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Exa® PACS|RIS Feature Summary: Transcription Templates exXQ-PLATFORM

Transcription template screen
Select burger E > SETUP > OFFICE > Scheduling & Codes >TRANSCRIPTION.

TRANSCRIPTION TEMPLATE

EXPORT ALL IMPORT

Appointment Type Study Description

Modality User

NONE SELECTED + Search User v | | search Appointment Type

GLOBAL ACTIVE

TEMPLATE NAME %
Select ¢ to view/edit template options here or [T to launch the full template editor.

Al v Yes
4 i Basic Template v "

o 74 L] 1] CT ABD PELVIS v v

Export templates (Exa to Exa)

You can export all templates or only ones you select from the list.

EXPORT ALL IMPORT ADD

> EXPORT SELECTED

Modality User

NONE SELECTED ~

Search User

Study Description

TEMPLATE NAME ¢

c
[ 174 Kl 1 Basic Template
o 74 Kl 1 CT ABD PELVIS

Copy or delete templates

To delete a template, select its trashcan button in the template list.

O o & L | [l Basic Template

To copy a template and use it as the starting point for a new one, select the clipboard button.

(] o & s 1] Basic Template
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Edit a template

e Click the Copy (square) button to open the template in the template editor.
¢ Inthe template editor, you can view and edit the template settings and scope, and use the text editor.

O o & L] | Basic Template o v

Quick view/edit template options of a template

e To quickly review a template’s settings and scope, click the Edit (pencil) button.

e This opens on the right pane. This is a lighter view because the system does not load the template text
editor.

e Values are read-only by default. Select EDIT to make changes, then save your updates.

O o & s [l Basic Template o v

Template Name * H m

e Tl T Appointment Types

O inactive Global
Modalities *

User

Body Part
Study Description

O Require All Match

Markets
Facilities

Institution
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Create a template

1. Click 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

O inactive [J Global 2
Macro Keyword 3

User 4

Appointment Types 5

[m] Require All Match 6

Facilities

Modality * 8

oo

O xa
Osp
O or
Body Part 9
O erain
O Breast
a Key Images

Institution 1 1

10.

11.

Template Name — Type a name for the template.

Inactive — Select to inactivate the template.
Global — Select to make template available for all users.

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”)

User — Restricts availability of the template to the users you
select.

Appointment Types — Restricts availability of the template to
studies with the appointment types (CPT codes) you select.

Require All Match — Restricts availability of the template to
users and studies that match all the criteria.

Facilities — Restricts availability of the template to facilities you
select.

Modalities — Restricts availability of the template to studies with
the modalities you select.

Body Part — Restricts availability of the template to studies ofthe
body parts you select.

Study Description — Restricts availability of the template to
studies having the descriptions you select.

Institution — Restricts availability of the template to institutions
you select.

500-000475C

eXQ-PLATFORM




Exa® PACS|RIS Feature Summary: Transcription Templates

eXQ-PLATFORM

3. Select SAVE to open the template editor.

EA Activated

TRANSCRIPTION TEMPLATE i T §CcT T )

SAVE SAVER&CLOSE HIDEOPTIONS BACK

Template Name *

NS -OME| INSERT PAGELAYOUT REPORTING VIEW PRODFIN O Show Ribbon
DOROTHY TEST Arial V10 ¥|| KA Template Name DOROTHY TEST

O O
O tnactive O Global use Lasal B0 | A pigive. U Global
Macro Keyword - Clar

Ciptaars o
macro dorothy test C) \ ® vl callow
5 . i ! v s
User el
:

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

- template.

Appointment Types

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.

SAVE SAVE&CLOSE HIDEOPTIONS BACK
INSERT PAGELAXQLL REP 'ROOFING  PERMISSIONS [ Show Ribben
Template Name TEST
1 [ [&’J] it." [ o] | @ B .
o meett it Special pcrineEn EdB\l‘fge snow reid JEERN Prﬂ.‘ F%h& U InActive [J Global
al e | i~ - 13, 4 a5 . .
e T Todéletea rherge fidld, select the merge+ vt .
| [ field in the template and select Delete
A0 Jeerem Field
[ ]P"“e”' a4 T Tnser Feader
{1 e SRR Right-click the header
! o] ovou Page Margns ana Paper for additional formatting
] ’ » k
: [ ] [ Page Frames... & » Opt|0ns
= Insurance
El R 3 hppointmentTypeCade  ~
- | AppointmentTypeDescriptiol
ExpectedArmivalTime
| D Provider ¥ | AccessionNo

ApprovedDate

D General » |PreapprovenDate
TranscribedDate
D Patient Hodylmt
Department
DictationDate
A ) rce 3 [ ncos
\CODescription
| D DIcoM > |StudylCDCode

StudyICDDescription

- Right-click in
the body of the
template for

Institution -
Insurance >

Insert Custom Merge Field...

To add a merge field, select
Insert Merge Field and then

position
, Highlight Merge Fisids
] [l:l] Toggle the text background of a merge field fo gray

if the current input position is inside the field

Mish (Unted Siates) |

1.26.32.13

select the desired merge field
from the different options listed

Characer additional
Farearen —¥| formatting
= options

Bullets and Numbering.

B sStyles

Insert > .

B - ——+—— + 100
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