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About This Guide

About ChartScript

Welcome to ChartScript®, one of several software products from the portfolio of
comprehensive health information management solutions from SoftMed Systems, Inc.®

ChartScript is a central database for transcribing documents that works with a personal
computer, connected to a network, running Microsoft® Windows® and Microsoft Word.
SoftMed designed ChartScript to increase transcription productivity by providing an
extensive interface to available demographic data from other systems. ChartScript is
designed to be run and maintained by transcription and HIM personnel.

ChartScript is a tool for creating, editing, distributing, and managing transcribed
medical documents that includes easy-to-use procedures, such as keyboard shortcuts for
all commands and options. It provides quick access to documents that you can edit and
reprint.

All ChartScript functions are organized into menu options that guide you through
various steps in system operation. Each window shows you how to proceed through a
clear and consistent set of options related to adding, editing, deleting, or displaying
information on transcribed documents.

About This Guide

This guide is a supplement to your formal ChartScript training. It includes instructions
for commonly used tasks such as searching for patient demographics and creating
documents. Instructions for less frequently used tasks, such as maintenance procedures
and reports, are in ChartScript Help.

Who Should Read This Guide

The User’s Guide is for medical transcriptionists and support staff. It shows you the
basics of searching, retrieving, creating, editing, printing, and importing documents in
ChartScript.
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Conventions Used in This Guide

The information in this guide is presented as step-by-step instructions. The steps are
numbered, and they include illustrations that show what you should see on your
computer monitor.

Microsoft Windows lets you do many actions in more than one way, such as choosing a
command from a menu, clicking a toolbar button, or typing keys on the keyboard. The
Appendix provides instructions for using the keyboard and the mouse.

You will also find these other visual cues throughout the guide:

Convention Usage Examples
SMALL CAPS Represents a keyboard key | Press ENTER.
name Press ESC.
Bold type Names of menus, From the File menu, select
commands, and buttons Exit.
Italic type Place holders for user input, | Type password.
document names ChartScript User’s Guide
ALL CAPITALS Device names and COM1
acronyms JCAHO

Where to Find More Information

If you need more information about specific windows or fields, you can use the
ChartScript Help as explained in Appendix A, "Microsoft Windows Basics." You may also
consult the ChartScript electronic documentation library, as explained in Chapter 2,
"ChartScript Basics."

For additional assistance, contact the Client Support Center at:
1-800-234-0422
Standard support is available Monday through Friday 8:30 A.M. to 8:30 PM. eastern time.

SoftMed 24-hour emergency support is available for facilities with an extended support
contract. If your facility does not have extended support, consult your system
administrator or SoftMed contract for information on billing policy and rates.

When you call, please be at a workstation and be prepared to provide the following
information:

O Product version number, date, and time. (From the Help menu, select About
ChartScript.)

O Type of computer hardware you are using.

a

Windows version and type of network environment.

O Names of other programs or memory-resident programs running on the
workstation when the problem occurred.

O Exact wording of any messages on your monitor.

O What you were doing when the problem occurred and whether you can reproduce
the problem.

m About This Guide



O How you tried to solve the problem.

If you want information on other SoftMed products, contact SoftMed Sales and
Marketing at:

1-800-695-4447
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CHAPTER 1 Microsoft Word Setup

Verifying Word Settings

The Microsoft Word settings for AutoRecover and Spelling & Grammar should have to be
verified only once. To ensure that these options are set permanently for your
workstation, SoftMed recommends opening Microsoft Word independently of
ChartScript and then performing the steps listed in the sections that follow.

Enabling AutoRecover

As you transcribe, Word can periodically save a temporary copy of your document as a
safety measure. If your workstation or Word stops responding while you are working on
the document because of an error, lock-up, or power outage, Word opens the
AutoRecover copy of the document when you start Word again. This recovered
document contains your changes up through the last time the temporary copy was
saved by Word. You can specify if and when Word saves these AutoRecover copies of
your documents.

¢ To enable AutoRecover

1. From the Tools menu, select Options.

2. Onthe Options window, select options 21
the Save tab. Select the Save Track Changes I User Infarmation I Compatibility I File Lacations I
AutOReCOVEI‘ lnfo every Check View I General I Edit I Print Save | Spelling & Grammar
box and clear all other check e opiens

[ Always create backup copy
boxes. I~ allows fast saves
. . [ Prompt for document propetties

3' In the mlnutes fleldr type 2. [~ Prompt to save Mormal template

Selec‘t OK ™ Embed TrueType Fonts
I~ Embed characters in use only
Note: SOftMed recommends a two- ™ save data only For forms

: 3 ™ allow background saves
minute save interval so that. the most ¥ 5ave AtoRecover info svery: T
you can lose of a document is what you
typed in the last two minutes before the Save Word fles as:  [word Document (*.doc) [ |
[ Disable features not supported by Word 97
problem occurred.

File sharing options For "Document1”
See the "Retrieving Interrupted Password to open: Password to modify;
Documents" section of Chapter 7 for

instructions on retrieving AutoRecover

fﬂes. Ok I Cancel |

™ Read-only recommended
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Defining the AutoRecover Location

You must specify the folder in which Word stores AutoRecover copies of your documents
while you are transcribing. Knowing the location of this folder on your workstation may
assist you in retrieving AutoRecover files, should a problem occur.

¢ To define the AutoRecover location

1. From the Tools menu, select Options.

2. Onthe Options window, select options 2|
the Flle Locations tab From the Wigw I General I Edit I Print I Save I Spelling & Grammar |
File types hst, select Track Changes I User Information I Compatibility File Locations
AutoRecover fj.].es. Select File bypes: Lacation:
3 [ ¥ Cil Ay D E: e
MOdlfY' Cﬁ;;l:gi?ctsures b A1y Documents _I
. . . User templates CiL AMicrosoft Office’ Templates
3. Onthe Modify Location window, Workgroup templates
. . User opkions
n the Folder name fle].d, type EF\ut e files I:Z:...'u'-\ , uIiu:ain:n I::l.ata'l.l"-u:rn:n:nFt'l...
. Tools C:Program Files\Microsoft Officel O
C:\Softmed\Ssiapps\Scr. Select Startup il \Micrasaftiword| STARTUP
OK.
See the "Retrieving Interrupted =
Documents" section in Chapter 7 for modty... |
instructions on retrieving AutoRecover
files.
[8]4 | Close I

Setting Spelling and Grammar Options

You must specify whether Word should automatically check the spelling of words in
your documents, including words in uppercase. You can also specify whether you want
Word to check the grammar in your documents. See the "Checking Spelling and
Grammar" section on page 4-13 to learn how to run spelling and grammar check on a
document.

¢ To set spelling and grammar options

1. From the Tools menu, select Options.
2. On the Options window, select the Spelling & Grammar tab.

m Chapter 1: Microsoft Word Setup



3. Onthe Spelling & Grammar options 21|

tab, under Spelhng; Select Track Changes I User Infarmation I Cormpatibility File Locations |
Check Spelllng as you tYPe Wit I General I Edit I Print I Save Spelling & Grammar
. Speling

Clear the Ignore words in R
UPPERCASE Check bOX. If you ™ Hide spelling etrars in this document

r Always suggest corrections
do nOt Want Word tO CheCk the ™ Suggest From main dictionary only
grammar in your documents, [ Ignore words in UPPERCASE

[ Ignore words with numbers

under Grammar, clear the
Check grammar as you type
check box. Select OK. el omidictionafyg

ICUSTOM.DIC - l Dictionaries. .. |

(Grammar

I Ignore Internet and file addresses

Because many providers use a style in

which sections Of their dictation are ¥ Check grammar as you bype Wiriting style:
phrases and Sentence fragments, many ™ Hide grammatical n.errors in. this document IStandard VI

. i . . ¥ Check grammar with spelling .
transcriptionists find that grammar ™ Show readabilty statistcs _ sanes. |
check is not helpful. Grammar check Check Document_|

stops on many areas of the document
that are not complete sentences, even
though they are stylistically correct for medical documentation.

oK, Cancel |

Turning off an AutoCorrect Setting

Transcriptionists who transcribe using Microsoft Word 2000 should verify that the
Automatically use suggestions from the spelling checker check box is turned off on their
workstation. This parameter may conflict with the ChartScript abbreviation expander,
causing abbreviations to expand incorrectly.

¢ To turn off the Automatically use suggestions from the spelling checker check
box

1. From the Tools menu in Microsoft Word, select AutoCorrect. Select the
AutoCorrect tab.

2. Atthe bottom of the window, 2|

clear the Automatically use

suggestions from the spellin
Chgfker Check bOX. p g ¥ Correct TWo INitial CApitals Exceptions. .. |

[V Capitalize First letter of sentences

AutoCarreck | AuktoFarmat &s You Type I AukaText I AutoFormat I

3. Select OK to return to the % Capitalize names of days
document. ¥ Correct accidental usage of cAPS LOCK key
—|7‘Replace texk as you bype
Replace: wiith: 1% Plain bext € Formatted bext

(c)
i)
(k)

2@ @
LI |

B

|

Add Delete |

[ Automatically use suggestions Fram the spelling checker

Cancel |
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Editing the Word Custom Dictionary

ChartScript uses the Word spelling and grammar check features when creating or
editing documents. The spell check feature in Word enables you to add words to a
custom dictionary file so that they are considered correct in the future. If you add a word
to the custom dictionary that should not be saved there, use the following procedure to
remove it. See the "Checking Spelling and Grammar" section on page 4-2 to learn how to
run spelling and grammar check on a document.

Note: Make sure that Word is maximized on your workstation before beginning to work
with ChartScript.

¢ Toremove a word from the Word custom dictionary

1. From the Tools menu, select Options.

2. Onthe Options window, select the | 21|
Spelhng & Grammar tab SeleCt Track Changes I User Information I Compatibility File Locations |
Dictionaries. Yiew I General I Edit I Prink I Save Spelling & Grammar

. g . Spelling

3. Onthe Custom Dictionaries % Check speling as you type
WindOW, selec‘t CUSTOM_DIC from I Hide spelling errors in this document
th 1 t f H th t r Always suggest corrections

elistora € custom ™ Suggest From main dictionary only
dictionaries available on your I Ignore words in UPPERCASE
k _t t . [ Ignore words with numbers

workstation. I Ignore Internet and file addresses

4. Select Edit. On the dialog box that

Custom dictionary:
appears, select OK. ICUSTOM.DIC ~| _ Ditionaries... |

5. The custom dictionary opens as a Grammar

Word document. Add, remove, or v Check g_ramm‘.ar a5 you t.ype. Writing style:
. I Hide grammatical errors in this document IStandard 'l
edit words from the custom ¥ Check grammar with spelling =
it [~ show readabilicy statistics &I
dictionary. —
.. . Check Document |
6. When you have finished changing

Cancel |

your custom dictionary, click the

appropriate X in the upper-right
corner of the window:

= Ifyou are using Word 2000, single-click the X.

7. Onthe dialog box that appears, select Yes. Word saves the custom dictionary and
returns to the ChartScript document.

Word deactivates automatic spell checking while the custom dictionary is being edited.
You must reactivate automatic spell checking when you return to your document.
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¢ Toreactivate automatic spell checking

1. From the Tools menu, select Options.
2. On the Options window, select the Spelling & Grammar tab.

3. Select Check spelling as you opions .. 2%

type Se]'ECt OK Track Changes I User Information I Compatibility File Locations |
4. Complete your ChartScript view | Gemeral | Edt | Pt | Save  Speling & Grammar
document, run spell check, and sl
v Check spelling as you bype
save as usual- I Hide spelling errors in this document

r Always suggest corrections

™ Suggest From main dictionary only
[~ 1gnore words in UPPERCASE

[ Ignore words with numbers

I Ignore Internet and file addresses

Custom dictionary:

ICUSTOM.DIC - l Dictionaries. .. |

(Grammar

[V Check grammar as you type Writing style:
I Hide grammatical errors in this document IStandard 'l

[V Check grammar with speling :
™ shaw readability statistics petting=
Check Document |

Cancel |
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CHAPTER 2

Starting ChartScript

The first time you start ChartScript, you must create a central user name and password,
and then link your central user name to your ChartScript user name.

¢ To start ChartScript for the first time

1.
2.

3.

Start SSIMenu.

On the Login window, select Create Login ID.

On the New Central Login ID
window, type a new login ID,
your first name, and your last
name. Type a password in the
Password and Confirm
Password fields. Select OK.
Note: Use this login ID and
password the next time you
start SSIMenu.

On SSIMenu, select
ChartScript.

On the ChartScript Login
window, type your ChartScript
password and then select OK.
Note: If your SoftMed system
has been converted, your old
password should still be active.

ChartScript Basics

55IMenu - New Central Login ID x|

Enter alogin ID faryourself in the fields below.

This will becaome your login ID and password
for ALL of SoftMed's applications.
(v'ou can change this at any time from SS51kenu.)

Login [D:
First Mame:

Last Mame:

Password:

Confirm Password:

OK

Ii
I—
x Cancel

Enter Login ID

If you are a new user, your ChartScript administrator must tell you your

password.

On the Link to Central User
Table dialog box, confirm that
you are linking to the correct
ChartScript user and select
Yes. If you are not linking to

ChartScript - Link to Central User Table

@ Link Central User "Michael Murphy" to ChartScript User "Michael Murphy"?

the correct user, select No and try entering your ChartScript password again.
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¢ To start ChartScript after the first time

1. Start SSIMenu.

2. Onthe Login window, in the User ID and Password fields, type the login ID and
password you created in Step 3 on the previous page. Select OK.

3. On SSIMenu, select ChartScript. The ChartScript main window appears.

The ChartScript Main Window

ement Control_[mport_Mode Options _Help

Import

Graphs

N

Menu bar:

& Chartscript - Sol
Documents _Rej
F R S
B | KD =
Add | Edit |ReportGen| BatchPrt

Click a menu
name to see
commands

Toolbar:
Click to use
commands

Hints for using
this window

‘Search for and Add Document ts

Name of current
user I
| MichaelMurphy [

ChartScript Electronic Library

SoftMed provides access within its programs to all documentation available about those
programs. ChartScript includes an electronic library that enables you to view all
ChartScript documents using Adobe Acrobat® Reader™ version 4.0 or higher. Items
included in the library are usually documents that were created in paper format.
Acrobat Reader enables you to view the documents online or to print paper copies.

Adobe Acrobat Reader version 4.0 or higher must be installed on your workstation in
order to use the ChartScript online library. If it is not, contact your system administrator.
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¢ To view documents

i Adobe Acrobat - [Lib-SCR pdf]
widow Help

I
—lsix|

electronically

e ol
S R IR R e e s e =R
S

1. From the Help menu, select
ChartScript Library.

ChartScript’

‘with Other Softhed

2. Adobe Acrobat Reader opens
a menu of documents
available for ChartScript.
From the ChartScript
document list, select the
document you want to view.

Weblinc
+ Geting Started Guide ()

The date the document was last

Document Creation & Distribution
Documentation Library

Coright © 19902002 Softsed Systems, e Al ghis reserved

ChartFax’/E-Mail Server

Other Products
+ ESA”/ChanSaipthD ™
+ RAASTNT
+ VoiceSuript™

updated appears in parentheses TR

to the right of the document name. If you already have a paper copy of the
document, check the revision date on the inside of the front cover. If this date is older
than the date in the library, you may want to print a new copy to ensure that your

copy is up to date.

Using ChartScript Help

ChartScript provides a complete Help system that includes step-by-step procedures for
users and administrators, along with detailed reference information about windows

and fields.

Use the Help menu to display the Help Topics window. From
this window, you can browse the table of contents, check the
index, or display a list of topics containing a specific word or
phrase.

Displaying ChartScript Help

¢ To display ChartScript Help by using the keyboard

1. Press ALT to make the menu bar active.
2. Press Hto open the Help menu.
3. Press Hto display the Help Topics window:.
¢ To display ChartScript Help by using the mouse

1. From the Help menu, click Help Topics.
2. Click Contents.

Help

Help Topics

Chartscripk Library:

How ko Use Help

Program Information. .,
About ChartScripk, .,
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Contents Tab

Use the Contents tab to see a list of all topics organized by categories. The main
categories appear in the following table:

Topic Category Description
Welcome A basic description of the product.
Basics Basic skills necessary to work with this SoftMed program.
Using Tasks specific to the product.
Managing Tasks that only managers or authorized users have rights to
perform.
Product Tour Descriptions of windows, menus, and toolbars.
FAQs Frequently asked questions
Troubleshooting Suggestions to resolve typical problems.
Contact Us How to contact SoftMed for support or to give feedback.

¢ To display a topic from the Contents tab

1. Double-click a book to display the topics.
2. Double-click the topic that you want to see.

Index Tab
Use the Index tab to see a list of topics and related terms in alphabetical order.

¢ To find a topic on the Index tab

1. Do one of the following:

= Type the word you are looking for. The index tab automatically moves to the
listing that matches the text you type.

= Scroll through the list of topics.
2. Todisplay the topic, double-click the topic.

Find Tab

Use the Find tab to list all topics that contain a specific word or phrase.

Note: The first time you use the find feature, select Maximize Search Capabilities,
select Next, and then select Finish.

+ To find topics that include a specific word or phrase

1. Type the word you want to find. ChartScript Help may show matching words
(plurals, different capitalization) that you can choose from to narrow your
search.

2. The Find tab displays the topics that contain the words you typed. Select a topic
and select Display.
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Note: For more information on using
and selecting options for the Find tab,
select How to Use Help from the
ChartScript Help menu.

Moving Between Help
Window Tabs

¢ To move between Help window
tabs by using the keyboard

O Do one of the following:

= Presstab until the open
tab is selected and then
press the right arrow key
or left arrow key to open
anew tab.

Help Topics: How to Use Help

Cartents | Find |

Click a topic. and then click Dizplay. Or click another tab, zuch az Index.

2l

Finding a topic in Help
@ Getting information in a dialog box
@ Copying information from a Help topic
@ Printing a Help topic
@ Wiewing a list of topics you've seen
@ Using the Find tab

@ Customizing Help

Cloze I

Frint.. |

Cancel |

=  Press and hold ctrl and then press tab until the tab you want to view opens.

¢ To move between Help window tabs by using the mouse

O Click the tab you want to open.

Printing Help Topics

¢ To print a help topic

O Inanopen topic, do one of the following:

= Select Print.

= Select Options and then Print Topic.

= Right-click the topic and select Print Topic.

Note: You can also select a topic on the Contents tab and select Print.

¢ To print multiple topics

1. Onthe Contents tab, select a book that includes several topics.

2. Select Print to print all topics under the selected book.

Pop-ups are the informational boxes that appear when you click on a green link.

¢ To print a popup

O Right-click the popup box and select Print Topic.
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Customizing ChartScript Help

¢ Tochange the font size

1. Onahelp topic, select Options or right-click the topic

box.

annotate. ..
2. Select Font, and then select the font size. Copy
¢ To change where ChartScript Help appears ERE T
Fonk k
1. Onahelp topic, select Options or right-click the topic. KeepHelpon Top
2. Select Keep Help on Top. Select On top to keep the help Use Syskem Colors

topic on top of other windows. Select Not on Top to
keep the help topic behind other windows.

The annotate feature provides a way for you to customize a Help topic so that
information specific to your facility is available. For example, you may want to add some
tips for typing patient demographic information. After a note is created, it may appear
to all users who access the Help system. Check with your ChartScript administrator to
find out whether other users at your facility can view your Help annotations.

¢ To create a note

1. Open a Help topic.

2. Do one of the following:
= Right-click and select Annotate from the menu.
= From the Options menu, select Annotate.

3. Onthe Annotate window, type a

_ note, and then select Save.
Current annotation:
If & demographic field iz gray, it iz not - Save
editable. _I _l
Cancel |
Delete |
Capy |
Baste |
A paper clip icon appears at the top of =lolx|
the topic indicating that a customized ||Heelepies] ESack Pt | Options | Close |
note exists. Editing Demographics

wiindow |

@Aﬂer selecting a patient document to edit, vou can edi the demographic fields

. before editing the documert.

1. Open a Help tOplC. Hote: Required demographic fields appear in blue text. You must enter information
in any blank required fields.

¢ Toread a note

2. Click the paper clip to display

To edit demographic fields
the teXt entry bOX Where the 1 Onthe Edit Document windaw, select a field.
nOte was typed 2 Type or select the information for the figld.

3 select additional figlds as necessary.

3. Ifneeded, select Delete to
erase the note.
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¢ Toread more information on using ChartScript Help

1. From the ChartScript Help menu, select How to Use Help.
2. Onthe Contents tab, expand the Using Help category.

Displaying the Login Window

If you must leave your workstation but do not want to quit ChartScript completely, you
can log out of ChartScript to protect confidential information. Displaying the Login
window ends a ChartScript session without completely exiting the program.

¢ Todisplay the login window

O From the Options menu, select Log In. The ChartScript Login window appears.

Changing a Central User ID or Password

You can change your current password and user information. If you do not remember
your current password, a manager must change your password in the Central User Table
using a different procedure.

¢ To change your password or user information

1. On SSIMenu, from the Options menu, select Change User Info.

2. On the Modify Central User Information window, change any of your central
user ID information.

3. Select OK when you are finished.

Quitting ChartScript

¢ To quit ChartScript
1. Onthe ChartScript toolbar, select Exit.

2. Onthe dialog box that appears, select

OK to close the ChartScript window

and return to SSIMenu. @ This will end your ChartScript session.

i‘/‘OK | x Cancel

The rest of this guide provides specific
information about using basic ChartScript
functions. More information about using

ChartScript is available in ChartScript Help.
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CHAPTER 3 Searching for Patient
Records

There are many different sources that ChartScript can search when creating or editing a
document. This chapter reviews all of them.

ChartScript provides four ways to search for patient records:

O Using the ChartScript search feature. ChartScript will search for additional
demographic information in ChartLinc, ChartID, ChartFact, ChartLocator, and
ChartScript. Your ChartScript administrator determines whether and in what order
these programs are searched.

O Using the SoftMed Digital Dictation System Interface (DDSI)
O Using the SoftMed VoiceScript dictation system
O Using ChartScriptMD records

Because each facility has its own procedures, check with your ChartScript
administrator for details on how your facility is set up.

You can search for patient records using the following fields:

O Order Number
O MR Number

O Billing Number
O Patient Name
d

Date of birth

Notes:

= Date of Birth must be an indexed field in the patient interface to use this
field as a search field. Please contact a SoftMed Systems representative to
make this change.

= Select Soundex to search for patient names with similar spellings. For
example, if you type Smith and select Soundex, ChartScript finds similar
spellings such as Smythe.

= If your facility has SOL Orders enabled, the Order Number field will be
replaced by a SQL Order Numbers field when searching in add and edit
mode.
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Some facilities use the following additional demographics:

O EPI Number
O Facility Code

Using the ChartScript Search Feature

¢ To use the ChartScript search feature

1. From the ChartScript toolbar, select Add.

2. Onthe Search for and Add

x|

Documents window, do one i [ e
of the following: ) — ol b
Patient Name: li [ExET
. . R Mode ([ imeon
= To search for a dictation =i - L
Facility: E
record, select DDSI (Fs).
i I Soundex %::/n:h CE‘"EE‘ |HE‘P |
Go to the DDSI section of
this chapter to complete
your search.

® To search for a ChartScriptMD record only, select ChartScriptMD (F6). If your
facility uses VoiceScript also, select VoiceScript (F6) to search for a
ChartScriptMD or VoiceScript record. Go to the “ChartScriptMD” and
“VoiceScript” sections of this chapter to complete your search.

= To search the patient interface, ChartScript, ChartFact and ChartLocator, or
ChartID, type your search criteria into the fields and select Search (F4). Go to
the section corresponding to each product to complete your search.

The sections that follow describe the different windows that appear depending on the
databases that ChartScript searches for patient records.

You may search the patient interface for patient and visit information. If your facility
does concurrent chart analysis, you may search ChartFact and ChartLocator for patient
information. If you want to copy demographic information from an existing document
to a new one, you may search ChartScript. The sequence of these searches depends on
your facility’s preferences. Contact your ChartScript administrator for details.

Note: A couple of shortcuts that can make your search easier are the following. To clear
all search fields, select CTRL+SHIFT+C. To recall your last successful search (the last
search that produced results) in the current session, select CTRL+L.

Searching for DDSI Jobs

If your facility uses DDSI, use this procedure to search for dictation jobs. If your facility
does not use DDSI, disregard this section.

¢ To search DDSI
1. From the toolbar, select Add.

earch for and Add Documents x|
2. Onthe Search for and Add T — e [
i MR Murbzer.
Documents window, select DDSI e o [2)E7
. Patient Name: li A o
(F 5) . PEP‘ N::nw Mgde ?‘ Lmport
One of the following occurs: rocie [ =]

=
™ Soundex Search

Xewea [F]ree |
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= Ifonly one job is found that is assigned to you, ChartScript automatically
selects the job, searches for a patient interface record, and displays the Add a

Document window.

= If multiple jobs are found
that are assigned to you,
the Jobs Assigned to You
window appears. Select a
dictation job and then
select OK to create the
document.

000000088 2222

4P 04
09/26/2001 £14P 06 P 009461 02020882603 OP

Highlight the jobyou want and press Enter o selectit

= Ifnojobs are assigned to
you in the DDSI queue, the
prompt appears at left
appears.

Select Search. Type your
search criteria into one of
the three fields and select

ChartScript - DDSI x|

@ “Waiting to Receive Dictation Record

£ X

Cancel

Search |

Search. Select a job from the search results and select OK. The Add a

Document window appears.

If a DDSI job for your ID enters the queue, this window disappears and the
Dictation Jobs Assigned to You window appears. To search for a job

manually, select Search
and the Search Dictation
Interface window appears.
Type your search criteria
and select Search.

Facilities using a Lanier
digital dictation system
version prior to version

7.3 are not automatically
assigned jobs and must
search by job number.

ChartScript - Search Dictation Interface x|
Job Number: [
MR Nurnber:
Eilling Nutnber: Eearch
Orcler Mumber:
Cancel
Dictating Phys:
Eatient Name: I JQ;§§S|gned
Birthdate:
Include anly Addenda: [ He\p

Note: Select Unassigned Jobs to view all unassigned DDSI jobs. Your ChartScript
administrator defines which transcriptionists can view all DDSI jobs.

Searching by Order Numbers

If your facility uses VoiceScript or ChartScriptMD and types documents that have order
numbers associated with them, such as radiology or cardiology, the Order Number field

will change to Order Numbers.
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Searching for Jobs from ChartScriptMD

If your system also has VoiceScript, skip to the next section on searching for jobs from
VoiceScript for information on how to retrieve ChartScriptMD jobs. If your facility does
not use ChartScriptMD, disregard this section.

¢ To search ChartScriptMD

1. From the toolbar, select Add.
2. Onthe Search for and Add S — T

=)

o ([P

Documents window, select Rt P
. BilngNomper: [ @QBS‘ Estnpwo
ChartScriptMD (F6). ] e [
. EF! Number. i 1
3. One of the following occurs: Fosi: [ =]
* Ifonly one job is found S e

that is assigned to you, '

ChartScript automatically selects the job, searches for patient demographics,
and displays the Add a Document window.

® Ifnojobs have been assigned to you, the Search Dictation Interface window
appears, enabling you to search by Job Number or other criteria.

= If multiple jobs are found
that are assigned to you,
the Jobs Assigned to You
window appears. Note:
The Addm column
indicates if the job is an
addendum. |

[ Highlight the job you want and press Enter to selectit

4. OntheJobs Assigned to You
window, you have the following options:

= Select Search (Fs) to display the Search Dictation Interface window, where
you can perform the standard search for patient information in SoftMed
databases. You also can filter the search results to include only jobs that are
addenda.

= Select Print to display the Printer Setup window, where you can print the
list of ChartScriptMD jobs.

= Select OK to create the document.
If the job you selected includes dictation, the dictation player
Joby pay Pos: Dﬂ:ﬂﬂ Jﬂ

appears also. You can listen to the job now or after you begin speed
transcribing. The player remains visible until you save the Ler: 0022 [==
document and can be moved around the desktop. " i
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Select ? in the upper right corner of the dictation
player dialog box to view a help window that lists
keyboard commands for operating the dictation

WavePlayer Help

Hat-key azsignments:

player. Select OK to close the WavePlayer Help Flap/Stop CTRL-SPALE
window. Farnward ALT-O
Rewind ALT-3

= Select Add (F3) to complete the Speed up SHIFT-ALT-0

displayed document. Slow down  SHIFT-ALT-9

= Select Search (F4) to perform the Momal speed  SHIFT-ALT-8

standard search for patient Wolume Lp SHIFT-ALT-E

information in SoftMed databases. Yolurne Down - SHIFT-ALT-S

Marmal Waolume SHIFT-ALT-7

Searching for VoiceScript Dictation Jobs

If your facility uses ChartScriptMD and VoiceScript or VoiceScript alone, follow this
procedure to search for ChartScriptMD or VoiceScript jobs to complete. If your facility
does not use VoiceScript, disregard this section.

¢ To search ChartScriptMD and VoiceScript (or VoiceScript alone)

1. From the toolbar, select Add.
2. Onthe Search for and Add P —
Documents window, select o Mh Cdd
illin umber: oos 7EH t
VoiceScript (F6). e [——————— =
EPI Nurnber: Mgd& I. [
Facility: =
] Sl %::n:h CE‘”E‘ |HE‘F |
I
3. Onthe Playback Preference

dialog box, select the method by Chartscrint - PlavhecEE S x|

which you will listen to Select mode by which to play back the dictation.

Digital pla . throwch it
Analog playhback through Yoicebodem
Analog playback through ChatSeript

dictation. Select from one of four
options:

Note: Contact your ChartScript Analog playback through telephone
administrator if you are unsure
about which option to select. \/ Ok, x Cancel

= Digital playback through

ChartScript. This is the default and the most commonly used of the three
options. By selecting this option, a dictation player appears, enabling you to
listen to dictation from your workstation.

= Analog playback through Voice Modem. Select this option if you listen to
dictation through a telephony device by dialing up using a voice modem.
With this option, you can specify your own VoiceScript settings from the
Options menu. See Appendix F, “VoiceScript Settings” for more details.

= Analog playback through ChartScript. Select this option if you listen to
dictation through ChartScript using an analog phone. Playback is controlled
through the foot pedal or keystrokes made on the workstation.

= Analog playback through telephone. Select this option if your facility is
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configured to listen to dictations using a telephony device. Playback is
controlled through the telephone.

If you select the Digital Playback through PC option, follow the information after
Step 4 in the previous “Searching for Jobs from ChartScriptMD” section to
continue adding a document.

4. One of the following occurs:

= Ifonly one job is found that is assigned to you, ChartScript automatically
selects the job, searches for a patient interface record, and displays the Add a
Document window.

= If multiple jobs are found that are assigned to you, the Jobs Assigned to You
window appears. Select a dictation job and then select OK to create the
document. Note: The Addm column indicates whether the jobis an
addendum.

= Ifthere are too many records to display, a message appears and you must
narrow your search criteria.

Using Patient Interface Record Search Results

If your facility uses ChartLinc or a eaeh o s Dscunene

batch patient download, and o Al
. . . " [z e
ChartScript finds interface records ke — Eolies
EatiEntiNEme: o]
i

from your facility’s mainframe that
match your search criteria, the
Patient Interface Records Found
window appears. If your facility does
not use Chartlinc or a batch patient
download, disregard this section.

05/05/1997

05/05/1338
05/05/1398
05/06/1398
05/06/1398
05/05/1397
05/05/1897

| Row 1 o110

Continue | Display | Print
et SEath| Fields | Resulis

Highlight the recard you want and Press Enfer (o Add a New Dacument

Following is a description of the toolbar buttons on the Patient Interface Records Found
window.

Button Description
Selects the demographic information in the selected interface
Select record.
Caontinue Continues the search for patient records in other SoftMed
search programs.
(F4)
Display Displays the Interface Record Fields window, which displays the
Fields (Fs) demographic information in the selected interface record.
5
Print Displays the Printer Setup window, which enables you to print
Results the list of records on the Patient Interface Records Found
window.
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Using ChartScript Search Results

If ChartScript finds documents in the
ChartScript database with
demographic information that
matches your search criteria, the
ChartScript Documents Found pane
appears on the lower portion of the

earch for and Add Documents

Oyler Marmiaer . [l eeerm . 7] e
LR Hurnber
Il gy Made
Billing Murmber e (]
Patienthame: |5 1mpnn
ERIumber
Facility 3

F oo

Mew
Search

x|

BXewea [F)ree |

Search for and Add Documents
window.

Note: To sort the list of documents
found by a different field, click on the
column heading of the desired field.

ChartScript-ChantSeript Dacuments Found

MPNumber | Patient Name.

5694231

SMITH, CHARISSAL
5894231 SMITH, CHARISSAL
5694231 SMITH, CHARISSAL 0432 05/25/2002 HP
5694231 SMITH, CHARISSAL 0432 05/25/2002 10

5894231 SMITH, CHARISSAL 0432 05/28/2002 KS
5894231 SMITH, CHARISSAL 0004 01/22/2001 KS
5894231 SMITH, CHARISSAL 0087 0172272001 PO
5894231 SMITH, CHARISSAL 0018 01/22/200 KS
5894231 SMITH, CHARISSAL 0018 01/22/2000 HP
ElTBBEaz SMITH. JOSEPHINE 0066 12/31/2000 HP

06/07/2002 08:32
06/07/2002 08:33
0/07/2002 08:33
05/13/2001 09:20
06/11/2001 1441
06/11/2001 15:38
03/23/200114:27
01/09/2001 1258

Same Continue Erint

Batch

Print

Row  of 23

Following is a description of the |

Same View
Record | Document

Highlight the: recard you want and Press Enter to Add & New Document

Patient | Search Ifo | pocument| Fiags Mode | pegiis

toolbar buttons on the ChartScript Documents Found pane.

Button Description
Same Selects the demographic information in the selected document. This
Fecord (F5) button copies information only from the fields that should not
change during the patient’s current visit, such as admission date
and patient type.
igw Displays the contents of the selected document. You cannot edit the
Document (F2) document, but you can copy the document’s text to the clipboard.
Same Selects the demographic information in the selected document. This
Patient (F3) button copies only information from the fields that should not
change throughout the life of the patient, such as birthdate or Social
Security number.
Continue Continues the search for patient records in other SoftMed programs.
Search (F4)
Opens the Fields, CCs, and Orders window, which displays the
Info (F6) selected document’s demographic information and printing details.
FErint Reprints the selected document. You select to print either originals
Document (7) and extra copies, or carbon copies.
Batch Enables you to view and set the original and extra copies or carbon
Elags (F8) copies batch flags of the selected document.
Enables you to switch to Edit mode.
kode
(F9)
Print Opens the Printer Setup window, which enables you to print the list
Results of documents on the ChartScript Documents Found pane.
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The following sections describe how a transcriptionist uses the buttons on the toolbar.

Copying Demographic Fields for the Same Visit Same
Fecord

When you select this button, the values in the demographic fields in the
document you selected on the ChartScript Documents Found window are copied to the
corresponding fields of the new document. The demographic fields copied are specified
by your ChartScript administrator. These fields should include patient and visit
information that does not change during the same visit. For example, a patient’s
admitting physician and billing number usually remain the same throughout a visit.
This information can be copied from an existing document to a new document using
Same Record.

Viewing Documents _
Wi

You can view a document without opening it in Word. Use this
function if you want only to review a document’s text. The document cannot be edited,
but you can copy the document’s text to the clipboard. The document does not appear
like it does when printed. For example, heading information may not appear and the
signature line area may look different.

¢ To view a document

1. Onthe ChartScript Documents Found window, select a document from the list.

Select View (F2).
2. On ‘the Vlewing Wlndow, Cth M| ChartScript - ¥iewing 0293488 ALBRIGHT, PIERCE B =10 x|
Page 1 of 1.4
. . . SOFTMED MEDICAL CENTER
g to find text in the document. 12215 Flum Orchard Drive, STLVER SFRING, MD 20904
HISTORY AND PHYSICAL
Click to copy selected text to FAME; | ALBRIGHT, PERCE
DICT: Patrick Walsh, MDr ACCOUNT: ‘ 00000253848
the clipboard. LOC: MR #: | 029-34-38
3. Select Close to close the window. ADMISSION DATE: 10/08/2004
The patient presented with constant headaches. Told him to take 1 Tylenols and call me in the mosming,
The patient was M about 170ths. The patient has a scar on the left of the face. The patient was also
Diagnosis: stress
B =l
BiJcose | [ ]rer
I
Copying Demographic Fields for the Same Patient Same
Fatient

When you select this button, the values in the patient demographic
fields in the document you selected on the ChartScript Documents Found pane are
copied to the corresponding fields of the new document. The demographic fields copied
are specified by your ChartScript administrator. These fields should include only patient
information that does not change from one visit to the next. For example, a patient’s
medical record number and name usually remain the same between visits. This
information can be copied from an existing document to a new document by selecting
Same Patient.
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Continuing the Search for Patient Records

When you select this button, ChartScript continues to search for patient

Continue
Search

records that match your search criteria in other databases, depending on the SoftMed
programs your facility uses. Your ChartScript administrator determines whether and in

what order these other databases are searched.

Displaying Document Information

When you select this button, you can display a document’s demographic

Infa

and print information. Use this feature to determine who last edited a document, when
the document was last edited, the status of carbon copies distribution, whether a

document is waiting to be batch printed, and so on.

¢ Todisplay document information
1. Onthe ChartScript

M ChartScript - Fields, CCs and Orders.

Documents Found window,
select a document from the
list. Select Info (F6). The
Fields, CCs, and Orders
window appears. Use the
scroll down arrow to view
additional information about
the document.

2. Onthis window, you can do

. . . 9971583
. . . Chandler, Ginevra
e . . History and physi

. Michael Murphy
/Time. . 01/07/1999 10:08A

o0 d
... 840
.. 840

Dictating Phys . . . 0246
Phys Dept. . . . . . FAMP
Attending Phys . . .
Phys Edited. . . . .
Date Phys-Edited . .
Time Phys-Edited . .

Active Ref 1 . . . .
ive Ref 2 . . . .

B
EEE
222

ive Ref 3 . . . .
e Ref 4 . . . .

El
cms Hs\p

the following: \

= Select Play Dictation to play the dictation associated with this document.

This button is only available if your facility is licensed for VoiceScript.

= Select Display Orders to display order information for this document. This

button is only available if your facility has activated SOL orders.

E’ L
= Select
the selected text to the clipboard.

=5
=

= Select =

print the selected text in the window.

=E
—
" Select =

to copy the contents of the window to the clipboard, or to copy

to print the contents of the Fields, CCs, and Orders window or to

to preview the contents of the Fields, CCs, and Orders window,

or the selected text in the window, before printing.

= Select

3. Select Close to close the window.

to perform a case-sensitive search for text.
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Reprinting Documents

You can choose to reprint a document after it has been created, saved, or

Erint
Docurment

printed. You select to reprint either original and extra copies, or carbon copies.

¢ Toreprint an original or extra copy

1. Select the document that you want to reprint and select Print Document (F7)
from the toolbar at the bottom of the window.

2. Onthe Reprint-Document Print
Configuration window, in the
What to Print section, select
Originals/Extra Copies.

3. Inthe Print Rule for
Originals/Extra Copies section,
select the print rule that you want
to use to reprint the document.

<~ ChantS cript - Reprint - Document Print Configuration

[WhettaPrint @ Originals/Extra Copies € CCDistribution

Print Rule for Originals/Exira Capies Pt e AGr G (Prnth et o) vl il or s
[[Desciption [ Rule =] [ Descrption Flie [ [Desciption Rule [
Depl Copy o Cadology  CARDXC CCstoDr, Ramiez FANIFEZ NoEnvelopes Nene
Oigial s Exas Cadio__CARD CCstoHIM Main COMAIN Stondard Envelope HP4Si  ENVELOPE
i £
o Ev
A B

EortCes b ®ame €N urmbes

IErDEEss\/la Cllocally @ CharPrintMow  © CriePri Later o CharPrintis not curenty running

G Distiution
Provider
Ramirez. Luis E

[ Prov Method [ DT 0w
Remote

[ Prov-DT Ov [ ResultMsthod | Manual Ov |
Remote

S rreans rmethEs]
lc

fartfiEpravider

Note: If a default print rule is
associated with the document or
its document type, that print rule

is automatically selected and is |

Select Print Fule for Originals/Extra Copies(* indicates documentdacument types print rule)

marked by an asterisk (*) in the list of available print rules.

In the Process Via section, select one of the three options:

= Select Locally if you want to bypass ChartPrint and process the print job on
your workstation. This option requires that the printer being used is

=  Select ChartPrint Now if you want to send the reprint request to ChartPrint

= Select ChartPrint Later at ___if you want to send the reprint request to
ChartPrint to be processed at a later time. This option allows you to indicate
the time you want the document to be reprinted by ChartPrint.

4.

installed on your workstation.

to be processed as soon as possible.
5. Select Print to process the reprint job.

¢ To reprint a carbon copy

Select the document that you want to reprint and select Print Document from

< Chart$ cript - Reprint - Document Print Configuration

‘WhattaPrint: C Originels/Extra Copies & CC Distributian

Print Rule for CCs (Print Method)
Description
CCstoDi. Ramiez
CCstoHIM Main

Envelope Print Rule for CCe
Deseiption [Rule
NoErwelopes None
Standard Envelope HP4Si ENVELOPE

[ Ruk |=
CARDRE
CARD

CCMAIN

e e |

1.
the toolbar at the bottom of the window.
2. Onthe Reprint-Document
Print Configuration window,
in the What to Print section, Do e
select CC Distribution. e e
3. Inthe Print Rule for CCs (Print -

Method) section, select the

‘Erucgss\/la Clocally  © CharPrinthow € [ ChenPrintis not curenty running
print rule that you want to D s :

. Provider ProyMethod [ DTOv__[ FrowDT Ov [ Resultvethod [ Manusl ov] - "15208 el
use to reprlnt the document. Famiro, (0 £ Femoe Bemoie o i raiter
This print rule is used to o
determine the placement of
footer text on all carbon i | [Xeaet |[D]ree

Select providers ta send document to; press Manusl Override bution to override distibution method

copies, regardless of the
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Setting Document Batch Flags Batch

You can set the batch print flags for a document’s original and extra

distribution method being used. It also determines the printer that will be used
to print the document for providers that indicate Print as their document
distribution method.

If the carbon copy you are reprinting will be generated using the Print

distribution method, in the Envelope Print Rule for CCs section, select No

Envelopes if you do not want to print an envelope with the carbon copy. If you

want to print envelopes, select an envelope print rule.

In the Process Via section, select one of the three options:

= Select Locally if you want to bypass ChartPrint and process the print job on
your workstation. This option requires that the printer being used is
installed on your workstation.

= Select ChartPrint Now if you want to send the reprint request to ChartPrint
to be processed as soon as possible.

= Select ChartPrint Later at __ if you want to send the reprint request to
ChartPrint to be processed at a later time. This option allows you to indicate
the time you want the document to be reprinted by ChartPrint.

In the CC Distribution section, click on the provider(s) for whom to generate a

reprinted carbon copy.

The Result Method column indicates the default distribution method for the

provider and document type based upon the current settings in ChartScript. If

you want to generate this carbon copy using an alternative distribution method,

select Manual Override.

On the Select Override Distribution Method

dialog box, select the alternative distribution

method and select OK. The alternative el Daelz Dielibuten bizlied

distribution method appears in the Manual O OVERRIDES
Ov column. Mo Distrib

Select Print to process the reprint job.
‘/ 0]4 x Cancel

Flags

copies or for a document’s carbon copies. Setting a batch flag specifies that the
document will be included in a batch print if the document’s demographic information
matches the batch print’s selection criteria.

Removing a batch flag specifies that the document will not be included in a batch print.
This feature might be useful if you want to reprint a document now and stop the
document from printing later in a scheduled batch. In this example, you would reprint
the document, then remove the document’s batch flag.

¢ To set a document’s batch flags

1.

On the ChartScript Documents Found window, select a document from the list.
Select Batch Flags (F8).

On the Batch Print Flags dialog box, select the Original/Copy check box to set
the batch flag for the document’s original and extra copies. Select the CC
Distribution check box to set the batch flag for the document’s carbon copies.
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Clear the check boxes to remove the batch

flags.

3. Select OK to save your changes and close the

dialog box.

Note: If the document does not include carbon copies,

this button simply sets or removes the batch print flag

for original and extra copies; the Batch Print Flags
dialog box does not appear. For more information on printing documents, see the
“Printing Functions” chapter in the ChartScript Management Guide.

Switching to Edit Mode

Select this button to switch to Edit mode so that you can make changes

to a selected document.

Printing the List of ChartScript Documents Found

You can print the list of ChartScript documents found that match your

search criteria.

Chart5cript - Batch Print Flags

Select terms to Batch Print

ibution

\/ (0] x Cancel

B Original/Copy =]

kMode

P
Ee

Firrt
sults

¢ To print the contents of the ChartScript Documents Found window

1. Onthe ChartScript Documents Found window, select Print Results.

2. Onthe Printer Setup Window}

select a printer and other
print specifications.

3. Select Print.

Using ChartFact and ChartLocator Search Results

If your facility uses ChartFact and
ChartLocator, and ChartScript finds
patient records in the ChartFact and
ChartLocator database that match your
search criteria, the following windows
appear. If you search by patient name,
ChartScript finds the name that you
typed in ChartLocator. A window like the
one shown at right appears.

If your facility does not use ChartFact or
ChartLocator, disregard this section.

x|
Brinter Name Optians
Hik
I~ Export To File EI
& Append £ Peplace
‘ 1 ﬁ’gnpies " Collate I Duplex
Props
T | -
Dietault Printer Type Orientation Page Range
@ Current Job ! Portrait &AL
© Application & Landscape € Pages:
© Windows i g
1 Print
Prmt — Praview x Cancel ? Help
Set default properties for selected printer
B
Order Nurmber [PF E3e
Al Bearch |3 Add
IR e il
Billing Nurmber @QDS\ Mgde
Patient Name: [SMITH =
T | Import
EPINurber.
Facty; E]
ew
I~ Soundex Ssar:h |CE‘”EE‘ HE‘P |

ChariSeript- CharLocator Recards Found

EPI Number

MR Number

Patient Name

[Sex [Bithdate | Soc-SecNumber |

|

000530488
000771889
000000344
000000975
000001876
000000706
000020805
000300874
000003875
nnnn3and

9921834
0275080
5894231
0388770
0382891
0366761
0369126
0365758
0368632
0368614
N13AARA?

Srmith, Berb
SMITH, BRENDAF
Srmith, Charissa L
Srmith, Donald Bay
Srmith. Debarah Ha
Smith, Edna Gayle
Srmith, Freddie Ja
Smith, Herman Lea
Smith, Jasephine
Srmith, Jarice A
Smith . lanie | e

06/24/1897
09/05/1850  087-66-2221
011771877

03/23/1994
05424781
08/23/1825  0G7-40-5851

-]

Continue Print
Search | Resufts

01/21/18951  445-64-2645

05/02/54 232-19-2664

NPAPRIPNP2 (N4-41-NA48

J

Row1of23

Highlight the record you want and Press Enterta Search ChaFact
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oo smssvocmen:__ ———
After you select the correct T

j Search
. . =
patient, ChartScript searches o —— Bl
ChartFact, and a window similar patentems: [T B
. EPINurnber: ==
to the one at right appears. i
Following is a description of the e [ Ko [Fhen |
ChartScript - ChartFact Records (for 0021834 Smith, Bark) Found
toolbar buttons On the MD No | MD Name - p‘EPM:Am:EV Billing Number \ShavDatE BIC|DJE|F|G|H]I

0398 Jenkins, Gary

ChartLocator Records Found
window.

i} | 2

| Row 1 of 1

Continue Print
e | e

Highlightthe recard youwant and Press Enerto Add & Mew Document

Button Description

Selects the demographic information in the selected
Select ChartFact/Locator record.

Continue Continues the search for patient records in other SoftMed programes.

Search (Fa)

Print Opens the Printer Setup window, which enables you to print the list
Results of documents on the ChartLocator Records Found window.

Using ChartID Search Results

If your facility uses ChartID, and e
ChartScript finds patient records in T
the ChartID database that match your e —
search criteria, the ChartID Records =
Found window appears. If your e
- S || D€ cancel Ha\p |
facility does not use ChartID, S

disregard this section.

< | i

| Pow1 of2

Continue | Print

Highlight the recard you want and Press Enter to Add a New Dacument
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Following is a description of the toolbar buttons on the ChartID Records Found window.

Button Description
Selects the demographic information in the selected ChartID
Select record.
Continue Continues the search for patient records in other SoftMed
Search (Fa) programs.
Print Displays the Printer Setup window, which enables you to print

the list of documents on the ChartID Records Found window.

Besults
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CHAPTER 4 Creating a Document

This chapter will lead you through the process of creating a document in ChartScript.

Before you transcribe a document, ChartScript prompts you for three types of
demographic information:

O Patient information, such as name and birthdate

O Visit information, such as admitting physician and admission date

O Dictation information, such as dictation date and time

Demographic information may already exist in a patient record in ChartScript or
another database. Depending on the SoftMed programs your facility uses, ChartScript

will search for any existing patient records based on search criteria you type. Refer to
Chapter 3 for more information on searching.

Adding Documents Manually

If your search efforts yield no existing data on the patient you need, you can enter
information manually.

¢ To add a document without any prepopulated data

1. From the ChartScript toolbar, select Add.

2. Onthe Search for and Add Documents window, select Add to add the document
manually.
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Completing the Demographic Information

After you select a patient record, the Document Type to Use for the Document window

appears.

Note: If there are multiple visits for the selected patient, you are presented with a list of
visits for the patient from which to choose.

¢ To complete the demographic information

1. Onthe Document Type to Use
for the Document window,
select the document type from
the list. If the demographics
source is DDSI or VoiceScript,
the document type is available
as part of the record. You can

ChartScript - Document Type to Use
Document Type: I =

ok |IX

Cancel

Ok

change the document type for DDSI records, but not for VoiceScript documents.

Select OK.

Note: To see the list of available document types, press the spacebar or

2. The Add a Document
window appears. Depending
on the patient record you
selected, ChartScript copies
values to some or all of the
demographic fields. Type
values in the appropriate
blank demographic fields.

Note Field names in blue are
required.

Instructions for populating
various types of fields are found

% chartScript - Add a Document

men
MR Number: [5634231 Sex [ -] Female
Pefient Name: [SMITH CHARISSAL Birthdate: [11/21/1351 |
Billing Number. [22522522522 Soc-SecNumber, [45-64-4645
Admission Date: [05/25/2002 Senice Date: [15/30/2002 |
Docurment tType: [HP 55| History and physical

Dictating Phys: [0432 wellesley, Leigh

Attending Phys:

Dictation Time:

,—
Dictation Date;
,_
,—

Job/Tape ID:

.

o
g
g

in the “Using Fields on Windows” section in Appendix A, “Microsoft Windows

Basics.”

The table below describes the buttons on the Add a Document window:.

Button

Description

% Docu-
ment

Opens Word and creates the document using the demographic
information entered on the window.

Saves the demographic information without creating the

H Save document.
bMare Displays demographic information that has been suppressed.
Fields
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Button Description

Displays the document on a viewer window.

8

e

Searches for an interface record and uses the information found
to replace or populate the demographic information. This
feature is particularly useful for locating visit-specific
information that may have been missed or erroneously selected
during the initial search. See the “Changing Document
Demographics” section on page 6-4 for details.

#2807 |nterface
Fecord

@ Displays ChartScript Help for this window.
Help

Cancel document.

x Closes the window without saving changes or creating the

Searching for Order Records

- ChartScript - Add a Do

.When in the Demographics

Document Type: R 52| Radiolagy Report

window, the Order Numbers field
Faientiame  [Smit Michesl Birthclate: | GEEG

: MR Narriger:— [o00001 Sex [ <] bele
dlsplays hOW many Order numbers illing Nurber: ]W Patient Type: II__EJ Inpatient
are associated with the document e A e |
. Senvice Defe: 12082003 Oudor Numbors: [ 5| [ 3o

that you are creating. et Py [FETE e HarlL D
Dictating Phys: 003203 Ochynski Anne, MD
Signing Phys: [
Dictation Date: 12/09/2003
Dictation Time: 09:00 A Help
Job/Tape ID;  [000003027 =

Eam:e\

Select @ and the View/Edit Order ChartScript - View/Edit Order Numbers

Numbers window appears, where Al Order Numbers: [ [& <3 0rders>
you can view or edit the order 443132338

numbers associated with the 443132400

document that you are creating.

OK Canu:el
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Select &I and the Orders Search
window appears, where you can
search for order numbers to associate
with the document that you are

creating.

To select each order that is
associated with the document that
you are transcribing, select the row
in the results section or use the up
and down arrow keys and press
spacebar. A red check mark appears
next to the selected order records.
Click Select Orders to return to the
demographics window.

Starting Documents

After you select the document type

and complete the demographic fields, you are ready to transcribe the document.

¢ To start the document

1. Onthe Add a Document
window, select Document.
Word starts and ChartScript
merges the demographic
information with the
document template.

2. Type the document.

ChartScript - Orders Search ]
Search Criteria
PatientName: [ S = Search
MR Mumber: 05114786 Soc-Sec Number:
Billing Numbsr. EPINumber Cancel
Admigsion Date: Facility: EI Helo
Discharge Date Serice Date: =
Birthdlate:
x|
EafientMome: | Eirindate: 3 ik
MR Munber (200001 S il e
Eding Murser, . [i00aonn : Soc-Sec Nuriben e
Admission Date: Service Dete: “*
Dizcharge Ciete; 7 3 : T
FiEsula; i SR i
Drckor Hurbssr. D Exam Dt Lt it Narre: Middle Name | ME Bisber
' TOO0OD0ON  Chen. Marin L 120312008 Smih Michasl 0000
' TOOIOOONOZ  Chen, Matin L 12062003 12008 Smik Michas! 200001
v TOODDODOOOE. | Chen, Masin L 1267200312004 Sk Michast 200001
bl o] |
gl8 Flow 30f3
] Sekect
Dides
I Use e selecled order
=1o|x]|
Fi ormat Tools Table Window Help ﬂJ

[ save Ehrrit (5 Text Insert JecEde CC Lt A Expand Insert. @) Search Chartscript 05l EdE Demﬂgvaph\c;‘
DSHERY eI v~ e@En B oo - A=A

<l
EO-<-A-

Nomd = TeestowRonn < 12 < | B 2 U [

J 2| IR =T EEE T A |

LR e e S— |
NAME: SMITH, CHARISSALT HISTORY AND PHYSICAL |
DICT: Leigh Wellesley ACCOUNT: 22522522522
LocC: MR #: 589-42-31

ADMISSION DATE; 05/28/2002
RELEVANT PAST, SOCTAL AND FAMILY HISTORY; 77
fmem

Trans: 09/25/2002 11:41 &4

JOE #
Document #271
Leigh Welleslsy B
el 2
|EEEER >
Jomu- Iy G| agoshepss- N NOOEI @[> -2-A-==500.
I T as nis il e i Br bR e [ v

m Chapter 4: Creating a Document



File Menu

The File menu in ChartScript replaces the Word File menu [Eie

on the Word menu bar. The commands on this menu are B save Document. . e
available only when you enter Word using ChartScript. -
Use these commands when working with documents in

E Text Inserts. .. Chrl+H
Edit Abbreviations.,.  Crkrl+a

ChartScript.
Edit Demographics...  Ctrl+D
& coList., Chrl+E
Insert Address,.. Chrl+R

CE View ESA Message,..  Ckrl+L
&4 Search ChartScript. ..

Document Status, ., Chrl+0
Docurment Type. ..
Paste: Document Type Texk

Print Document. .. Chrl+P
& Print Presviews

Exit Document

ChartScript Toolbar

The Chartscrlpt tOOIbar prOVIdeS easy ||‘ﬂ Save & Print IETaxt Insert &= Edit CCList A, Expand Insert @8 Search ChartSeript (0 Edit Demographics

access to the commonly used functions
on the File menu. Each function is described in this chapter.

Editing Demographic Information

While you are transcribing a document, you may determine that an important
demographic field is incorrect or blank, such as the service date or attending physician.
To correct any missing or inaccurate demographic fields, use the Edit Demographics
option.

¢ To modify demographic fields

1. From the File menu in Word, select Edit Demographics (cTrRL+D). The Edit
Document window appears showing the demographic information.

2. Make changes to the appropriate fields. If you suspect that you have chosen an
incorrect patient interface record, select Interface Record and search for the
correct information. See the “Changing Document Demographics” section in
Chapter 6 for details.

3. After all changes have been made, select Document. The document reappears,
displaying the newly corrected information.

Note: Do not attempt to change a demographic field by typing the correction directly
into the Word document. The Edit Demographics function is necessary to ensure that
the index used to search for the document is updated to match the contents of the

document.
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Editing the CC List

Use the Edit CC List option to add providers to and remove providers from the

document’s carbon copy list.

¢ To add a provider to the CC list

1. On the File menu in Word, select Edit CC List (CTRL+E).

2.  Onthe CC List for Document
window, in the Physician

3.

field, type a provider’s
number or all or part of the
provider’s last name.

Note: To ensure a faster and
easier search, type specific
search criteria. For example,
typing only “New” may
retrieve several providers
with last names that begin
with “New” in the Select One
Provider window. However,
typing “Newman, P” retrieves

&- ChartScript - CC List for Document

™ Active Providers Only
I Include Addresses in Document

0K | Cancel

Fatient SMITH, CHARISSA L kAR Mo 5834231
Dict Phys:  Wellesley, Leigh Billing Mo: 22622522522
Doc. Type: HP Orider Mo
CC List
D) List:
»>

Fiow 0 of 0

R |

Enter Partial Name (Last, First] or Mumber

fewer providers, making selection faster and easier.

Select a provider from the search results.

4. Select or press ENTER to add the provider to the CC list.

5.

Select OK.

¢ Toremove a provider from the CC list

1.
2.

Select a provider in the CC List box.

Select Delete.

% ChartScript - CC List for Document

Patient SMITH, CHARIZSA L
Dict Phys:  Wellesley, Leigh
Doc. Type: HP

MR Mo
Eilling Mo
Order Mo,

5894231
22522522522

Frovir
Frovider: i Search

B st

™ Active Providers Only
I Include Addresses in Document

[=)

Fow 1 of 2

=] elete

[ Select a Provider. Click Del

ete to remove fram the list.
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Non-ProviderID Copy Requests

If a carbon copy is requested for a person or entity that is not found in ProviderID, the
request must be added to the document.

¢ To add a non-ProviderID physician to the CC list

1. Onthe document, place your cursor on the T
first blank line after the CC list. It is
important that the new entry is outside of co[  Tane Hopkinef
the bookmark brackets for the CC list. Note: If
your CC lists are at the end of documents, -

press CTRL+END to move to the bottom of
the document.

2. Type the name of the person or entity and cc[ Tane Hopkinsﬂ
any special distribution information that is David Rutgers™]
mentioned, such as address or fax number. g
Type an asterisk at the end of the line. Note: 123 Softlled Way, Ste 100

The asterisk alerts staff who handle Anytown, MD 205047
document distribution that these copies are -
special requests.

3. When saving the document, adjust the number in the Copies prompt to reflect
the total number of extra copies that were added using this procedure.

Follow these instructions exactly to avoid deleting or rearranging any
hidden bookmarks at the end of the document.

Inserting Addresses from ProviderlD

Some document types, such as letters, may require an address for a person or facility. If
the person or facility’s name and address are entered in ProviderID, it is easy to retrieve
this information into the document.

¢ Toinsert a ProviderID address into a document

1. From the File menu in Word, select Insert Address (CTRL+R).

2. Onthe Insert Provider Address window,

@ ChartScript - Insert Provider Address

in the Provider field, type a pl’OVidEI’S Patient  ALBRIGHT. PIERCE MR M 0293.488

. ) Dict Phys:  Walsh, Patrick, WD Billing No: 00000293848
number or all or part of the provider’s Boc Type: HP Order o
last name. Select Search or press ENTER. bovider o Eom

Note: To ensure a faster and easier
search, type specific search criteria. For
example, typing only Newmay retrieve
several providers with last names that
begin with “New” in the Select One —
Provider window. However, typing ™ Add Providertn CC List
Newman, Rretrieves fewer providers, g
making selection faster and easier. S 220 Arynen MY E3508

Total: 1

ﬂelp

[ Selecta Provider, then double-click to insert the address
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3. If youwant to add this provider to the CC list as well, select the Add Provider to
CC List check box.

4. Select a provider from the search results and select OK. The provider’s name and
address are merged into the document.

Viewing ESA Messages

Providers who are actively using the SoftMed Electronic Signature Authentication (ESA®)
program to sign documents electronically can send a message to transcription. The
message feature is intended to communicate instructions for making further
modifications to an existing document before it is signed.

If a message is attached to a document, the message appears automatically when you
open the document. However, if you close the message and need to view it again, you
can open it manually.

¢ To manually view a message from ESA

1. From the File menu in Word, select View ESA Message (CTRL+L).

2. Onthe ESA Message window, ~=lojx|
read the ESA message. If Please modify the patient's allergies to include penicilling sulfa, and codeine.

desired, type a response to
the provider’s comments or
add a new message.

3. Select OK to return to the
document.

The following functions are available

on the ESA Message window. | |
I

Help |

L [ ] X

Button Description

Copies selected text to the Windows clipboard.

Prints the message.

Previews the printed appearance of the message.

Searches for selected text in the message.

Erases the message.

1 ] |
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Button Description
Closes the ESA Message window, accepting any changes to the
J OK. message.
Closes the ESA Message window without saving changes to the
x Cancel message.
Displays ChartScript Help.
? Help

Searching ChartScript While Creating a Document

You can search for existing ChartScript documents and copy text into new documents.
You can search for and open one existing document while working on a new document
in Word.

¢ To copy text from an existing document to a new one

1.

From the File menu in Word, select Search ChartScript.

On the Search for and Edit
Documents window, enter
the search criteria for the
document that you want to
copy from and select Search.

Select a document from the
results that appear and select
Open Document. The
document appears in Word.

Note: As mentioned earlier in
this chapter, you can view a
document without opening it
in Word by selecting View
Document. Use this function
if you want only to review a
document’s text. The
document cannot be edited,
but you can copy the

Search for and Edit Dacuments
Document Numkber: TranscriptionistD: =

Order Number Transcription Date 0
MR Number Dictation Date. @ Mode
Billing Number FieportStotus - oo
Archives
Patient Name:
= FiptGen
Document Type: | =] U] Search
Dictaing Phys 5
. Iley
" somdes | Dlsesicn ..X o=l ..? el |
f
lslx]

REE&EDYE &

Hesdn. - sl

[CONSULTATION

PATIENT: RAMIREZ, DELIA DOB: 03/5/1942
Age: 50

DATE: 12/06/2002

CONSULTING DOCTOR; _Janet Habegger, M.D.

REFERRING DOCTOR;

The patient was brought to the operating site, after application of idocaine 2% gel to the
operative eye in the preoperative holding area. The patient was prepped and draped in the
usual sterile manner for an intraoperative procedure. The lid speculum was placed. A corneal
paracentesis was placed 1o the right, with a diamond blade, and a clear corneal groove placed
atthe temporal imbus with the diamond blade. Yiscoat was injected into the anterior chamber
through the paracentesis. The diamond keratome was used to create a termporal clear corneal
incision at the limbal groove . A cystitome needle was used to create a continuous curvilinear
capsulorthexis. Hydrodissection was performed with balanced salt solution. The cataract
nucleus was then disassembled with phaco-chop maneuver and all nuclear and epi-nuclear

ith the

material was removed handpiece. The
handpiece was used to remove all cortical matenal. Yiscoatwas injected into the capsular bag. Sl
The clear corneal incision was extended 0.5mm with the diamond keratome. The above-stated o
|afsl 2[4 I
(TR p—)
Hstar||| 1) @ 5 B || Rychartserpt-softn..| #)ut-1.5w - tacrs...|[Eut-co1.swp - v SO¢LH sssam

document’s text to the clipboard. The document does not appear like it does
when printed. For example, heading information may not appear and the
signature line area may look different.

Select the text to copy and press CTRL+C to copy the text.

Do one of the following:

®  To close the second document window and return to the new document,

select Close Document.

® Toreturn to the new document while keeping the second document
window open, select Return to Main Document. To return to the second
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6.

document, you can press ALT+TAB or click the second document button on the

Windows task bar.

In the new document, place the cursor where you want to paste the text and

press CTRL+V.

Changing the Document Type (While Creating a
Document)

Use the Change Document Type option if, after you have started a document, you realize
that the document type is incorrect. You can copy any text that you have already typed
to the new document.

The Change Document Type option is available only in Add mode. You
cannot change the document type of a saved document.

¢ To change the Document Type by copying text

1.

Select any text in the body of the document that you want to keep. Do not
include any sections created automatically by the document type format file,
such as headers, footers, and merge fields.

From the File menu in Word, select Document Type.

On the Change Document Type
dialog box, in the Document
Type field, select a new
document type and select OK.

On the Add a Document
window, verify the

demographic information and select Document. ChartScript creates a new

document in Word.

Read the Change Document
Type-Finished dialog box and
select OK.

In the new document, place
the cursor where you want to
place the text from the first
document and, from the File

X
Document Type: I = | Fhysician's Motes
J Ok, x Cancel
Change Document Type - Finishes ﬂ

To place saved text from vour original document,
place the cursor where wou want the text to be inserted,
then select the 'File' menu, then 'Paste: Document Type Text',

menu, select Paste: Document Type Text.

¢ To change the Document Type without copying text

From the File menu in Word, select Document Type.

On the dialog box that
appears, select Yes.

On the Change Document
Type dialog box, in the
Document Type field, select a
new document type and
select OK.

Change Document Type

‘fou have not selected text to move to the new document.,
Select "es' o continue without selecting kbext, or select 'Mo' to cancel

e Mo Zancel |
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4. Onthe Add a Document window, verify the demographic information and select
Document. ChartScript creates a new document in Word.

Change Document Type - Paste Dm:ff'i ﬂ

If you attempt to paste text into the
new document, the dialog box at left
appears. Select OK.

Mo text was saved From the previous document.

Changing the Document Status

If your document needs additional editing, you can save the document and assign one of
three statuses:

O Incomplete

O Hold

O Permanent Hold

Incomplete Status

Incomplete status means that you need additional information from the physician to
complete the transcription. If the physician is active in ESA, you can send the physician a

message.

This document will print in batch if you flag it for batch print. If your
facility has Document Upload, documents marked Incomplete will upload
to the mainframe system.

¢ To mark a document Incomplete

1. From the File menu in Word, select Document Status (cTRL+0).

2. Onthe Document Status | . =] ]
B ChartScript - Document Status E
window, select Incomplete. ¢ |—|El El

3. Select OK. Remowve Status J oK
Hold
Petrmanent Hold
x Cancel
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4 Whenyousave the document, the

window at left appears. Select Yes

tosend a message to the physician. The document was marked Incomplete.
Do wouwantto send a message to the physician?

5. Type the message and then select
OK.

Note: When you edit the document,

ChartScript automatically removes the
Incomplete status.

Hold Status

Hold status means that you need to keep the document out of distribution temporarily
until you can complete it or verify information.

The document will not be available in ESA or print in batch if you flag it for
batch print. If your facility has Document Upload, documents marked on
Hold will not upload to the mainframe system.

¢ To mark a document on Hold

1. From the File menu in Word, select Document Status (cTRL+0).
2.  Onthe Document Status window, select Hold.

3. Select OK.

Note: When you edit the document, ChartScript automatically removes the Hold status,
which makes the document available for distribution.

Permanent Hold Status

Permanent Hold status means that you need to keep the document out of distribution
indefinitely. Use this status for documents that should never be in distribution or that go
through a series of revisions before being approved for distribution. Documents that are
on Permanent Hold are not available for batch printing, Document Upload, or ESA.

¢ To mark a document on Permanent Hold
1. From the File menu in Word, select Document Status (cTRL+0).
2.  Onthe Document Status window, select Permanent Hold.
3. Select OK.

Editing documents does not remove Permanent Hold status. To remove the
Permanent Hold status, you must select Remove Status on the Document
Status window.
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Previewing Documents

Use Print Preview to see how the document will look when printed.

¢ To preview the printed appearance of a document

1. From the File menu in Word, select Print Preview. The Preview window appears.

2. Use the Preview toolbar at the top of the window to change your preview
settings. See Word Help for details. Select Close to return to the document.

Checking Spelling and Grammar

ChartScript uses the Word spelling and grammar check features when creating or
editing documents. In addition to the common words placed in the Word standard
dictionary, your facility has loaded a medical spell checker to assist you in verifying
medical terminology in the documents that you transcribe. See Chapter 1, “Microsoft
Word Setup,” for details on setting spelling and grammar options.

¢ To check spelling and grammar

1. From the Tools menu, select Spelling and Grammar.

2. Onthe Spelling and Grammar: 2x|
i i Mot in Dickionary:

El’lgllSh (U.S.) Wl'ndOW, use the Montague provided a surgilac consultation. ﬂ Ignore |

following functions to check the e |
spelling and grammar of your .

document: S = |

= Ignore. Leaves the srgicsl . _ chenge |

highlighted error unchanged Chenge Al |

and finds the next | huscomeet |

misspelling or grammar © Chork o
error. This button changes to i )
Resume if you click in the
document to edit the document. Select Resume to continue checking the
spelling and grammar.

Options... | Undo | Cancel |

= Ignore All.Leaves all instances of the highlighted error unchanged
throughout the document and continues to check the document. Word
ignores this spelling error or type of grammatical error throughout the rest
of the current Word session.

= Add. Adds the highlighted word in the Not in Dictionary box to the custom
dictionary. See Chapter 1, “Microsoft Word Setup,” for details on modifying
your custom dictionary.

= Change. Click Change to accept the current selection in the Suggestions box,
or edit the text in the box and then select Change. When the selected error is
a repeated word, this button changes to Delete, so you can easily remove the
second instance of the word.

= Change All. Changes all instances of the word in the Not in Dictionary or
Capitalization box to the word in the Suggestions box, or edit the text in the
box and then select Change All. Word changes all instances of the error in
the active document only.
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= Options. Displays the Spelling & Grammar Options dialog box, where you
can open a different custom dictionary or change the rules that Word uses to
check spelling and grammar.

®= Undo. Reverses the most recent spelling and grammar check actions, one at

atime.
3.  When the entire document has been x|
checked, the dialog box at right
appears. Select OK to return to the @ The spelling and grammar check is complete,
document.

Completing Documents

After transcribing the document, you have two options when saving it:

O Flagthe document for later batch printing.
O Print the document immediately.

Saving and Batch Printing Documents

¢ To save a document

1. Onthe ChartScript toolbar in Word, select Save (CTRL+S).

2. Onthe window that appears,

change the default settings, if

necessary, and select OK. The Copies: In_
document type. controls the default Betch Print? ™
number of copies and whether the
Batch Print check box is selected x Cancel
when the window appears. If the

check box is selected, the document

prints the next time someone runs the batch print function.

Note: At the copies prompt, add any special copies that you need to the default
number that appears. Examples include unanticipated copies, such as for the
patient or for a provider not in ProviderID. See the “Non-ProviderID Copy
Requests” section earlier in this chapter for details.
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Stat Printing Documents

¢ To stat print a document

1. From the ChartScript toolbar, select Print (CTRL+p).

2. Onthe Stat Document Printing
window, select the print rule to use for
printing the document.

Note: Use the Long Description section
of the window to acquire more
information about each print rule.

3. Ifthe print rule that you have selected
includes the printing of carbon copies,
you can choose to print an envelope
along with the carbon copies. To
include the printing of envelopes,

Z- ChantScript - Stat Document Printing

[+ =2 Find Text

MName | Short Description

Draft to Patholooy

sDS Qriginal SDS, Extras Main
TRANS QOriginal to Trans
ALLTRANS  All Copies to Trans

Long Description:

Fow 3 af 4

Frint one original to the transcription printer. This option will not print any copies.

" include Envelopes?  Ervelope Ru\e:l z
Erim | Cancel Help |

select the Include Envelopes? check |
box and then select the envelope rule

that you want to use from the drop-down list in the Envelope Rule field. Select
Print.

Check o include envelopes for CC printing (if applicable)

The following prompts may also appear as part of the stat printing process,
depending upon how various parameters and features have been configured.

Chart5Script x|

5. Adialog box like the one at right
appears if your facility uses
ChartPrint to process stat print jobs
and if ChartPrint is currently not
running.

Frocess Locally

X Cancel

|0k

Do one of the following and then
select OK:

= Select Process via ChartPrint if you want to send the stat print job to
ChartPrint for processing. Because ChartPrint is currently not running, the
stat print request will not be processed and printed until ChartPrint
becomes available.

Note: If your facility uses ChartPrint and it is not running, you should notify
the ChartScript administrator.

= Select Process Locally if you want to bypass ChartPrint in this situation and
print the stat print job directly on your workstation. This option requires
that the printer you want to use to print the document be installed directly
on your workstation. If it is not, you should send the document to ChartPrint
for later processing.

6. The dialog box at right may appear for
originals or extra copies when using some
print rules. If necessary, modify the number of
originals or extra copies to be generated with
this stat print job. Select OK.

ChartScript - Print Document X |
Humber of extra copies: IEII ﬂ

‘/ (0] x Cancel
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7.

8.

You may also see a dialog box that asks  prsermesn
questions about batch printing.

In the Copies field, type the Copies: ||:|
number of extra copies that should itz Pt Qznz| Coig:s ¥
print if the document is later batch Batch Print CCs? W
printed.

oK Cancel Hel
Select the Batch Print \/ x ance ? elp

Original/Copy? check box if you
want the original and any extra copies to be printed as part of a batch print.
Keep in mind what you have stat printed and whether batch printing the
original and/or extra copies is necessary so that you do not create duplicate
originals or extra copies.

Select the Batch Print CCs? check box if you want the carbon copies to be
printed as part of a batch print job. Keep in mind what you have stat printed
and whether batch printing the carbon copies is necessary so that you do
not create duplicate copies.

Note: If the document that you il

are stat printing does not
contain any carbon copies, the Copies: |D_
dialog box appears as at right, Batch Brint? W
because there does not need to _

x Cancel

be a division between the
distribution of originals and

@ Help

extra copies and the
distribution of carbon copies.

Select OK. The document is stat printed and saved at this time. The Search for
and Add Documents or Search for and Edit Documents window appears.

Closing Documents Without Saving

Occasionally, you may enter a ChartScript Document and decide to “back out” of the
document without saving it.

You should never attempt to quit Word by using the X button in the upper
left corner of the window. Using the X button may cause Word to become
unstable or to close completely. Use the following procedure to close a
Word document without saving.

SoftMed cannot control certain Word functions. Always use the File menu
to ensure that Word and ChartScript function together properly.

¢ To close a document without saving

1.

2.

4-16

From the File menu, select Exit Document.

On the Exit dialog box, select No. The document is closed and not saved.
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Creating Addenda

In the event that a change needs to be made or more information needs to be added to
an existing document in that has been electronically signed in ESA, an addendum to a
document can be created, which will then be merged onto the end of the original
(primary) document. The primary document will not be changed. The addendum will
also remain its own document for ease of printing and editing if you are only editing or
printing the addendum and not the primary document.

When creating an addendum to a document in Signed status, the dictator will identify
the document as an addendum using DDSI, VoiceScript, and so on. Addenda can only be
created by facilities that have ESA turned on and only when you are not transcribing a
ChartScriptMD document.

Creating an addendum is much like creating a new document. Addenda may only be
created for signed ChartScript documents. Addenda utilize addenda format files that
work in the same way as format files do for documents. See the ChartScript
Management Guidefor more information about addenda format files. After an
addendum is transcribed, it must be sent back to the authenticating provider for
signature.

¢ To create an Addendum

1. From the ChartScript toolbar, select Add.

2. Search for the signed ChartScript document to which you would like to add the
addendum. See Chapter 3, “Searching for Patient Records” for more information
on how to search for documents.

3. Onthe ChartScript Documents Found window, select Addendum.

Note: If any unsigned
:
addenda already exist for the !7
. I
selected signed document, a —
warning message is
displayed, including the ]
p y 4 g - %:;’m Cam:e\ Help |
document number(s) of the Ty
. MR Number [ PatientName Dict Phys [ Admission Dete [DT [TriD [ TranscrDate/Time | RS [B «
addenda. A warning message | [umsi  scorr cemer wrr R j
stating that an addendum G sumese WD o e ey e Do
0021834 SMITH, BARB oot HP  SUP  03/09/199311:43 U
can only be created for a Gt o e Yo o B Diemnny  n
. Sri M CLARREAL b v e Dosemmer U
signed document also o Smowes  me Wmw  m oo wemnn n oL
appears if you have chosenan |} ] i
unsigned document. i | B e | o [l B2 || e || R
Help
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The Add a Document e ~ Y

Addendum window appears. A |e=er , Bite =
) . Biling Number. |00000083423 SocSec Number. 5“
number of fields will already be  |umsonves o SenviceDate:  [10/15/1997 B

Document Type:  [HP Histoy and physical

copied from the primary

document; these fields will be s MR e
. Attending Phys:

read-only and will have a

—
Dictation Date:
—
——

yellow background. S

Note: The following fieldsare ~ |*""

always read-only in the Add a
Document Addendum window:

Document Type, MR Number, |
Patient Name, Billing Number, Admission Date, Discharge Date, Surgery
Date, Sex, Birthdate, Soc-Sec number, Service Date, EPI Number, Facility,
Order Number, (and multiple order numbers).

See the “Setting ChartScript Parameters” chapter of the £54 Management Guide
for instructions on how to choose and/or change which fields are read-only in
this window:.

4. Select Document to begin typing the addendum. Once in Word, you will be
presented with the addendum format file. See the “Document Types” chapter of
the ChartScript Management Guide for more information on creating addenda
format files.

Note: The primary document may be accessed in the second document window
for any copying or pasting that you would like to do.
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CHAPTER S Productivity Features

ChartScript Keyboard

ChartScript uses standard Word keyboard shortcuts and provides additional shortcuts to

simplify document editing.

Using SoftMed Shortcut Keys

The following shortcut keys are either added by SoftMed or modified from the Word

standard action.

To Press
Change document status CTRL+O
Display the demographics screen CTRL+D
Edit abbreviations CTRL+A
Edit the CC list CTRL+E

Expand text insert

ACCENTKEY ()

Go to the next jump code CTRL+]
Insert a provider’s address CTRL+R
Insert standard text CTRL+N
Open the ESA message window CTRL+L
Save document, close Word, and return to ChartScript CTRL+S
Save and stat print the document CTRL+P
Disable abbreviation expander CTRL+W
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Using Common Keyboard Commands

Command Press
Activate Menu F10, then arrow keys or
Arr+underlined letter.
Change case SHIFT+F3

Copy selected text

CTRL+C OT SHIFT+F2

Display nonprinting characters

CTRL+SHIFT+* (asterisk)

Exit ALT+F4
Extend selection F8

Find text CTRL+F

Go To CTRL4G or F5
Hanging indent CTRL+T

Left indent CTRL+M
Move text F2
ChartScript Help F1

Paste text CTRL+V
Repeat last find SHIFT+F4
Repeat the last action CTRL+Y or F4
Search and Replace CTRL+H
Show all tabs and hard returns CTRL+SHIFT+8
Spell check F7
Thesaurus SHIFT+F7

Undo the last action

CTRL+Z OY ALT+BACKSPACE

Deleting Text and Graphics

To Press
Delete one character to the left BACKSPACE
Delete one word to the left CTRL+BACKSPACE
Delete one character to the right DELETE
Delete one word to the right CTRL+DELETE
Cut selected text to the Clipboard CTRL+X
Undo the last action CTRL+Z
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Copying and Moving Text and Graphics

To

Press

Copy text or graphics

CTRL+C

Move text or graphics

F2 (then move the
insertion point and press
ENTER), CTRL+X

Paste the Clipboard contents

CTRL+V

Selecting Text and Graphics

Select text by holding the sHIFT key and pressing the key that moves the insertion point.

To extend a selection Press
One character to the right SHIFT+RIGHT ARROW
One character to the left SHIFT+LEFT ARROW
To the end of a word CTRLA+SHIFT+RIGHT ARROW
To the beginning of a word CTRL+SHIFT+LEFT ARROW
To the end of a line SHIFT+END
To the beginning of a line SHIFT+HOME
One line down SHIFT+DOWN ARROW
One line up SHIFT+UP ARROW
To the end of a paragraph CTRL+SHIFT+DOWN ARROW
To the beginning of a paragraph CTRL+SHIFT+UP ARROW
One window worth of text down SHIFT+PAGE DOWN
One window worth of text up SHIFT+PAGE UP
To the beginning of a document CTRL+SHIFT+HOME
Formatting Characters

To Press

Apply or remove bold formatting CTRL+B
Apply or remove an underline CTRL+U
Apply or remove italic formatting CTRL+I
Format letters as small capitals CTRL+SHIFT+K
Apply subscripts (automatic spacing) CTRL+EQUAL SIGN
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To Press
Change the font CTRLA+SHIFT+F
Change the font size CTRL+SHIFT+P
Increase the font size by 1 point CTRL+]
Decrease the font size by 1 point CTRL+|
Increase the font size CTRL+SHIFT+>
Decrease the font size CTRL+SHIFT+<
Underline single words CTRL+SHIFT+W
Double-underline text CTRL+SHIFT+D
Change the case of letters SHIFT+F3
Format letters as all capitals CTRLA+SHIFT+A
Apply superscripts (automatic spacing) CTRL+SHIFT+EQUAL SIGN
Remove formatting (plain text) CTRL+SHIFT+Z

Using Jump Codes

Jump codes are placed within documents as placeholders. If jump codes are placed in a
document, you may “jump” to the next set of jump codes by typing CTRL+J on your
keyboard. Jump codes are indicated by two question marks (??).

Adding Standard Text

ChartScript has two built-in expander functions that were designed to assist you in

quickly adding standard text to a document. This section describes the basic features of
text inserts and abbreviations. To learn more about the advanced features of ChartScript
expanders, see the “Expander Functions” chapter of the ChartScript Management Guide.

Text inserts and abbreviations may be shared by all transcriptionists, or they may be
created and used by each individual transcriptionist. Shared expanders can be used by
all transcriptionists but not modified. Personal expanders can be used and modified by
only the transcriptionist who created them.

m Chapter 5: Productivity Features



Using Text Inserts

Use text inserts to add predefined standard text to a document.

¢ To use a Text Insert

1. From the File menu in Word, select Text Inserts (CTRL+N).

2. On the Text Inserts window,
in the Find Text field, type a
name for the text insert. The
preview box shows you the
text for the name that you
entered.

3. SelectInsert to place the text
in the document.

4. Ifthe text insert has inputs
for you to fill out, a window
will pop up where you enter
the answers for the inputs.

5. Select Fg to preview what the
inputs will look like in the
document.

Text Insert Quick Expansion

Use the Expand Insert feature to add
text to a document quickly without
using the Text Inserts window.

¢ Toexpand a text insert

1. Inthe Word document, type

[ov o+ Find Text
Name | Desciption
AT aciamiaclavicular 5
ACL1 acromiaclaviculr oint?? 5
4DD1 Palo Alto Medical CliniclI300 Horer AveruellPalo Al 5
4DD2 Santa Clara Valey Medical CertedI?1 Bascom venu s
AN avascular necrosis?? 5
A1 Angelica Valterra, M.D.IN300 Uriversity Drive, #8ll §
BASHIDA The patient was injected infravenausy with 4.9 mC s
BL31 Stanford Training QuartersiiMaples Paviion 5
BLURE | hizve ot violated Labor Code Section 133.3 and 5 ]
BYE Films have left the department unread and will be 3 A=) Bt
C&STRO Palient comes in to have two moles checked on her s ™
< > =
=] Raw & of 63
Preview:

avascular necrosis??

Selectatexinsertto bring into this document

& ChartScript - Text Insert

Inputs: Preview:
spinner: i ===
= || R SR o cél|=
B |[The patient tolerated the procedure well and returned 2
age: g [ [to the Recovery Room in good conditicn. The sponge
=3 ale = (et instrument count and blood loss, as recorded.
Ulel»
allergies:  [none =5
anesthesier rone | [Fg|aget AGE>

sex:  «BEX»
allergies: «ALLERGIES»

anesthesia: «ANESTHESIA»

|

EIK Ean:e\ |HE\D

& ChartScript - Text Insert

(=] 3

Inputs: Preview:

e T2 [2[2[0] B[] ~[-[A[[= =[=]

e R L B e
sex [mate =] ?:z\;m:, instrument count and blood loss, as recorded.
allergies:  [none ﬂ i

anesthesiar [rone | |[g[3T <P

s e «malsey
allergies: «none»

anesthesia: «nones

|

oK | Cancel

the name for the text that you want to insert.
2. Pressthe accent key (°) to expand the text in the document.
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Creating Text Inserts

You can define a new text insert for personal use. Text inserts are recommended for text
in the form of a sentence or longer or text that contains a paragraph return or tab.

¢ To create a new text insert

1. Type the standard text into the document, placing jump codes (??) in the

appropriate locations.

2. Select the text that you want
toinclude in the text insert.
From the File menu in Word,
select Text Inserts (CTRL+N).

3.  On the Text Inserts window,
select Add.

4. Select Yes on the dialog box
that appears.

5. Onthe Define Text Insert
window, do the following:

= Inthe Name field, type an

Gl Document 1 - Microsoft Word =[]
File Edit View Insert Format Tools Table Window Help EIJ
[ save Ehrrit (5 Text Insert JecEde CC Lt A Expand Insert. @) Search Chartscript 05l EdE Demﬂgvaph\c;‘

DEHERY Iaed v~ | e@n 0o - @)l P E ||| e 2
Mormal - TmesiewRonan = 12 - | B X U |[E =O-2-A .,‘
7 2| IR =T EEE T A |
R R R R R RN T RNy |
NAME: SMITH, CHARISSALT HISTORY AND PHYSICAL
DICT: Leigh Wellesley ACCOUNT: 22522522522
Loc: MR #: 589-42-31
ADMISSION DATE; 05/28/2002
[CHIEF COMPLAINT 77
[HIST ORY OF PRESENT ILLNESS 77
[FAMIL Y HISTORY 77
[SOCIAL HISTORY
Jmem =
Dict 2
S ;

Jomu- Iy G| agoshepss- N NOOEI @[> -2-A-==500.

B i [®aF i3 cai |[rec e B R [ OE [ ¥

ChartScript

Thete is text currently highlighted inWord. Do you want to use this text as the text
for the Text Insert?

abbreviation for the text insert.

= Inthe Description field, describe the contents of the text insert.

= Inthe Format Mode field, select one of the following format types:

e Document’s. The text insert uses the document’s format settings when
itis inserted. Attributes set in the insert, such as bold and italic, are kept,
but numbered or bulleted lists are lost.

e Insert’s (except font name/size). The text insert uses the document’s
font and size settings, but retains other settings in the insert’s
definition, such as bulleted or numbered lists.

e Insert’s. The text insert always retains the settings and attributes you

select in the definition.
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6. The text that you selected in
the document appears in the
Text Insert Definition box. If
necessary, select Edit Text to
make changes to the content
of the text insert.

7. Select Save. Your new text
insert appears in the list on
the Text Inserts window.

8. Select Close to return to the
document.

Using Abbreviations

%-ChartScript - Define Text Insert

Name: [crEnHP

Description [Dr. Chen's HeP Order of Dictation

FormatMode: | Documen t's

Text Insert Defiition

B S|/ M

CHIEF COMPLAINT 77

IHISTORY OF PRESENT ILLNESS 77

IFAMILY HISTORY 77

Field Definitions:

Name Type

| [ stdsdipt [ Prompt [
]

Status Line: |

Row 1 of1

e Y = M = Y
I

Is this text insert to be comman for all ranscriptionists?

Abbreviations are recommended for short terms that have no paragraph returns or tabs.

¢ Touse abbreviations

1. Type the abbreviation.

2. Press one of the following keys:

= period

=  comma
" TAB

®  SPACEBAR

Note: To see a list of abbreviations, from the File menu in Word, select Edit

Abbreviations (CTRL+4).

Abbreviation Case Sensitivity Rules

SoftMed recommends typing the long form of most abbreviations in lowercase, so that
transcriptionists can take advantage of the case sensitivity features that are built into

the expander. The case of the expanded form of the abbreviation is determined by how
the short form is typed. The table below shows how the abbreviation expander handles

case sensitivity.

Short Form Expands as Case sensitivity
cc chief complaint lowercase
Cc Chief complaint sentence case
CC CHIEF COMPLAINT uppercase
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Creating Abbreviations

You can add an abbreviation for personal use.

¢ To add an abbreviation

1. From the File menu in Word, select Edit Abbreviations.

2. Onthe Abbreviations
window, select Add.

3. Onthe Abbreviation Entry
window, in the Short Form
field, type the abbreviation
code. Press TAB.

Note: The short form must be less
than 32 characters and can contain

=

Abbrevialion | Type | Expanded text [=l]  Clese

G five-day followp -
14, 5t G fiveday followup Cancel
1413 G abdominal aortic anevrysm
41adl G anteror asilary ine P
22ab G abortion _ e |
2 abd G abdomen Edit
24 abas G arterial blood gases =
24 abo G blood gioups Delete:
2280 G anterior chamber
4 accom G accommodation Abbrey List
2% ach G Acetyicholine % Personal
141 acta G Automated compulerized transverse asial scanner © Shared
12 acth G adenocorticoopic homons
a2ad G “BADMITTING DIAGNOSIS: B
14 ade G adenocarcinama El

Long

Abbreviation Entry

Abbreviation Text 0
Short Form: Iabg

Form:

Cancel

arterial blood gazes

the letters a-z, the numbers 0-9, and the dash (-) and slash (/) characters. The use of
other keyboard symbols or punctuation marks is not permitted. You cannot type

uppercase letters in the short form.

4. Inthe Long Form field, type the full text that you want the abbreviation to
become when it is expanded. Select OK.

5. Onthe Abbreviations window, select Save.

Adding Special Formatting to Abbreviations

You can apply some formatting to the long form of your abbreviations. The formatting
options follow the cTrRL+key sequences in Word. For example, CTRL+B turns on bold in
Word. In your long form text, use the caret (%) to designate the beginning and end of
formatting. For example, “bpatient”b results in patient.

Keystroke combinations that use the backslash (\) result in special placement of the long
form text or the cursor by inserting a backspace, tab, or hard return.

The following table lists the special formatting that can be added to your abbreviations

in the Long Form section:

Special Formatting

Keystroke Combination

Bold ~B
Underline U
Italics !

Subscript N
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Special Formatting Keystroke Combination
Superscript N+
Hard Hyphen ~ (underscore)
Backspace \b
Tab \t
Enter \r
The keystroke combination for bold, ]
underline, italics, subscript, and Abbreviaton Tex

Short Form: Iasp

superscript should be placed at the
beginning of the Long Form to turn
on the text attribute and again at the
end of the Long Form to turn the |
attribute off. The following example
shows how bold can be added to a standard heading.

Cancel

LongFarm:  [“BASSESSMENT &ND PLAN."B

The keystroke combination for [P ——

backspace should be placed at the abbreviation Tex
beginning of the long form so that the shotFom: o Cancel
space between the expanded text and tenaFom: - (\hyearcd

the word that was typed previously is

eliminated.

The keystroke combination for tab or [ mwmm. X
enter should be placed at the end of R T
the long form so that the cursor is stetfom: s Concel
placed at either the next tab stop or LonaFem: [SREVIEW OF STSTEMS

on the next line when the
abbreviation expander is expanded.

¢ To edit an abbreviation

1. From the File menu in Word, select Edit Abbreviations (CTRL+A).

2. Onthe Abbreviations window, select the abbreviation that you want to edit and
select Edit.

3. Onthe Abbreviation Entry window, make the necessary modifications to the
abbreviation. Select OK.

4. Onthe Abbreviations window, select Save.

¢ To delete an abbreviation

1. From the File menu in Word, select Edit Abbreviations (CTRL+A).

2. Onthe Abbreviations window, select the abbreviation that you want to delete
and select Delete.

3. Onthe Delete Abbreviation Entry dialog box, select Yes.

4. Onthe Abbreviations window, select Save.
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Disabling the Abbreviation Expander

If you choose not to use the abbreviation expander, you can disable it for your current
ChartScript session.

¢ To disable the abbreviation expander manually during a ChartScript session

1. While transcribing a document, press CTRL+W.

2. Continue typing. The abbreviation expander will not function until cTRL+W is
pressed again or you exit and restart ChartScript.

Occasionally, you may come across an individual abbreviation that you want to type but
not expand. In this instance, you may disable the expander for one abbreviation.

¢ To disable the abbreviation expander temporarily for one abbreviation

Type the abbreviation into the text of the document.

Press CTRL or END.

Press sPACEBAR. The abbreviation will not expand.

S woN e

Continue typing. The abbreviation expander will continue to function until the
above steps are followed again.
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CHAPTER 6 Working With Existing
Documents

Searching for Existing Documents

You can edit previously created ChartScript documents, including those with a report
status of Incomplete or Hold. You search for an existing document in the same way that
you search when adding a document; however, you can narrow the search by typing
values in multiple data fields. ChartScript locates documents in the active ChartScript
database that match all of the search criteria that you indicate.

Notes:

O Search by multiple demographic fields to narrow the search results.

O Select Mode (F9) on the Search for and Add Documents window to switch between
Add mode and Edit mode.

¢ To search for an existing document

1. Onthe ChartScript main window, from the toolbar, select Edit.
2. Onthe Search for and Edit

Documents window, type the | *JZ0Z;—— DI S
i MRNumger [ DitefionDate: [ 0|
demographlc data for the BilingNumber: [ ReporStatis: | -]
search and select Search (F4). e
. Diamsmer tTpe | = "
3. The ChartScript Documents i I B ||
> e~ " Soundex 7?6.": Canee -] I
Found pane appears, listing : S

existing documents that
contain demographic information that matches your search criteria.

Notes:

O Your ChartScript administrator determines which demographic fields appear on the
ChartScript Documents Found pane.

O To sort the list by a different field, click the column heading of the desired field.
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Documents With SOL Orders

When searching for existing S S s End
. MR Number | PatientName. [ Dict Phys [Admission Dete | DT | Order Mumber | TriD_| Transcr Date/Tin
documel’lts, the Chartscrlpt 900001 Srith, Michael 004215 12/06/2003 HP 12/10/200311:18
500001 Smith, Michael 003203 12/08/2003 ®R  MULTIPLE 12/10/2003 14:08

Documents Found window displays
the word MUILTIPLE in the Order Field
for documents that are associated
with more than one order number.

B
Pow 2 af 2

Disple

Deno- y
Message

arophis Edt o | pint | o | Hode

[ Display Fields, CCs and Orders

Yew s | oL

The word MULTIPLE also appears when | EEmEEsEme i * -0l

you select Info to view the Fields, CCs Pt e
’ ) Date Rpt-Stat. . . .
) 0, e
and Orders Wlndow [EPT Fumber . . . . . Phys Reviewed. . . .
pon e
[Pocument Type. . . . Radiology Report Admission Date . . . 12/08/2003
s Service Date . . . . 12/08/2003
e i e
Transcr Date/Time. . 12/10/2003 2:09P RAD
B

[&5]| Display
Eses

d b : d - ChantScript - Order Display . : ol x|

TO see the Order numoers aSSOCIate Oicer Number [ Oidering Phys [ ExamDate [LestMame  [FistName [ MiddieName [ MR Mumber [ il
. . 70000000001 Chen, MatinL 1208200312004 Smith Michzel noom
Wlth the document , Select D],Sp]_ay 70000000002 Chen, Martin L 20BN 12004 Smih Michael ngom
70000000003 Chen, MaitinL 1208200312004 Smith Michsel ooom

TO00OODOO1  Chen, MatinL 1208/200312004  Smih Michael anom a0

Order S. 70000000002 Chen, MattinL 12/08/200312004  Smith Michasl 300001 801

70000000003 Chen, MaitinL 1200820312004 Smith Michsel noom i

T —— I}

Fow7ofb

|

Search via Report Generator

The Report Generator can produce search results for the Search for and Edit Documents
window. This feature enables you to search for documents by any field, rather than only
those listed on the Search for and Add Documents window.

¢ To search using the Report Generator

1. From the ChartScript toolbar, select Edit.
2. Onthe Search for and Edit =

Documents window, select e T D
Rpt Gen Search. Field Son | Level | Selec | Seledtion Criteria |
. Attending Phys o 1st 5 _ _
3. Onthe Search via Report AdmissionDeie | & _ond R

Generator window, enter your
search criteria and select

Search. oe | BRSS!

Selaction Ciiteria (Click o Changs)

@ |

m Chapter 6: Working With Existing Documents



The search results appear in the

DooumentMumper [
ChartScript Documents Found T
. wR Nrter [
pane of the Search for and Edit )
3 Patierthame: [
Documents window. o ]
Dietating Phys:

Below are a few guidelines for
using Search via Report Generator:

a

MP:Number | Patient Name
5894731 SMITH, CHARISSA L

When you select Rpt Gen
Search, any criteria entered on
the Search for and Edit
Documents window appears I
on the Search via Report e
Generator window. Thereisno “

limit to the number of criteria fields that you can enter on the Search via Report
Generator window.

View | Uplond | Edit Info oot | B3 | ype | Display | searcn | e | oo
Flags Message | Archives | Besults

After a successful search, the criteria entered on the Search via Report Generator
window remain until you change the criteria on the Search for and Edit Documents
window or close the Search for and Edit Documents window.

The Search via Report Generator window enables you to sort search criteria, but you
cannot group the search results.

If you sort by any fields on the Search via Report Generator window, the search
results are sorted by those fields in the ChartScript Documents Found pane of the
Search for and Edit Documents window. If you do not sort by any fields on the
Search via Report Generator window, the search results are sorted by patient name.

Working With Existing Documents

Following is a description of the toolbar buttons on the ChartScript Documents Found
window. The following sections describe how a transcriptionist uses the functions
available from the toolbar.

Button Description
Dlermo- Opens a window that enables you to edit the selected document’s
graphics demographic information. This button is the default button on the
ChartScript Documents Found window.
_ Displays the contents of the selected document. You cannot edit the
WiEw (F2) document, but you can copy the document’s text to the Clipboard.
2
Adds the selected document to the upload queue. This button
Upload (F3) appears if your facility uses Document Upload.
3
_ Displays the selected document in Word, which enables you to edit
Edit the document.
(Fs)
Displays the Fields, CCs, and Orders window, which displays the
Info (F6) selected document’s demographic information and printing details.
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Button

Description

; Reprints the selected document. You select to print the originals and
Erint extra copies or carbon copies.

(F7)
Batch Enables you to view and set the original and extra copies or carbon
Elags (F8) copies batch flags of the selected document.

Enables you to switch to Add mode.

hMode

(F9)

Display Opens the ESA Message window, which displays messages attached
Message to the selected document. This button appears if your facility uses
= (F10) | ggp

Search Enables you to search for archived documents with demographic
Archives information that matches your search criteria. This button appears
— (F12) | 3¢ your facility uses RAAS.

Print Opens the Printer Setup dialog box, which enables you to print the

Results list of documents on the ChartScript Documents Found window.

_ Opens the CC List for Document window, which enables you to add

CCList providers to and remove providers from the CC List of the selected

document and set batch flags for specific providers.

Changing Document Demographics

You can edit an existing document’s demographic information. To change the document
type, see the “Changing the Document Type” section on page 6-6.

¢ Tochange a document’s demographic information

1. On the ChartScript Documents Found window, select a document from the list.

Select Demographics.
5. On the Ed].t Document §-Ehxrt§(rln—Edlt Z‘Il—ng"zs‘Zﬂnzll:JlAIM|(hxeanrnhYIKey3 — E‘ x|
; EEsEa— Bt [T et
WlndOW, Change the X Bi [eeszzsezses SocSec Numper: [#4564-4645 EE‘
appropriate demographic ission Do, IR N s
information If the Document Type: [FP 35 Histary and piysizal Eields
demographic fleld that you Dictafing Phys: [1432 Wellesley. Leigh

want to change does not

appear on this window, select
More Fields to display the SRR
remaining demographic

fields.
Notes:

Attending Phys

Dictafion Time

,—
Dictation Date:
,_
,—

Select View to see the contents of the document without opening it in
Microsoft Word.
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= Ifthe document status is R or S, the Dictating Phys, Dictation Date,
Dictation Time, and Job/Tape ID fields are not editable.

= If your facility has SQL Orders enabled, the Order Number field is replaced by
a SQL Order Numbers field when selecting More Fields.

3. Select Interface Record to search for an
interface record and use the information
therein to replace or populate the
demographic information. This feature is
particularly useful for locating visit-specific
information that may have been missed or
erroneously selected during the initial
search. Note: If your facility has SOL Orders
enabled, the Order Number field is replaced
by a SOL Order Numbers field when
selecting Interface Record.

% ChartScript - More Fields

Active Ref 4:

Abd_Phi: & b
Comments:

Copies: |0

Decimal Values: |
External DoclD: '—
Facility: Wﬂ St Many's Hospital
ImportMade: |
Military: ’—
NSteffRete: [
NStafiRet 3 [
MNursing Print: ,—L|
Order Numbers: h@l@ <Hone>
Patient Type: r
FtLocation: ’7
Resident: ’—
Service Date: ’7

Sex [F ~

OK | Exlt ‘ HE\p ‘

Female

4_ On the select an Interface - ChartScript - Select an interface record x|
Record Wil’ldOW, type the S & records in the Interface, -8 for ChartScript
search criteria and select * gecity [ E|
Search C Order Mumher
e EFitwmser [
s MRNumber [ C'ESE |
(ol Billing Number: l— Help
@ Eatient Name: I
o Discharge Date l— Soundex
|

5. Onthe Select the fields you

* ChartScript - Select the fields you want to use [just press OK to use the default)

O]

want to use window, select a  [Fomnans

| Demographics

| Interface |

v Admission Date

v Billing Murmber
Birthdlate

v Discharge Date

record. Select OK to accept
the demographic data from

the interface record for the V)
field adjacent to the check Sex
mark, and return to the
previous window.

2]
= Select to select all BB

05/24/1989
00000000605
07/16/1960
05/05/1998
0021834

[
Soc-Bec Mumber 123-45-6789

o
Cance\
He\p

05/29/1596
00000000999

05/05/1498
0001111

Surnmer. Donna

Fow 6 of 8

demographics fields. A

red check mark appears next to all of the fields.

= Select to cancel the selection of all demographics fields. All red check

marks are removed.

Note: Click on a field once to cancel the selection, and again to reselect it.
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Do one of the following:

= Select Document. ChartScript starts Word and displays the document. Verify
that the demographic information that you changed has changed within
the document.

= Select Save to save changes to the demographic information without
entering the document.

If you selected Document in Step 5, from the ChartScript toolbar in Word, select
Save to save your changes and close the window.

Changing the Document Type (After Saving a Document)

If you save a document with an incorrect document type, you can open the document
and copy and paste the text to a new document with the correct type. In essence, you are
creating a new document with a new number.

¢ To change the type of a saved document

1.

2.

On the ChartScript toolbar, select Add.

Follow the normal steps to add a document. See the “Using the ChartScript
Search Feature,” “Completing Demographic Information,” and “Starting
Documents” sections in Chapter 4 for more information. On the Document Type
to Use for the Document window, type the correct document type.

After ChartScript starts Word, from the File menu, select Search ChartScript.

On the Search for and Edit Documents window, type the search criteria for the
incorrect document and then select Search.

On the ChartScript Documents Found window, select the document that
contains the wrong document type and then select Open Document.

Select the text to copy and press CTRL+C.

Note: Do not select the signature line or CC sections of the document.

Select Close Document to close the second document window and return to the
new document.

In the new document, place the cursor where you want to paste the text and
press CTRL+V.

If you need to add providers who should receive carbon copies, from the
ChartScript toolbar, select Edit CC List. On the CC List for Document window, add
the providers and then select OK.

Note: The carbon copy list from the incorrect document does not copy over to
the new document. You must verify that the names are present on the new
document.

10. From the ChartScript toolbar, select Save.

After you create the new document with the correct document type, you should purge
the document with the incorrect document type.
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¢ To purge a document

1.

Viewing Documents

You can view a document without opening it in Word. Use this function

On the ChartScript main window, from the Documents menu, select Purge
Documents.

On the Search for and Purge Documents window, type your search criteria and
then select Search.

On the ChartScript Documents Found window, select the document with the
incorrect document type and then select Purge.

On the dialog box that appears, select Yes.

Before purging the document, ensure that the new document is in the
database.

ey

if you want to review only a document’s text. For more information, see the section
“Viewing Documents” in Chapter 6.

Adding Documents to the Upload Queue Upload

You can add a document manually to the upload queue. The Document
Upload interface moves documents from the queue to the mainframe.

¢ To add a document to the upload queue

1.

On the ChartScript Documents Found window, select a document from the list.
Select Upload (F3).

2. Onthe Question dialog box, select Yes.
® Fesend to Hostwia Chanlinc?
Editing Documents Edit

¢ To edit a document

1.

Notes

On the ChartScript Documents Found window, select a document from the list.
Select Edit (Fs). ChartScript starts Word and displays the document. Change the
document’s text. Note: If there is a message from the provider, it appears
automatically when you open the document.

From the ChartScript toolbar in Word, select Save to save your changes and close
the window.

O To change any demographic information, see the section “Changing Document
Demographics.”
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O You cannot change the document type of an existing document by simply editing
the document. For instructions on changing the document type, see the “Changing
the Document Type (After Saving a Document)” section on page 6-6.

Displaying Document Information Info

You can display a document’s demographics and print information. For
more information, see the section “Displaying Document Information”
in Chapter 6.

Erint

Reprinting Documents

You can reprint a document after it has been created, saved, or printed. For more
information, see the section “Reprinting Documents” in Chapter 6, “Working with
Existing Documents.”

Batch

Setting Document Batch Flags Flags

You can set the print batch flags for a document’s original and extra
copies or for a document’s carbon copies. For more information, see the section “Setting
Document Batch Flags” in Chapter 6.

Switching to Add Mode Maode
Select this button to switch to Add mode.

. . Dizplay
Displaying Messages Message

You can view any messages attached to the document, including
messages attached by a transcriptionist via ChartScript, and messages attached by a
provider via ESA.

¢ Todisplay messages attached to the document

1. On the ChartScript o
Documents Found WindOW, Flease muodify the patient's allergies to include penicillin,
select a document from the sulfa, and codeine.

list. Select Display Message
(F10). The ESA Message
Window appears with the
messages attached to the
document.

2. Do one of the following:

E= T
= (lick to copy the
contents of the window |
|

to the Clipboard, or to

| Cluse Help |

Wiewing ESA message

—
=

copy the selected text to
the Clipboard.
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= (Click to print the contents of the ESA Message window or to print the
selected text in the window.
»  (lick I=llto preview the contents of the ESA Message window, or the

selected text in the window, before printing.

= Click to perform a case-sensitive search for text.

3. Select Close to close the window.

Search

Searching the Document Archives ;
Archives

If the document that you want does not appear in the ChartScript
Documents Found window, you can search the document archives, if your facility uses a
version of the SoftMed Rapid Access Archive System (RAAS®).

¢ To search the document archives

1. Onthe ChartScript
Documents Found window,
select Search Archives (F12).
ChartScript uses the data
from the Search for and Edit

. | el [[@]re

Documents window to locate = ) A
. ChanSeript- Archived ChartScript Documents Found

archlved documen‘ts that [Dictation Date [ Dictation Length [ Dictation Time [ Discharge Date_| JobyTape ID [ Keystrokes [ TranserLength [ Transcr TAA

16:28 03/14/2002 00:00 000001234 5

match the search criteria. If - — — !

. 0272172002 1450 02/20/2002 00:00  -0897klhj 355

archived documents are a2

found the Seal’ch for 02/05/2002 1108 05/29/1997 00:00 796
267

’ 435 A

) . y il

Documents in the Archives I T

window appears. sor s | o | | g | |

ter |03/14/2002 ta |03/14/2002 i

4
G
1
5
1
1
¥
1
5

2. Select a document from the
list.

The following functions can be executed on an archived document.

Button Description

_ Displays the contents of the selected document. See the “Viewing
Wi Documents” section of Chapter 6 for details.

Adds the selected document to the upload queue so that it can be sent
Upload to an online data repository. See the “Adding Documents to the Upload
Queue” section on page 6-7 for details.

Displays the selected document’s demographic information and
Info printing details. See the “Displaying Document Information” section of
Chapter 6 for details.

_ Reprints the selected document. See the “Reprinting Documents” section
Erint of Chapter 6 for details.
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Button Description
Print Prints the list of archived ChartScript documents found that match your
Fesults search criteria.
Moves a document back into the active ChartScript database. Select
Festare Restore only if you want to edit the document. If you make changes to
the document after restoring it, the document will be archived again the
next time maintenance is run.

Printing the List of ChartScript Documents Found

Frint
Besults

You can print the list of ChartScript documents found that match your
search criteria. For more information, see the section, “Printing the List of ChartScript
Documents Found” in Chapter 6.

Editing the CC List

You can add providers to and remove providers from the document’s CC
list without editing the document. You can also request a carbon copy of the document
in the next batch print for specific providers.

CC List

Using this feature, the CC list will be updated on the document if the document has not
been electronically signed. If the document has been signed using ESA, the CC list can be
edited, but the changes will not be reflected on the document. You must select the Info
button to view changes to the CC list that occurred after signature.

¢ To edit the CC list

1.

On the ChartScript Documents Found window,
select a document from the list. Select CC List. The
CC List for Document window appears. The BP-CC
List area of the window represents two options.
Providers listed here receive carbon copies of the
document, and a check mark next to a provider’s
name indicates that the provider will receive a
copy during the next batch print.

To add a provider to the CC list, in the Physician
field, type a provider number or a portion of the

provider name. Select Search. Select a provider in

% ChartScript - CC List for Document:

Patient  SMITH, CHARISSAL
Dict Phys:  ‘Wellesley: Leigh
Doc. Type: HP

1R Mo 5894231
Billing Mo: 22522522622
Order Mo

BP-CC List

Praowider:
Provvicler: Eearch

[0 st

Georoe
Fatrick \Walsh, MD

™ Active Providers Only
I Include Addresses in Document

23
’ 2 Delete

OK | Cam:e\

o Paftarzon, MO

Row 1 of 2

Help |

[ Select a Provider. Click Delete to remove from the list

the MD List, then select E or press ENTER to move the provider to the BP-CC List.

To remove a provider from the CC list, select a provider in the BP-CC List, then

select Delete.

To print a carbon copy for a provider in the next batch print, click the provider’s
name. A check mark appears next to the provider’s name.

To disable a carbon copy from printing for a specific provider, click the provider’s
name and the check mark disappears. Select OK to save your changes and close

the window.
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CHAPTER 7 Troubleshooting

Retrieving Interrupted Documents

If Word unexpectedly shuts down while you are transcribing a document, you can
retrieve a backup copy. Word automatically saves a copy of your document at regular
intervals to ensure that it is available for automatic retrieval in the case of a power
failure or similar problem.

To use this feature, a time interval must be set on your workstation. For instructions on
setting this interval, see the “Enabling AutoRecover” section on page 1-1.

¢ To retrieve an interrupted document

1.

O 0N o

If you receive an error message, print or write down the details and what you
were doing when it appeared.

Shut down the computer and then restart it.

Start Word outside of ChartScript. The recovered document opens automatically
with the word “Recovered” in the top left corner of the title bar.

Note: You should have an icon for Microsoft Word on your desktop. Otherwise,
from the Start menu, select Programs » Microsoft Word. If you need assistance,
please contact your Information Services representative.
Highlight the body of the recovered document and select Copy (CTRL+C).
Note: Do not copy headers, footers, signature lines, and CC lists; copy only the
body of the document.

From the File menu, select Exit Document to close Microsoft Word. You do not
need to save the document; however, you may choose to do so as an additional
safety measure.

Start ChartScript.
On the ChartScript main window, select Add.
Proceed as if you were creating a new document.

On the Add a Document window, recreate the demographics window for the
document. Select Document.

Note: The demographics window of an interrupted document is not recoverable
and must be recreated manually.
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10. In Word inside ChartScript, place your cursor in the proper location and select

11.

Paste (CTRL+V) to paste the text into the document.

Note: The CC list of an interrupted document is not recoverable and must be
recreated manually by using the Edit CC List function.

Proceed with completing and saving your document.

Retrieving Lastsave.rtf

If Word unexpectedly shuts down while you are saving a document using either the save
(CTRL+S) or stat print (CTRL+P) method, and the above procedure for retrieving an
interrupted document is unsuccessful, you still can retrieve a backup copy of the
document through ChartScript. ChartScript saves a copy of your document to a file on
your workstation named Lastsave.rtf.

Note: ChartScript saves only one Lastsave.rtf file on the workstation. If you do not
retrieve the document right away, it will be overwritten the next time Lastsave.rtf is

created.

¢ To retrieve Lastsave.rtf

1.

8.
9.

When Word shuts down, click
OK on the message bOX that & ‘Word Processor has been closed

appears Be sure tO Write A backup of the file last opened by the word processor will be saved (when wou click OK)
dOWn the pa_th tO the ES\.SOFFMED\SSIAPPS\SCR\LASTSAVE RTF
document so you can browse

to it easily.
If you receive an error message, print or write down the details and what you
were doing when it appeared.

Start Word outside of ChartScript.

From the File menu, select Open.

On the Open window, Drowse o — 21
to the path given on the Lok S em|@% oim- -
message box. Select the e
document and select OK.
Highlight the body of the
recovered document and select
Copy (CTRL+C).

Folder 10/5/2!
9KB Rich ... 92521

Note: Do not copy headers,
footers, signature lines, and CC
lists; copy only the body of the
document.

3 L | L]
Flegame: | 3| 2 Open vI
Files of byme: Al Word Dicumsnts (*,doc; *,dot; * ke * el *url; * | Cancel

From the File menu, select Exit Document to close Microsoft Word. You do not
need to save the document; however, you may choose to do so as an additional
safety measure.

Start ChartScript.
On the ChartScript main window, select Add.

10. Proceed as if you were creating a new document.

7-2
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11. Onthe Add a Document window, recreate the demographics window for the

document. Select Document.

Note: As is the case with an interrupted document, the demographics window is
not recoverable and must be recreated manually.

12. In Word inside of ChartScript, place your cursor in the proper location and select
Paste (CTRL+V) to paste the text into the document.

Note: As is the case with an interrupted document, the CC list is not recoverable
and must be recreated manually using the Edit CC List function.

14. Proceed with completing and saving your document.

Retrieving a “TOO BIG” Document

To protect your facility's network from
excessively large documents, ChartScript
limits document size to 200 KB. If you
attempt to save a document that is larger
than 200 KB, a notice will appear.

¢ To retrieve TOOBIG.RTF

ChartSoript - MOTICE

Diocwment Too Large (Exceeds 200K) — Saved 45 File:
CASOFTPLEIVSSIARRESCRATO0EIS RTE

1. Select OK on the message box that appears. Be sure to write down the path to
the document so that you can browse to it easily.

2. Start Word outside of ChartScript.

3. From the File menu, select Open.

4. On the Open Window, D oW S —— T

to the path given on the
message box. Select the
document and select OK.

5. Highlight the body of the
recovered document and
select Copy (CTRL+C).

6. Do not copy headers, footers,
signature lines, or CC lists;
copy only the body of the
document.

RS =l e @ T k-

Hame: [ soe] Type [ ocfied I
[N Folder 92001 5114 A

B TOOBIG.RTF PO KE Rich .. 1517(2003 514 P
Fie pame:  [TCCEI5.RTF =l & open -|
Fies of trpe: [l Fgs (0.7 = Carel

7. From the File menu, select Exit Document to close Microsoft Word. You do not
need to save the document; however, you may choose to do so as an additional

safety measure.

Start ChartScript. On the ChartScript main window, select Add.

9. Proceed as if you were creating a new document. On the Add a Document
window, recreate the demographics window for the document. Select

Document.

Note: The demographics window is not recoverable and must be recreated

manually.

11. In Word inside of ChartScript, place your cursor in the proper location and select
Paste (CTRL+V) to paste the text into the document.
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Note: The CC list is not recoverable and must be recreated manually using the
Edit CC List function.

12. To ensure that you do not receive the TOOBIG message again, remove or adjust
anything in the document that could be contributing to the large byte size, such
as graphics, large tables, and so on. Proceed with completing and saving your
document.
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CHAPTER 8 Reporting Your

Productivity

With the User’s Documents report, you can view and print a report of your productivity
over a range of time. This report includes statistics only for the user logged on to
ChartScript.

¢

To generate the report

1. From the Reports menu, select User’s Documents.
2. Type a start date for the reporting period.
3. Type an end date for the reporting period. Select OK.
4. Onthe Printer Setup window, do one of the following:
= Select Print to print the report to the selected printer.
=  Select Print Preview to view the report on your monitor.

=5
=/

6. When previewing the report, select '==_l to print the report.

7. Select Close to exit the report.

Note: Your statistics are available for 13 months.

: Print Preview - Page 1 of 1 - Current Printer: HIM Main

The Print Preview window at right

shows a sample Users Documents Documents o Doty Rodgers Fram 041712001 Ta 04172001
report. -
4 Page Transcriptionist New Wid Avg  AvgWid
. Up Dooament Type Dooaments Lines Lines Lines Lines
The Users Documents report provides [ | coicusimisio £ e s oa
. . . Lal 170 1287 585 643
the following information: Ber| B Lo momom
) . o] ot R TR T
O Title. Displays your name and the |=%- *=™ Tooome e e
15 i Total 16 370 8100 461 506
selected date range.
O Document Type. Lists the various (¢},
document types that you created  |@fee..
or edited during the date range.
Your statistics are indicated for f‘
each document type T - Phe current conans -
O New Documents. Displays the number of documents that you initiated during the
date range. This column does not include a count of the documents that you edited
for other transcriptionists during the date range.
O Lines. Displays the number of lines that you transcribed during the date range. This

column includes all lines added to documents both when adding new documents
and when editing existing documents.
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O Wtd Lines. Displays the number of weighted lines that you transcribed during the
date range. This column shows the extra credit that you earned for typing
documents with a high level of difficulty because of the document type, the
dictating provider or a combination of both.

Note: For more information about weighting by document type or provider, see your
ChartScript administrator.

O Avglines. Displays the average number of lines per document for the date range.

O Avg Wtd Lines. Displays the average number of lines per document for the date

range after being multiplied by the document type weight and the provider weight
values.

O Totals. Displays the grand total of Lines and Wtd Lines for the date range. Also
indicates the combined Avg Lines and Avg Wtd Lines for all document types.
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CHAPTER 9

Using ChartScript Express

With ChartScript® Express™, you can transcribe documents using a text editor, rather
than typing directly into Microsoft Word. ChartScript Express can be used by
transcriptionists using ChartScript or WebLinc Script who do not have the need to access
all of the features that Word offers in its interaction with ChartScript. You must still have
Word loaded on your workstation in order to merge the text onto the format file when
saving the document. The merged text takes on the characteristics of the format file,
including the font size and style. ChartScript Express can be useful for remote
transcriptionists who are not able to attend the full ChartScript transcriptionist training.
ChartScript Express can only be used for adding new documents into ChartScript, not for
editing current ChartScript documents.

ChartScript Express is a workstation-specific setting. If a user turns on ChartScript
Express on their workstation, ChartScript Express will be enabled for any user who logs
onto that workstation. If the user does not want to use ChartScript Express, they must
disable it on the workstation.

Starting ChartScript Express

¢ To start transcribing in ChartScript Express mode

1. From the Options menu, select
ChartScript Express. A message window

appears letting you know that @ ChartScript Express mode is now 0N,
ChartScript Express mode is now
activated.
. . J (]4
2. Select OK. You now can begin adding

documents in ChartScript Express mode.

Adding a New Document in ChartScript Express
Mode

The process of adding a document in ChartScript Express is for the most part the same as
described in Chapter 4 of this guide. There are a few differences to take note of, however.

After searching for the patient information and selecting a document type, you are
presented with the ChartScript Express entry window. When working in ChartScript
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Express mode, the window is split
horizontally. The upper portion
contains the required demographic
fields for that document type and the
lower portion is the text editor.

‘EIEI EEE

FhERE

The ChartScript buttons are
positioned along the right side, and
function the same way that they
would in ChartScript Add mode. You
still have access to the CC manager,
text inserts, and abbreviation (@
expanders. The demographics screen | === X
is simplified and only contains the el B e e [ S o, G
key fields for the document type and corresponding format file that you are creating. All
of the other demographics fields are accessible by selecting More Fields.

The table below describes the buttons on the Add a Document window when working in
ChartScript Express mode.

Button Description
Saves the demographic information without creating
H SEvE the document.
Mare Displays demographic information that has been
Fields suppressed.
— (F3)
Displays the document in Microsoft Word so that you
Lz can edit the document.
Note: After selecting Document, you will not be able to
re-enter ChartScript Express mode for this document.
R b | o Opens the CC List for Document window where you
é Manager can select providers to carbon copy for this document.
Opens the Text Inserts window where you can select
Text .
Inesits inserts to add to your document.
. Opens the ESA Message window where you can enter a
75 Provider .
4 hessage message for the provider.

328 Interface Searches for an interface record and uses the

= Fecord information found to replace or populate the
demographic information. This feature is particularly
useful for locating visit-specific information that may
have been missed or erroneously selected during the
initial search. See the “Changing Document
Demographics” section on page 6-4 for details.
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Button Description

@ Displays ChartScript Help for this window.
Help

]
om
=]
]
o

the document.

Closes the window without saving changes or creating

=N | e

B o cd| gl These buttons that are above the typing window
control formatting of the text while you are
| transcribing in the window.

Note: Any formatting that you add may be lost when
the document is merged with the format file for this
document type. The format file controls the formatting
of the text once it is merged.

Options Menu

The Options menu in ChartScript Express corresponds to
the File menu that appears when you enter Word from
ChartScript, with a few differences. The additional options
on this menu are More Fields, Expand Insert, Move to
Next Jump Code, Spell Check Document, Abbreviations,
Clear Document Text, Provider Message, Interface
Record, and Edit Document in MS Word.

Quitting ChartScript Express

¢ To quit ChartScript Express

Opkions

Save Document
More Fields. ..
Dacument Status, .,

Text Inserts...

Expand Insert

Maove ko Mext Jump Code
Spell Check Document:
Edit Abbreviations...
Abbreviations

Y

Clear Document Texk

CC Managet...
Insert Address..,
Provider Message...
Search ChartScript. ..
Interface Record. .,

Edit Docurnent in M3 Waord
Print Document. ..

Exit: Document

Crl+5
Chrl4+m
Chrl+0

Chrl+h

Chrl+]
F7

Chrl+y
F3

CHl+E
4R
i

F4
Chrlshift+

F3
Chrl+P

1. From the.Options menu, select ChartScript
ChartScript Express. A

message window appears
letting you know that
ChartScript Express is now
inactivated.

2. Select OK. You now can work in

@ ChartScript Express mode is now OFF.

WAL

standard ChartScript mode.
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CHAPTER 10 Using In-House Backup

Using In-House Backup, you can continue to transcribe documents when the network or
ChartScript is unavailable. In-House Backup also works with VoiceScript. For instructions
on selecting VoiceScript settings, see Appendix F, “VoiceScript Settings.”

Refreshing In-House Backup Files

Be sure to keep your local In-House Backup files current so that the latest provider list,
text inserts, abbreviations, and document types are available, if needed.

¢ To refresh In-House Backup files

1.
2.

From the ChartScript Import menu, select Install/Refresh In-House Backup Files.

On the Install/RefreSh In_ ChartScript - Install/Refresh In-House Backup Files " ﬂ
House BaCkup Fi].es WlndOW, In-House Backup Installation Path: |3{slsl

verjfy the path Of your local Personal Abhreviations/Text Insert Files ta Include: [<Mone> _I

files. The default locatiers OK | Cﬂ”“' EE’WEE

C.\Ihbkup_ AISO, Se]_ect | Entarthe path whers In-House Backup will be (or is) installed

adjacent to the Personal Abbreviations/Text Insert Files to Include field.

On the dialog box that appears, select the initials of  [HEITEtag ]

the users whose expanders should be copied down
to the workstation.

Select OK twice. The In-House Backup files are
copied to the workstation.

Select OK again to clear the message prompt.

J (0]:8 X Cancel
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Starting In-House Backup

¢ To start In-House Backup

1. If youdo not see an In-House Backup icon on your desktop, from the Windows
Start menu, select Programs » SoftMed for Windows » In-House Backup.

> Onthe In-House Backup x

window, select your user ID and

a document type. Transcriptionist 10 I §§|

Document Type: I §§|
‘/ 0]:4 x Cancel @ Help |
(=]
£+ In-House Backup - SoftMed Medical Center x|

3. SelectOK.The KO 2

In—HOUSE MR Number: I\ EPINumber: Billing Number: I EI Docu

Backup ma]_n Eatient Narme: I Soc-Sec Number: - ment

WlndOW Admission Date: Birthclate: SE“"E

Pt Location
appears. !

Document Type: |HP EI Histary and Physical

Dictating Phys:
Admitting Phys:

Dictation Date
Dictation Time:
JobfTape ID:

Transcriptionist ID: FRH
Save Mode: Automatically generated
Number of CC's: 0

“oice-
Script
Clear

Doc
List

Change
D
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Creating New Documents

¢ To create a new In-House Backup document

1. Onthe In-House Backup main T T T

WindOW, type demogl’aphiC MR Number: [0270334 EPI Number. | Billing Number: ||
. . EafientName: [Marshall Edtn SocSechumper |
information for the scnission Dot [0 B
document. You must enter Frteeston
information into all fields Dazumert Type: ] Hitory and ryoia
that are required in biceing Py [T poterson ceorgs E

. a1 o=
ChartScript. Fill in as many of e ‘D

. . 7K | Clear

the fields as you can to assist —_—

. . . . Dictation Date: |05/05/2002
ChartScript in importing the Dictstion T [T
document later. s
Note: At a minimum, you [
must' 1pd1cate the dictating o R —
physician and one of the |

following: medical record number, billing number, order number, EPI number, or
job/tape ID if your facility uses DDSI.

2. Select Document to open Microsoft
Word and transcribe the document.
An In-House Backup document does
not include header information,
footer information, or signature
lines. These sections are added to the

document when it is imported into : R A etk et e
. intermittently affect all digits of the right hand. She also has a constant pain that begins in
the proximal forearm and extends to the wrist. There are complaints of right hand
ChartScript. e e e e Ot
- several times. She has neck pain, but this does not extend to the right upper limb.
While ed_iting an In-House B ackup : Theee years ago she underwent an endoscopic carpal tunnel eeease on the right. This
resulted in transient improvement of the numbness and paresthesiae. Due to recurrent
. . symptoms, one year later an open carpal tunnel release was performed on the right side
document, the following ChartScript e e Tpronen, Ton e btory g and s i et
- healthy. There is no relevant family history.
features are available: . PHYSICAL EXAMINATION:Musle s el e sy 24 he
bawe Iy G | awoshapes- N\ NCJOE @& -L-A-==E0 .
[ ] Edit CC List (CTRL+E) [Pt Sl 1n s Inie cas e o Br b [ OX | 7

= Insert Address (CTRL+R).

= Change Document Type (on the File menu).

®  Text Inserts (CTRL+N) and Abbreviations (CTRL+4).

= Document Status (CTRL+0).

®  (reating or Viewing an ESA Message (CTRL+L).

= Edit Demographics
Each of these features works in the same manner in both ChartScript and In-
House Backup and is discussed in Chapter 4, “Creating a Document.”

3.  When you finish transcribing the document, press cTrL+S to save the document,
or on the ChartScript toolbar in Word, select Save.
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4. Onthe dialog box that appears, in x|
the Copies field, type the total

number of providers receiving extra Copies: |1_
copies (not ProviderID carbon
copies). For more information, see
the “Adding Extra Copy Providers” ‘/ oK x Cancel
section below.

5. Confirm that the Batch Print check
box is selected so that the document will be batch printed after it is imported
into ChartScript. Select OK.

@ Help |

Adding Extra Copy Providers

You can print extra copies of an In-House Backup document for providers who are not in
the ProviderID database in In-House Backup. If a provider or entity is not found, they
cannot be added to the CC list using the Edit CC List (cTrRL+E) function. SoftMed
recommends the following procedure for indicating non-ProviderID copy recipients. For
this example, assume that John Smith, M.D. and Tom Johnson, D.O. are consulting
physicians not in ProviderID and need copies of an In-House Backup document.

¢ To add extra copy providers
1. Transcribe the document as described in the “Creating New Documents” section
on page 10-3.
2. Before saving the document, go to the end of the body of the document. On a

blank line, type /SEC XCOPY}to indicate to ChartScript that this section includes
the names of non-ProviderID copy recipients.

3. Onthe next line, press TaB, and then type an asterisk and the provider/entity's
name.

4. Onthe nextline, type {END}

Using the example described above,
the resulting section would appear as
at right.

=lolx|
x|

Jabl F B O e .

anizested oy eviaence
s throughout the median

5. After the document has been
completed, select Save (CTRL+S).

Lulol» [«

afel3«| D
raw - Iy G | agoshepes - \ N OO E I [7[ & -4 -
[Page 1 sec 1 [ e =

6. Inthe Copies field, type the total number of x|
providers receiving extra copies. Remember
to indicate one copy for each provider/entity Copies: |2_
that is added to the XCOPY section. In this Batch Frint?
example, two non-ProviderID copy recipients
have been added, so the number of copies J oK x Cancel ? Help |
should be set to two. Select OK.

m Chapter 10: Using In-House Backup



Editing Documents

You can edit In-House Backup documents that you have not yet imported to ChartScript.

¢ To edit an In-House Backup document

1.

2.

On the In-House Backup main window, select Doc List.

On the Saved Documents i rouse Dadap SR Iae

window, select a document
from the list and select OK.
The document opens in Word.

Row 1 of1

Changing the Document Type

Use the Change Document Type option if, after you have started a document, you realize
that the document type is incorrect.

¢ To change the document type by copying text

1.

2.
3.

Select any text in the body of the document that you want to keep.

From the File menu in Word, select Document Type.

On the Change Document Type
dialog box, in the Document Type
field, select a new document type.
Select OK.

On the In-House Backup main
window, verify the demographic

In-House Backup - Change Documenk |

Document Type: IHP I=| History and Physical

‘/ Ok x Cancel

information and select Document. In-House Backup creates a new document in

Word.

Read the Change Document
Type-Finished dialog box and
select OK.

In the new document, place the
cursor where you want to place
the text from the first document
and, from the File menu, select
Paste: Document Type Text.

Change Document Type - Finish il

To place saved text From wour original document,
place the cursor where wou wank the text to be inserted,
then select the 'File' menu, then 'Paste; Document Type Text'

ChartScript User’s Guide m




¢ To change the Document Type without copying text

1. From the File menu in Word, select Document Type.
2. Onthe dialog box that

Change Document Type il

appears, select Yes.

You have not selected text to move to the new document.

3. Onthe Change Document Select "Yes' to continue without selecting kest, or select Mo’ to cancel

Type dialog box, in the
Document Type field, select a iz no | cancel |
new document type and
select OK.

4. Onthe Add a Document window, verify the demographic information and select
Document. In-House Backup creates a new document in Word.

5. If you attempt to paSte text Change Document T¥pe - Past_l_é 5[
into the new document, the
dialog box at right appears.

Select OK.

Mo kext was saved from the previous document.,

Editing Demographics in In-House Backup

You can edit existing document demographic information and save the changes without
changing the text in Word.

¢ To change document demographic information

1. Onthe In-House Backup main window, select Doc List.

2. On the Saved Documents window, select a document. Select OK. The document’s
demographics appear on the In-House Backup main window.

3. Change the appropriate demographic information. If the demographic field that
you want to change does not appear on this window, select More Fields to
display the remaining demographic fields.

4. Select Save to save your changes and close the window.

Retrieving Interrupted Documents in In-House
Backup

If Word unexpectedly shuts down while you are transcribing a document, you can
retrieve a backup copy. The procedures for retrieving interrupted documents and
Lastsave.rtf files are the same for In-House Backup as they are for ChartScript. For
instructions on retrieving interrupted documents using the Word AutoRecover feature,
see the “Retrieving Interrupted Documents” section on page 7-1. For instructions on
retrieving the Lastsave.rtf file, see the “Retrieving Lastsave.rtf” section on page 7-2.
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Moving In-House Backup Documents to the
Network

When ChartScript or the network becomes available, move the In-House Backup
documents from your local drive to the network.

¢ To move In-House Backup documents
1. Onthe ChartScript main window, from the Import menu, select Move In-House
Backup Documents from Local PC to Network.
2. Atthe message prompt, select OK.

When the ChartScript administrator runs Automatic Document Import, the documents
will import into ChartScript.
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CHAPTER M

Using WeblLinc Script

With WebLinc Script, you can transcribe documents remotely using all of the capabilities
of ChartScript that you would normally have at your facility. Since connectivity occurs
over the Internet, this is a fast, convenient way to use ChartScript without having to be
in the facility itself. For more information, see the WebLinc Getting Started Guide.

Starting WebLinc Script

The first time that you start WebLinc Script, you must create a central user name and
password and then link your central user name to your ChartScript user name.

¢ To start WebLinc script for the first time

1.

Start WebLinc Script. The WebLinc Script client attempts to update any out-of-
date files on the workstation. The WebLinc Script client then attempts to connect

to the WebLinc Server.

On the Login window, select Create Login ID.

On the New Central Login ID window,
type a new Login ID, your First Name,
and your Last Name. Type a password
in the Password and Confirm
Password fields. Select OK.

Note: Use this Login ID and Password
the next time that you start WebLinc
Script.

On the ChartScript Login window, type
your ChartScript password and then
select OK.

Note: If your SoftMed system has been
upgraded, your old password should
still be active. If you are a new user,

5SIMenu - New Central Login ID [ |

Enter a login ID foryourself in the fields below.
This will become your login ID and password

for ALL of Softed's applications.
(Y'ou can change this at any time from SSikenu.)

Lagin ID:

First Mame:

Last MName:

Fassword:

I—
|
|
li

Confirm Passwaord: I

Ok Cancel

Enter Login [D

your ChartScript administrator must tell you your password.
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5. On the Link to Central User ChartScript - Link to Central User Table

Table dialog box, confirm that
you are linking to the correct
ChartScript user and select ‘

@ Link Central User "Boh Brown" to ChartScript User "Bob Brown"?

Q-

Yes. If you are not linking to Xes
the correct user, select No and

try entering your ChartScript password again.

¢ To start WebLinc Script after the first time

1. Start WebLinc Script. The WebLinc Script client attempts to update any out-of-
date files on the workstation. The WebLinc Script client then attempts to connect
to the WeblLinc Server.

2. Onthe Login window, in the User ID and Password fields, type the login ID and
password that you created in Step 3 on the previous page. Select OK, and the
Search for and Add Documents window appears.

WeblLinc Script Menu

Tools Menu

Use the Tools menu to view your
statistics (by selecting Users
Documents), to set your VoiceScript

Aboutwiebline Seiipt

settings, to refresh offline files, and to ——
move offline documents from your local
workstation to the server (by selecting 2

o [Z]es |

Move Off-Line Documents from Local | e

PC to Server). See the WebLinc Script Offline chapter for more information on these two
menu options. You also can information about WebLinc Script by selecting About
WebLinc Script.

Quitting WebLinc Script

¢ To quit Weblinc Script

1. Onthe Search for and Add Documents window or the Search for and Edit
Documents window, select Cancel.

2. Onthe dialog box that appears,

select OK to exit from the WebLinc .
Script session. [ \i} This will end your WebLinc Script session.

J ok | X |cance ‘
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Adding a New Document in WeblLinc Script

The process of adding a document in WebLinc Script is the same as described in Chapter
4 of this guide.

Note: When editing a document in WebLinc Script, there is not an option to search using
Report Generator on the Search for and Edit window.

Considerations When Using VoiceScript

After selecting a job from the Jobs Assigned to You window, if the data stream fails to
completely load, WebLinc automatically attempts to reload the voice file. Reloading is
controlled by a timeout period defined in your VoiceScript Settings (see Appendix F).

Each time a voice job is received at your workstation, the =

3 1 houl : 1 k Fios: 01 :2? J
internal counter starts. You should begin playback as soon as speed
the blue progress bar indicates that at least 30 seconds of the Ler: 03:03 ==
voice job has been streamed. " |

If the system detects that it has not received any data within

the timeout period set on the workstation, the player is closed, and the stream is
cancelled and automatically restarted. The portion of the voice job already received by
your workstation is retained, and streaming restarts from that point forward. The player
reappears on your workstation. If you had been listening to the job at the time that the
player closed, you can return to your previous position by pressing Alt + ].

Streaming makes up to three attempts to deliver the complete voice job. If streaming
fails for the third time, the player closes and an error message is displayed. The error
message instructs you to turn off streaming and load the job in its entirety.

Note: WebLinc provides an option to completely disable streaming and instead
download a voice file in its entirety. This option is controlled by the Enable Digital
Streaming parameter. From the Tools menu, select VoiceScript Settings (see Appendix
F for details about the settings). The default setting is on. SoftMed recommends turning
this off only as a last resort. If this parameter is turned off to load a voice job, SoftMed
recommends that once that job is completed, you turn this parameter back on prior to
accessing another job.

When the player is waiting for parts of the voice job to stream to the workstation, the
blue progress bar momentarily changes from blue to yellow. When it detects additional
parts of the job being streamed, the progress bar changes back to blue. When the player
detects that the entire voice file has been successfully streamed, the progress bar
remains blue and fills the width of the lower bar.

Note: A yellow progress bar does not indicate a time out or that the stream is going to be
restarted. It simply indicates a momentary pause in the normal streaming process.
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Interruptions in Connectivity While Adding a New Document

There may be instances when
WebLlnC COHHGCtIVIty 1s lnterruptEd l:::’;) The connection to the host has been lost. Five attermpts hawe been made to reconnect

Whlle Creating anew document would you like to continue ta Retry or Cancel and exit WebLinc Script?

When this occurs, an attempt is made [X]cancel |

to re-establish the connection. If the
connection is re-established, you are able to continue transcribing and will notice no
changes. Five attempts at re-connecting will be made. If after five attempts the
connection has not been re-established, the message above will appear.

Select Retry if you would like to continue attempting to reconnect, or Cancel if you
would like to cancel and exit WebLinc Script. If you select Cancel, see the LASTSAVE
instructions in the “Retrieving an Interrupted Document in WebLinc Script” section on
page 11-4 to retrieve your interrupted document.

If while you are using WebLinc Script you would like to check whether

you are connected to the server, there is a notification area in the task 7 440PM
bar, shown at right, that will alert you to connection status. If the icon is

blue, you are connected. If the icon is red, you are not. T L4zPM

Retrieving an Interrupted Document in WeblLinc
Script
In WebLinc Script there are several methods that can be used to retrieve a document.

O Microsoft Word AutoRecover feature: If Microsoft Word shuts down unexpectedly
while transcribing a document, you can retrieve a backup copy. This can be done
using the instructions outlined on page 7-10f this guide.

0 WebLinc Document RGCOVEIY
feature: If WebLinc Script detects (L) Tiehestias hidour
a loss of connection between the “our MS Word session will be shut down the moment you click DK
user and the WeblLinc server, the lsanpoero o e aoreen. 11e nome a1 e maara FTE plo e e

CASoftwab\SCRYTMPFILES\UT-1.5WD

message at right appears.

O ChartScript LastSave feature: If Wiebine Script - HOTICE
there isa pIOblem durlng the save ("illl, Wond Precadsor hes baen closed

process' the message at Ilght & bozkep ol he hle ket opengd Dy the word proceszon will be Saed a3
appears; CAMINDOWS TERMPL S CRILASTEANVE RTF

¢ Touse LastSave @E“

1.  Browse to C:\softweb\scr\tmpfiles and open the file LASTSAVE.RTFE.
2. Select the body of the text and copy it (CTRL+C).

3. Note: Do not copy headers, footers, signature lines, and CC lists; only the body of
the document.

4. From the File menu, select Exit to exit Microsoft Word. You do not need to save
the document; however, you may choose to do so as an additional safety
measure.
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Start WebLinc Script.

Proceed as if you were creating a new document.

Note: The demographics window of an auto-saved document is not recoverable
and must be recreated manually.

On the Add a Document window, recreate the demographics window for the
document. Select Document.

In ChartScript Word, place your cursor in the proper location and press CTRL+V
to paste the text into the document.

Note: The CC List of an auto-saved document is not recoverable and must be
recreated manually using Edit CC List.

10. Proceed with completing and saving the document.

To use WebLinc document recovery if the document is still on the monitor

1.

2.

8.

Select the body of the text and copy it (CTRL+C).

Note: Do not copy headers, footers, signature lines, and CC lists; only the body of
the document.

From the File menu, select Exit to exit Microsoft Word. You do not need to save
the document; however, you may choose to do so as an additional safety
measure.

Start WebLinc Script.

Proceed as if you were creating a new document.

Note: The demographics window of an auto-saved document is not recoverable
and must be recreated manually.

On the Add a Document window, recreate the demographics window for the
document. Select Document.

In ChartScript Word, place your cursor in the proper location and press CTRL+V
to paste the text into the document.

Note: The CC List of an auto-saved document is not recoverable and must be
recreated manually using Edit CC List.

Proceed with completing and saving the document.

To use WebLinc document recovery if the document has disappeared from the
monitor

1.

2.

Browse to c:\softweb\scr\tmpfile and open the file ui-1.swd in Microsoft Word.

Select the body of the text and copy (CTRL+C). Note: Do not copy headers,
footers, signature lines, and CC lists; only the body of the document.

From the File menu, select Exit to exit Microsoft Word. You do not need to save
the document; however, you may choose to do so as an additional safety
measure.

Start WebLinc Script. Proceed as if you were creating a new document.
Note: The demographics window of an auto-saved document is not recoverable
and must be recreated manually.

On the Add a Document window, recreate the demographics window for the
document. Select Document.
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7. In ChartScript Word, place your cursor in the proper location and press CTRL+V
to paste the text into the document.

Note: The CC List of an auto-saved document is not recoverable and must be
recreated manually using Edit CC List.

8. Proceed with completing and saving the document.

Reporting Productivity

With the User’s Documents report, you can view and print a report of your productivity
over a range of time. This report includes statistics only for the user logged into WebLinc
Script.

¢ To generate the report

1. From the Tools menu, select User’s Documents.

2. Type a start date for the reporting period.

3. Type an end date for the reporting period. Select OK.
4. Onthe Printer Setup window, do one of the following

= Select Print to print the report to the selected printer (if you have a printer
attached to your workstation).

=  Select Print Preview to view the report on your monitor.
5. Select Close to exit the report.
Note: Your statistics are available for 13 months.
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CHAPTER 12 Using WeblLinc Script
Offline

WebLinc Script Offline is a downtime productivity solution for users of WebLinc Script. It
is a variant of In-House Backup that can be used to transcribe remotely when
ChartScript, the facility’s network, or your Internet connection is unavailable. Since most
of the functions in WebLinc Script Offline work in the same manner that they do in In-
House Backup, refer to the “Using In-House Backup” chapter earlier in this guide for
information on functions not included in this chapter, such as creating new documents,
editing documents, and so on.

Two of the menu choices on the WebLinc Script menu apply directly to WebLinc Script
Offline. They are Refresh Off-Line Files and Move Off-Line Documents from Local PC
to Server.

Refresh Off-Line Files refreshes the local program files. When you select Refresh Off-
Line Files, all applicable WebLinc Script Offline files are refreshed on your workstation.

Refreshing WeblLinc Script Offline Files

Be sure to keep your local WebLinc Script Offline files current so that the latest provider
list, text inserts, abbreviations, and document types are available, if needed.

¢ To refresh WebLinc Script Offline files

1. From the WebLinc Script Tools menu, select Refresh Off-Line Files.

2. Select OK to clear the
mESsage prompt. @ Of-Line Programs Installed/Refreshed
Note: If the NORMALSSCR fﬂe needs Anicon called "WebLine Script Off-Line" has been created in your Programs/SoftMed for

‘indows folder

to be refreshed and the file is larger
than 3MB, you will receive a message
telling you how big the file is on your host system so that you will have some sense of
how long the download might take, given your connection speed. If you decide not to
refresh your local copy and you don’t have a copy yet, a blank one is written to the
WebLinc Script Offline subdirectory. If the NORMALS.SCR file is less than 3MB, the file is
automatically downloaded.
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Moving WebLinc Script Offline Documents to the
Network

When ChartScript or the network becomes available, move the WebLinc Script Offline
documents from your local drive to the network.

¢ To move Weblinc Script Offline documents to the network
1. From WebLinc Script Tools menu, select Move Off-Line Documents from Local
PC to Server.
2. Atthe message prompt, select OK.

When the ChartScript administrator runs Automatic Document Import, the documents
import to ChartScript.
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CHAPTER 13 Document Importing

The ChartScript importing process enables facilities to receive document files from an
outside source and import them into ChartScript so that they are available in the
database along with documents that were typed directly into ChartScript.

ChartScript can accept documents that were transcribed using HomeScript and In-
House Backup, as well as documents that were transcribed using other word processing
programs, as long as the documents are formatted using structured, unstructured, or
XML format. This chapter discusses how to import documents into ChartScript and
provides some basic troubleshooting techniques.

Consult the ChartScript Importing Guide or the “Document Importing” chapter of the
ChartScript Management Guide for more information.

Importing Processes

Two types of importing are available in ChartScript: automatic importing and single
document importing. The automatic importing process can be run as a continuous
process, or it can be run as needed. This section describes the importing processes and
how to perform them.

Non-Continuous Automatic Importing

The automatic importing process is called “automatic” because ChartScript retrieves and
imports each document without manual intervention after the process has been started.
Non-continuous automatic importing requires a user to initiate the process in
ChartScript.

¢ To perform the automatic import process

1. From the ChartScript toolbar, select Import.

2 Onthe message box that

appears, indicating how many
document files there are to @ 5 Automatic Document Import Files — Import?
import, select Yes.
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On the message box that

appears, aSking whether you Afterthe current files are processed, dao you want the program 1o
want to process files walt and continuously process more files as they become available?

continuously, select No. See J Yes
the following section on

“Continuous Automatic Importing” for more information on this step.

The automatic importing

process starts.

2 files processed successfully — 4 prohlems

Documents that meet the Impoing from Main Import Directories
requirements for automatic File U-"HARP3558.doc” (7 of 10); Saving ..
importing are merged into 60%
ChartScript. Documents that

do not meet the requirements X |cancs

are moved to the Impsingl
directory and must be imported using the single document importing process.

When the import process is
complete, print the Import
Problems report before

{ ChartScript - Automatic Document Import Problems — SOFTMED TESTING SYSTEM — Thursday May 10, . [H[=] B3

[Hfiles processed successfully—6 problams

>>> U-"BERG3553.doc” - Moved to IMPSINGL

ClOSing. If you do not print Fislds in Fils, Interiace Record Dan'thistch: Admission Date
before closing, the o MDs ot Found 15
information can be viewed PRt s sl

later in the Auto Import EXtor  |i'is meece Fecaris Fours

Log. s Sirgony e 80001

>>> U-"KARZ3664 doc” - Moved to IMPSINGL

WD Mumber 7412 Mot Found

CC MDs Not Found: 7412

INT: Fatient Name Mismatch: Inthe import record: Rarsey. in the interface record: Carson

>>> UKNIGISELdoc! - Moved 1o IMPSINGL
Cannot Import MD Mames: Yeres
Cannat Import MD Names: Bailey

Continuous Automatic Importing

ChartScript is capable of importing documents continuously rather than waiting for
someone to initiate a non-continuous automatic import. This continuous process is
advantageous because documents are detected and imported into ChartScript as soon as
they are received from the external transcriptionists.

Note: The continuous automatic importing process must be run by itself on a dedicated
workstation.

L2

To start continuous automatic importing

1.

From the ChartScript toolbar, select Import. A message box appears telling you
how many document files there are to import.

Select Yes. A message box appears asking if you want to process files
continuously.

Select Yes. ChartScript attempts to import any documents that are waiting to be
imported. Documents that meet the requirements for automatic importing are
merged into ChartScript. Documents that do not meet the requirements are
moved to the Impsingl directory and must be imported using the single
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document importing process. After the automatic importing process is
completed, ChartScript continues to wait for any new documents so that they

can be imported as soon as they arrive.

Note: If no documents are
waiting to be imported, the
message at right appears.

ChartScript - Automatic Document Import:

Mo Automatic Docurnent Import Files Found. Do you want the program to wait
and continuously process them as they become available?

To stop continuous automatic importing

1. Select Cancel.
2. The message at right appears.

ChartScript - Automatic Docume)

@ Stop Waiting for more Import Files?

Yes |

3. Select Yes. Continuous import stops,
and you must select Import from the
ChartScript toolbar to restart
importing.

ChartScript - Automatic Documen

Walting for mare files

Single-Document Importing

The documents that do not import successfully during an automatic document import
session are placed in the Impsingl directory. These documents must be imported
individually so that the information on the document can be verified. Often documents
must be imported individually because important information is missing or incorrect.
Use the Auto-Import Error Log to assist with rectifying the issues associated with each
document that requires manual intervention. See the “Auto-Import Error Log” section
later in this chapter for more information.

L2

To verify and import single documents

1. From the ChartScript toolbar, select Add.

2. Onthe Search for and Add

Ogerbumber [ ﬂ%mh Add
Documents window, select Wbt =
BilingNumber: | @ oosl Seript
. Patient Name: li [~ B
Import (F11) S ESE
Faciity | =
I~ Soundex %:évmn Camez | Il |

earch for and Add Documents x|
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3. Onthe Import Document
window, select the document
file name that you want to
import and then select OK.

The contents of the document
file are displayed at the
bottom of the window.

Note: If the document fails to
import, select Reason for
Failure to view the reason
why it failed. Then you can try
to import the document again
after correcting the error.

I o5t~ Lmport Document ~Directory SotHedaoT JRT=TE
sz a-a] Find Text

D |Filename I
XML 342_306_509

>ML 5404_304_501

>ML BB0BA_72_502

XML BBOBA_72_503

Row1of4

R Alsonoy | [~RDelets s, Cony More | [[128 [Beason |
.Dm:umenl ‘Z Date |‘ Document Documents for Failure
x| Rlovs | 2|
| Display reason document failed to import

Search for and Add Documents

Order Number.

MR Number
Billing Number.
Patient Name:

o |

I Soundex %:;th

- |
Yiewing Document Auto-lmport File "DOUG 3555, doc”

<DT: OF> Operative Report
<Mame: Douglas, Paul> Paticnt Name

[<MEo: 6813125 Medical Record Number
[<DMDNe; 4215 Dictator's Number

<24: 675> Assisting Physician's umber

<4 05/05/2001> Adwission Date

<6: 05/06¢2001> Surgery Date

<13: 05/09/2001> Dictation Date

<14; 07:57 &> Dictafion Tisme

<TobMo: 3555> Dictation Job Number

<CC: 8615> Carbon Copy Physician Numbers

<TrID: TFI> Transcription Factory, Inc. 1

IPREOPERATIVE DIAGNOSIS: Totn rotator cuff, left shoulder. =

[ Single-Document Import

4. Facilities that use DDSI: Select DDSI. On the Search Dictation Interface window,
search for the job number provided in the document displayed at the bottom of

the window.

If the job number is found,
ChartScript retrieves the
dictation record and then
automatically searches the
patient interface records
using the patient identifier
specified in the dictation
record (usually the medical
record number or billing
number). Three possible
situations may result:

ChartScript - Search Dictation Interface ﬂ

Job Humber:

MR Number:
Billing Numkber:
Order Mumber:

Dictating Phys:

Patient Name:

Unagsigned
obs
Include anly Addenda: ™ HE‘P

Birthclate:

1T

= If ChartScript finds exactly one matching interface record, it automatically
selects the record and displays to the Add a Document window.

m Chapter 13: Document Importing



Note: If the dictation record does not link to a ChartScript document type,
the Document Type dialog box appears. Select the document type that you
are importing and select OK. The Add a Document window appears.

= If multiple matching records are found, they appear in the Patient Interface
Records found section at the bottom of the window. Select the correct
patient interface record and then choose Select. The Add a Document
window appears.

Note: If the dictation record does not link to a ChartScript document type,
the Document Type dialog box appears. Select the document type that you
are importing and select OK. The Add a Document window appears.

= If the dictation search does not yield a list of patient interface records, or if
your facility does not use DDSI, proceed to Step 5.

Facilities that do not use ot for and Add Documens

3 OrerNumber: [ e
DDSI: Using the search A 577 FERe
—
window, search for the BigNomser [

PafientNeme: [
patient using the medical

record number, patient name,

. . : oundex | <[EEY ancel || % |He
or other information provided oo [l (Yo [ |
. . Wiewing Document Auto-import File "DOUG3555 doc”
in the document displayed at [ e T o e -

N <DT: OP> Operative Report
the bottom of the window. [ i B

Two possible situations may [ o

ate
<6 05/06¢2001> Sur
result: <13, 05/09/2001> Dictation Date
<14: 0757 &= Dictation Time
<TobMo: 3555> Dictation Job Nutaber
] If ChartScrlpt flndS one or <CC: 8615> Carbon Copy Physician Numbers
[PREOPERATIVE DIAGNOSIS: Tom rotater cuf, et shoulder. B

more matching interface
records, they appear in
the Patient Interface Records found section at the bottom of the window:.
Select the correct patient interface record and then choose Select. The Add a
Document window
appears.

Note: If the document file
does not include a
document type, or if the
document type is invalid, - ==
the Document Type dialog CharEaipt Paterinstece Pacorda Eomnd
box appears. Select the s e e e e =T
document type that you
are importing and select
OK.The Add a Document

window appears.

Jii |
Fow1of

= Ifthe patient search does
not yield a list of patient
interface records, or if your facility does not use patient interface records, go
to Step 6.

Note: If you do not find a matching patient interface record using one field,
such as the medical record number, SoftMed recommends trying several
different fields, including the patient name and billing number, to search for
a match before proceeding to the next step.
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6. Facilities with no Interface Data: If your search via the patient and/or
dictation interfaces did not yield a matching patient interface record, select Add.
On the Document Type dialog box, select the document type that you are
importing and select OK.

7. Onthe Add a Document P e
window, verify the
. L . PatertNeme: [Povgios Peal |
information in each data field R s T2 | o
and select Document et [0 =
Note: To view the contents of | 0 e e
the document file, select I —
View (F2) on the Add a s Phys: [T Veres Bt A
Document window. Distating Phys: [4215  Chen, Mertin L. MD
Dictation Date: [05/0972001 |
Dictation Time: [07574 | '
dob/Tape ID: [000003655 | H B
Cﬂm:E\
8. Onthe TIaHSCIiptiOIIiSt to get ChartScript - Tranzcriptionist to get keystroke credit
keystroke credit dialog box,
verify the transcriptionist’s Transcriptionist |D: TF|  ==| Trans Factory

initials and select OK.

@ Help ‘

‘/ (0] x Cancel

(=]
9‘ Chartscrlpt Opens the “iv ert Format Lools Tgble Window Hel
document in Word. Do one of  2=Hist e a2
the following: ﬂiag G rrnt [ Textnserts feckait € st AumEspond Insert i pemographics | | @ ,
= Select Save (CTRL+S) to | = — s I
save the document and :
X i OPERATIVE REPORT
print it later as part of a T —
batch. | A Geroerangs
T bis: osiER00]
u Select Print (CTRL+P) to 2| DATEOF SURGERY: 05062001
save the document and N SURGEON: iartin L Chen, MD
rint it nOW . ASSISTING: Beverly Veres, PA-C
p : - PREOPERATIVE DIAGNOSIS: Torn rotator cuff, left shoulder. ,
| POSTOPERATIVE DIAGNOSIS: Sarme Jj
o & wcstapes- N N\ DO E 4| 0-2-A-==28 @ -
Page I Sec i 2 [A45 Ini4 colt 0¥

Troubleshooting Problems With Imported
Documents

Auto-Import Error Log

The automatic importing process generates an error log that tracks the number of
documents that imported successfully, as well as a list of the documents that did not
import and require manual intervention. This log, called the Auto-Import Error Log,

m Chapter 13: Document Importing



provides a detailed list of the problems encountered for each document that did not
import. It is very helpful in determining how to import each document individually.

¢ To view and print the Auto-Import Error Log

1. Onthe ChartScript main window, from the Reports menu, select Auto-Import
Error Log.
2. On -the Automatic Document : ChartScript - Automatic Document Import Error Log
. Starting Automatic Document Import Session on Thursday hMay 10, 2001 12:22 P =
Import Error Log Wlndow’ I— Starting Processing of 10 files an Thursday May 10, 2001 12:22 P — J
>>> U-"BERG3563 doc" - Mowved to IMPSINGL
1 t Fields in File, Interface Record Don't Match: Admission Date
Se ec >>> U-"DOUG3AARES doc' - Moved to IMPSINGL
CC hDs Mot Found: 8615
>3>> U-"FISH355E doc” - Moved to IMPSINGL
WD Number 4213 Not Found
CC MDs Mot Found: 4213
INT: Mo Interface Records Found
>>> U"GIBS3557 doc” - Mowed ta IMPSINGL
Invalicd Surgery Date: 05022001
33> U-"KARS3554.doc" - Moved to IMPSINGL
WD Number 7412 Not Found
CC MDs Mot Found: 7412
INT: Patient Name Mismatch: In the import record: Karsey, in the interface record: Carson
33> U"KMNIGISGE0.doc" - Moved to IMPSINGL
Cannat Impont MD Names: Yeres =
e
I
3. Onthe Printer Setup Fiintor Solup
window, in the Printer Name  fam e 5 OTL
field, select a printer. Select wen Feentone] 5
. p ’ 4Eagsi & Anpendl € Beplace
Print. It ‘
ame Day Surgery IW_ﬂQDp\ES " Collate I Duplex
Note: SoftMed recommends that you  [ewen e
. . . Emergency Room ;-
develop a policy for rectifying the SIEEATT e
pIOblemS found ln the AUto-Import Default Printar Type Qrientation
Error Log using Single Document B Gumzin s © P D
© Application & EnnEaame € Pages
Importing, and a policy for deleting ® e Fior T
the old data in the Auto-Import Error
Log occasionally by selecting Clear [/ Jpin | 2 B | [ X ancet | [ e |
LOg. After the AU_‘tO—ImpOIt ErrOI Log | Printer to use from list of availakle printers

is cleared, it cannot be retrieved.

Resolving Importing Problems

See the “Error Glossary” and “Formatting Issues” sections in the “Document Importing”
chapter of the ChartScript Management Guidefor specific troubleshooting

recommendations.
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CHAPTER 14 Batch Printing and
ChartPrint

In addition to being a document creation program, ChartScript was designed to manage
the document distribution process for your facility. Individual documents can be printed
using the stat printing and reprinting processes that are described in Chapter 6. This
chapter discusses other document distribution functions that you may need to use.

Batch Printing

Based on your facility’s distribution needs, ChartScript uses batch printing to organize
and distribute the documents that it produces efficiently. Batch printing enables
ChartScript to gather groups of documents that have the same priority and distribution
schedule and generate them at the same time.

After a transcriptionist types a document, it can be saved and flagged for batch printing
later. When ChartScript processes a batch print job, only documents that have been
marked with a “batch flag” are considered to be part of the print job. In addition to
searching for a batch flag, a facility can also select other fields to define the grouping
and sorting of each batch, such as document type, patient type, patient name, and so on.

The batch print flags associated with
each document can be viewed in the
BP (Batch Pending) column of the
ChartScript Documents Found pane of —

the Search for and Edit Documents r— =
window. SR e

The following is a summary of the
available batch print flags.

u
HF 03/03/2001 2137 u
3333 HP  03/03/2001 2134 u
3333 HP 03/03/2001 21:31 u
3333 HP 03/03/2001 21:32 u
3333 HP 03/03/2001 21:35 u
3333 HP 03/03/2001 2133 u
3333 HP 03/03/2001 2136 u
3333 HP  03/03/2001 2135 u
333 HP_nama/2nnt 2123 1

> 00>»0 O»ORS

|
Row 1 0f16

O O: The originals and any extra
copies that are indicated are
flagged for batch printing. This e Bt | oo
flag indicates that either the ‘ NN
document has no carbon copies or that the carbon copies are not flagged to batch
print.

Display | Print
Message | Results

CCList |

Brint

Info

Edit

O C: The carbon copies that were indicated are flagged for batch printing. This flag
indicates that either the originals and extra copies have already been printed or that
they are not flagged to batch print.
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O A: The originals, any extra copies, and the carbon copies are all flagged for batch

printing. Often this flag indicates that the document has recently been transcribed

or edited and is awaiting the next available batch print job so that it can be printed.

This flag indicates that either the document has never been flagged for batch
printing or that all copies have been printed in previous batches.

Running Manual Batch Print Jobs

Batch print jobs can be run on demand at any time throughout the day. Manual batch
printing is useful for situations in which the schedule for document distribution can
vary greatly from day to day, or for occasional situations in which a batch that is
typically run using an automatic ChartPrint schedule needs to be run outside of its
regular schedule. Manual batch printing gives the users who handle document

distribution more control and flexibility.

¢ To run a batch print job

1.
2.

On the ChartScript main window, from the toolbar, select Batch Prt.

On the Batch Print window, do one of the following:

= Ifyou are creating a new batch print job, follow Steps 2-7 in the “Creating a

Batch Print Job” section of the “Printing Functions” chapter of the
ChartScript Management Guide.

= If youwould like to run
an existing batch print
job, select List Saved
Reports. Select the batch
print job that you want to
run and select OK.

Select Print.

On the Batch Print-Document
Print Configuration window,
in the What to Print section,
select whether to print
Originals and Extra Copies
only or to print Originals, Extra
Copies, and CCs.

In the Print Rule for
Originals/Extra Copies section,
select the print rule that you
want to use.

ChartScript - Bakch Print

Blank: None of the copies associated with the document are flagged to batch print.

Tite: |
Criteriar

Field

| Son | Level | Selact|

Selection Ciiteria |

| =

Save Auto-
Repnn Schedule He‘p

k| List Saved
& |c'”“ |Repnns
[

Report Tle

<> ChartSciipt - Batch Print - Document Print Configuration

Whatta Print: (" Originals/Extra Copies

1 Origjinals/Extra Copies

€ Originals/Extra Copies and CCs

[ Ruke.

Print Pule for CCe (Print Method) Envelope Print Rule for CCe
Description [ Rue | Deseiption [ Ruke

CCs toDr. Rarirez
CCs toHIM Main

RAMIREZ NoErwelopes None
CCMAIN Standard Envelope HP4Si  ENVELOPE

SonCCehby: © Name © Number

I Process Vi O Localy @ Charbn

14 recards found
Display Estimate First ¥

infow  C CharPrint Later at

[ | Xouea |[Z e |

ChatPrintis ot curre ity runin

9

Process via ChartPrint Now

If you chose to print Originals, Extra Copies, and CCs, in the Print Rule For CCs
(Print Method) section, select the print rule that you want to use. In the Sort CCs
by section, select sorting by provider name or provider number.

If you chose to print Originals, Extra Copies, and CCs, in the Envelope Print Rule
for CCs section, select an envelope rule, if necessary.
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8. Inthe Process Via section, select one of the three options:

= Select Locally if you would like to bypass ChartPrint and process the batch
print job on your workstation. This option requires that the printer(s) being
used be installed on your workstation.

= Select ChartPrint Now if you want to send the batch print request to
ChartPrint to be processed as soon as possible.

= Select ChartPrint Later at ___ if you would like to send the batch print
request to ChartPrint to be processed at a later time. This option allows you
to indicate the time that you want the batch print to be run by ChartPrint.

9. Select Display Estimate First if you want to see how many documents will be
generated by the batch print that you are running.

10. Select Print to process the batch print job. If you elected to see an estimate first,
the Batch Print Estimate window appears. Select Close when you are finished
reading the estimate to continue the batch print. Select Yes on the message box
that appears.

ChartPrint

ChartPrint is a program that runs on a dedicated PC on your network and enables you to
track the status of print jobs that ChartScript users initiate from their workstations.
ChartPrint can process “on demand” printing requests as they are received. In addition, it
can also automatically run any scheduled print jobs that are processed on a regular
basis.

ChartPrint Processor

The ChartPrint Processor must be running on a workstation before it can process any
print jobs. This means that any type of print job that is submitted for immediate
processing, as well as any jobs that are scheduled to print at specific times, will be held
in the ChartPrint queue until the processor is started.

Starting the ChartPrint Processor

¢ To start the ChartPrint processor

O On the ChartPrint workstation, double-click the ChartPrint desktop icon.
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The Chal"tpl’ll’lt Job Processor WlndOW -2~ ChartScript - ChartPrint Print Job Processor 1: All Jobs

appears, and the ChartPrint processor S s Frocsssed T Sesson
begins processing immediately. T e ' T L
Rieprint = Reeprint =

The ChartPrint Print Job Processor R ' L
window provides the following Sehaduied 1 s ;
information about ChartPrint ey it -
activities: Sehaduied -
O Title Bar. Indicates the processor " ;

number and the types of print Procsssors

jobs that the processor will C

handle.
O Status. Shows the time that this

processor last looked for print jobs

to be processed. Every ten seconds | P e

ChartPrint updates the status of \ Close

the print jobs and looks for new or scheduled jobs to be processed.

O Total Jobs Queued. The total number of all jobs that are queued and waiting to be
processed by the ChartPrint processor.

O Stat. The number of jobs queued and waiting to be processed that were submitted
from within individual documents as stat prints.

O Reprint. The number of queued jobs that were submitted through reprinting an
individual document.

O Batch. The total number of batch print jobs queued, with subtotals for each of the
various types of batch print jobs: Ready to Print (manually submitted jobs to be
printed as soon as possible), Deferred (manually submitted but scheduled for a later
time), and Scheduled (auto-scheduled at regular day and time intervals).

O Report Generator. The total number of report generator jobs queued, with subtotals
for each of the various types of report generator jobs: Ready to Print (manually
submitted jobs to be printed as soon as possible), Deferred (manually submitted but
scheduled for a later time), and Scheduled (auto-scheduled at regular day and time
intervals).

O Jobs in Error. A count of all print jobs that are currently in error. This number
appears on the window in red, so that it can be readily noticed by anyone looking at
the ChartPrint Processor or Monitor.

O Processors. Information about each ChartPrint processor that is currently running.
For each running processor, it displays the processor ID (a number from 1 to 10), the
type of jobs that it will print (All Jobs or Only Stat), and its status (Idle, Printing a
Batch Job, Printing a Stat/Reprint Job, or Suspended). If no processors are running, no
entries are displayed.

O Processed this Session. Indicates the total number of print jobs that have been
processed by this ChartPrint Processor since it was most recently started. This
section also provides a breakdown that describes how many of the completed jobs
were stat, reprint, batch, or report generator, as well as how many print jobs did not
process due to errors.

O Minutes Since Last Job. Displays the number of minutes since ChartScript has
processed a job.
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Closing the ChartPrint Processor

You can close the ChartPrint processor if needed; however, print jobs sent to ChartPrint
will not be processed until you restart the ChartPrint processor.

¢ To close the ChartPrint processor

1. Onthe ChartPrint Print Job Processor window, select Close.

2. Onthe dialog box that appears, select - -

Yes to stop the ChartPrint processor.

ChartPrint Monitor
ChartPrint Monitor is available in ChartScript 1 J

@ Stop ChantPrint Print Job Processor?
so that users can view and manage the print

“es @ Mo |
jobs that they personally have submitted to
ChartPrint from their own workstations. Someone in your facility should review the
ChartPrint Monitor window on a regular basis to ensure that jobs are printing properly.

¢ To start the ChartPrint monitor

O On the ChartScript main window, from the Reports menu, select ChartPrint

Monitor.
The ChartPrint Monitor displays totals for all P
ChartPrint Processors that are currently running. Srotis s otiS 155
The information provided by ChartPrint Monitor is T Jebs Gueued '
the same as the ChartPrint Processor, except for e .
the Processors section. For each running processor, Pty b Pl -
ChartPrint Monitor displays the processor ID (a raneled )
number from 1to 10), the type of jobs it will print FeetlnlAu -
(All Jobs or Only Stat), and its status (Idle, Printing Scheculsd =
a Batch Job, Printing a Stat/Reprint Job, or Jobs in Eror -
Suspended). If no processors are running, no rourieks !
entries are displayed. R st
<0bs
At the bottom of the ChartPrint Monitor window
are four buttons. The List Jobs and Batch Print N
Results buttons are unique to the ChartPrint Close
Monitor window. Help
List Jobs — —
Select List Jobs to view information \ChartScrip - CharPrint Wonir - Jobe
on pending print jobs. Following are cemmth L)k e Stenis s | NextFin ——
descriptions of the columns on the et B Befared Szt 1700 D4R 151D
ChartPrint Monitor —Jobs window. A e
O Report ID. For batch print, all | Fow ot 4
documents, or report generator B oo | [Slaesior| (oo |
jobs, this column displays the = o | [ ]ree
name of the saved report criteria | Do

used to select the documents that

are to be printed. This column is empty for stat and reprint jobs, or for “ad hoc” batch,
all documents, or report generator jobs that are not based upon saved report criteria.
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O Job Type. Lists the type of job to be processed.

O Status. Indicates which print jobs are currently being processed and whether any
print jobs have stopped due to an error. If this column is empty, the job is not
currently being processed by any of the ChartPrint processors, and no errors have

occurred.

O User. The initials of the user who submitted the print job to the ChartPrint

processor.

Note: Print jobs without initials were submitted to the ChartPrint processor by a
SoftMed employee who logged onto ChartScript using the SoftMed password.
SoftMed employees who are assisting clients in setting up or testing the ChartPrint
processor almost always log on using the SoftMed password.

O Next Run. Indicates the date and time that the queued job is set to print. Stat prints
and reprints always say ASAP. “Ad hoc” batch, all documents, and report generator
jobs also will indicate ASAP in this column. Deferred and scheduled batch, all
documents, and report generator jobs indicate the date and time when the job is

scheduled to run.

Note: If all ChartPrint processors were off when scheduled jobs were due to be
processed, this column shows the time that the job should have been processed.
These jobs will be processed in order as soon as a ChartPrint processor is started.

O Submitted. Indicates the date and time that a job was submitted to ChartPrint or
when the auto-schedule was created. The ChartPrint processor uses this information
to prioritize ASAP print jobs, as well as any scheduled batch, all documents, or report
generator requests that are scheduled to print at the same time. ChartPrint decides
which jobs to process first based on the date and time submitted, with the oldest

jobs having highest priority.
Details

You can view details about a specific print job by selecting the Details button on the

ChartPrint Monitor — Jobs window:.

The information shown on the Job
Details window differs depending on
the type of print job and whether an
error has occurred. Typical
information displayed for print jobs
includes information identifying the
individual document or saved report
criteria, the type(s) of copies being
printed, and which print rules are
being used. If there is an error, the
window displays information about
the error, including which document

was printing when the error occurred.

Saved Report ID: Batch

Printing: Originals{Copies
Originals/Copies Print Rule: Default
Schedule: Mon, Tue, Wed, Thu, Fri
445 P

Error: 202-Print rule not found

Document number 60

Batch Print will be halted.

Computer Name and User: SMXPL-ChartPrint2, M Tufts
Document Number: 60

MR Number: 460455

Name: Spelman, Micole

Document Type: HP

Last Starting Time: 08/26/2005 09:394

Last Ending Time: 08{26/2005 09:39A

gpdate
Schedule
2 )
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Batch Print Results

To see the results of all ChartPrint
batch and all documents print jobs,
on the ChartPrint Monitor window,
select Batch Print Results. The
window at right appears.

This window includes a title
indicating the date and time that the
print job was processed and the
report ID used to select the
documents that were printed.
Because this report is generated after
printing, rather than before, in
addition to indicating the total
number of documents that met the
selection criteria and how many were

+ ChartScript - ChartPrint Batch Print Results _[O]x]
Batch Print Statisties -- 04/10/2001 2:33 P
ChartcPrint Report ID AlexPreHP
Total Printed Faxed E-mailed HNot Ready®
Originals/Copies i} 1} N/ R /L 5}
* Not ready means not signed and doesn't meet
any override criteria, or document is on hold, or
Document is awaiting VoiceScript astion
Batch Print Statistics -- 04/04/2001 2:40 P
ChartPrint Report ID LlexPreHP
Total Printed Faxed E-mailed HNot Ready®
Originals/Copies i} 1} N/ R /L 5}

* Not ready means not signed and doesn't meet
any override criteria, or document is on hold, or
Document is awaiting WoiceScript action

cmse |He|p |

not ready, this report also indicates how the documents were distributed—via printing,
fax, or e-mail. Remote and UNC distribution methods are included in the Printed column.

Troubleshooting Printing and Distribution

Problems

See the “Printing Functions” chapter of the ChartScript Management Guide for further

information on batch printing. See the “ChartPrint” chapter of the ChartScript
Management Guidefor further information about ChartPrint, including an error
glossary. See the “ChartFax/E-Mail Server” section in the “Auxiliary Products” chapter of
the ChartScript Management Guide for further information on carbon copy distribution
via fax and e-mail, including an error glossary.
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APPENDIX A Microsoft Windows Basics

This section provides a brief overview of the basic Microsoft Windows skills required to
use a SoftMed program. For more details on using Windows, refer to Microsoft Windows
Step by Stepfor your operating system, a comprehensive book and disk tutorial from
Microsoft Press.

This chapter explains how to

Move between a SoftMed program and other programs.

Use commands in menus and toolbars.

Move between fields and tabs on a SoftMed program window:.
Use fields on SoftMed windows to enter data.

Use lists on SoftMed windows to enter data.

Display ChartScript help.

0 [ I [

For each topic, this chapter describes how to use the mouse and the keyboard to work
with SoftMed programs.

Switching Between Running Programs

In Windows, you can switch between  [gisun|| (4 & || achotsp: sormenr.. | s swo st word i@ rutshor 603 proressn..
programs that are running. You do not need to close a program to work with another
program. The names of all running programs appear on taskbar buttons at the bottom of
the desktop.

¢ To switch between running programs by using the keyboard

1. Pressand hold ArLT.
2. Presstab to display a window showing icons for running programs.
3. Presstab repeatedly to cycle through running programs.
4. When the name of the program that you want to switch to appears, release the
keys.
¢ To switch between running programs by using the mouse

O Onthe taskbar, click the button for the program to which you want to switch.
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Using Menu Commands

The menu bar along the top Of a |Q0cuments Reports  Maintenance  Management Contral Import Mode Options  Help
SoftMed window lists the names of the command menus.

When you open a menu, a list of commands appears. You | Docurnents

can use either the mouse or the keyboard to select menu Add Documents. ..
commands. Edit: Documents. ..
Note: Dimmed options are unavailable. TR 8 BUTER ..
¢ To select a menu command by using the keyboard ProviderID

1. Press ALT or F10 to make the menu bar active. Bt

2. Pressthe underlined key in the menu name to open the menu.
3. Pressthe underlined key in the command name.

¢ To select a menu command by using the mouse

1. Click the menu name to open the menu.
2. Click the menu command.

Using Fields on Windows

The windows in SoftMed programs contain several types of fields for entering
information and setting options. This section describes each field and explains how to
use the mouse and keyboard with each field.

Typing and Editing Text

Use a box with a white background to type or edit Docurment Mumber: I
text. - :

¢ To type or edit text by using the keyboard

1. Presstab to move to the box.
2. Type the text that you want to appear in the field.

¢ To type or edit text by using the mouse

1.  Click the box.
2. Type the text that you want to appear in the field.

Note: Some text fields have specific
formatting requirements. ChartScript
checks the data entered and displays any requirements that need to be met in the status
bar at the bottom of the window:.

[Name Must Be: Lastname OR Lastname, Firstname]

Setting Dates

In date fields, you do not need to type slashes between the month, day, and year.
SoftMed inserts the slashes automatically. Also, if you type a single digit for the month
(not 1) or day (not 1 or 2), SoftMed automatically inserts a zero as the first digit. For
example, if you type 3702, the date appears as 03/07/2002.
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Use the following shortcuts to enter and change dates in date fields.

Key Result
t Inserts the current date in the date field.
y Inserts the previous day’s date in the date field.
f Inserts the first day of the current month in the date field.
e Inserts the last day of the current month in the date field.
- (minus) Prompts you to enter the number of days before the current date.
ChartScript calculates the date and inserts it in the field.
+ (plus) Prompts you to enter the number of days after the current date.

ChartScript calculates the date and inserts it in the field.

You can use the following shortcuts to change dates in date fields.

Key Result
p (plus) Increases the date by one day.
m (minus) Decreases the date by one day.
Setting Times

In time fields, it is not necessary to type the colon (:) -
between the hour and minute. SoftMed inserts the colon Dictation Time: |1 f:h2
automatically. Some of the time fields are formatted to

display time in A.m./p.M. format. However, you can enter the time value in this field using
military time and ChartScript will convert the time to A.m./P.M.

After pressing TAB or ENTER, the dictation time above L :
P & Dictation Time: |E|5142 F

becomes

Selecting Check Box Options

Use a check box to turn an option on or off. You can select more than
one check box in a group.

[ Soundex

¢ To select a check box option by using the keyboard

1. Toselect, press tab to move to the check box and then press spacebar. A check
mark appears in the box.

2. To clear, press spacebar again.

¢ To select a check box option by using the mouse

1. Toselect, click the box. A check mark appears in the box.

2. To clear, click the box again.
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Selecting Items from a List

Use these fields to make a single choice from a list of
options. Fepon Status: I - |

¢ To select an item from a list by using the keyboard

1. Press TaB to move to the field.
2. Press ALT and DOWN ARROW at the same time to display a list of options.
3. Press DOWN ARROW or UP ARROW to move through the list of options.

— 4. When the option that you want is selected,
Document Type: I = press ENTER.

Note: If you know the keystrokes for the desired
selection, type them rather than opening the list, and then press ENTER.

¢ To select an item from a list by using the mouse

1.  Click the arrow or list button to display a list of options.
2. Click the option that you want to select.

Document Type: I_ = ‘ Report Status: || |

L - Urnre =]
| Description | - R - Reviewed
L e
m ER Repart H - Held
0z R adiology Report
10 Cardialagy Fepart M -Msg
CR Corsultation Report 5 - Signed
HP History and physical M - Mot Signed
KS Discharge Summary W - CharkScrintMD
]} DB Record - Lhartacrp
PM Physician's Notes 1= P - MD Held
FO Physician's arders
56 Surgical record
kL Operative Repart LI
| Fiows 1 of 17
Selecting Options
Use this field to select an option from a group of options. You Fiold Labal
can select only one option in each group. el Zanel
* Mone

¢ To select an option by using the keyboard ® SrecaDiie:

1. Toselect, press the underlined letter in the option name. |  Tah-Delimited
A dark circle appears.

2. Toclear, press the underlined letter of another option name.
¢ To select an option by using the mouse

1. Toselect, click the field. A dark circle appears.
2. Toclear, click another field in the group.
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Selecting Providers

The provider fields in ChartScript retrieve data from the ProviderID database. You can
search for a provider using the provider's name or primary identification number. When
searching by primary identification number, ChartScript retrieves and enters the
provider’s information into the field because only one provider is assigned that

identification number.

When searching by name, ChartScript may retrieve a list of providers who match the
letter combination that you entered if more than one fit the criteria.

Note: To ensure a faster and easier search, type
specific search criteria. For example, typing only “wa”

may retrieve several providers with
last names that begin with “wa” in
the Select One Provider window.
However, typing “Walsh, P” retrieves
fewer providers, making selection
faster and easier.

¢ To select a provider by using the
keyboard

1. Press down arrow or up arrow
to move through the list.

2. When the provider you want
is selected, press enter.

¢ To select a provider by using the
mouse

1.  Click the provider that you
want to select.

2. Select OK.

Typing Numeric Identifiers

A few of the document and patient identification fields are
programmed to zero fill automatically if the number does

Dictating Phys: Iwa

i ChartScript - Select One Provider ;IEILI

""" 34 ) 1. Patrick

0ono340a Walters, Matt OBGY A

Qonoooog “Washington, John L. FaAMP

| | i
Fow 1 of3

A=
= OK Cancel Help |

| Double-click or press Enter when an the desired row

Dictating Phys: |EI1 34 Walsh, Fatrick, WD

MR Number: |475|

not contain as many digits as the field is set to accept.

After pressing TAB or ENTER, the medical record number

above becomes:

Disabled Fields

A box with a gray background
displays information that you cannot
change using the current window.

R Murmber: IEIEIEIEI-ﬂl?E

Document Type: IHP :=| Histony and physical
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APPENDIX B ChartScript Menus and
Toolbar

ChartScript Menus

Documents Menu
Use the Documents menu to add, edit, and purge documents. m

add Documents., ..
Edit Documents, ..
Purge Documents. ..

ProviderID

Exit

Reports Menu

Most of the reports on the Reports menu are for s
o . . Users Docurments. ..
administrative work. Select the Users Documents
i O Mumber of Documents
report to view a summary of your transcription ChartScripthD Summary
activity. CharkPrink Manitor. .

Auto-Schedule Summary:
UnsignedfUnreviewed ESA Documents. .,
Unused Order Numbers (K) ...

Report Generator, ..

Bakch Print...
Print All Cocuments. ..

Surnrnary Stakistics, ..
Incentive Repark,..
Graphs...

CC Transactions. ..

ChartFax/E-mail Errar Log

Resubmit Failed ChartFax/E-mail Jobs
Start ChartFax/E-mail Processor

Document Security Summary. ..

Start CharkPrink Processor. .

Print Text Inserts. ..
Auto-Innpart Errar Log
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Maintenance Menu

The Maintenance menu enables Mairtenance
administrators to perform a variety of

; System Inkeqrity Werification
maintenance tasks on the database.

Purge ©ld Skatiskics

Archive Old Documents

Files Reorganization

Refresh Independent Mode Files

CreatefUpdate In-House Backup/HomeScript Files
Cuskom Lkilities

Sysbem Operation Status
Display Index Slak Usage
Display Svstem Setup

Management Control Menu

The Management Control menu enables administrators to | Management Cantral

set up tables, set parameters, set up incentive plans, define Tables

fields, and perform other managerial functions. Farameters
Site-Defined Fields
Incentive Plan
Maintenance Feminders
Ltilities

Import Menu

The Import menu contains functions [tmport.
Irnpart

related to document importing and Automatic Document Import

patient interface records.
WiewwPurge Patient Interface Records

You will be reminded occasionally to

refresh your In-House Backup files Move In-House Backup Documents From Local PC to Mebwork,

InstallfR.efresh In-House Backup Programs on Local PC

using this menu.

Options Menu

Use the Options menu commands to Options

O Display the Login window gm0 il
O Activate ChartScript Express mode ChartScript Express

O Define your own VoiceScript settings ¥aiceSeript Sethings. ..

O Choose a different working mode Made

O Create text inserts Text Insert Management

O Customize your toolbar Taclbar
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Help Menu

Use the Help menu to display Help for ChartScript. IE
Help Topics
ChartScripk Librarsy
TOOI ba r How ko Use Help
The table below describes the buttons on the ChartScript Pragram Infarmation. ..
toolbar. About ChartScripk. ..
Button Description
+E Searches for patient data to use in creating a new document.
Auld
Searches for existing documents that you can edit, reprint, or view
document details.
Edit
Runs a user-defined report of ChartScript data.
Fepon Gen

=]

Batch Frt

Prints documents in batch mode.

Displays graphical comparisons of transcription activity by
transcriptionist or by document type.

Imports documents to ChartScript from an outside source.

@ Displays ChartScript Help.
=]

Help

*ﬂ Quits ChartScript.

Exit
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APPENDIX C

Patient is
registered in
the facility's
host system

A

A

ChartLinc
receives
patient data via
standard ADT
interface and

document
upload.
A A
ADT feed from
host system to
ChartScript

SoftMed Data Sharing

Process

Provider enters

job information

into the digital
dictation
system

Provider enters job
information and dictates
using VoiceScript

DDSI receives
dictation data
via standard

DDSI interface

v

Create or update
deficiencytoa T

Upload of unreviewed
document to host
system

ChartLinc, Voicescript,
and DDSI data, as well
as VoiceScript
dictation, is available to
transcriptionist in
ChartScript
4

Upload of reviewed
or signed document
to host system

Transcriptionist types

Update deficiency
to an S or hold

A

ChartFact
deficiencies are
updated using CFL
Updater

A A

and saves a document
in ChartScript

A

A
Provider(s) edit,
review, and/or sign

Update and/or
remove deficiency

documents

in ESA
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APPENDIX D In-House Backup

Document Merge Process

In-House Backup Document
(no template, body of the document only)

Document is saved in the C:\IThbkup\Work
folder on the workstation.

Jﬁ\e Edt View Insert Format Took Table Window Help

Move in-House Backup Documents
from Local PC to Network

Jﬂsave @Text Insert JecEcit CCLisk A, Expand Insert|

|gR¥[i =B Y0~ HORERE T o 8.
JNmma\ + TinesNewRoman » 12 = | B T Q‘

W Microsoft Word - Document2
T ChartScript Edit Yiew Insert Fgrmat Iools Teble Window Help
2R Y BS|o- 4 B 1 w0 22

Normal -2 -|B I U

- arial

Elsave [ Text Inserts fecEdit CC List AwmExpand Insert

Document is moved to the
\\Softmed\Script\Impauto folder on
the network and is imported into
ChartScript.

OPERATIVE PROCEDURE: TONSILLECTOMY AND ADENOIDECTOMY

- The patient was brought into the operating theater and placed supine on the
operating table. General anesthesia was induced and the patient was
orotracheally The patient was then prepped and draped in the usual
sterile fashion

The neck was placed into extension. A Crowe-Davis mouth gag with an
appropriate tongue blade was carefully and easily inserted into the mouth, taking
N care not to damage the lips, tongue or teethinany fashion. The mouth gag was
~ opened and suspended from a Mayo stand

The tonsils were inspected and found to be grossly hypertrophic and obstructive
in appearance without gxydate. The soft palate was palpated for any signs of a

B | cleft, but nonewere found. Size #8 Frenchred rubber cathsters

m were placed through each narig, and brought out through the mouth respectively,

then clamnad ahava the manth aan with & tansil clamn_ This Aravided axcallant

Jﬁ\e Edt View Insert Format Tooks Table Window Help ﬂ
REREDYE @EOE4B 4 -A-3- 1w -0,

1~

e LA \

J H ave éPvint @ TextTnsert AEEdtCC List A, Expand Insert i Search ChartScript 16! Edit Demograhics ‘

| nomal i

B I U &

§
=

Page L Sec 2 [A&77" (0% Col&0 Ox

) Chantscript Edt View Insert Format Tools Table Window Help =& x|
DEREESLY B o~ (3.4 B8 e -0
Header | arial 1z «|lp 1 ©w O-#-A-
[l save EPrint [ Text Inserts fecEdit CC List AwExpand Insert @ Search ChartScript 957 Edit Demagraphics
Ly } f ; f j f j s ; s j . S 7 |
/ A
: )0{/ Med
‘ S Rogkleden Bethesda,
>
OPERATIVE REPORT

I NAME:  Uenrings, lsaac
N MR# 394126
- ADM: 07/31/2001
T [} 08/02/2001

DATE OF SURGERY: 08/01/2001
SURGEON: Deborah Arthur, MD
ASSISTING: Jeffrey Bailey, PA-C
OPERATIVE PROCEDURE: TONSILLECTOMY AND ADENOIDECTOMY

- The patient was brought into the operating theater and placed supine on the operating
| _ tahle (eneral anesthesiawas induced and the natient was aratracheally intuhated The
=|xfE (s
Page 1 Sec it 12 a2t i colt o3

ChartScript Document
(body of the document is inserted into the format file)

Document is saved in the ChartScript database.
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APPENDIX E ChartScript Glossary
SoftMed N
Term Description
SSIMenu Login | Your user ID and password that allow you access to SSIMenu and any

other programs to which you are linked.

SSIMenu

Gateway to all SoftMed programs. SSIMenu stores global code for all
SoftMed applications, such as field sizes and facility codes.

CUT

The Central User Table is a centralized master list of users and their
access to SoftMed applications. Users have one user ID and one
password to access all of the applications to which they are linked.

CDTT

The Central Document Type Table is a centralized master list of the
document types available in SoftMed. The central document ID in the
CDTT is linked to the document type table in each program to create an
integrated solution.

INTERFACES

ChartLinc

SoftMed patient interface that translates and transfers patient
Admission/Discharge/Transfer information from the mainframe to
SoftMed products, such as ChartScript and ChartFact.

DDSI

SoftMed Digital Dictation System Interface that transfers dictation
information from a facility’s dictation system to ChartScript. DDSI also
updates ChartFact dictation deficiencies.

AUXILIARY PRODUCTS

ChartFax
SE/EE

A SoftMed product that allows clients to fax or e-mail physician carbon
copies or fax ChartFact letters.

ESA

Electronic Signature Authentication. Providers use ESA to view, edit,
and sign documents using a computer.

OTHER SOFTMED PRODUCTS

ChartFact

Deficiency tracking software. ChartFact deficiencies are updated by
other SoftMed products, such as DDSI (physician dictation), ChartScript
(transcription), or ESA (electronic signature authentication).

ProviderID

Provider database that stores each provider’s profile.
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SoftMed

Term Description

ChartID Master patient index (MPI) program or a backup MPI of the facility’s
mainframe system.

CHARTSCRIPT TERMS

Script Login First-time only login to link a user’s ChartScript user ID to his or her
SSIMenu user ID.

Stat Print Immediately after the document is typed, the user selects an option
from a menu to direct how and where the document prints. This type
of printing is generally used for documents that are needed
immediately at various locations.

Batch Print Documents are saved and then printed together all at one time in a
batch, based on criteria that you specify.

Reprint A transcribed document is printed on demand in Edit mode.

CCs —Provider
Copy

This copy is printed for each provider added via the ChartScript CC
function. The name of each provider prints at the bottom of each copy.

Extra copy

An additional copy that is neither the original/chart copy nor the
physician/carbon copy. Extra copies are typically special requests or for
a department’s records.

Print Rules

A set of instructions that tells ChartScript how and where to print a
document. When doing immediate print jobs, such as stat printing and
reprinting, transcriptionists must select a print rule before the
document can be printed. Batch printing can be set up with the print
rule already selected for each batch. Therefore, it is a seamless process
for the transcriptionist.

Document
Upload

The Document Upload interface is an optional feature in ChartScript
that enables a facility to send transcribed documents to an online data
repository.
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APPENDIX F VoiceScript Settings

If your facility uses VoiceScript, you can define your own VoiceScript settings without
assistance from a supervisor.

¢

To define VoiceScript dictation playback settings

1. From the Options menu in ChartScript, select VoiceScript Settings.

2. Onthe VoiceScript Settings window, ChartScript - VaiceScript Seltings =
specify your settings. DSt ver
The User and workstation settings are defined pmmmve‘ilﬁgs
as follows: welcarne Prompt ®
Speed Increment i
O Prompt Level. Select Verbose or Brieffora  veumepetau o=
long or short version of the same prompt, Velumg Inersment |
respectively. If you are new to VoiceScript, Bewind Bistence |3_:’
you may prefer verbose prompts until you  pare e ,I;_ F
become more familiar with the product. Play Standby Tons B
. Peuse Mode Increment— [5 =|
On the other hand, more experienced Suphosehaemen 2]
transcriptionists or those who handle a PC Settings
high volume of dictation records may frefoiod Flaphek Hode: 7
. VoiceSenver Phane Number: | =l
prefer shorter prompts, which enable them i\ e
to proceed more quickly through the AudblaVM Conrect T
transcription process. For a list of these audble cemnends T
prompts, see the Appendix of the e | [XJeenest | S | [Cl et
VoiceScript Management Guide. | S0 e e
O Welcome Prompt. Select this check box if you want to hear a standard welcome
prompt after logging on to VoiceScript.
O Speed Increment. Select a number from 1to 5 to indicate the degree of increase (or
decrease) for the prompt play speed based on a normal speed of o.
O Volume Default. Select a number from -5 to 5 to set your default prompt volume
level based on a normal volume level of o.
O Volume Increment. Select a number from 1to 5 to indicate the degree to which the
volume will increase each time you press the volume key.
O Rewind Distance. Select a number from 1to 60 to indicate how far back the system
will rewind, in seconds, each time you elect to rewind.
O Forward Distance. Select a number from 1to 60 to indicate how far ahead the

system will fast-forward, in seconds, each time you elect to fast forward.
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O Audible Rew/Fwd Cue. Select this check box if you want to hear a sound indicative
of rewinding or fast forwarding.

O Play Standby Tone. Select this check box to produce a beep during a pause in
recording.

O Pause Mode Increment. Select a number to indicate at what interval the playing of
the standby tone will occur in seconds.

O Stop Mode Increment. Select a number from 1to 60 to indicate the number of
seconds of dictation time that the system rewinds when dictation playback is
stopped. This setting ensures that you resume transcription in the correct part of the
dictation.

O Preferred Playback Mode. Select your dictation playback preference. Select Prompt
(always ask) to be prompted for playback preference after selecting VoiceScript on
the Search for and Add Documents window. Select any of the remaining options,
Digital playback through ChartScript, Analog playback through VoiceModem,
Analog playback through ChartScript, or Analog playback through telephone, to
bypass a selection prompt and make the selected option the default.

O VoiceServer Phone Number. Select the phone number that you must dial to access
the Voice Server, if using a Voice modem. These numbers are entered and
maintained in the Administrator.

O VoiceModem COM Port. The port on which the Voice Modem is installed.

O Audible VM Connect. Select this check box to hear the Voice modem connection
process.

O Audible VM Commands. Select this check box to hear commands sent after voice
modem connection.

The table below describes the buttons on the VoiceScript Settings window.

Button Description

o Closes the window, saving any changes that you have made.

Closes the window without saving changes.
Cancel

Select this button to query the voice modem for configuration
information. A message appears indicating whether essential files
are missing.

Query
hModerm

XIS

Cliec Select this button to reset your voice modem connection after an
e Modern inactivity timeout or phone line problem. Selecting this button

prevents you from having to exit and re-enter ChartScript to clear
the connection.
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