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Cheat Sheet for Dragon Commands

Voice Command Action
Commands to Control Your Microphone
Go to Sleep (or Stop Microphone stops listening temporarily
Listening)

Wake Up (or Listen to Me) | Allows users to resume dictating (microphone starts listening again)
Commands for Navigating

Go to Beginning of Line Moves cursor to the beginning of the current line

Go to End of Line Moves the cursor to the end of the current line

Go to Beginning Moves cursor to beginning of the current document

Go to End Moves cursor to the end of the current document

Move Up <number> Line(s) | Moves up a specific <number> of lines

Move Down <number> Moves down a specific <number> of lines

Line(s)

Click Close Closes the active program

Click Minimize Minimizes the active window

Open Command Browser Opens the Command Browser dialog box

Add New Command Opens the MyCommands Editor dialog box

Show Dictation Box Opens the Dictation Box dialog box

Spell That Opens the Spell dialog box

Start Dragon Pad Starts the DragonPad word processor

Train Word Opens the Training dialog box

Show Dictation Box (or Makes Dictation Box the active application

Hidden Mode Off)

Hide Dictation Box (or Allows dictation in the Dictation Box while browsing in your EMR/PACS-
Hidden Mode On) RIS system/other application

Transfer Text Moves text from Dictation Box to active application

Commands for Formatting

All Caps On Dictation from the cursor location forward will be in all capital letters
All Caps Off Dictation from the cursor location forward will be in all standard case
Bold That Changes the selected text to bold (might not work in all applications)
Bold <text> Through <text> | Bolds a continuous string of text (might not work in all applications)
Cap That Changes the first letter of each word in the selected text to upper-case
Restore That Removes formatting from selected text

Set Font <font type> Changes the current font to one of your choice (might not work in all

applications)

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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MEDCOM AHLTA Provider Satisfaction

Cheat Sheet for Dragon Commands (Cont’d)

Voice Command Action

Commands for Dictating and Editing ‘

Select <text> Selects the word or phrase that is spoken

Select <text> Through Selects a continuous string of text. For example, “Select infection
<text> through infancy”

Select All Selects the whole document

Unselect That Unhighlights the selected text

Scratch That Deletes the selected text

Copy That Copies the selected text

Paste That Pastes the text which was previously copied

Cut That Cuts the selected text

New Line Starts a new line

New Paragraph Starts a new paragraph (insert two lines)

Delete That Deletes the selected text or the last words or phrases dictated
Delete <text> Through Deletes a continuous string of text. For example, “Delete infection
<text> through infancy”

Backspace <number> Deletes the previous <number> of characters

Insert Before <text> Inserts the cursor before the selected word(s)

Insert After <text> Inserts the cursor after the selected word(s)

Give Me Help Displays the help topics

Commands for Dictating Punctuation

Period

Comma ,

Colon :

Hyphen -

Open Quote “

Close Quote "

Open Paren (

Close Paren )

Note: For a list of commands, on the DragonBar click Tools > Command Browser. The Command
Browser dialog box appears and displays additional comments (listed under the Context drop-down list)
found within each application.

Add Your Own Commands

To create a command, click Tools > Add New Command, or select text and say “Make that a shortcut.”
Write your command names here.

Voice Command \ Action

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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Cheat Sheet to Build/Import Macro Instructions for Dragon Medical

Creating and Using a Macro Voice Recorder Command

1. Start Dragon Medical

2. Say Add New Command or on the DragonBar, click Tools > Add New Command
e The MyCommands Editor dialog box appears
Using your microphone, say a name for your command. For example, to insert a new patient into
AHLTA, you can create a command called “Insert new patient”
e Inthe Description field, dictate a short description of the command’s function (optional)
e  From the Group drop-down list, select or create a new group (optional but recommended)

Notes: Although placing a command in a group is optional, doing so makes it easier for you to find
commands in the Command Browser under the Manage mode. To change a group name simply
dictate or type over User-defined within a different group name. The new group name appears in list
the next time you create a command

5. For Availability, select Application-specific

6. Open AHLTA and return to the MyCommands Editor dialog box

7. Inthe Application field, click the drop-down list to view all open applications

8. Find and select your application

9. From the Command Type drop-down list, select Macro Recorder

10. Click Record to begin recording. The MyCommands Editor window minimizes automatically. When
the Floating Recorder window appears in the lower left corner of the screen, recording is already in

progress

11. When you have finished recording, click the Stop button on the Floating Recorder

12. Click the X in the upper right corner of the Floating Recorder to close the recorder and re-display the
MyCommands Editor dialog box

Note: The recorded movements and/or keystrokes are shown in the Actions section of the
MyCommands Editor dialog box

13. Click the Play button to play back the command for testing (optional)

14. Click Save when you have finished

15. Open AHLTA

16. With your application turned on, say the command name and the actions of the command will take

place on your screen

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil




MAPS MEDCOM AHLTA Provider Satisfaction Initiative

MEDCOM AHLTA Provider Satisfaction Quick Reference Guide v1.0

Dragon AHLTA Tips

Dragon AHLTA Tips
Best Places to Use Dragon Medical in AHLTA
e S/O Module: Free Text Field of AIM form; Free Text field of MedCin terms

e A/P Module: Comments/Plan section under Dx; searching for diagnosis/procedures and the SIG
when doing prescriptions
e Add Note Module
Prevent Dragon Medical from Losing Dictated Text in the Narrative Pane
When dictating a word or phrase that matches a blue, underlined term in the narrative pane, Dragon
Medical “selects” the structured term in the narrative pane and the text you were dictating gets lost
e In Dragon Bar click Tools > Options
Click the Commands tab
Uncheck the check box next to "Enable commands in HTML windows"
Click OK
“Export” Your Profile Regularly
Learn how to “export” your profile to a safe location (e.g., shared drive)
If AHLTA crashes with Dragon running, it may corrupt your profile, forcing you to “recreate” your
profile and all voice shortcuts, which is painful
Backup your profile after first creation and then back up every time you make significant
additions/deletions
How to Export Your Profile

e Right-click the microphone > Select Files > Manage Users
e Select appropriate user > Select Advanced > Export
(You can specify default location for files (suggest shared drive) and create a new folder in My
Documents area called “Dragon Backup.”)
How to Import Your Profile
e Right-click the microphone > Select Files > Manage Users
e Select appropriate profile > Select Advanced > Import

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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Cheat Sheet for As-U-Type Usage and to Build/Download a Shortcut

"Macro"

As-U-Type & Shortcut Macro Cheat Sheet
Open the Application
. Double-click As-U-Type shortcut on desktop
Select As-U-Type Functionalities
. Click As-U-Type icon on the task bar
Click Speller or Expander to switch
between functionalities
Set Options
. Click the As-U-Type icon on the task bar
° Click Options on the upper left corner of
the As-U-Type window
Get Help
. Click the As-U-Type icon on the task bar
) Click Help on the upper right corner of the
As-U-Type window
Disable As-U-Type
. Right-click the As-U-Type icon on the task
bar > Select Disable
Enable As-U-Type
. Right-click the As-U-Type icon on the task
bar > Select Enable
Correct a Word in a Document or Application
° When a word is misspelled, the As-U-Type
Suggestion Pop-up window appears
Choose the corresponding number of the
correct spelling
The correction will appear in the document
Add a Word to the Spelling Dictionaries While
Typing
o When As-U-Type does not recognize a
word, the Suggestion Pop-up window
appears
. Hit the F2 key to add the word to the
Spelling Dictionaries
° Check the Spelling Dictionaries to see if the
new word was added
Add a Word Directly to the Spelling Dictionaries
° Right-click the As-U-Type icon on the task
bar
Select the Spelling Dictionaries item

Select the User Tab

Type the new word then click the Add
button

Click the OK button to exit

As-U-Type & Shortcut Macro Cheat Sheet
(Cont’d)
Add a Word to the Correction Lists While Typing
° When a word is misspelled, the Suggestion

Pop-up window appears
Hit the 0 (zero) key to correct the word and
add the word to the Correction Lists
Check the Correction Lists to see if the
misspelled word and correction was added
Add a Word Directly to the Correction Lists
. Right-click the As-U-Type icon on the task
bar
. Select the Correction Lists item
. Select the User Tab
. Type the incorrect spelling in the Mistake
field, then type the correct spelling
. Click the Add button
. Click the OK button to exit
Create Shortcut Lists Tabs/Files
° Right-click the As-U-Type icon on the task
bar
Select Shortcut Lists item
Click the Create button in the Shortcut Lists
window
Enter the name of the shortcut list (file)
Create a shortcut folder and/or save the
shortcut list in desired folder
Notice the new tab (with name of shortcut
list just created) in the Shortcut Lists
window
Load Shortcut List Tab/Files
° Right-click the As-U-Type icon on the task
bar
° Select Shortcut Lists item
° Click the Load button in the As-U-Type
Shortcut Lists window
° Navigate to the folder containing the
shortcut list
. Select the shortcut list (file) to be loaded
° Click Open

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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Cheat Sheet for As-U-Type Usage and to Build/Download a Shortcut
"Macro" (Cont’d)

As-U-Type & Shortcut Macro Cheat Sheet (Cont’d)
Unload Shortcut List Tab/Files
Click the As-U-Type icon on the task bar
Click to select the Expander function

Click the Shortcut Lists button
Select the tab for the shortcut list to be unloaded
Click the Unload button
Click OK
Create Shortcuts
. Right-click the As-U-Type icon on the task bar
o Select the Shortcut Lists item
. Click the tab (or create a new one) where the shortcuts (macros) will be created
Enter a Hot Text (name) for the shortcut
Type or paste the shortcut text into the Content box
Click the Add button
Click the Save button
. Click the OK button to exit
Use Shortcuts (Macros) in AHLTA or Other Documents
. Put the cursor in an area of any document where the shortcut will be inserted
. Type the Hot Text assigned to the shortcut, then hit the Space Bar
Export Shortcuts
. Right-click the As-U-Type icon on the task bar
Select the Shortcut Lists item
Click the tab where the shortcut(s) to export is located
Select the shortcut(s)
Click the Export button
Choose the location for the .txt file to be saved
Click the Save button
. Click the OK button to exit
Import Shortcuts
Click the tab into which the shortcut(s) will be imported
Click the Import button
Locate the .txt file to be imported
Click the Open button
Click the OK button to exit

Additional As-U-Type Commands

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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Documentation Guidelines: Established Patient

** 2 of the 3 sections must be met **

Section 1

Section 2

MEDCOM AHLTA Provider Satisfaction Initiative
Quick Reference Guide v1.0

Category

Examinations
are based on
clinical
judgment
and the nature
of the
presenting
problem

Level 1 -
99211
Required
Not
Required

Not
Required

Not

Required

Not
Required

Level Il -
99212
Required
1-3
Elements

Not
Required

Not
Required

Expanded
Problem

Focused

(A limited
exam of
the
affected
body

area)

Level 11l -
99213
Required
1-3
Elements

1 System
(Including
Involved
System)

Not
Required

Expanded

Problem
Focused

(A limited
exam of
the
affected

body area

and other
related
organ

systems)

Level IV -
99214

Required
4 or more
elements

2 - 9 systems

1of3
(e.g. Past HX

would

suffice)

Detailed

(An extended
exam of the
affected body
area and

other related

organ
systems)

Greater than

Level V -
99215
Required
4 or more
elements
10 systems or
Document
pertinent sys

and "all

others
negative"
20f3
(e.g. Past HX,
Family HX,
and/or Social
HX)

Compre-
hensive

(A general

multi-system
exam or a
complete

examination
of a single

organ system)

Multiple,
High Severity

o DX/MHMT Not 1 2 2
£ Options Required Moderate
g Severity
“c" _E AMT/Complex Not 1 5 3 Greater than
2 2 Data Required 3
3} o} High
] e Moderate
S Straight- Uncertain Moderate to
° . Not . High Risk of
g Risk . forward Low Prognosis .
= Required - . Mortality
Minimal Potential for ) .
Exacerbation High Risk of
Morbidity

Y

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil

2 of 3 criteria
must be met in
this section
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How-to's of AHLTA Core Competencies

Set Patient Encounter Summary Default Properties

With a patient encounter open, Click Options on the Action Bar > Encounter Summary Properties
window opens
Signature Block Preferences
e Enter the desired text for lines 2 and 3 (Line 1 defaults to the current provider and cannot be changed)
e If you need a co-signer, click Search to find the co-signer, then Click the Default to Co-Signer

Required checkbox to designate that person as the default co-signer
AutoCite Preferences

e Click the checkbox next to items you want to AutoCite
AutoCited information is pulled from the Problems, Medications, Allergy, Patient Questionnaire and
Registry modules (AHLTA 3.3.x uses data from Problems, Allergies, Active Medications and Family Hx
in the E&M calculation.)

A/P Active Orders Preferences
e Select checkboxes to display active orders for meds, rad, and labs when opening order entry tabs

S/0 Preferences

e Check to set default for automatically converting positive ROS findings to HPI

e Check to set default for Merging DX Prompt terms with Default Template

Disposition Preferences

e Use drop-down list to select default person with whom disposition follow up is discussed

e E&M Calculator Defaults can be selected from the drop down lists for Settings, Service Type and
Exam Type

Printing Preferences

e  Click the Auto-Print checkbox to set the defaults in the Sign Encounter window to print after signing
the encounter. The box can be cleared in the Sign Encounter window

Sensitive Encounter Preferences

e The Sensitive checkbox can be defaulted to designate all encounters as sensitive. The box can be
cleared in the Sign Encounter window

Auto Save Encounter Preferences

e To automatically save the S/O at designated intervals, check Auto-save S/O and fill in number of
interval minutes. Speed in the application may be affected by setting the intervals too small

Click OK to save Preferences.

Dx Prompt
Use Dx Prompt to build a template on the fly around a selected diagnosis. This is particularly valuable for
those “oh by the way” issues if someone comes in with a diagnosis for which you do not have a template.
 Dx Prompt will load pertinent terms related to the selected diagnosis in the S/O tabs.

1. Click Dx on the Action bar > Dx Prompt Search window displays

2. Search for a Diagnosis
e Enter diagnosis in the Search field (In 3.3.x you can select from the patient problem list or diagnosis
from current encounter > Click Find Now
4. Select the Merge DxPrompt/Prompt with Default If you want the search results temporarily listed with
your default template
5. Click OK—Disease template will populate the S/0 tabs

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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How-to's of AHLTA Core Competencies (Cont’d)

Creating Order Sets
Users can build an order set within the Order Set tab

of the Assessment and Plan module by saving
Orders to queue. To create an order set:

1. Inthe A/P module, begin on one of the Order
Entry tabs (Labs, Rads, or Meds)

Search for and document the first order you
want to include in the order set
3. Save to Queue will save order without
submitting it
Search for and document orders in any or all of
the three tabs as appropriate then Save to
Queue

e Med order, create the Sig that will be
used as default
Rad orders, create clinical impression
that will be used as default

Note: These can be changed when using order
set by checking Modify

5. Click the Order Set tab to display queued orders
> Click Save as Order Set
e Tosave as a new order set:

e Inthe Save Encounter Template
window, enter the template name you
want to use for the order set

e  Click Save to save the order set.

e To add orders to an existing template:

e Inthe Save Encounter Template
window, select the encounter template
to add to and click Save

e A pop-up window opens asking if you
want to Replace or Add To an existing
template > Click Add To

e The selected order(s) is(are) added to
the existing template and can be
viewed in the Template Management
module or within A/P when the
template is loaded

Copy Forward
Copy Forward copies information from a previous
encounter into a temporary template for use in the
current encounter.
1. Current encounter open, in Folder List, click

Previous Encounters

2. Select previous encounter you want to copy to
current encounter

4. You are returned to the current encounter

5. Both S/O and A/P modules will contain a Copy
Forward template with information from the
previous encounter

Searching for Templates
You can search for templates in one of two ways.
Enter a character string in the Name Contains field
and click Find Now. All templates to which you have
access that contain that character string display in
the Name Search Results folder.
To perform a more refined search:
2. The Template Search window opens
3. You can set or change any of the defaulted
search parameters and click Search
4. Templates will display in the Search Results
folder

Set a Default Template
A Default Template automatically loads each time a
patient encounter is opened
1. In Template Folder, right-click the template and
select Default Encounter Template

2. The template you selected is designated as your
default template

3. Toremove the Default Template designation,
right click the template and select Reset Default
Encounter Template

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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MEDCOM AHLTA Frovider Satisfaction

How to Find and Download AHLTA Templates (i.e., PC Generic AlIMs
Form

For AHLTA 838.23
Adding NHP PC-Generic AIM Form to Template Favorites (AHLTA 838.23)

Note: You will need an encounter open to perform these steps.
1. Click Template Management under the Tools menu of the folder list

2. Click the Search button located at the top of the screen to bring up Encounter Template Search

Menu

3. Under Owner Type select Enterprise

4. Once the template is found, highlight it by clicking the template. This will make the Add Favorite
button visible. Once visible, click Add Favorite to add it to your template drop down lists

For AHLTA 3.3.x
Adding NHP PC-Generic AIM Form to Template Favorites (AHLTA 3.3.x)

Note: You do not need to have a patient open to perform these steps.

1. Inthe Folder List, click the Tools folder > click Template Management

2. Onthe Template Management tab, Click the Expanded Search button to open Template Search
e Change Owner Type to Enterprise
e Type PC-Generic in the Template Name field > Click Search

3. NHP PC-Generic will show up in your Search Results
e Click on NHP PC-Generic once to Select it

e Click Add Favorite to add it to your template drop down lists

For MAPS Resources and additional information please see the MAPS portal at
https://vmc.amedd.army.mil
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