m Flex Standards - Creating, Editing and Deleting

If you routinely create documents with the same sections of content arranged in the same order, or you regularly dictate the same
paragraphs of text, you can capture and reuse this content by saving it as a Standard. Standards may consist of a single paragraph,
section headings, multiple paragraphs and headings, or entire document. They may include fields that you can fill in to complete a
document. They are also known as "Standards," "canned documents," "templates," "macros," or "normals".

Note: You must have a document open in the Document Editor for editing in order to create, update, or delete Standards.

Creating Standards

After dictating a document, you can create from any or all content in a document. For example, you could create a Standard
consisting of the entire document itself, or a specific section of the document, or even an individual paragraph in the document.
Once saved as a Standard, the content is available for you to insert into new documents.

1. While creating or editing a document with the Document Editor, click Show / Hide Standards to open the Insert
Standards panel:

Insert Standards
All Standards
Carghology
Y Consultation

' Discharge

2. Inthe editor text window, select the text you want to use to create a new Standard with your mouse, like picture 1
below.

3. After selecting the text, click the Create Text Standard icon on the Insert Standards toolbar, like picture 2 below:
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e The standard creation window opens over the Document Editor, like the following picture below:
o Fluency Flex copies all selected text from the existing text box into the standard creation window
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PHYSICAL EXAMINATION Text Field

GENERAL A text field is a placeholder for user text that can be pre-

populated
The patient is well-developed, well-nourished male no spparent distress. He is alert and oniented X3 ;—j

VITAL SIGNS
Temperature 58.4, pulse 72, respirations 18, blood pressure 14670, and O2 satusation 96 percent on 1oom air. -
Add predefined values for this ficld (+]

HEENT
Head 13 normocephabe and atraumatic. Extraocular muscles are intact. Pupis are equal, round, and reactive to ight and . e
accommodatica, Nares appear normal, Motth is wel hydrated withous lesicas. Mucous membranes are moist, Posterior Automatic Field

pharynx clear of amy exudate of lesions
Automatic fields will be updated as decument properties change
Medical Record Number =

Last Name a

4. Type a title for the Standard you are creating in the Enter standard name field.

5. Next, modify the content of the Standard as required. For example, you can remove sections or paragraphs, format text, or
modify lists.

6. If desired, you can add fields in a standard as placeholders for oft-repeated information. For example, if you routinely
include a date of birth in your documents, you could add a "date-of-birth" field that Fluency Flex automatically populates
with a patient's birth date from his or her medical record. The following sections explain how to insert fields in your
Standards.
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Inserting Text Fields
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Type

Description

Blank text fields

Add blank fields when you want to supply any type of content for the field.

Text fields with
instructional messages

Add text field with instructional messages when you want to explain how to complete the field

Text fields for selecting a
single option

There may be times when you want to provide two or more selectable options for a text field. For
example, a field could require a Yes or No selection. When you add selectable options to a text
field, you can click the field to select the appropriate option.

Text fields for selecting
multiple options

You can add text fields that you can use to select multiple options. When selected, they appear
as a bulleted list in the body of the document.

To Insert a Blank Text Field:

1. Click where you want to insert a blank text field in the Standard.

2.  While leaving the fields in the Text Field section empty, click the Insert Field icon:

e  Fluency Flex inserts a blank field in the standard.
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To Add an Instruction to a Text Field:
1. Click where you want to insert a field with an instructional message in the standard.
2. Inthe Text Field section, type the message in the Hint Text field:
3. Click the Insert Field icon to insert the field at your cursor's location in the standard:
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4. To save the new field and complete the standard creation or editing process, click Save. Fluency Flex returns to the body of
the document.
To test the new field, insert the standard in the document.

6. Once inserted, click the field to see the popup with the instructional message, like the following example:
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To Add Text Field for Selecting a Single Option:

1
2
3.
4

Start the process by either creating a new standard, or editing an existing standard.
Click where you want to insert a field with selectable options in the standard.
In the Text Field section, click Add predefined values for this field

An option box appears at the bottom of the section, like the following example.

Text Field

A text field is a placeholder for user text that can be pre-
populated

Text Field

A text field is a placeholder for user text that can be pre-
populated

Hint Text (If any) Hint Text (If any,

Add predefined values for this field (+] Add predefined values for this field (4}

|option 1 | x

Type the text for the first option you want to associate with the field in the box. For example, if you wanted to make "Yes" a
selectable option for the field, type Yes in the box.

To add a second option to the field, click Add predefined values for this field again to add another box below the first. Type
the text for the second option in the new field.

Repeat step 5 as many times as required to add all selectable options to the field:

Note that you can pre-fill the field with a selection when required. Type the text to pre-fill the field in the Default text (if

any) box:

Text Field

populated

Prostate, radical prostatectomy

Add predefined values for this field

Prostate, radical prostatectomy

Prostate, robot-assisted racical prostatectomy

A text Held 15 a placeholder for user text that can be pre-

9. To save the new field and complete the standard creation or editing process, click Save. Fluency Flex returns to the body of

the document.

10. To test the new field, insert the standard in the document.

To Add a Text Field for Selecting Multiple Options:

1.
2.
3.
4.
5.
Text Field
A text Seld i 3 placeholder for uner text that can be pre
popuated
=)
»J
Add predefined values for this field
3
optan 1

alow multole wiecton

Start the process by either creating a new standard, or editing an existing standard.

Click where you want to insert a field with selectable options in the standard.

In the Text Field panel, click Add predefined values for this field to start adding values to the field:
Repeat step 3 to add all required values. When complete, click Allow multiple selection:

Click Insert to insert the new field at your cursor's location in the standard:
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6. Finally, click Save to save the new field with multiple, selectable values in the standard.

7. When inserted in the body of a document, Fluency Flex allows you to select multiple values for the field, which appear as a

bulleted list like the following example:
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Inserting Automatic Fields

An automatic field is a field Fluency Flex populates with data from the patient record associated with a document. For example, if
you routinely a patient’s age in your documents, you can insert an automatic field and Fluency Flex will populate it for you.

To insert an automatic field:

1. Place your cursor where you want to add the automatic field in the standard.
In the Automatic Field section, locate and click Insert icon on the Automatic Field option you want to insert in the standard.

3. Fluency Flex inserts the automatic field at your cursor's location in the document, like below.

Automatic Field

Automatic fields will be updated as document properties change
First Mame R T TG g R e et B S P spgpavencarg roingll gl i

vk DISCHARGE INSTRUCTIONS AND FOLLOW-UP
g "May 25, 1995°

The patient was discharged on [ADT_Discharge date]<— Automatic field
e “Thursday, May 25, 1995°

e.g. "5/25/1595"

e, “May 25, 1995° o 5|

Edit & Delete Standards

1. From the Standards panel, locate and click the Standard you want to Edit or Delete in the All Standards section.

2. Click the Edit Selected Standard or the l-)7lete Selected Standard on the toolbar:

»
Insert Standards 81% o x &
All Standards - B
.'. Operative

-

NOTE: If you editing the Standard, don’t forget to Save your changes.
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SAMPLE STANDARD UTILIZING ALL FIELD TYPES

CHIEF COMPLAINT

[Bethany] presents today for evaluation. | ]

Flex Standards - Creating, Editing and Deleting

\

HISTORY OF PRESENT ILLNESS

T —y

ADT Field - The information
will be pulled in
automatically from the ADT

PAST MEDICAL HISTORY

=3

Blank Fields — Freely dictate
textor lists

MEDICATIONS

ALLERGIES
[The patient has no known allergies.]

PHYSICAL EXAMINATION

GENERAL APPEARANCE: [The patient is alert, ori
[Normocephalic, atraumatic.] NECK [Supple
to auscultation and percussion without rales,

and in no acute distress.]
] HEART
wheezing or diminished
nondistended with good bowel sounds heard. Inguinal area is normal.] FX TREMIT]

Text Fields — Prepopulate with
normal or standard text. If no
changes are needed, simply navigate
to next field and leave asis. If
changes are required, navigate to the
field and begin dictating—your
dictation will replace the

b"'“', .| prepopulated text
NEUROLOGICAL  [Gross nonfocal. Skin: Warm and dry without any rash. There i :

ASSESSMENT
1

Ontpanent Repusicnmon
RECOMMENDAHONim T —
[Bethany] is being referred for [-\L-,-\uc\ \

m;\lc.muc secing [Bethany] in the office today, Thank vou for the refermal of this

| will retum to our office for evaluation in one month

Predefined Value Field — User s
provided with specific options to
choose from. Options canbe
chosen by using mouse click or their
voice.

Hint Text Fields — A hint is
provided to the useras
they navigate to this field
to indicate what type of
information should be
dictated in the field.

Canned Text -
that you want to appear on all of
your documents. Canned text can be
deleted or edited in your current
document with speech recognition or
by the keyboard

Insert standard text
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