How To Find, Load and Use AIM (Alternate Input Method) Forms
in CHCS II

Finding and Loading AIM Form (see current list of AIM on AKO site)
1. AIM forms are located in the S/O template list and are treated like S/O templates by CHCS II.  Hence, they can only be loaded with an encounter loaded and the S/O module open.

2. The AIM forms are loaded in the enterprise folder and can be saved as a “link” into your favorites.  Items in the enterprise folder have the owner listed as (Department of Defense). This will allow you to receive updated versions of the AIM forms automatically.  

3. If you wish you can also set an AIM as your Default S/O template.  (See “how to” on setting a Default Encounter Template.)

4. AIM forms can be identified by the icon indicated in the screenshot below:
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5. AIM forms will always appear at the END of a list generated by the template search.

6. AIM forms can only be found if you use the search line located in the S/O template window itself and not from searches started by using the Search Button in the toolbar, as noted below:
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7. If users want to add the AIM template to their list of favorite S/O templates, they may do so by RIGHT-CLICKING over the name of the AIM form and selecting the option “Add to Favorites.”  They should NOT use the option of saving them as one of their own templates, as this then saves the template as a new distinct template in the system.  The major disadvantage of this is that when the AIM form is updated, you will not see the new version, but instead still see the old one.  Using the “Add To Favorites” option actually is saving only a link, so you will always have the newest version available loaded. One quirk that has been seen in the live system is that it often takes 2-3 attempts to get the addition of the form to your favorites list.  You will know it has “taken” when you see the template listed in your favorites, but the owner name still says, “Department of Defense.”
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=/ Physical findings
Vital Signs (REVIEWED)
General Appearance - Awake
General Appearance - Alert
General Appearance - Well Developed
General Appearance - Well Nourished
General Appearance - Well Hydrated
General Appearance - In No Acute Distress
Extemal Auditory Meatus
Tympanic Membranes
Tympanic Membrane Bulging
Tympanic Membrane Bulging Right Ear
Tympanic Membrane Bulging Left Ear
Tympanic Membrane Retracted
Tympanic Membrane Retracted Right Ear
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8. AMEDD Standard AIM templates will have either an Owner of the Department of Defense, or the local MTF.  Ones with individual user names as owners are copies that were saved incorrectly as described in #7.

NOVEL Uses and Behaviors of AIM forms

1. When an AIM form is loaded into a particular encounter for a patient, each user after that will get the same AIM loaded when they open this encounter automatically, unless another AIM form is chosen.  This can help with the clinic team working together to complete patient care documentation.  The AIM chosen by the provider or clinic can be started during vitals sign entry.
2. If copy forward is used from a previous encounter, the previous encounter that was copy forwarded will appear as a template.  This is true if the encounter occurred using a template or AIM form.  The items that were previously selected will appear as yellow.  Once the items are accepted in the new note and the new AIM form is opened, all the responses will appear in the fields and boxes of the AIM form.  This is true of any responses documented into the note prior to loading the AIM form as well.  This is why it is a GOOD idea to load the same AIM forward over the previous AIM form.
3. When Copy forwarding an AIM, the user should open up the same AIM form as was used in the original encounter.  This will actually appear to the user as a second template being loaded.  The user then moves between the two S/O “templates” using the drop down or arrows on the tool bar.

4. Miscellaneous Pointers
a. Always click a button to include the item in the note before entering free text to ensure that the text will be included.  If you don’t, it may not “take” and appear as you expect.
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b. If moving the cursor over a term reveals a question mark, a right click will open up the Medcin tree associated with that term.
c. Left clicking on the button with a small empty box [image: image5.png]


next to a term gives a free text box to enter details about that term/finding.
d. Left Clicking a box that has a down arrow [image: image6.png]


opens Medcin tree associated with the term (just like the right mouse click with a question mark).

e. To go from FORM view to NOTE view (the old Medcin note view), the toggle switch is in the upper right hand corner.  This is important to know, as if you want to add free text to an item found in a pick-list, you need to select the term, then move to the NOTE view, locate the term and then enter the free text associated with the term.
f. Remember AIM forms are for SO only.
g. If you note a problem with the form or how the text emits, please use the e-mail link on the “Help” page that is launched by clicking the ? button [image: image7.png]



CURRENT Available AIMS Forms as of 1 Feb 2005

