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Transcription Templates eXQ-PLATFORM

Create a transcription template
1. Navigation (“burger”) E menu > SETUP > OFFICE > Scheduling & Codes > TRANSCRIPTION

TRANSCRIPTION TEMPLATE

» @ BasicMacro
? 0 CT ABD/PELVIS

Lespine

TEMPLATES > ADD.

2. Enter a Template Name (1), and then select one or more Modalities (8) to define the template’s
applicability. Further restrict the availability of your template by entering one or more criteria in any of the
categories described below.

Template Name * 1

1. Template Name — Type a name for the template.
O inactive O Global 2
MacroKeyword 3 2. Inactive — Select to inactivate the template.
4 Global — Select to make template available for all users.
User
; L 3. Macro Keyword — Type a macro keyword that is voice-
recognized to open the template Exa Trans.
TIP: Add a starter word before the keyword for better recognition.
(Example: “macro chest”)
4. User — Restricts availability of the template to the users you
Appointment Types 5 Se|eCt.
Ses tment T .
5. Appointment Types — Restricts availability of the template to
u] REM;MM 6 studies with the appointment types (CPT codes) you select.
i - 6. Require All Match — Restricts availability of the template to
users and studies that match all the criteria.
7. Facilities — Restricts availability of the template to facilities you
select.
Modality * 8
0 x : 8. Modalities — Restricts availability of the template to studies with
S s the modalities you select.
Bndymp?mg 9. Body Part — Restricts availability of the template to studies of the
O sreast body parts you select.
] Key Images
Study Deciption 10 : 10. Study Description — Restricts availability of the template to
studies having the descriptions you select.
11. Institution — Restricts availability of the template to institutions
you select.
Institution 1 1
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3. Select SAVE to open the template editor.

EA Activated

TRANSCRIPTION TEMPLATE T TE TE CTION o)

SAVE SAVE&CLOSE HIDEOPTIONS BACK

Template Name *

TR HOME| INSERT PAGELAYOUT REFORTING VIEW PRODFING

DORGTHY TEST o Arial vil10 v & &

O 1nactive [ Global useLocal = [y A
imtod B 1 owramx x|y A
Macro Keyword i -
macro dorothy test Cl F
2
User

Faragragh Edting

[J Show Ribbon

Template Name DOROTHY TEST

U Global
Clear

Switch between tabs
in the menu bar to
access different
commands and tools
= z to help format the

g template.

Appointment Types

o

If any changes are
made to the text of
the template, select
this Save to save the
changes.

4. To add merge fields to the template select Reporting > Insert Merge Field

S [ [L‘J] iﬁ (] o] | @ B»

Inserit Inflert Special Insert  EditMerge | ShowField Show | Preview Finish &
Merge Fieid v [[Fieid v Merge Block v Blocks Codes  Field Text Merge

irge Blocks

& [ ]Euaw,aewaus

[ ] Provider

| cenerar Field

\\k To delete a merge field, select the merge

field in the template and select Delete

SAVE SAVE&CLOSE HIDEOPTIONS BACK

(] Show Ribbon
Template Name TEST

O InActive [ Global
Clear

] Patient f

[T Tnser Feader

Format Headers and Footers,

[
i
| [ e
il

<gxAm. detal TypeD:
] DICOM
] e
El Exam_details » |AppoinimeniTypeCode &
- AppointmentTyeDescriptior

ExpeciedArivalTime
onNo.
edDate

D General » |[PreApprovedDate
TranscribedDate
D Patient » [BodyPart
Department
DictationDate

A ] e .
ICDDescription
D DICOM

App

Page Margins and Paper.

[ Page Frames.. -

» |stuayicDCode
StudylCDDescription
Institution
) Insert Custom Merge Field...
)

position.

} Highlight Merge Fields
B [l:l] Toggle the text background of
= if the eurrent input pesition is inside

1.26.32.13

To add a merge field, select
Insert Merge Field and then
select the desired merge field
from the different options listed

Right-click the header
for additional formatting
options

v

- Right-click in
the body of the
template for

Charcter additional
2 e Y| formatting
- options

Bullets and Numbering.

B sStyles

Insert > .
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