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Create a study form 
You can create a study form for printing (such as a patient check-in form), or for electronic use within Exa 
PACS/RIS (such as in the patient portal).  
 

1. On the navigation (“burger”)  menu, select SETUP.  
 

 
 

2. Select Office > General > FORM BUILDER > ADD.  
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Study Forms  

 

500-000547A  3 
 

3. Type a Form Name and select the ASSIGN 
sub-tab.  

4. Select a Document Type.  
5. In the various categories, select the following 

options: 
 

Allow ALL with Empty – The form is available in 
the patient chart even if no corresponding criterion 
(e.g. “Provider”) is specified.  
 
Allow ALL without Empty – The form is available 
in the patient chart ONLY if a corresponding 
criterion is specified.  
 
Dropdown list: The form is available in the patient 
chart if the specific criterion you select is specified.  
 
EXAMPLE: My Facility has a form that is required 
for all Medicare patients. 
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Add a header to the form 
To add a header to your form, select Header.  

• To add a logo, on the PROPERTIES tab, select CHANGE LOGO. 
• To add merge fields, type text in the Text box and then select ASSIGN to add merge fields. Switch 

between the two areas to keep typing text and adding merge fields.  
 

 
 
Add information to the body of the form 
Use the following buttons to add controls to the form for displaying or gathering information. 

 
 

 Add images to the form. Users of the form can view and mark up the images.  
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Add checkboxes, such as for answering multi-choice questions.  

 
 

 Add selectable options, such as for answering yes-or-no questions. 

 
 

Add text boxes for gathering information from the user of the form.  
 

 

Add scrollable text, such as for legal agreements. When a user opens the form, text areas 
appear as follows. 
 

 
 

Add non-scrollable text. When a user opens the form, text areas appear as follows. 
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Group multiple controls (images, merge fields, radio buttons, etc.) together.  
  

Example: In the form builder 

 
 
Example: When viewing the form 

 
 
Add a footer to the form 
You can add merge fields or any text options in the footer, including the signature line.  

 
1. Select Footer.  
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Signature in a completed form: 
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