Configuring the EHR

Lab 1:  Document Template(s) for Diabetic Patients
This session will focus on creating Document Template(s) to make entering and editing documentation for diabetic patients quicker and easier.  Templates can contain text, patient data objects, and template fields.  The Template Editor in CPRS is used to create and manage Document Templates.  Specific users such as Clinical Application Coordinators (CAC) are provided access to the Template Editor functionality.  
Instructions for Checking Access to Template Editor (User Class Management
1. Select the VistA_Apps folder on the desktop

2. Open the folder and double click the VistATerminal icon.

3. Enter the Clinical Application Coordinator Access Code and Verify code provided by your instructor.

4. At Select Training Menu Option: type “EVE”  <Enter>
5. At Select Systems Manager Menu Option: type “core applications”  <Enter>
6. At Select Core Applications Option:  type “tiu” <Enter>
7. At Select TIU maintenance menu Option: choose ”3  User Class Management”  <Enter>
8. At Select User Class Management option, type  “3” <Enter>
9. At select class, type “Clinical Coordinator” <Enter>
Note: You will have a list of almost 400 users identified in the system that belong to the “clinical coordinator” user group.  Scroll through to the end of the list.  You will notice that most users have an effective date and a termination date for their ids.  Find your id and verify the effective date is valid. These need to be within the current range of time to work…i.e. after the effective date but prior to a termination date if there is one.
10. At Select Action, type “edit” <Enter>
11. At Select Member(s), type “397” <Enter>  (this member does not have an effective date)
12. At User Class: Clinical Coordinator// prompt <Enter>
13. At Effective Date prompt, type ”t-1”  <Enter>  Note: T-1 designates the date as the previous day; Taskman updates once a day; this option becomes effective today when t-1 is entered.
14. At expiration Date prompt, press <Enter>  Warning – do not set a termination date!   When a termination date passes, that id will be removed from the user group.
From the menu that edit was chosen, you also have the option to remove and add users to the Clinical Coordinator class as well.

Instructions for Creating Document Title 

      Note: This Document Title will be linked to a Document Template.

Hints: You can often use ?? to display the options for that prompt.  You can use ^ to exit modes and lists of options.
1. Select the VistA_App folder on the desktop

2. Open the folder and double click the VistATerminal icon.

3. Enter the Clinical Application Coordinator Access Code and Verify code provided by your instructor.

4. At Select Training Menu Option: type “EVE”  <Enter>
5. At Select Systems Manager Menu Option: type “core applications”  <Enter>
6. At Select Core Applications Option:  type “tiu” <Enter>
7. At Select TIU Maintenance Menu Option:  type “2” (Document Definitions) and press <Enter>.
8. At Select Document Definitions (Manager) Option: type “3” (Create Document Definitions) and press <Enter>.
9. At Select Action: Next Level//    press <Enter>. 
10. At Select Clinical Documents Item:  type “2” (Progress Notes) and press <Enter>.
  Exhibit 1 – Create Document Definitions Screen
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11. At Select Action: Next Screen// press <Enter>.
12. At Select Progress Notes Item: type “18” (Provider Notes) and press <Enter>.
13. At Select Action: Title//   press <Enter>.
14. At Enter the Name of a new Provider Notes: type name of note title (use capital letters).
15. At Class Owner: Clinical Coordinator:  press <Enter>.
16. At Select VHA Enterprise Standard Title:  type “Diabetology Education Note” and press <Enter>.
17. At Select VHA Enterprise Standard Title: Diabetology Education Note….OK? (Yes)  press <Enter>.
18. At Ready to map Local Title….OK?  (Yes)     Press <Enter>.
19. At Status prompt:  type “Active” and press <Enter>.
20. At Sequence prompt, press <Enter>.
21. At Menu Text prompt, accept default or make changes and press <Enter>.
22. At If you wish, you may enter another Provider Notes’ prompt, typing “^”  <Enter> will move you one menu back, doing this repeatedly can move you up to previous menus.  Typing ”halt”  <enter> will close the terminal emulator.
Creating Template Fields

Template fields allow you to create text edit boxes and lists of text that can be selected via check boxes, radio buttons, or combo boxes.  These controls can be added to the template.  The asterisk (*) denotes a required field and requires the user to complete all required fields before existing template.  A message will display at the bottom of the template to the user: ‘* Indicates a Required Field.’  The Template Field Editor provides the functionality of creating new template fields.
Exhibit 1:  Template Field Editor Screen
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Description of Commonly Used Template Fields

· Checkboxes –     multiple selections can be made from a list
· Radio buttons – only one selection can be made from a list
· Edit box – select a number to designate Field Length and Text Length
· Date – date field
· Word Processing -  select a number to designate Field Length and number of lines
· Text –  items in this field can be for display purposes and excluded from note

Instructions for Creating Template Fields
1. While in CPRS Chart and from the Template Editor Screen, click <Tools> (You were in the template editor screen at the end of the previous exercise).
2. Select ‘Edit Template Fields’  Note: Template Field Editor window will appear.
3. Select <New> and type a unique name for the Template Field.
4. Select <Type of Field>
5. Complete necessary fields such as default value or minimum and maximum numbers. This will vary dependent upon type of field one is working with.
6. Add text. Note:  While entering text, user can click <Apply> to save information and continue entering information.
7. Select <Preview> to view template.
8. Click <OK> to save template.  
Instructions for Creating Document Template(s)

1.   Double click on the Vista Applications folder installed on your desktop

2.   Double click the CPRS Chart icon

3.   Log on to CPRS using your Clinical Coordinator access codes.
4.   Select patient and click <OK> .
5.   Select <Notes> (tab at bottom).
6.   Start the Template Editor by selecting <Options> (top menu bar)
7.   Select <Edit Shared Templates> option.
8.    Highlight category ‘Document Titles’

9.    Click <New Template> (top right)

10.    Enter New Template name in name:  box and click <Apply>
11.    Enter Document Title in the ‘Associated Title’ box and click <Apply>.  
You are now ready to enter the body of the template using text, patient data objects and template fields, including the fields you created!
You can type in text, add Template Fields, and/or add Patient Data Objects.  Right click mouse to access Template fields and Patient Data Objects.

You can also go to the edit menu and choose “insert patient objects” or “insert template fields”.

Exhibit 2 – Template Editor
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