullets will be converted into numbers by the format rules and will appear to the MLS as numbers when

the PTF is unstructured. When the PTF is structured, the bullets will appear to the MLS but will be converted to
numbers on delivery.

Edit Consult - Consult Structured Template for Doc, Rich - ndadmi

Section Medications (5010) Action Optional [] =] section format
E x* X, Fields - Functions - ™5 [ T  100% -
srusceBles canascacs (5

7
Recommeghndations

jThis is cann{bexl in the recommendations section

ifations

« Med1
* Med2
* Med3

Using Brackets [ ] within canned text
— Use empty bracketed fields [ ] within canned text when:
o Canned text has blanks to fill in, usually within sentences

o Additional instructions in a certain section needs to be conveyed to the MLS, such as [as dictated], or [type
here]

— Use auto-complete bracketed “Fields” when:

— Certain common demographic information is part of the section canned text. E.g, for patient name and gender use
[PATIENT NAME] and [GENDER:M/F] or [GENDER: Male/Female]

Edit Consult - Consult Structured Template for Doc, Rich - i g‘ﬁ:id |
Section Past Medical History (5004)  Action [/ optional [] |5 section format
% X X, Fields - Functions - % [ 100% -
B I U S|[LM™| = 4 3 JILE
Past Medical History

Empty brackets within canned text BP1s [ ]/ []. Temp [ ], Pulse [ ]
Brackets with prompt text [always do this for Dr. Smith]

Auto-fill bracketed fields [PATIENT NAME]. [GENDER: M/F] . [GENDER :Malse/Female]
Empty brackets for required sections

When working with empty brackets and auto-complete bracketed fields of a particular section, set the “Action”

drop-down to “append”, to have the recognized text appear after the brackets, or “prepend” to have recognized
text appear before the brackets.
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— Use bracketed fields in sections when:

o A sectionis required but has no canned text. This can make it easier for the MLS to navigate through the
sections when typing from scratch. When editing drafts, the brackets can be overwritten by the recognized
text.

o  When using bracketed fields in this fashion, leave the “Action” drop-down to “replace”.

Apply document type or user specific format rules
If Client Default format rules need to be overridden for a specific document type or user, follow these best practices:

1. Override formatting at Document Type Level:

If you need to have different formatting for an individual document vs. the entire client, edit the document type
and click on the “format” button located below the editor and set any rules that need to specifically override the
client default.

Past Surgical History

Medications

o .

;_' draft fs [d Allow MT to Dismiss this Note.D

(=] format Enforce Section Ordering O
DeliverHealth
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In the example below, the “Client Defaults” screen shot, the section titles are set to bold and italics. This means every
document type for every user will have bold and italicized titles. However, the “Consult 1I” Document Type needs to have

no bold and italics main section titles.

Selection Criteria

Default For All Users ~
Locations [Dfauk For All ocstiers[v]

aments [Consil - Consult T 2}

Document Templates.

Client Defaults

Edit Client Defaults Structured Template
+ Drait Rules

‘Section should display # there is no content ~
Defauit (Display Section Titles) =~

Default (Upper Case) 2

52 Add/Ede Gy, Copy $¢ Delete 4 2 5
on <

Structured Templates .:]
& Gt Detmuts i ]

Delauit v
Doc, Rich / All Locations 5 :
Default (Use colon after section te) ~]

Inline v]

s pow o I
~]

| Defautt rwo Spaces)

Client Defaults Preview

Selection Criteria | Edit Client: Template
ocumens oG] | D1 s

Users Do For A e
Locations  [Defautt For All Loc Actions. as
e = = | rciore | SECTION I: This is a paragraph of text content.

The “Client Defaults Preview” to the
right, shows a generic sample of the

7 Document Templates Section 1 Lizh
C u rre nt fo rm attl n g " | All Users / All Locations Paragraph X This is a paragraph of text content.
Paragraph ®
= 90| 1 Thisis the first istitem
~ . 2. This is the second list item.
Add/Edt Oy Copy || Section2 %30 a This is the first sub-item.
] | Prsarph X b. This is the second sub-item.
o S| sisectiont %igly | 3 Thisis the third list item,
Al Users / All Locations: (RTemEp x .
T e qis | SECTION 2 This i pasgreph oftext contet
Paragraph b3 ion 1: This is a paragraph of text content.

Subsection 2: This is a paragraph of text content.

Add/Edit Gy Copy
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In the “Document Type” screenshot below, for the “Consult II” document, both bold and italics have been set to “off”. This
means every “Consult [I” document type for every user will not have bolded or italicized titles.

Document Type

r Selection Criteria —| | Edit ConsII - Consult IT Structured Template

Documents [ConsIl - ConsultTl | Structured Template Format Rul
Users Default For All Users - Section Rules
Locations |Default For All Locations

Section Visibility |Defau|t (Section should display if there is no content)
r Document Templates
Al Users / All Locations Title Visibility |Default (Display Section Titles)
Title Case |Defau|t {Upper Case)
Bold Title |off
(g (e e 3 Delete Ttalicize Title [off
B TRLEL Underline Title |Default [Off)

ﬂi,‘ﬁ Client Defaults
All Users / All Locations Title Punctuation |Defau|1: (Use colon after section title)
Doc, Rich / All Locations

E!I!!!!!l!l!l!l!l

Spacing Between Title and Paragraph |Default (Inline)
Spacing Between Title and Inline Content |Defau|1: (Two Spaces)
@ i [%3 oy x s Spacing Between Title and List |Default (Single Space)
M - not optional Spacing Between Title and Table |Defau|1: (Double Space)
3 ~
~History of Present Iliness (5002) Spacing Between Title and Subsection |Default (Single Space)
...Past Medical History (5004)
Spacing Between Paragraphs |Defau|1: (Double Space)
- Past Surgical History (5005)
Spacing Between Paragraph and List |Defau|t (Double Space)
.. Medications (5010)
. Allergies (5011) Spacing Between Paragraph and Table |Defau|1: (Double Space)
[}~ Physical Examination (5013) Spacing Between Paragraph and Subsection |Defau|t (Double Space)
- General (5046)
HEENT (5045)
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The Document Type Preview below, shows a generic sample of this new formatting. Note: This formatting only applies to
main section titles. To apply this formatting to subsections, the “Subsection Rules” would need to be changed. In this
case, in the Structured Template format rules window, above, you would scroll to the Subsection Rules.

Document Type Preview

r Selection Criteria Edit ConsII - Consult IT Structured Ti

D - [ConsII - Consult 1T | Section Impression (10005)  Action Optional []  |[=] section format
ocuments -
Users Default For Al b m

el Delou b uad] Seclion Bovicy Contertt A | HISTORY OF PRESENT ILLNESS: This is a paragraph of text content.
History of Present Illness (5002) %S E

r Document Templates —
All Users / All Locations Paragraph
Past Surgical History (5005)

PAST SURGICAL HISTORY: This is a paragraph of text content.

L
&

MEDICATIONS:

Paragraph L.
This is a paragraph of text content.

L
#i

AddlEdt Gy Copy | Medications (5010)
e Paragraph oy -
- Structured Templates — ALLERGIES: This is a paragraph of text content.
Allergies (5011)

L
#i

o

&
&=
&
=
&
=
PHYSICAL EXAMINATION:
- P h
' Us" L"s arearap — X General: This 1s a paragraph of text content.
ee i 190% || Physical Examination (5013) Lz HEENT: This is a paragraph of text content.
General (5046) %isH Vital Signs: This is a paragraph of text content.
N 7 Paragraph b4 Heart: This 1s a paragraph of text content.
Add/Edit L, Copy ST ERE) w56 Lungs: This is a paragraph of text content.
L R ¥ | LABORATORY DATA: This is a paragraph of text content.
--History of Present Ilir vital Signs (5014) T, 3 IETN
--Past Surgical History Paragraph ) IMPRESSION: This is a paragraph of text content.
--Medications (5010) Heart (5049) wi3E RECO NDATIONS:
--Allergies (5011) fatadiany & This is a paragraph of text content.
El--Physical Examination | Lungs (5054) LizE
General (5046) Paragraph % PLAN: This is a paragraph of text content.
--HEENT (5045) | Laberatory Data (5018) wizE Y

2. Override formatting at User Level:

If you have individual users requiring specific formatting other than the default, you can set format rules at the
user level.

In the example below “Miller, James” has his own template and requires his titles to be italics and “As is”, which
means as they appear in the system, not upper case.
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Miller, James

Home Worlkflow ~ Mai - Ad d - Groups - Pools -~ Templates -
- Selection Criteria ——————— | Edit ZBASIC - zBasic 5S Template Setup Structured Temolate for Miller. James - idoc
Documents [ZBASIC - 2Basic 55 Templa Structured Template Format Rules
x  Section Rules
Users Miller, James - jdoc B S ~
i B I U S - — -
e oy et honnllocations L. = Section Visibility |Default (Section should display if there is no content)
r Document Templates — ) N =
T P Referring Ph Title Visibility ‘Default (Display Section Titles)
Isers ocations
Title Case [as1s
Bold Title |Default (on)
[ Add/Edit Dy, Copy $¢ Delete Reasml fOI‘ C Ttalicize Title |Default (On)
r Structured Templates —MMMM | | Underline Title ‘Default (Off)
&
e Defanie Title Punctuation ‘Default (Use colon after section title)
All Users / All Locations .
d| / AI un Hi: tOI'y of Pr Spacing Between Title and Paragraph |Default (Inline)
iller, James ocations |
Spacing Between Title and Inline Content |Default (Two Spaces)
[ Add/Edit D, Copy $8 pelete Spacing Between Title and List |Default (Single Space)
Bt onad Spacing Between Title and Table ‘Default (Double Space)
- Referring Physician (5274) Spacing Between Title and Subsection ‘Default (Single Space)
Reason for Consultation (6038) Spacing Between Paragraphs |Default (Double Space)
History of Present Tliness (5002} Spacing Between Paragraph and List \Default (Double Space)

The screenshot below, using the “preview” button, shows the titles with the updated formatting.

- Selection Criteria ———————————— | Edit zBASIC - zBasic SS Template Setup Structured for Miller, James - jdoc

Documents |2BASIC -

Users Miller, Jar Sechon Preview Content Referring Physici This i ph of text
eferring Physician: s 15 a paragraph o content.

Locations I@ Referring Physician (5274) 1:5EH
- Document Template Paragraph 3¢ | Reason for Consultation: This is a paragraph of text content.
[l Users / All Location: Reason for Consultation (5038) L3 E
P — % History of Present Illness: This is a paragraph of text content.
History of Present Iliness (5002) 15 H
&

Add/Edit % <l Paragraph

- Structured Template

All Users / All Location:
Doc, Rich / All Locatior

Miller, James / All Loca

Add/Edit Eo

Referring Physiciz
~-Reason for Consul

History of Present

‘ b save \d] preview last modified by on 8/8/2018 2:41:12 PM
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3. Override formatting at Section Level:

If you have individual sections needing specific formatting vs. other sections of the document, then you can
adjust the format rules at the section level.

In the example below, the section called “Title” needs to remain hidden when the job is delivered to the client. To
do this at the section level:

A. Place the edit cursor into the section, in this case the “Title” section
B. Click on the “section format” button

C. Set “Title Visibility” to “Hide Section Titles”

- Selection Criteria —————————— | Edit zBASIC - zBasic 55 Template Setup Structured Template for Miller, James - jdoc
& = [EBABIC - zBasic 55 Tempia[<] Section Title (6050)  Action oOptional i:l:— section format
ocuments =

X' X Fields - Functions - "% b 100% -
Users |Mi|lerIJames—jduc LERR) : v
Locations | Default For All Locations B I US I i@ := Ll Ly O Ld ed L4
r Document

All Users / All Locations Title

[gpaveae oo ggoees [l Referring Physician

- Structured

.«;I, Client Defaults
All Users / All Locations

Doc, Rich / All Locations Reason for Consultation

Miller, James / All Locations

[ Add/Edit G, Copy 3¢ Delete .
History of Present Illness
M - not optional i
-~Title (6050) ‘ — . . . .
i (A Documents [2BASIC - 2Basic 55 Templa % 1l Section Title (6050) Action |replace |v | Optional |v| |=] section fo
g Physi Format Rules For Title (6050) Section
: Users Miller, James - jdoc ~
Reason for Consultation (6038) _ Section Rules
2 Locations |Default For All Locations |~
--History of Present Iliness (5002)
T Document demplates - Section Visibility |Default (Section should display if there is no content)
RIS ARG C - Hide Section Titles
Title Case |Default (s 1s)
Add/EdIt Ty Corv §¢ Dele Bold Title |Default {On)
ize T ~
B e T Ttalicize Title |Default (On)
:_E_. Client Default Underline Title |Defau\t (off)
Al ,ﬂ'”Lfn“;t?‘;‘:s Title Punctuation [Default (Use colon after section title)
Mlller James / All Locations
Spadng Between Title and Paragraph Default (Inling)
Add/Edit % e x Delel Spacing Between Title and Inline Content |Defau\t (Two Spaces)
Spacing Between Title and List |Defau\t (Single Space)
M - not optior
Spacing Between Title and Table |Default (Double Space)

--Title (6050)

Note: If using the document template with required sections, always set “Section Visibility” on the individual section to
“Section should display if there is no content”. This guarantees the section will remain visible in the document even if the
provider doesn’t dictate it.
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Common format rule setup scenarios

Most format rule setups will follow a standard. This section of the manual describes the settings for the most common

configuration.

STANDARD SETUP:

LAULAIITISIILS | &G0 ~ UG L | YIS L

Users |Defau|t For All Users |:
Locations |Default For All Locations | !

- Doc T lat

p

All Users / All Locations

Add/Edit % Copy % De

= Structured Templates

& Client Defar

All Users / All Locations
Miller, James / All Locations

Add/Edit Uy Copy 3 pe
B M - not option:
------ Title (6050)

...... Presenting Complaint (5001)

...... History of Presenting Complaint (50
...... Past Medical History (5004)

...... Past Psychiatric History (5527)

...... Allergies (5011)

...... Medications (5010)

------ Social History (5007)

- Section Rules

Structured Template Format Rules

March 2021

Section Visibility

Default (Section should display if there 15 no content)

Title Visibility |Default (Display Section Titles)
Title Case Default (Upper Case)

Bold Title |Default (On)

Italicize Title |Default (On)

Underline Title |DefauH: (Off)

Title Punctuation

|Default {Use colon after section title)

Spacing Between Title and Paragraph

|Default (Inline)

Spacing Between Title and Inline Content

Default (Two Spaces)

Spacing Between Title and List

L<] | Lef [<] <] | <] | L<lj [<ljl<] | <]

|DefauH: (Single Space)

Spacing Between Title and Table

L

Default (Double Space)

Spacing Between Title and Subsection

|Defauh: (Single Space)

Spacing Between Paragraphs

|Defauh: (Double Space)

Spacing Between Paragraph and List

|DefauH: (Double Space)

Spacing Between Paragraph and Table

|DefauH: (Double Space)

Spacing Between Paragraph and Subsection

|Defauh: (Double Space)

Spacing Between List and Paragraph

L< | L] | [ | [ | e} <]

|Defauh: (Double Space)

This produces these formatting results:

— Bolded Title set to “On” - bolds the titles.

— Spacing Between Title and Paragraph set to “Inline” - places the content to the right of the section title.

— Spacing Between Title and Subsection set to “Single Space” - ensures there is no space between the main section title

and first subsection.

Note: This example, above, shows the setup at the document type level, but this could also have been applied at the
Client Defaults level, if this formatting was to apply to all document types.
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STANDARD SEUTP FOR SUBSECTION TO FORMAT AS PARAGRAPHS

In this scenario, the customer wants subsections in paragraph format. To accomplish this, set the Subsection Rules option
“Spacing Between Subsections” to “Inline”.

Structured Template Format Rules

Spacing Between Title and Table |Defau|t {Double Space)

Spacing Between Paragraphs |Defau|t {Double)

Spacing Between Paragraph and List |Defau|t {Double Space)

Spacing Between Paragraph and Table |Defau|t (Double Space)

Spacing Between List and Paragraph |Defau|t (Double Space)

Spacing Between Lists |Defau|t (Double Space)

Spacing Between List and Table

|Default (Double Space)

Spacing Between Table and Paragraph

|Default (Double Space)

Spacing Between Table and List

|Default (Double Space)

L] | L] | L] | [e] | ] | L] | ] el

Spacing Between Tables

| Default (Double Space)

Spacing Between Subsections

|Tnline |

Text Alignment Default (Left)
Content Case |Defau|t (As Is)
Bold Content Default (Off)

The preview below shows a generic sample of what the formatting change looks like, showing the content of the physical
examination in paragraph format.

Preview Template m
Section Preview Content Actions

- REFERRING PHYSICIAN: This is a paragraph of text content.
Referring Physician (5274) %3 E
Paragraph 3¢ || REASON FOR CONSULTATION: Thisisa paragraph of text content.
Reason for Consultation (6038) %S E
— % HISTORY OF PRESENT ILLNESS: This 1s a paragraph of text content.
History of Present Iliness (5002) Lizh ATLERGIES: This is a paragraph of text content.
Paragraph x
Allergies (5011) i3 E PHYSICAL EXAMINATION: General: This 1s a paragraph of text content. HEENT: This 1s a paragraph
Pa— % of text content. Vital Signs: This is a paragraph of text content.
i) Emmre o (9 7i5 || DIAGNOSTIC DATA: This is a paragraph of text content.
General (5046) LS E
Paragraph %
HEENT (5045) %= E
Paragraph %
vital Signs (5014) i35
Paragraph %
Diagnostic Data (5017) LS E
Paragraph %
DeliverHealth
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STANDARD SETUP FOR NO SECTION TITLES

This configuration is used when a template does not require section titles such as when setting up a letter. Notice, for this
setup, the template is blank.

M Workflow Maintenance - Advanced Maintenance » Groups = Pools » Templates »

~ Selection Criteria Edit Letter - Letter Structured Template
i i section format
Documents [Letter - Letter Section Action Optional [] a
X X Z EE EEE EEE R || Feds -  Functions ~ 5 @Bl T 100% ~
Users [Default For All Users L : I 3 T el
Locations [Default For All Locations B I U S T = := 3= O

-D Temp

All Users / All Locations

@ Add/Edit [EB Copy % Delete

- Structured T

f.?.: Client Defaulis

All Users / All Locations

[ Add/Edit [, Copy $¢ Delete

Also, since a letter usually contains paragraphs of text with no special formatting, no format rules need to change.

Looking at the preview can be a little misleading because the generic sample displays sections, paragraphs, numbered
lists, and subsections. Remember, the preview tool always displays sample text by default. If these were dictated on the
letter, then the preview shows how it would format. However, since titles are not typically dictated the preview can be
ignored.

Preview Template
Section Preview Content Actions

SECTION I1: This is a paragraph of text content.
This 1s a paragraph of text content.

1. This 1s the first list item.
2. This 1s the second list item.

a. This 1s the first sub-item.

b. This 1s the second sub-1tem.
3. Thas 15 the third list item.

SECTION 2: This is a paragraph of text content.

Subsection 1: This 15 a paragraph of text content.
Subsection 2: This 15 a paragraph of text content.

Letter type documents for Structured Templates are easy to setup since there are no Structured templates to make and
usually no format rules to change.
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STEP 4 Set (optional) MT Notes

MT Notes Option

March 2021

MT notes allow notes to be added to the Structured template and works in the same manner as MT notes do in traditional
unstructured templates. The two screenshots below show the traditional template with MT notes compared with the
Structured template. Notice both have the MT Notes section.

Note: If notes are available for the traditional unstructured template, these notes must also be copied to the Structured

template, otherwise the

- Selection Criteria

MLS will not see the notes when editing a draft.

Edit zBASIC - zBasic $S Template Sefup Document Template

Documents ZBASIC - zBasic S5 Templ| v |
Users: [Default For All Users

Times New Roman - 3{12pty - Normal - “- A. B 7 U S oT @ I,

Locations  [Defaull For Al Locations

r Document Templates
All Users / All Locations

AddiEdit Gy Copy 38 Delete

PAST MEDICAL HISTORY: [ ]
MEDICATIONS: []
PAST SURGICAL HISTORY: [ ]

ALLERGIES: []

r Structured Templates
b Client Defaults
All Users / All Locations

Doc, Rich / All Locations
james / Al Locations

AddiEdit Gy Copy 38 Delete

PHYSICAL EXAMINATION:
General: []

Vital Signs: [ |

HEENT: []

Neck: []

Chest:[]

Heart: []

- Selection Criteria

Abdomen: [ ]
Extremities: [ ]

IMPRESSION: []

PLAN:[]

Qualified Text will apnearin Yellow. Mark with "QT" button on foolbar,

Crmlo o, Fields - Funclions ~ W] BE T 100% -

v

Edit 2BASIC -zBasic S§ Template Setup Structured Template

Documents [zBASIC - zBasic SS Tempk| v |
Users Default For Al Users
Locations ~ [Default For All Locations

Notes &d Allow MT to Dismiss this Note

Fields - | Functions - 5 BH 1 100% -

o

oo x
5

B I f

i

- Document Templates
All Users  All Locations:

[ErAdd/Edit Gy Copy 38 Detete

History of Present Illness

Section Medications (5010)  Action [replace V]  Optional [= section format

- Structured Templates
b Ciient Defaults

[ErAdd/Edit Gy Copy 38 Detete

Past Medical History

Allergies

Medications

m- not optional

..History of Present lliness (5002)
Past Medical History (5004)
Allergies (5011)

Medications (5010)

E1-Physical Examination (5013)

General (5046)
-HEENT (5045)
Vital Signs (5014)

Physical Examination

General v
& draft | Notes ‘ |ﬁ ‘Allow MT to Dismiss this Note [ ]
[ B T———
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Enforce Section Ordering Option

March 2021

Set at the document type or user level, this option controls the order of the sections delivered to the client. When enabled,
the dictated section title order will follow the order of the Structured template regardless of the order dictated. When
disabled, the dictated section title order will appear in the order dictated. This is useful when the clinician speaks titles in a

different order vs. the title order required by the client.

o

[ Allow MIT to Dismiss this Note [] g

I Enforce Section Ordering

[ save (2] preview last modified by 018 10:02:16 AM

= reset

Note: This option can only be used when the PTF is set to structured. It DOES NOT work when the PTF is set to

unstructured.

With this option enabled, the example below shows the MLS the sections in dictated order. The Structured document

template shows a different order. E.g. note, Allergies comes first on the template.

Structured Document

Template Order

Referring Physician

Reason for Consultation
Chronic kidney disease.

History of Present Illness

The patient is a 73-year-old Hispanic man with history of hypertension, diabetes mellitus, coronary artery disease, CHF who is here for followup.
The patient denies any chest pain, difficulty breathing. nausea, vomiting, or diarrhea. He denies facial or peripheral edema.

Review of Systems
As per subjective, all systems were reviewed and were negative.
Allergies

No known drug allergies.

M - not optional

-.Allergies (5011)

- Past Medical History (5004)
-.History of Present lliness (5002)
-.Medications (5010)

-.Family History (5008)

. Review of Systems (5012)
-.Reason for Consultation (6038)
... Referring Physician (5274)
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With enforce section ordering enabled, notice the position of “Allergies” and “Reason for Consultation” in the client output.
This follows the order of the template as shown in the Structured Document Template Order above.

Patient Name: John Doet Date of Service:
Patient ID: 888 Date of Birth: February 23, 1978
Clinician: Rich Dec M.D.

}H.LERG!ES: Mo known drug aIIerg\esI

HISTORY OF PRESENT ILLNESS: The patient is a 73-year-old Hispanic man with history of hypertension, diabetes mellitus, coronary|
artery disease CHF who is here for followup.

The patient denies any chest pain, difficulty breathing, nausea, vomiting, or diarrhea. He denies facial or peripheral edema.

MEDICATIONS:
1. Aspirin 81 mg per day.
2. Coreg 3.125 mg twice per day.
3. Lipitor 20 mg every day.
4. Claradol 500 mg twice per day.
5. Glimepiride 2 mg every morning.
6. Benicar HTC 1 tablet every other day.

REVIEW OF SYSTEMS: As per subjective. All systems were reviewed and were negative.

I'\‘EASON FOR CONSULTATION: Chronic kidney disease. |

PHYSICAL EXAMINATION:

Structured template setup best practices

When setting up Structured Templates follow these best practices:
If PTF is unstructured

— Itis not necessary to add all titles to the Structured template. At a minimum, add one title and set the format rules for
this. This title will be the model the system uses to format any other recognized titles in the draft. However, if the
document type contains a main section along with corresponding subsections such as Review of Systems (ROS) and
Physical Examination (PE), then add these sections and any commonly dictated subsections under them. This ensures
subsections are properly formatted in the draft.

Note: The system can only format subsections if they are defined in the template. Undefined subsections will be treated
as main section titles and formatted as such.

— If the unstructured template has MT notes, make sure to copy the MT notes to the Structured template.
If PTF is structured

— Always try to set up the template with as many optional that will be dictated. This provides the MLS with a pick list of
tittes when typing and editing to save keystrokes. If required sections or canned text are necessary, try to use the least
amount of these as possible.

— If converting from an existing unstructured template with MT notes, make sure to copy the MT notes to the Structured
template.

For both PTF formats structured and unstructured

— Always try to make a template that is for All Users. Avoid customized templates when possible. This makes the
template easier to manage and keeps things more consistent for the MLS.
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— If your template has required sections, edit the Format Rules for the individual section(s) and set Section Visibility to
“Section should display if there is no content”. This guarantees the section will display for the client even if there isn’'t
any content.

— Always keep titles in a logical order as close to how they’re dictated as possible even if they are optional. This makes
them easier to manage.

— If the document has subsections always create the ShadowScribe template with as many of the commonly dictated
subsections as possible. This will decrease the chances of a subsection formatting incorrectly as a main section.

— If the document has a Review of Systems (ROS) and a Physical Examination (PE), always make sure the ROS comes
BEFORE the PE. Make sure both the ROS and PE have defined subsections that reflect what is most commonly
dictated.

STEP 5: Building ShadowScribe dictation templates

Dictation Template Analysis

ShadowScribe Dictation templates (or normals), conceptually work the same as traditional templates. The provider will
ask to insert their template and the MLS will locate, find the template, and insert it into the document.

With drafts, ASR does not automatically insert the dictation template for the MLS. The provider's instruction “insert my
normal...” or “insert my template...”, for example, will appear in the draft along with any changes to the normal or
template. The MLS will have to remove the instruction, insert the dictation template, and update the template, cleaning up
the recognized instructions.

In the Typing world, it's easy to use dictation templates because they’re worked on as the content for them is dictated. If a
spoken title was in the dictation template, the MLS would move to that section and fill in any missing content for that
section. If there was content spoken that was already in the template, the MLS could easily remove it.

In the Editing world, ASR creates a draft of what the provider speaks. If titles and/or content are spoken that are already in
the dictation template, those titles and/or content will appear TWICE to the MLS. Once as ASR recognized it, and second
from the canned text within the dictation template the MLS inserted, canned text that the provider spoke. As a result, the
MLS must spend extra time merging the recognized content with the dictation template, cleaning up titles and content that
were already recognized in the original draft, significantly impacting productivity.

To avoid this issue, you should work with the client and analyze how the provider actually uses the dictation template. For
example, if there are titles that are dictated in the template, then those should be removed. Only keep the titles and
content that is NOT dictated.

Note: If the client does not have dictation templates (or normals), or if their PTF is unstructured you can skip to STEP 6:
Standard setup for enabling document types for ASR in this document.

ShadowScribe Dictation templates (or normals) should be setup in the structured format If you are converting an existing
client or setting up a new client where the PTF is structured.
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ShadowsScribe dictation templates - adding structured sections
Go to Client Maintenance > Templates > Dictation Templates. To add a new ShadowScribe template:

Fields Functions 100 %
Test, Bab - bob123 - D I
Show Inactive

Physical Examination

M - ShadowScribe templates

q

'

Section Properties x
Title Code

Il
[ 1 Lower Extremity venous ultrasound (6188)

~
A (6324) ancel

Abdomen (5053)

Allergies (5011)

Anesthesia (5179)

Anesthesiologist (5178)
1. Click on the “Add New ShadowScribe Template” option.
2. This opens the structured template editor where you create the template.
3. Add/ Remove and manipulate sections using the options on the tool bar.

4. To add a section, click the Add Section icon. This brings up the section properties drop-down.

Section Properties

Title Code

General x| 5045

General (5046)

General Observation (5046) E Cancel

5. Type in the title text box to find a section. Note: Section titles listed here come from the library of titles you
entered for the client. If you do not see a title, you will need to add it to the client first before adding it to the
template. For more information on adding titles go to SETUP Step 1.

6. Click on the section to select it and click OK (or hit ENTER) to insert the section.
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7. When finished adding sections, name the template, click save, and the template name will be added to the
provider’'s template list appearing in green lettering. The green color denotes a ShadowScribe Template vs. a
non ShadowsScribe Template.

- Selection Criteria

Users Test, Bob - bob123
[ Show Inactive

~ Dictation Templates
Assessment Test

PE - Dr. Test
PE - Dr. Test

B - ShadowScribe templates
=P Add New Template
-% Add Mew ShadowScribe Template
& Edit Template
G Copy Template
32 Delete Template
&= Edit Sections

Adding structured subsections
To add subsections, follow the same steps as adding sections except use the “Add subsection icon”.
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Removing sections and subsections

March 2021

To remove a section, place the edit cursor in the section to be removed and use either the “Remove Section” or the

“Remove Section and Contents”.

Remove Section: converts the section title into plain text, where it can be deleted. Notice the “General Observation” in
screenshot 1 is transformed into text in screenshot 2. The text can then be edited or deleted.

Physical Examination

General Observation

Abdomen

B I U 5§

I
x
I

Physical Exami)afa
/

General Observation

Abdomen

Remove Section and Contents: removes the entire section and any content in that section. Also, if there are any
subsections attached to the main section those will be removed as well. In this case screenshot 1, Physical Examination
had the subsection “Abdomen” which was removed as shown in screenshot 2.

Physical Examination

M\. physical exam content

Abdomen

I
=

Adding canned text to dictation template sections and subsections
There are three types of canned text that can be added to a dictation template: New, Existing, and Numbered Lists.

New (creating canned text)

If new canned text is needed, click on the section or subsection within the template and type the text directly into the

section or subsection box.
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Existing Canned text

When copying existing text from another source such as the unstructured editor or a word document ALWAYS PASTE
into NOTEPAD FIRST, clean-up any formatting, and then paste it into the section or subsection in the template. This
prevents any formatting issues that can arise from direct copy and paste.

Numbered Lists:

When adding numbered lists, do not type the actual numbers. Use the bullet tool to add each list item. Remember, bullets
will be transformed to numbers upon delivery or if the MLS uses the Preview Transcription option.

X E i E B = EE EE Fields - Functions -~ "% [ T 100% -~

BIH%LJL@:E I S GESOSCECEE

Medications

L. 4
=X

Recommended template naming convention

Once the template is built, follow these optional naming guidelines for easier template management:
— If the template is global, that is accessible to all providers, it should be labeled: Template Name — Global.
— If template is for specific users, the last name should be added: Template Name — Last Name of Provider.

— If there is a PA/Resident who needs to have access to the provider's templates, leave the provider's name on the
template name.

— If the PA/Resident has their own templates, those would be named with the PA/Resident’s last name accordingly.
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The example below shows the Global naming convention.

Dictation Code Mormal PE w blanks - Global i *
Location All Locations 1~
Document All Documents v

Template for All Users []

Template setup types

There are two types of structured setups: Single Section Box and Multiple Section Box.

Single Section Box: shown below, has all the content entered in ONE section box. This is used in cases where the
dictation template consists of standalone canned text in paragraph or sentence format.

E X X i = = = E EE | Feds - Functions - ™5 Rl T 100% -

B I U s Lo := = GO AOEHLAER

The gross appearance of the hand and wrist elicits no obvious atrophy, deformity, or discoloration except over the basilar joint, which
1s slightly swollen. The alignment of the forearm 1s normal with no obvious soft tissue masses about the wrist. The wrist displays a
full range of motion. There 1s obvious tendemness over the basilar joint. Grind testing i1s negative; however, distraction testing elicits
marked pain. Instability testing elicits crepitus and pamn, but no gross instability. The intercarpal and radiocarpal ligaments are intact
to stress testing. Radial and ulnar abutment testing 1s negative with no ulnar sided wrist pain. The radial pulse 1s normal and
symmetric. Allen testing is negative. There is no evidence of compression neuropathy at the wrist with a negative Tinel over the

carpal tunnel and Guyon canal There is also a negative wrist compression test. Phalen test is negative. The patient demonstrates a
negative Finkelstein test.

Single Section Box with Title: an alternate form of Single Section Box, used in cases were the dictation template
contentis part of a section such as a procedure.

C X X Fields - Functions - % [l T 100% -

B I U S I, = L

Procedure Performed —
om and prepped and draped in the standard fashion for an adenotonsillectomy. After
endotracheal intubation, the child was suspended with a McIvor mouthgag and the right and left tonsils were then removed using a
standard Bowvie cautery technique preserving both the anterior and posterior tonsillar pillars bilaterally. Hemostasis was obtained
using suction Bovie cautery. The soft palate was then elevated and the adenoid pad was removed using an adenoid curet. Hemostasis
was once again obtained using suction Bovie cautery. The nasopharynx and oropharynx were irrigated and suctioned clear. There was

no active bleeding; therefore, I terminated the procedure. The child was taken out of suspension, extubated. and taken to the recovery
room in good condition after tolerating the procedure well.
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IMPORTANT: Do not put multiple sections in a Single Section Box. In doing so, the system will treat the section titles like

regular content and will not apply the section formatting rules. If you have multiple sections use the Multiple Section Boxes
setup.

The example below shows the INCORRECT way to setup a template with multiple sections.

C X X, E i E E = EEEE | Feds - Functions - ®5% Bl T 100% -

B I U S I ™ := =

LEFT ANKLE 4 VIEWS: [ ]

HISTORY: [] T /) /'S .
COMPARISON: [ ] /S

FINDINGS: [ ] NO 7~
No bone, joint or soft tissue.

IMPRESSION: [ ]

NORMAL LEFT ANKLE.

Multiple Section Boxes: This setup has multiple titles and content. In the example below, we have a “Normal PE”, which
consists of a main section and supporting subsections each having their own canned text. Any time a case exists with
multiple subsection titles always create separate sections for them.

[

) X N, Fields - | Functions ~ % [ T 100% -
5

B I L iz

=

+ O Ld 3 Ly i La el I

| A

Physical Examination

Vital Signs

ET&mp afebrile. pulse []. blood pressure []/[].General: Alert and eriented x3, no acute distress, seated in chair, pleasant.

HEENT

| Moist mucosal membranes. No scleral icterus.

Cardiovascular

Regular rate.

Pulmonary

| Normal effort on excursion, no audible wheezing.
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The example above shows a main section with subsections, you could also have an example with main sections as well

as shown below.

Plan

Convert button with existing client templates

Fields -

Functions ~

When converting Unstructured dictation templates to Structured templates, some templates have a “convert” button. This
button is helpful when the content you're converting consists of sentences or paragraphs. It's not as helpful when the

content has specific section titles.

In the examples below, the convert button copies the
content of the unstructured dictation template into a single
section content box in the structured template. It also
renames the template adding a “VR_” prefix in front of the
name.

 Selection Criteria

Users Doc, Rich - ndadmin ~]
[1Show Inactive
- Dictation Templates
nilials Template
Intake A
Misc and Letter Start
Name v

Normal No Title
- ShadowScribe femplates

b Add New Template

s Add New ShadowScribe Template
[ Edit Template

Gy, Copy Template

3% Delete Tempiate

& Edit Sections

L X == 1 = 10 1= 1=

Font - Size - Stles - W.A- B I U

FMA

HISTORY OF PRESENT [LLNESS:

PHYSICAL EXAMINATION:

PLAN:

Qualified Text will appear in Yell

Dictation Code Initials Template * Noteg
Location All Locations v]
Document All Documents [v]
Template for All Users [] Aftestation Tempiate [
Oy convert B save
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Add/Edit: Doc, Rich - ndadmin
r Selection Criteria

aby

C XX, & [ E = [ = E E = | Feds - Functions - % [l T 100% ~

Users Do, Rich - ndadmin B I U S5 T, 0m = =
[ Show Inactive

|FNIA HISTORY OF PRESENT ILLNESS: PHYSICAL EXAMINATION: PLAN:

~ Dictation Templates

US List Test
VR_Bone Injection ~

VR_Nomal PE W
WJII - Table
B - ShadowsScribe templates

&P Add New Template
&b Add New ShadowScribe Template
|5 Edit Template

It may not be desirable to leave the “VR_” prefix in front of the name. We recommend following the Recommended
template naming convention best practices.

Dictation template additional setup tip

In certain cases, you may need to have more formatting control over certain titles when a dictation template is inserted
into a document.

Here is one such scenario: The document formatting title specifications are such that all titles are bold and upper case.
However, the provider wants the titles in their dictation template to appear underlined. If the MLS inserts the dictation
template as is, the titles in the dictation template would not appear underlined.

To achieve the desired formatting, add the same titles from the ShadowScribe dictation template to the provider's
Structured document template, then you can set the specific formatting at the section level. In this case, the underline
sections from the template. This is because the titles in the dictation template inherit the formatting of the main document
template.
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STEP 6: Standard setup for enabling document types for ASR

Go to Client Maintenance > Maintenance > Document Types. Select the eScription One Document Type and expand the
Document Type Information section.

Setting up a document type for ASR

The Preferred Transcription Format (PTF) will determine how the document will appear to the MLS. The example below
shows setting the document type up for the structured format.

M Workflow v  Maintenance +  Advanced Maintenance v  Groups v  Pools »  Templates =

Document Types &l Edit Letter Document Type
Letter - Letter (D:2) = Document Type Information
New - New WT ~
ProcN-5L - Structured Section Level Integration
Proch-US - Unstructured Procedure Note Document ID 33698
Prochi-S - Structured Procedure Note
Rad - Radiology Document Type Lefter
SOAP - Soap Progress
t-audio - Training Audio Only Document Description Letter
t-Chart - Training Chart for live demos v
1-Cons - Training Consult Turnaround Time 0
["1'show Inactive Documents Document Type Active
& Add New Document Type Preferred Transcription Format Structured
Edit Letter 2
Nuance Document Type
[y Copy Letter
Edit Print Template for Letter ASR Timeout 0 minutes

1. Setthe PTF to “Structured” (or “Unstructured”) depending on your desired format for the MLS.

2. Map eScription One document type to DeliverHealth document type. Click the drop down and select the
DeliverHealth Document Type that is the best match for the eScription One document type. In this example
Letter is best matched with Correspondence.

Document Types &4 | Edit Letter Document Type
Letter - Letter (D:2) = Document Type Information
New - New WT —— ~
ProcN-5L - Structured Section C8weklotegration
ProcN-US - Unstructured Procedure Note™ s, Document ID 33698
Prochi-S - Structured Procedure Note -
Rad - Radiology — Document Type Letter
SOAP - Soap Progress n
t-audio - Training Audio Only . Document Description Letier
t-Chart - Training Chart for live demos W .
t-Cons - Training Consult Turnafemd.lime 0

[[1 show Inactive Documents

Document Type Active
&p Add New Document Type Prefermed Transcription Format - Structured
[ Edit Letter e - -
uance Document Type Correspondence v
iy copy Letter ?
ASR Timeout 0 minutes

Edit Print Template for Letter
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Note: If the customer has any of these eScription One document types, be sure to select the corresponding
DeliverHealth document type in the table below. This ensures the proper mapping for these specific document

types.

If eScription One Document Type is a Map it to the DeliverHealth Document
Type

Consultation History and Physical

Procedure Note Operative Note

Transfer Summary Discharge Summary

Letter or some type of Letter Correspondence

One that does not have sections, but is also not Partial Dictation

a Letter

Mapping the eScription One Document Type to a DeliverHealth document type links the eScription One
Document type to the ASR specific speech model which is used in part to create the draft. The user (or provider)
also must be set to a specific DeliverHealth Specialty as well. Both the DeliverHealth Document type and
DeliverHealth Specialty complete the pieces to utilize the speech model. The DeliverHealth Specialty is set when
enabling a user for ASR. For more information on enabling a user see Setting up a user for ASR.

Set the ASR Timeout. This option will place a time limit on draft creation by the speech engine. The average time
to process a 4 — 5 min job into a draft and return from the system takes about 10 — 12 mins. The longer the audio
length the longer it takes to return a draft. Sometimes drafts can take longer than normal to come back from the
system and can impact turn-around-time (TAT). The ASR Timeout is used to prevent TAT issues. When the
timeout is reached, the job will be pulled from ASR and placed into the MLS queue to type the job from scratch
and deliver it to the client.

M Workflow +  Maintenance v  Advanced Maintenance »  Groups »  Pools »  Templates »

Document Types ¥4 Edit Letter Document Type
Letter - Letter (D:2) [= Document Type Information I
~

New - New WT

Proch-SL - Structured Section Level Integration
ProcN-US - Unstructured Procedure Note Document ID 33698
ProcNt-S - Structured Procedure Note
Rad - Radiology Document Type Letter
SOAP - Soap Progress )
t-audio - Training Audio Only Document Description Letter
t-Chart - Training Chart for live demos W
t-Cons - Training Consult Turnaround Time 0
[ show Inactive Documents Document Type Active
oF Add New Document Type Preferred Transcription Format Structured  [v]
[& Edit Letter
Nuance Document Type [v]
[y Copy Letter
Edit Print Template for Letter ASR Timeoul 0 minutes
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The following are the recommended ASR Timeouts for specific document TATSs.

If eScription One Document TAT is Set ASR Timeout to

1 hour 15 - 20 minutes
2 hour 30 minutes

4 hour 90 minutes

6-8 hour 120 minutes
Over 8 hours 240 minutes

Disabling and enabling a document type for ASR - all users or single users

You can disable the entire eScription One Document Type from going to ASR for all users or individual users from the
“Edit ShadowScribe Users for” link.

M Workflow - Maintenance - Advanced Maintenance = Groups = Fools =

Document Types ¥4 Edit Letter Document Type

Letter - Letter (D:2)

MNew - New WT N ) .
ProcN-SL - Structured Section Level Integration + Prompt and Display Options

ProcN-US - Unstructured Procedure Note
Procht-5 - Structured Procedure Note

+ Document Type Information

+ Workflow Options:

Rad - Radiology

SOAP - Soap Prograss

t-audio - Training Audio Only

t-Chart - Training Chart for live demos W
t-Cons - Training Consult

[[J show Inactive Documents

EE‘i Add Mew Document Type

|5 Edit Letter

[y copy Letter

Edit Print Template for Letter

Edit Document Template for Letter
?, Edit ShadowScribe Users for Letter

S5 Edit Document Price Overrides

+ Watermark Options

<+ Pricing and Priority

+ ImportExport Information

+ Document Type Security & Document Type Pools
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This displays the “Edit ShadowScribe User Exclusions” screen.

Document Types g  Edit ShadowScribe User Exclusions

etter Lel‘lD 2) ~ Included Users Excluded Users

ew - New i i i i
ProcN-SL - Structured Section Level Integration E,.ﬁ.i;fﬂn(:f%ﬂm} [Py, Cinnd JOORL)
Proch-US - Unstructured Procedure Note Rose, Terry (lrose) exclude all By
Procht-3 iSlIudl.lled Procedure Note Rgseh Mary (mrosen)
gS‘l E!ansmomgF\,; Test, Bob (bob123) exclude Bp

- Soap Progress i c

Lautio - Traing A Only Zicerkedson, Zack (zzicker) @I include
t-Chart - Training Chart for live demos w @ include all

1-Cons - Training Consult
[I'show Inactive Documents

% Add New Document Type Enable selected document for ShadowScribe

Edit Letter

(I3 Copy Letter

Edit Print Template for Letter

Edit Document Template for Letter

3) Edit ShadowScribe Users for Letter

1. To disable the entire document for ALL users, uncheck the box “Enable selected document for ShadowScribe”.
Check this box to re-enable the document type.

Note: When setting up new document types for ASR it is not necessary to check this box. This box is
automatically checked by defaullt.

2. To disable the document for single users, select the user from the Included Users box and use the “exclude”
arrow. This will prevent the excluded user(s) dictations from going to ASR, while keeping the included user(s) in
ASR.

Tip: You can include or exclude multiple users by holding the Ctrl key and clicking on individual users.
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STEP 7: Standard setup for enabling users for ASR

Setting up a user for ASR

Go to Client Maintenance > Maintenance > Users. Select the User, click Edit, and expand the User Information section.

March 2021

-

A4 Groups » Fools »

Templates »

Users

W - dictating

- not dictating

Daughtry, David - ddaughtr
Doc, Rich - ndadmin

Miller, James - jdoc

Rose, Tery - frose

Rosen, Mary - mrosen
Test, Bob - bob123
Zicerkedson, Zack - zzicker

[[]Show Inactive Users

P Add New User

[£] Edit Daughtry, David

A% Copy Daughtry, David to New User
x Proxy for Daughtry, David

T Localion Access for Daughiry, David
E‘ InVision Reports for Daughtry, David
[ Edit Locations for Daughiry, David

B} Auto-Copy Associates for Daughtry, David

@ Additional Signatures for Daughiry, David

Edit User

= User Information

User Telephone "InTouch” Dictation ID 194239

Name (First/Middle/Last) David * Daughtry *

Prefix (Dr., Mrs., etc.) Suffix MD,ete) [ ]
Use Comma O
Username *

passvors E—
Must Change Password At Next Login O

Department

Work List Scheduling Resource No Work List Defined

Title

Specialty

Nuance Specialty Cardiology n

Disable Nuance Draft Generation O

1. Map the eScription One User to the DeliverHealth Specialty. This enables the user for ASR.

Select the DeliverHealth Specialty that best matches the user. In the example below the provider is a
cardiologist, so the Cardiology specialty is selected.

Users

W - dictating

W - not dictating

Daughtry, David - ddaughtr
Doc, Rich - ndadmin

Miller, James - jdoc

Rose, Tery - frose

Rosen, Mary - mrosen
Test, Bob - bob123
Zicerkedson, Zack - zzicker

[] show Inactive Users

P Add New User

(3] Edit Daughtry, David

& Copy Daughtry, David to New User

x Proxy for Daughtry, David

T Location Access for Daughtry, David

E InVision Reporis for Daughtry, David

E# Edit Locations for Daughtry, David

m Auto-Copy Associates for Daughtry, David

L_Q Additional Signatures for Daughtry, David

Edit User

= User Information

User Telephone "InTouch” Dictation ID 194239

Name (First/Middle/Last) David * Daughtry *

Prefix (Dr., Mrs., etc.) Suffic(M.D.ete) [ ]
Use Comma ] T copy to associate

Username

ddaughtr =

1

4, generate

Must Change sword At Next Login O

Department \

Work List Scheduling Resuum\ No Work List Defined

Title \

Specialty \

Nuance Specialty Cardiology
Disable Nuance Draft Generation O

In the event the specialty is not known or cannot be obtained, set the DeliverHealth Specialty to “Internal Medicine”.
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When a user is mapped to a DeliverHealth Specialty, the system will use the vocabularies of the specialty to build the
speech model. This is used in conjunction with the eScription One Document Type mapped to the DeliverHealth
Document Type. A document type and a user must be matched to complete the requirements for building and using a
speech model. For more information on mapping eScription One Document Types to DeliverHealth Document Types see

Setting up a document type for ASR .

2. Expand the Dictating Clinician option section and set the preferred transcription format (PTF) to Structured or
Unstructured depending on the client’s requirement.

Dictating Clinician Options 2

User Dictates v
Utilize Autofax v v
Use Electronic Signature

Send Fax Cover Page

Skip Preliminary Folder

|
5
0852082000000 00000000000000

V (Whigrpigtaigivigessigll 9 @ 9 W V V V V VvV VvV Vv

o
Can Save Password in InSync O
Can Resume Mobile Session O
Preferred Transcription Format |Structu red

Dictating User Pools & Select All
Default User Pool
S

Note: In order for the structured format to appear to the MLS, BOTH the document type and user's PTF must be set to
Structured.
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Tip: Instead of setting each individual user to “Structured” you can set this option at the group level.

User Groups ~
User Groups define the InQuiry rights and festures for a group of users. Use Authenticator's Print Template (]
Individual Users assigned 1o a User Group inhent the rights and features of the Force 1o R . O
Group. Additional rights and features may be added in the individual's User 5
Setup as well as the ability to override the rights and features thaf are set in Force to Review2 O
these group seftings.
Price Modifier (per Line) $0
Changing a right or fealure in @ User Group changes the right or feature for all N -
members assigned to that User Group. Typical Groups include Physician, Frice Modifier (per Minute) 50
Attending Physician, Resident Fhysician, Nurse, Secretary, and Administrator. Qualified Text Rate Modifier $0
Default Settings Auto Copy as Associate (]
Dictating Clinician Default Document Type All Document Types
Dictating Clinician Default Location All Locations
Audio Playback Method Use Client Default
Dictation Emulation Client Default
Enable Cover Letters O
Enable Envelopes O
# Add New User Group Time Zone Use Client's Time Zone
[£3) Edit Selected User Group Mobile Apps Can Save Password O
3% Delete Selected User Group T —— T 0
&, Assign Users to Group Can Resume Mobile Session \ ]
Preferred Transcription Format Structured

Then add users to the group.

User Groups Assign Users To Group New Group
User Groups define the InQuiry rights and features for a group of users. Individual Users assigned to a User Group inherit the rights and
features of the Group. Additional rights and features may be added in the individual's User Setup as well as the ability fo override the

s and features that are set in th t Users in Group Available Users
rights and features that are set in these group seftings. | Daughiry, David (ddaughtn) | [Doc, Rich (ndadmmn) |
Changing a right or feature in a User Group changes the right or feature for all members assigned fo that User Group. Typical Groups glller, _Jrameﬁlr(&nc) ﬁ add all L?";Lf?]n (nn;;zi) icken
include Physician, Attending Physician, Resident Physician, Nurse, Secretary, and Administrator. ose, Terry (frose) icerkedson, Zack (zzicker)
Rosen, Mary (mrosen)
Default Setiings @add
New Growp _____________| remove B

remove all B

[ show Inactive Users

b Add New User Group
[£3] Edit Selected User Group

$€ Delete Selected User Group
A8 Assign Users to Group
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Disabling a user for ASR

To disable a user for ASR, set the DeliverHealth Specialty to no specialty.

This will prevent the user’s audio from going to ASR. Anything dictated will go straight to transcription.

March 2021

Home User Workflow » i - Ads

d - Groups w FPools » Templates w»

Users W - dictating [l - not dictating

Daughtry, David - ddaughtr
Doc, Rich - ndadmin

Miller, James - jdoc

Rose, Tery - frose

Rosen, Mary - mrosen
Test, Bob - bob123
Zicerkedson, Zack - zzicker

[] show Inactive Users

o Add New User

[£3 Edit Daughiry, David

& Copy Daughtry, David to New User

x Proxy for Daughtry, David

T2 Location Access for Daughtry, David

@ InVision Reporis for Daughtry, David

Edit Localions for Daughiry, David

i1 Auto-Copy Associates for Daughiry, David

@ Additional Signatures for Daughtry, David

Notes on user setup

Edit User

= User Information

User Telephone “InTouch™ Dictation ID 194239

Name (First/Middie/Last) David = Daughtry -

Prefix (Dr., Mrs., etc.) Suffix(MD.etc) [ ]
Use Comma O 1] copy toassociate

Username

[ddaughir =

1

4, generate temporary password

Must Change

sword At Next Login

O

Department

Work List Scheduling Resourci

No Work List Defined

Title

Specialty

Nuance Specialty

Disable Nuance Draft Generation

Disable DeliverHealth Draft Generation

Home Workflow »  Maintenance »  Advanced Maintenance »  Groups » Pools w  Templates =

Users - dictating |- not dictating

Edit User

Daughtry, David - ddaughtr
Doc, Rich - ndadmin

WMiller, James - jdoc

Rose, Tery - frose

Rosen, Mary - mrosen

Test, Bob - bob123
Zicerkedson, Zack - zzicker

[[] show Inactive Users

P Add New User

[£2 Edit Daughtry, David

&8 Copy Daughtry, David to New User
x Proxy for Daughtry, David

Ts Location Access for Daughtry, David
I;‘ InVision Reports for Daughtry, David
[& Edit Locations for Daughtry, David

T Auto-Copy Associates for Daughtry, David

@ Additional Signatures for Daughiry, David

= User Information

User Telephone “InTouch” Dictation 1D

194239

Name (First/Middle/Last)

David Daughtry

Prefix (Dr., Mrs., etc.)

D —

Use Comma O ] copy to associate
Username ddaughtr *
pasenord i

“, generate temporary password

Must Change Password At Next Login

O

Department

‘Work List Scheduling Resource

No Work List Defined

Title

Specialty

Nuance Specialty

Internal Medicine

Disable Nuance Draft Generation

O w—

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.



52 eScription One March 2021

When this box is checked, the eScription One system will not accept drafts from the speech engine and will send all audio
files to the MLS for typing jobs from scratch. The typed jobs will go back to the speech engine for continued learning. This

option is used in cases when the draft quality is lower than expected and you want to give ASR more time to improve the
speech model.

Generic Users

DO NOT assign an admin user, generic user, or test users to a DeliverHealth Specialty. ASR creates speech models
based on individual speaker characteristics. Having multiple providers use one ID or a test ID will corrupt the speech
model and lead to poor draft quality.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.



eScription One

53

STEP 8: Testing templates

March 2021

After you have finished setting up your document and/or dictation templates, enabled document types and users, itis
recommended to test the templates to ensure they are working properly. Note: The example below assumes a
“Structured” PTF setup. If your PTF is “Unstructured” follow your normal testing procedures in place for non-ASR clients
as both “Unstructured” and non-ASR clients will use the traditional document template for typing.

To test the templates, log into InScribe with a test account that has access to the client you are working on. Then create a

NEW blank transcription.

File

Home Transcription Data Format View
EE ¥ % @] ¥ | v B
New | Copy Download o ark Mark for Spell Complete S
. Next for QA Revie Check + [ Upload
New Transcription (Ctrl+=) - = —
! TID Queued Client Doc Type Clinician

Select the Test User and Document Type to test with. In the example below we are using Test, Bob.

Client:

F F2 F3 F4 F F& F F8 F9  F0 EW E2
ey ete for Save AutoText Show  Next
Poal
= ! TID Queued Client Doc Type Clinician Dict Date Length Due Date Status
[ New Transcriptiol EE
Choose the Client for which you want to transcribe. = == 1 100% -

MNDocs
TPCS

you want to transcribe.

Clinician:
Daughtry, David
Doc James, James
Doc M.D., Rich
Rose M.D,, Terry L.
Rosen, Mary

Test Bob

]

Choose the User, Report Type, and Location for which

Location:

Homewood
Kentwood
Willowbrook

Priority: |4 (Standard) -

CCs. Addl Auth

25

MNumber of Reports:

Comment Tags Comment
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Using the sample provided by the client for the document type you’re working with, add the titles used in the sample to the
template and then add some test text.

Add the sample text to the sections and use “Preview Transcription” to see how this looks from the MLS perspective.
Compare the output with the Structured document template to ensure the title order, canned text (if added), and formatting

are all correct.

F1 Fé

Next Ad Copy
Field 4 Associate Transcription

{OBPCHDS

OQEOERELOEEOR R

History of Present Illness

This is my letter text and here are some more
text? T think so, and this is another sentence of
of text to be presented on the screen.

New line here, and here is some more text. Ds
Why. yes it is

This is my letter text and here are some more
text? I think so. and this is another sentence of]
of text to be presented on the screen.

Past Medical History

This 1s my letter text and here are some more
text? I think so, and this is another sentence of
of text to be presented on the screen.

New line here, and here is some more text. D
Why, yes it is

This is my letter text and here are some more
text? I think so, and this is another sentence of
of text to be presented on the screen.

Physical Examination

General

test

TROUELE!

F7 F8 9 F10 Fu1

Complete Mark for Save AutoText Show
Review Pool

F12
Next

Consultll
Patient Name: Joe TestNDoc Date of Service:
Patient ID: 123
Clinician: Bob Test

HISTORY OF PRESENT ILLNESS: This is my letter text and here are some more letters to add to this nice new autotext which I'm
creating. Do these letters and words look like they make a good paragraph of text? | think so, and this is another sentence of text to|
continue having words appear on the screen to ensure we get sufficient amount of text to make a nice looking paragraph of text to be|
presented on the screen.

New line here, and here is some more text. Do you like this text that I'm typing on the screen? Is it enough to make a new line of text to|
see the beauty of this next line here? Why, yes itis y

This is my letter text and here are some more letters to add to this nice new autotext which I'm creating. Do these letters and words look|
like they make a good paragraph of text? | think 50, and this is another sentence of text to continue having words appear on the screen to|
ensure we get sufficient amount of text to make a nice looking paragraph of text to be presented on the screen

PAST MEDICAL HISTORY: This is my letter text and here are some more letters to add to this nice new autotext which I'm creating. Do|
these letters and words look like they make a good paragraph of text? | think so, and this is another sentence of text to continue having
words appear on the screen to ensure we get sufficient amount of text to make a nice locking paragraph of text to be presented on the|
screen

New line here, and here is some more text. Do you like this text that ' typing on the screen? Is it enough to make a new line of text to
see the beauty of this next line here? Why, yes it is

This is my letter text and here are some more letters to add to this nice new autotext which I'm creating. Do these letters and words look
like they make a good paragraph of text? | think so, and this is another sentence of text to continue having words appear on the screen to
ensure we get sufficient amount of text to make a nice looking paragraph of text to be presented on the screen.

PHY SICAL EXAMINATION:
General: test

IMPRESSION: This is canned text in the recommendations section

- Structured Templates

Client Defaults

All Users / All Locations
Doc, Rich / All Locations
Miller, James / All Locaticns

[ Add/Edit Ly Copy 32 Delete

| B - not optional

RECOMMENDATIONS:
This is canned text in the recommendations section

" Gender
DOB [Select a date 4B evore=
DOS |Select a date REEE REE BB

Time V¥

2/11/2016

Test, Bob -
Ttest -
Homewood -

Date Dictated
Order
Author

Reason for Consultat,

Document Type

Locatien Test text
Patient Letter Filter based on Current Section
Reference Type

UF2

-History of Present Illness (5002)
-Past Medical History (5004)
-Medications (5010)

-Allergies (5011)
E--Physical Examination (5013)

% O 1 100% -

Section Propertis

Code

| Histary of Present Iliness (5002)
U3

UUF4

OK Cancel

Tip: Go to the InScribe View tab and click “Maximize Editor” to hide all the panels. This gives a better view of the editor to

work with.
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If the client has Structured dictation templates, verify these work as well.

LG LWEEEE

History of Present || cres s empistc o use

Assessment Test

T e e o e (" © 8°0¢ puragraph of

text? Tthink so, and this is anot  a nice looking paragraph|
of text to be presented on the scrg

New line here, and here is some. auty of this next line here?
Why, yes it is

This is my lefter text and here an ake a good paragraph of
text? I think so, and this is anothd - a nice looking paragraph

of text o be presented on the scrd

Past Medical Histo| .
History of Present Illness
This 15 my letter text and here asy = -
bt i feapaus This is my letter text and here are some more letters to add to this nice new autotext which I'm creating. Do these letters and words look like they make a good paragraph of
text? 1 think so, and this is another sentence of text to continue having words appear on the screen 1o ensure we get sufficient amount of text to make a nice looking paragraph

of text 1o be presented on the scré
of text to be presented on the screen.

New line here, and here is some more text. Do you like this text that I'm typing on the screen? Is it enough to make a new line of text to see the beauty of this next line here?
Why, yes itis

This is my lefter text and here are some more letters to add to this nice new autotext which I'm creating. Do these letters and words look like they make a good paragraph of
text? I think so, and this is another sentence of text to continue having words appear on the screen to ensure we get sufficient amount of text to make a nice looking paragraph

Physical Examiﬂalw

of text 1o be pr on the screen

General )
et - Past Medical History

'1 This is my letter text and here are some more letters 10 add to this mce new autotext which I'm creating. Do these letters and words look like they make a good paragraph of
text? [ think so, and this is another sentence of text to continue having words appear on the screen to ensure we get sufficient amount of text to make a nice looking paragraph
of text to be presented on the screen
General appearance
This patient s in no acute respiratory distress. Awake and alert

Vital Signs
As per the triage vitals

Cardiovascular
Strong radial pulse. Capillary refill less than 2 seconds.
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Appendix A

Troubleshooting

The following are common template issues that can occur from incorrect setup and how to troubleshoot them.

PROBLEM: Structured Document Template section has canned text but it’'s not appearing to the MLS in drafts.

SOLUTION: Check the Structured Document Template section, section properties. Ensure “Action” is not set to replace.

0:00/3:13 i Attach Selection

F1 F2 F3 F4 F5 Fé F? 8 Ea Bl BN B2
b))y w) (£)100% ~ S Move Playback To Cursor
Next Play Rewind Fast Add Add Add Mark for Save AutoText Show  Next
Field Forward Associate Section Subsection Review Pool CRT YC #)100% ~ 1
& &3 ' TID Queued Client DocType  Clinician Dict Date  Length DueDate  Status
Patient ID 1 183598348 12:06 PM NDocs Consult Rich Doc M.D. 11/18/2014  2:31 12/10/2019 : In Transcription
2 169388885 12:06 PM NDocs Consult Rich Doc M.D. 11/18/2014 2:32 4/11/2019 8: In Transcription
Paticnt Name 2 [177153003 [12:06 PM Rich Doc M.D. 9/24/2014 8/20/2019 1(
Gender * o . O »
Birthdate |Select 3 date - _ e
r El. FocvbHo ==(B s U
Appt |Select a date E d review
olgle leold »lologleamlle o (o o
Appt Time 3: : e | Rich Doc M.D. B
[9/24/2014 |
Dict Date | % &' History of Present Illness
Legacy Order Nu \
Clinician | Doc MD, Rich ~
Doc Type | Consult . Past Medical History
Location = Kentwood ~ | |has a history of hypertension, diabetes mellitus, o
Pat Letter = *
T Alle l‘glES PAST MEDICAL HISTORY: has a history of hypertension, diabetes mellitus, obstructive sleep apnea and
Allergic to shellfish. obesity.
Appt Type

Reason for Visit
Refeming Physici:
This is UF 5

Social Histo ry ALLERGIES: Allergic to shellfish.

The patient does not smoke and denies any illicit d SOCIAL HISTORY: The patient does not smoke and denies any illicit drug use.

Physica] Examination PHYSICAL EXAMINATION: Vital Signs: The patient is intubated, in no acute distress max is 102.6,
currently 100.2, blood pressure 121/62, pulse 91, respiratory rate 14. General: The patient is
nonresponsive is not. HEENT: Opening any he has an ET tube in. Neck: Supple. Lungs: Clear to
auscultation today, although breath sounds are diminished. Abdomen: Obese. The wound site is clean, of

note.

Vital Signs
Tha natiant ie infuhatad in na asuta dictrace mav i

9 @ & p| Addl Auth (D

| v
|ASK: Ms. patient did have a mesh placed. During the last surgical procedure. EXTREMITIES has no skin

e

PROBLEM: Structured Document Template section is required. Section appears to the MLS but is not appearing
for the client.

SOLUTION: Check ShadowScribe Document Template section, section properties, Format Rules. Make sure the “Section
Visibility” rule is set to “Section should display if there is no content”

PROBLEM: The MLS is seeing some of Review of Systems (ROS) subsection content within the Physical

Examination (PE) section and the subsections appear out of order in the draft.
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SOLUTION:

1. Make sure ROS and PE sections appear in the correct order of the Structured Document Template. ROS should
always come before the PE section.

2. Make sure you have added the correct ROS and PE subsections. Sometimes after adding them from the
samples, you'll find the provider dictates others that weren’t part of the samples. Be sure to add those to the
template.

PROBLEM: Subsections are appearing to the MLS as main sections.

Physical Examination

Vital Signs

The patient is intubated, in no acute distress max is 102.6, currently 100.2, blood pressure 121/62, pulse 91, respiratory rate 14.
General

The patient is nonresponsive is not.

HEENT

Opening any he has an ET tube in.

Neck

Supple. /

Lungs

Clear to auscullariaxyugh breath sounds are diminished.
Abdomen

Obese. The wound site is clean, of note.

Extremities

SOLUTION: Make sure these subsections are added to the Structured Document Template.
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PROBLEM: Sections appearing out of order to the MLS. The order is different than dictated.

FAMILY HISTORY: Notable for hypertension in her mother A

DIAGNOSTIC STUDIES: Her MRIwas doneat " Memonial Hospetal Tt show's evidence of lumbar dask hermiation af the Jevel of LE-LS5. there is a lef-sided Bermation causi
ft-saded i ! , I would call mod n size. Cenanly not a mass of the fact the CSF dusplacement 15 munsmal cemrally over the left foramen. Howeves, there 1 contact with
fi-ssded LS nerve root. Cermunly that correlates with where she s having symgeoms. Her x.rays were dome at Memonal Hospetal daddy comedone oa x-rays 1s the AP x.qay you can tell for

amn whether or not she has 3 partially sacralized LS vertebrae, however counting the methods that we typically use to count. | would sav ber disk 1 Bermated at the L4-L5 level and the r

b her duk above her lumbar spsne locked normal, and that correlates well with bet problem 1s Sryung at the L5-S1 sepment s rather 700t snjury and at the LS and S] segrment of both swews to

Ihe sacrizn that sometimee the L4-L3 sepment

YES: No complamnts

RS, NOSE, THROAT: No complamts

PHYSICAL EXAMINATION:

HEART: No complanns

NEUROLOGIC: Numbaess, naghing

VITAL SIGNS: Blood pressure 1s 134 85, pulse 15 99, respuatsons 16, hesght S fees S inches. Weight 200 pounds

GENERAL On her phiysical exam She 1s mortndly obese

HEAD: Her funduscopic exam does 2ot show evidence of papeliedema her menal status Orsented x3, Memory: Shoet and long-teem cvents 1 tntact. Kaowledge 15 appropaime for age
Anennoe span i full  Speech s Soent

SPINE: Monor strength o 55 in all muscle groups sested including ber delnonds, biceps, muceps, wist extensors, flexce carpi ulnarss, and ambrcals bil lty. Lower y strength is also
55 weluding ber 1iopsoas, quads, dorsiflexson, EHL, and plantar flexion  Her tone 1s normal  Her gait 1s antalgic. She has srouble walking on her heels or toes with ber left leg. Her sensory
exam reveals dimanished sensation doam the LS tenitocy. Proprnioceptson s normal  Reflexes are 2+ throughout everywhere except for ber left ankle, nwhach 15 absent. Babinsks sagn 18
neparsve. Hoffmann sige & neganve. Coordination is scemal  Penipheral vascular exam is normal  Carcnsd has 0 evidence of brust

ABDOMEN Soft, nontender

LUNGS: Clear %0 auscultation tulaserally. Range of motsom of ber cervacal spine 1s withan nosmsal mits. Range of motion of her lumbar spine, she bas more pain with extension and palpation
of her back. Her left side 38 more tender af the facet poant ot L4-L5  She bas pot some muscle spasen associated with that, Overall, her sacroulsac jomnts are nocmal for compressson, distraction,
and she has no fevers or Gaenslen's maneuver

ASSESSMENT: 44.year-old woman with a hermated bombar disk at the level of L4.LS keeping 1n mund she has 2 sacralized humbar segmens wath root ijury L5.S1 disk my
recommended treatment for hght of the fact that she has soene of the symptoms goang douwn ber leg. She o very sympeomanc ] would do a mucrodsscectomy and would give her the best
teleed [ can other optaces for of courve, be continued conservative therapy, though

PLAN: 1 had a presty exsenssvely and has mot helped her thas far, [ dhunk 10 get back 10 work the best choice. we have 15 2 mucrodiscectomy on the lefi L3.L5 | thunk her chances of returning
better with that opaion

Thask you for mnvolviag ese = ber care

T: Regular rate and rhythm  Pulses are symmetnc.

XTREMITIES: Seraight leg raave posntive on the left repeoducing ber LS sympecens. Patrick sipas bilstenally pegative

RANIAL NERVES: Pupds symmetrsc, reactive. Exsraocular muscles mtact V1 through V3 semsation face 15 symmetne. Motor innervation of her face 15 sy Heanng 1 bil o
ymmeetric. Her gag s intact. His shrug @ strong and her tongue s m the midline

Notice in the example above, how “Diagnostic Studies”, outlined in blue, appears after “Family History”, and how part of
the ROS, outlined in red, appears after “Diagnostic Studies”. Also note the titles “Constitutional”, “Eyes”, Ears, Nose,

» ok

Throat”, are not formatted like a subsection. The same is true with “Heart”, “Extremities”, and “Cranial Nerves”.
With this problem there can be a few causes:

1. ROS and PE are not in the correct order of the Structured Template and/or subsections are missing from the
template.

SOLUTION: Put ROS and PE in the correct order and add the subsections.

2. The Structured template has ALL REQUIRED sections. In this case the provider may not be speaking in the
correct order but because of the order of the REQUIRED sections in the template, the merge logic is moving the
content into those sections of the template.

SOLUTION: Try to work with the client to remove the required sections. If the client requires a different order
than dictated and are using a structured PTF, use the Structured Document Template “Enforce Section Ordering’
option.
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3. There are a couple of required sections in the template that
are not in the correct order as they are dictated. Notice the
Structured document template to the right has Family History
after the required Medications section. The provider speaks
“Family History” before “Medications” but because “Family
History” appears below a required section it cannot move to
the dictated position during the merge process. This is due to
the rule that optional sections cannot move above required
sections.

SOLUTION: Make sure the template sections are in the
correct order as the provider dictates them.

4. The template has required subsections but the main section
wasn't marked required. When a template is built with
subsections, they are ALWAYS attached to the Main section.

March 2021

| - not optional

------ History of Present Iliness (5002) ~

...... Past Medical History (5004)
...... Diagnostic Studies (5017)
...... Allergies (5011)

...... Social History (5007)

------ Medications (5010)

------ Family History (5008)

------ Review of Systems (5012)

During the merge process there are 2 phases. The first phase the XML draft sections and content are matched
and merged into the Structured Template. In the 2nd phase, the matched sections are then moved into place to
where it was dictated. When this condition exists where the Main section isn’t marked required, other sections
can be moved above it, if they’re dictated before the main section with the subsections.

SOLUTION: If subsections are required, make sure the Main section that goes with them is also marked required

AND that that Main section is in the correct order of the template.

PROBLEM: Titles suddenly switched on several different clients all at once.

This can occur if somebody is editing a section title under Client Maintenance > Advanced Maintenance > ShadowScribe

Sections.
Home ShadowScribe Seclions Workflow » Mainienance » Advanced Mainienance Groups = Pools » Templaies »
ShadowScribe Sections Displayed as: B-linked W -notlinked  Add Section 7]
Allergies (5011)
Anesthesia (5179) ~ Search For ibe Secfion
Anesthesiologist (5178)
Assessment (6324) History Code: +, Search
Assessment and Impression (6324)
Magssment and Plan (5035)
Assistant (5177) — Available St ibe Sections
Axis | (5783)
Axis |1 (5784) v
Axis 11l (5785) If this section fitle is recognized...
HEALTH HABITS/SOCIAL HISTORY (6037)
% Add Section Health Habits/Social History (6037) ~
HIS FAMILY HISTORY IS SIGNIFICANT FOR (5008)
E Edit Section His Family History is Significant for (5008}
Histary (5002)
sg Delete Section HISTORY (10000)
History (10000) v
HISTORY (5002)
Comes From Category History of Present lliness (5002;
Display As History
Custom Display O
B save " reset

Recall, that all of the “ShadowScribe Sections Displayed as” listis SHARED between ALL clients under the MTSO. If any
of these titles are edited and they are used by other clients, those clients will instantly be affected by this change.

SOLUTION: Find the title that was changed and change it back. If needing to add an alternate title, DO NOT edit existing
titles unless you know they are not in use by other clients. If they are, consider adding a new title.
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Appendix B

What works and what doesn’t

What works well
— Encourage GOOD Provider speaking habits such as:

o Speakers who follow dictation best practices PDF and have good dictation habits have better draft quality
overall.

o Picking the document type they intend to dictate.

o Following the document template as much as possible, dictating titles of the template, and in the correct
order.

o Dictating punctuation.
— Documents

o Documents that do not have a lot of special indentation formatting, where tables are used heavily to achieve
this formatting.

= |f a table must be used, it should be a simple table in tabular format like below and used sparingly.

Col1 Col2 Col3
Text Text text
Simple Table here

o Have a consistent date and style format. Providers ACCEPT the formats of the StyleGuide and do not
require special formatting customizations to work around StyleGuide formatting. - Otherwise, this is more
keystrokes for MLS making them less productive.

o Have consistent title format. - E.g. all titles are uppercase and bold. - Makes it easier for the MLS to
remember formatting should a title need to be added.

o Thetitle of the document (not section titles) appears outside the body and in the print template.
o Demographic information appears outside the body and in the print template.

o Documents have little or no required section titles, if some documents have them, try to ensure they’re not
excessively used. Excessive use could increase the chances of the dictated content not merging properly if
the provider doesn’t correctly speak the title or the title isn't correctly recognized.

e To use required section titles and canned text, follow these best practices.

o You must have the Structured Template merge logic set to "structured". Having it set to
"dictated" will not work with required sections.

o You keep required sections in the order they would be dictated in.
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o You must set the recognition behavior, the Action drop-down list in the template editor, to
"append", otherwise canned text will get overwritten by the recognized text.

Edit zBASIC - zBasic 55 Template Setup Structured Template
Section History of Present Iliness (5002) Action

[prepend |

p
append Optional =] section format
{replace | [5 zection format

Functions - ™% [l 100% ~

(=T

© L G
5

B I T, == Lol Gl

History of Present Illness_.~

EChange the "Action” drop down to append to prevent any recognized text from overwritting this text.

—

o Documents with compound section titles like Past Family and Social History ALWAYS use the word "and" to
separate them, not "&, /, -, etc". - Customers that have this scenario, are willing to change their section titles
to use "and".

o  One Structured template per document type for all users. — Provides a more consistent look and is easier to
manage.

o Template merge logic set to "Structured" - guarantees the use of canned text and required sections, also
merges the draft into the Structured template designed to improve document completeness. Also promotes
a more consistent looking document.

- Advanced Rules

Section Title Capitalization |Default (Title case)
Section Title Generation |Default (Only normalize template sections, all others as d
Subsection Title Capitalization |Default (Title case)
Subsection Title Generation |Default (Only normalize template sections, all others as d
Subsection Handling |[}efault (Structural)
Insert Document Sections |Default (Utilize All Available ShadowScribe Sections)
Merge Logic |Default (Structured)

o  The Structured document template has as many common section and subsection titles as possible defined,
especially document types that have separate ROS and PE sections with subsections.

o The Structured document template is built with section titles in the order dictated. This setup is easier to
manage and helps when troubleshooting problems.

— Dictation Templates (Normals)

o The templates have been reviewed with customer and are cleaned up. A concise template list is determined
which makes it less confusing for the MLS and less time is spent picking the right template.
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The Customer provides sample audio, or sample phrases how the template is used in dictation. This gives
the MLS an idea of how the template will be used.

The templates don't use a lot of tables for special indentation formatting or other formatting. If a table is
needed, the table is in a simple tabular format and used sparingly.

The templates consist of canned text, sentences, paragraphs, with not a lot of fill in the blanks. This allows
for less keystrokes the MLS has to use to manipulate the template.

Adhere to selected StyleGuide and Edit consistently in the same style. Consistent editing results in better
draft quality.

MLSs have been through a training program, have other experienced editors to work with. Trained MLS’s
know what to expect, and how to edit.

Have a good attitude towards editing, are willing to learn to become efficient.

Are willing to minimize the use of the mouse. Minimizing the mouse and using more keyboard shortcuts
improve productivity.

What does not work well
— Poor Provider speaking habits:

— Avoid poor dictation habits such as: dictating with excessive background noise, music, side conversations, eating,
skipping around, self-corrections, long pauses, and dictating excessive verbal instructions.

— Poor Document Type selection.

(¢]

Providers who consistently do not select the document type they intend to dictate can cause these potential
issues:

=  The incorrect speech model is used which can lead to improper section title recognition. E.g. section
tittes may not be recognized as titles, and other formatting issues may occur.

= Incorrect Structured template is used with the draft, resulting in poor merging of content into section.

= The MLS spends extra time switching the document type, and then editing and cleaning up the report.
This results in extra steps for the MLS.

Providers who use hand held recorders notorious for NOT changing the document type. If you have a

provider like this, and you want to keep them on ShadowScribe ASR, make sure to set their hand-held

recorder to the document type they dictate the most. This ensures most of their documents will use the
correct speech model.

The Provider doesn't follow the document template and doesn't dictate in order. This results in the MLS
having to move sections around, changing the original order of the draft. When done consistently, this
negatively impacts ASR learning leading to those sections being omitted on future drafts. This forces the
MLS to spend more time adding those sections back in and decreasing productivity.

Note: If your preferred transcription format is set to Structured and you have the “Enforce section order”
option enabled, then the MLS can leave the sections in the order dictated, while the system will
automatically re-order them upon delivery to the client according to the template.
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o The provider doesn't dictate punctuation. While ASR can guess what type of punctuation is used and were
to insert it, it may not place it correctly or may leave it out. This results in the MLS spending extra keystrokes
and time correcting the punctuation.

— Documents
o Use alot of tables for special formatting like indentation.
o Providers want individual formatting customized to their preference.

o Documents having compound titles use special characters like &, /, -, etc. These characters are not
supported in title recognition by ASR and using them will produce inconsistent results in the draft. When
creating these titles in the ShadowScribe Sections screen, If you see a special character option when
mapping a title to a ShadowScribe title, be sure to change the special character to the word AND using the
custom display.

o Document titles (actual title of report) have to appear in the body. This usually happens when the interface
isn't setup to pull the print template, or the customer doesn't have an interface and requires the MLS to copy
and paste directly into the EMR.

= If they must be used, then use them with a section title not by themselves.
o Example
» REPORT TITLE: Chest X-Ray - CORRECT
= Chest X-Ray - NOT CORRECT - because the words are not associated with a title.

o Dates at the beginning of the report.
=  Try to keep these in the print template. If you must type a date, be sure it appears after a section title
o Example

. DATE OF PROCEDURE: 11/11/2014 - CORRECT
= 11/11/2014 - NOT CORRECT - because the date did not follow a title.
o  Typing demographics in the body that is not dictated

=  Example:

o The document type requires Date of Service (DOS) to be in body, client has instructions to use
DOS from demographics and type in the body of the report. The doctor doesn't dictate this.
The MLS types DOS from the demographics, doing so, ASR may eventually learn to add a
date but, since the date isn't dictated, it will likely be inaccurate. The MLS will have to double
check and likely edit this date on EVERY report.

o When constructing a Structured template, randomly putting required section titles in any order of the
template.

= If you have required section titles with optional section titles interspersed, it's very important to order the
template according to the sample provided by the client. Do not place required sections in the template
in any random order in this case.
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o BAD EXAMPLE:

M - not optional
...... Date of Procedure (6066) -
...... Surgeon {5176)

------ Assistant (5177)

______ Preoperative Diagnosis (5183)
------ Postoperative Diagnosis (5184)
------ Medications (5010)

------ Laboratory Data (5018)

...... Anesthesia (5179)

------ Estimated Blood Loss (S180)

------ Anesthesiologist (5178) by

Comanlicratinn- fC1CTY

o GOOD EXAMPLE: Notice the required sections are in order following how the doctor dictates
them

M - not optional
------ Date of Procedure (6066) N
------ Preoperative Diagnosis (5183)
------ Postoperative Diagnosis (5184)
...... Surgeon (5176)

------ Assistant (5177)

------ Medications (5010)

...... Laboratory Data (5018)

------ Anesthesia (5179)

------ Estimated Blood Loss (5180)

------ Anesthesiologist (5178) [

o  When constructing a Structured template, with Review of Systems (ROS) and Physical Exam (PE) sections.,
If you know providers dictate them, and you do not add the most common ROS and PE subsections, or you
do not add any subsections to the ROS but have subsections in the PE. This will cause issues with the
merge logic. E.g., If a doctor dictates HEENT in the ROS and it's not there in the template but it is in the PE,
the merge logic pointer will jump to the PE and continue matching sections in the PE until it runs out, then it
could find a match in ROS (if some subsections exist), which JUMBLES the section order making it more
time consuming for the MLS to edit.
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— Dictation Templates (Normals)

o No template review performed with customer. No good indication how templates are used, and if templates
can be removed and/or cleaned up.

o Customer does not provide sample audio, or sample phrases on how the template is used in dictation. This
makes it more challenging for the MLS to know how the template will be used.

o Templates use a lot of tables for special indentation formatting or other formatting.

o Templates consist of canned text, or the dictation template itself has a template with section titles and/or
subsection titles, templates have many blanks to fill in, templates contain tables. This results in MORE
keystrokes and time for the MLS to manipulate.

o Template consists of 80% of the document with lots of blanks

— MLSs

o Do not adhere to the selected StyleGuide, resulting in incorrect formatting styles sent back to ASR, leading
to lower draft quality.

o Edit inconsistently. Inconsistent corrections to drafts cause ASR learning issues resulting in lower draft
quality.

o Have NOT been through a training program and do not have other experienced editors to work with. This
results in frustrated MLS’s who do not have the editing skills and do not know what to expect working in draft
documents.

o Do not have a good attitude towards editing and are unwilling to learn efficient editing techniques such as
keyboard shortcuts. This results in inefficient editing, frustrating MLS’s who may quit.

o Do not minimize the use of the mouse. This results in not being as efficient, likely to be a slower editor,
showing a decrease in productivity.
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