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2 MINUTE PEARLS
Maximizing your Documentation in AHLTA

• Looking for a quick and easy way to add documentation to your note?

• Wondering how to meet a specialty specific documentation need?

• By taking advantage of the Add Note you can quickly and easily add 
text and graphics to your encounter documentation.

• Upload Tables or Canned Documentation using MS Word and Text 
Documents or paste documentation form other applications into your 
note.

• Used with PDF Creator, you can capture the printout from any device 
such as an EKG, EGD note writer, PFT, or any device that can print.

• AddNote is the only area in the encounter note where you can enter 
more than a page of information.  It can be used for new consults and 
to retain the formatting of information such as Right/Left/Bilateral.
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Open Add Note

Click “New Note”
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Click “Load File” and 
locate the desired file.

Notice the different file 
types I can load.  This 
time I will select MS 

Word

Adding Files to AddNote

These areas are never 
mandatory.

These areas allows you to do 
standard text formatting

Note: With 3.3 you can upload images/pictures 
in the drawing tools and they will automatically 

be resized.
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You can create a table in MS word on your 
computer, or on a shared drive for the 
clinic/MTF to use.  By selecting it and 

clicking “Open” it will load into Add Note. 

Using a MS Word Table in AddNotes
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After saving the AddNote looks like this.  

This is an excellent methods for physical therapy, occupational therapy and 
eye exams.  It could have many uses.
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By having Education, Procedure, and other prewritten notes prepared in Word 
you can quickly document these in an Add Note by either cut/paste or loading 

the file into AddNote.  You can even paste several files back to back.

This is a great tools for those who work mainly from the same PC, who can 
access a shared drive, or use wireless with a mobile PC.
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Although you can copy and paste images and even digital 
photographs directly into AHLTA, it is best to do this using PDF
creator so that the file size is smaller.  You can add explanatory 

text after the image.

Note:  In 3.3 it is best to import digital photos using the drawing 
tool so that the image will resize to fit into AHLTA.

Note: 
PDF creator is available

for you IMD staff to download.
It prints to a PDF file and you take a

“snapshot” to drop into the note.
Full instructions for set-up 

and use are available



Maximizing Add Notes
June 2008

2 Minute Pearls 8 of 10

You can use handwriting 
recognition or voice recognition 

from your tablet PC.  You can also 
use voice recognition dictation from 

products like Dragon Naturally 
Speaking shown here.
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Summary
• The Add Note is extremely flexible, but you must 

remember that images has a limited size (500k) 
so use PDF Creator to enter images or with 3.3 
use the import capability in the drawing tool.

• Information entered into AddNote is “free text” so 
is not part of AHLTA coding or patient data
– Remember to overwrite the coding calculator as 

appropriate
– Enter as data using specific MEDCIN terms the items 

for clinical, administrative, or readiness needs But you 
do not have to re-write the note in MEDCIN
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For More Information…

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

• AHLTA Video Tutorials
– Currently:  https://www.us.army.mil/suite/page/406 (AKO password required)
– Future:  www.navyahlta.com

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

following:

– LTC Ron Moody, MD (AHLTA Program Office)
Email: Ron.Moody@us.army.mil


