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2 MINUTE PEARLS
AHLTA Shortcut Menu

• Tired of scrolling through the lengthy folder 
menu to find the button you are trying to select?

• Do you wish there was a way to hide all the 
folder options that you don’t use regularly?

• Would you like to change the order of the 
buttons on your menu to fit your usage pattern?

• All these options are available using the AHLTA 
Shortcuts Menu 

• Benefit: Ease of navigation especially while 
seeing patients
If you wish to receive future editions of the AHLTA 2 Minute Pearls directly, 
please email Lakia Brockenberry at Lakia.Brockenberry@us.army.mil and 
request that your name be added to our distribution list.
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Folder Menu View

Do you like having all 
of these items 
cluttering your view?

Folder Menu View
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Shortcut Menu View

Do you like having all 
of these items 
cluttering your view?

Wouldn’t it be nice to have your 
own customized menu with only 
the buttons you use and in an 
order that makes sense to you?

Shortcut Menu View (also known as Physician Shortcuts)
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Setting the Shortcut Menu view
To view your current shortcut menu:
1) Select View
2) Select Shortcuts
3) Select Small or Large Icons (I recommend 

choosing Small Icons)
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Removing Folder Menu
**You now see both your Folder and Shortcut menus

To Remove Folder Menu from view:
1) Select View
2) Click on Folders to remove check mark
3) The Folder Menu will now disappear (see next slide)
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Customizing the Shortcut Menu
Customizing your Shortcut Menu
1)  Select View
2)  Select Tool Bar
3)  Select Customize
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Customizing the Shortcut MenuThis side shows 
what items are 
available to add to 
your Shortcut Menu

This side shows 
what items are 
present/selected in 
your Shortcut Menu

INSTRUCTIONS
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Customizing the Shortcut Menu 
(selecting multiple items to add)

To select multiple buttons from Available 
Tool Bar Buttons:
1) Hold down Ctrl button while left clicking the 

mouse on each item you wish to select
2) Then select ADD>> button
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Reordering Items on the Toolbar

To Reorder Items on the Tool Bar
1) Left click and hold on item you wish to move
2) Drag item up or down to desired location
3) Release left mouse button 
4) Note: In this example, I moved the A/P button 

from the top of the list to the bottom
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Edited Shortcut Menu ViewCongratulations!  Your Shortcut 
Menu is now ready to use.

**Important to note that only the 
icons which are active on a given 
screen will be visible.  (i.e. if you 
don’t have a patient selected, you 
won’t see the S/O, A/P, 
Disposition button or any other 
button that requires an active 
patient to be loaded.)

**Note that these icons 
are identical to those in 
the user shortcuts on the 
side.  The next slide will 
show how to remove 
these icons.
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Removing Duplicate Icons from  
your Tool Bar

1)  Select View
2)  Select Tool Bar
3)  Select None
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Action Bar Separator can be moved to
create more room

To Move Action Bar Separator:
1) Left click and hold on this vertical line
2) Drag line all the way to the left
3) Release left mouse button
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What if you want to access a button that 
you forgot to include in your Shortcut 
Menu?

1) Select Go
2) Choose Item from drop down menu
3) Consider adding this button to User 

Shortcuts using steps outlined in prior 
slides in case you need to access it again 
in the future
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Frequently Asked Questions:
1) I’ve noticed the Reminders menu pops up when I 

first log onto AHLTA.  Can I change a setting so that 
won’t occur?
ANSWER: No, this menu will appear when you first 
log onto AHLTA, but you can select the X in the 
upper right corner to close it for the current AHLTA 
session.

2) Will my settings apply to all computers I log into?
ANSWER: No, you will need to make these settings 
on each new computer you use, but once you have 
made the settings once, they will remain in place for 
subsequent log-ons.
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For More Information…

• AMEDD AHLTA Homepage
– https://www.us.army.mil/suite/page/406 (AKO password required)

• AHLTA Video Tutorials
– http://www-nmcp.mar.med.navy.mil/AHLTA/AHLTA%20Training%20Tools/index.html

I would appreciate any feedback or suggestions you have for 
future AHLTA 2 Minute Pearls.  Please contact me at:

– CPT Mark Stackle, MD (AHLTA Program Office)
• Email: mark.stackle@us.army.mil

If you wish to receive future editions of the AHLTA 2 Minute Pearls directly, 
please email Lakia Brockenberry at Lakia.Brockenberry@us.army.mil and 
request that your name be added to our distribution list.


