Copy & Paste PDF Documents into AHLTA – an AHLTA How To
This document demonstrates how to copy and paste a PDF document into AHLTA.  Although AHLTA does not support PDF files (yet), there is a function in Adobe Reader called the Snapshot tool that allows you to paste a document directly and is relatively simple once learned.

The first step is to get the Snapshot Tool on your Toolbar.  In Adobe Acrobat Reader 7.0, this was a default.  In Acrobat Reader 8.0, you need to set it up.  Here is how. First, open Acrobat Reader.
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With a PDF file open, change the zoom to 75%.  Sometimes going to 100% cuts off part of the page, and 75% gives you a big enough copy to be legible.  For horizontal documents such as EKGs, use 66%.
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school-aged chidren have some ofthesesymptors cther ransiendly orin & mild form, and it important o establis the high
frequency of symptoms o make the diagoosis of ADHD, The NICHQ Vanderbilt arent and Teacher Assessment Scales ae one way 0 do
this. The NICHQ Vanderbilt Assesment Scales alsoscreen for the following coexistng condiions: appositional-defian disorder,conduct
disorder, and aniety and depresson. I a screen i positive,  more detaied evaation is warrantd. I a0 should be noted that the scales
sl mot pick up e disablte,sicidl beaviors, bipola cisrder,scahol and drug use, o ties—all o which may be present
inachild with ADHD.

“The NICHQ Vanderbil Assssment Follow-up to0s help assess th treatment’s efectiveness. Thereare forms for use by the parent and
teacher. Itended for us by the linician and stf, the soring instructions provice a set ofdiections for scoring the NICHQ Vanderbilt
Asscssment and Follow-up Scales.

Diagnosis Overview, continued

CoverLetter to Teachers
“This srves a3 meansof communication and an introductory letter that may accompany the assessment scales that you request from the
school. It s suggestd that a“reease of information” form igned by th parent,accompany the lter. This ample s provided asa tem-
plte; clinician can adep this oo 0 it bisor her own practice and approsch.

The NICHQ Vanderbil Parent Assssment Sale

Howto sore the parent checkit

‘The NICHQ Vanderbilt scale i divided ino 2 sections: Symptoms nd Performance. When handing thesssesmen scale tothe pant,
pointout how t il oat th form correcty.

* The Symptoms secion dentifie thefrequency of accurrence. Diect the paret o cirle nly 1 ofthe 4 umbers o the scale.
+ The Performanc section indicates the leve o rpairment. Direc the parent (0 cicl only 1 of the § rumberson the scle.

Once the form i completed, the ADHD subtype can be determined.
. For questions 1-9,3dd up the nusber of questions where the paren cizced a2 r 3

b, For quetions 10-18, add p the pumber o questions where the parent cirled a2 or 3
<. For questions 45-55, add up the susmber of questions where the paret circled 4 or 5.

. For Bradominanty Inattntivesubtype,ateat 6 o questions 1-9 must score 82 r . In addition, at eat 1 of questions 48-55 must
scoreators.

For Predominarsly Hyperacive/lmpulsive subtype, st  f questions 10-18 must scor .2 o 3. T oo a a1 ofquestions
4855 mustscorea 4o .

For Combined Inatention/Hyperactvity subtype,a east 6 of questons 1-9 and 6 o questons 1018 mustscore 2 or 3 Additionaly,
atleast | of questions 48-35 must sore a4 oz 5.

What 1o el the parent whle yo e scoring.
You can wall & arent through what you are dong. This s helpful in educatingthem about theirchikd'scondition.
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Click on the Snapshot Tool, then place your mouse in the top left of the page, click and hold the L mouse button, drag the mouse to the bottom right of the page, and release the mouse button. (only 1 page at a time)  The pop-up message shown will appear.  If you check the Do not show this message again box, this pop-up won’t appear in the future which means one less click.
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The page is now copied to the clipboard and can be copied directly into the Add Note of an encounter or into the Clinical Notes.
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Many school-aged hidren have some ofthesesymptors, ether transiendy orin & mild form, and it s important o establis the
frequency of symptoms o make th diagoosis of ADHD, The NICHQ Vanderbil: Parent and Teacher Assesment Scales ae one w
this. The NICHQ Venderbilt Assesmert Scals also screen forth folowing coexstng conditions: oppositional-defiant dsorder,
disorder, and aniety and depresson. [ a screen i posiive, & more detailed evaation is warranted. It 1 showld be noted that
il mot pick up e cisablse,sicidl beaviors, bigola cisorde,acabol and drug e, o tes—all of which may be prese:
inachild with ADHD.

“The NICHQ Vanderbil Assssment Follow-up tois help asses the treatment’s efectiveness. Thereareforms for use by the prent
teacher. Itended for use by the linican and stf, the soring instructions provice a set of drectons for scoring the NICHQ Ven
Asscssment and Follow-up Scales.

CoverLetter to Teachers

“This srves 43 means of communication and an ntroductory letter that may accompany the assessment scles that you request
school. It s suggestd that a“reease of informatio” form, igned by th parent,accompany the lter. This sample s provided asa
plte; clinician can adep this oo 0 it bisor her own practice and approsch.

The NICHQ Vanderbil Parent Assssment Sale

Howto sore the parent checkit

The NICHQ Vanderbil scale is divided into 2 sections: ymptoms and Performance. When handing the assessmentscale o the pe
pointout how t il oat th form correcty.

+ The Symptoms scton ientiiesthe requency of occurrence. Direct the parent to circle anly 1 of the 4 numbers o the scale.
T Performance seton indicate theeve of impaiement.Direct the parent o cirl only 1 ofthe § umbers o thescle. ent vino incated undertandng

Once the form i completed, the ADHD subtype can be determined.
s 1.0 adi i the st ez he.
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The Snapshot Tool will only capture one page at a time, but you can paste all pages into the same Add Note or Clinical Note. You just need to paste them one page at a time, then click Note Complete (or Save in the Clinical Notes).  Important Note: The total file size should not exceed 500 KB, which usually happens around page 4-6 for most documents.  For most 1 or 2 page documents like consent forms, EKGs, and others, it works fine without exceeding the memory limitation. Single pages are typically around 30-150 KB.  It's usually the 3rd or 4th page that starts to exceed the 500K limit.  EKGs are usually a little larger - around 200-280 K, but still fine.
Additional Note: This is not intended to provide tacit or overt approval to the undesired practice of handwriting of dictating clinical notes and then scanning them into AHLTA. This is to be used only for external documentation of care (like network referrals) or as approved by individual commands. The accepted and expected mode of documenting patient visits in the MHS is via AHLTA.
