How to Find & Use Encounter AIM Templates
1. The AMEDD has developed Encounter Templates to contain AIM forms so that locating new AIM forms and maintaining the linkages to the newest versions available are easier for our users.  These templates can be identified by a modified naming convention of the specialty, the name of the AIM template, followed by –AIM—AMEDD.  An example is RHEUM—General—AIM—AMEDD.
2. To locate the AMEDD AIM-associated Encounter templates, users can use Template Management under the Tools folder, located on the left side of the screen on the Folder List.
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3. After opening Template Management, select Search from the Action Bar and in the search popup choose a key word or words. The best ones to use are AMEDD or AIM, and then select owner type of “Enterprise”.  This will restrict the list and speed the search process considerably.  When the search list is returned, you may select and right-click on the desired templates and choose “Add to Favorites”.  This template(s) will be available in every encounter in the S/O template selection dropdown box.
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4. A slightly different option for locating these same templates is available if you open Template Management while in an open Encounter.  When this is the case, you will notice upon opening the Template Management that the first tab of “Template Selections” is now available.  Under here, you can locate the “Enterprise Folder” and open this to see all the Enterprise Templates on the CDR and make your selections from here.  When you are first setting up your pick-list favorites, you may find this easier to do.
5. Please note that the AMEDD does have other Enterprise Encounter templates that follow a different naming convention of AMEDD—Template Name—DRAFT (or date code)—Specialty name.  These Encounter templates may or may not be linked to an AIM form, and over time as our AIM form development process continues, will gradually be migrated over to the new naming convention and content.

6. Also note, while there are many advantages to simply adding these templates as favorites (such as having pick-list updates automatically as well as AIM form updates), if you do accidentally save them to your name, or intentionally do so to make your own modifications to the pick-lists for the A/P (or to set as your Default Template, or to add an Order Set), so long as you do not remove the AIM form in the Notes section, you will still maintain the link to the most updated version of the AIM form.
How to Find, Load and Use AIM Forms in CHCS II

1. If you don’t want to load the full Encounter AIM Template and just want to use the AIM form itself, follow these instructions (see current list of AIM forms on the CHCS II AKO Commmunity Homepage):
A. 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.

B. 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.  

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

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

F. 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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G. 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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H. AMEDD Standard AIM templates will have either an owner of Department of Defense or the local MTF.  Ones with individual user names as owners are copies that were saved incorrectly.

I. 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: image7.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: image8.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. You can also click the DETAILS button (next to the AUTONEG button. A section below the Form will be opened that allows a number of additional edits to the finding to be made, one of which is the free text field. The quick way is to click one of the checkboxes, then click the DETAILS button.

f. Remember AIM forms are for S/O only.

g. If you note a problem with the form or how the text emits, please use the e-mail link on the “Help” tab that is launched by clicking the ? button [image: image9.png]
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