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Introduction

Using Template fields is a way to complete the transcription process more efficiently with InScribe. They can be used to
jump to a specific part of the document to add text, or can be more complex prompting to select from a dialog to insert
some type of data, or can even automatically fill in certain data. Template fields are used within document and dictation
templates.

Document and dictation templates consist of predefined text used during the transcription process. A Document template
links to a document type and can contain text parts such as section and subsection titles, numbered lists, plain text,
tables, or any combination of these. A document template appears when a job has a document type linked to a document
template. Dictation templates also contain predefined text parts but are not linked to a document type, instead they are
linked to a clinician (and optionally location). The dictation template is inserted into a document usually when a clinician
speaks to insert the template.

While document and dictation templates improve efficiency in the transcription process, template fields further enhance
this process, providing a way to navigate and complete parts of the transcription more efficiently. This user guide shows
how to use template fields within document and dictation templates.

Working with Template Fields

The most basic form of a template field is denoted by open and closed square brackets []. This indicates a special area of
the document where the “Next Field” function (such as F1) moves the edit cursor to the square brackets. Depending on
the type of template field, the InScribe user can start typing or have another action occur.

Ho2chvb

=B Template Field
CHIEF COMPLAINT: []

5’@@ I 100% ~

HISTORY OF PRESENT ILLNESS: []

MEDICATION: []

Template fields are added when constructing a document or dictation template in InCommand. There are different kinds of
template fields that can be used as described below.
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Textual Template Fields

These fields can contain any type of text within the square brackets. Often this will be instructions to the InScribe user as
to what to type in this area of the document.

- Selection Criteria ———————————— | Edit t-Cons - Training Consult Document Template
t-Cons - Training Consult ﬂ ey N " . e
C re X' x Fields - Functions - *% ,9_f| el T 100% ~
Default For All Users ﬂ X K = - i— -
z Times Mew Roman -~ 3(12pt) - Momal ~- ¥~ A- B I U S @ W I 17 [&E = = E - - = —
Default For All Locations |+ |

- Document T

pl CHIEF COMPLAINT: []

All Users / Homewood HISTORY OF PRESENT ILLNESS: []
All Users / Kentwood

MEDICATION: []
Add/Edit Copy Delete
= i X ALLERGIES: [if positive bold and upper case the text/
- Structured T

2 Client Defaults REVIEW OF SYSTEMS: As per subjective. All systems were reviewed and were negative.

ASSESSMENT AND PLAN: []

[ Add/Edit Gy Copy 38 Delete

Auto-Fill Template Fields

These fields contain trigger words that cause InScribe to automatically populate the field, prompt the InScribe user to fill in
the field, or treat the field as a textual type field based on the behavior set in the InScribe Editing Template Options.

Auto-Fill Template fields can easily be added to the document or dictation template using the Fields drop down, by

selecting the desired field and double clicking on it to insert it into the editor. The field will be added at the cursor loc ation
within the template.

C rB x* x “ Fields - Funcions - *% [w] ol T

Times New Roman - 3(12pt) - MNormal - W. A- B I U S antient ID: [PATIENT ID]

Patient Name: [PATIENT NAME]
CHIEF COMPLAINT: [] Gender: [GENDER]

Birthdate: [BIRTHDATE]
HISTORY OF PRESENT ILLNESS: [] Age: [AGE]
MEDICATION: [] Order #:[ORDER NUMEBER]

Service Date: [SERVICE DATE]
ALLERGIES: [if positive bold and upper case the text] Thirtatar PHVETCTAN NWAME]

Although the preferred method is to add fields by the method just described, they can also be added manually by typing
them. If manually creating these fields, capitalization does not matter, but spelling, spacing, and punctuation do. For
example, [Patient ID] and [PATIENT ID] are okay, but [PatientID] without a space is not.

Template Field Definitions

When an auto-fill template field is activated (using the “Next Field” function in InScribe), the behavior the template field
exhibits depends on the InScribe setting “Automatically Fill Template Fields” under File > Options > Editing Templates
section. There are three actions InScribe can take:
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— Prompt - the default action, pops up a dialog to confirm the data to be populated in the field..
— Always - automatically fills in the bracket if data exists, without prompting.
— Never — takes no action;the edit cursor just moves to the field.

The table below defines all available template fields. The description in the “What it does” column assumes the “Prompt”
or “Always” is enabled for the “Automatically Fill Template Fields” setting. Some template fields have options which add
additional functionality.

Field Name
STANDARD FIELDS

[Patient ID]
[Patient Name]

What it does

Replaces bracket with Patient ID field from demographics panel.

Replaces bracket with Patient Name from demographics panel.

[Patient Name First] Replaces bracket with patient’s first name from demographics panel.

[Patient Name Last] Replaces bracket with patient’s last name from demographics panel.

[Gender] Replaces bracket with Gender from the demographics panel.

Options :m/f, :him/her, If Gender is specified without the option parameter, the words “male” or
:he/she “female” fill in based on the gender specified in the demographics panel.
If the option parameter is added, the value before the slash is used for
male patients and the value after the slash is for female patients. E.g.
[Gender:him/her] would choose "him" for male patients and "her" for
female patients.

Dates can have many different formats. The default format is

mm/dd/yyyy. The :format option is used to change the date to the
desired format.

[Birthdate] Replaces bracket with Birthdate from demographics panel. Will not fill in

if blank.

Option :format
The optional :format parameter can be used to specify the date format.

[Date]

Option :format

Fills in with the current Date of the PC.

The optional :format parameter can be used to specify other date
formats

[Service Date]

Option :format

Replaces bracket with Appointment Date from the demographics panel.
If blank, it fills in with the Dictation Date.

The optional :format parameter can be used to specify other date
formats

[Dictation Date]

Replaces bracket with Date Dictated.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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Option :format

The optional :format parameter can be used to specify other date
formats.

DATE FORMATS

For all date fields, you can design your own :format option with the
following parameters:

e Month: m, mm, mmm, mmmm = (1, 01, Jan, January)

e Day:d, dd, ddd, dddd = (2, 02, Wed, Wednesday)

e Year:yy,yyyy = (17, 2017)

e Other characters = (displayed as typed)

Examples:
e [Birthdate:dd-mmm-yyyy] = 05-Jan-2017
e [Service Date:dddd, mmmm, d, yyyyy] = Wednesday, January,
2,2017
¢ [Dictation Date:mm/dd/yy] = 01/02/17

[Age]

Calculates the age in years of a patient based on the different between
Appointment Date and the patient’s birthdate and replaces bracket with
age. If Appointment Date is blank, age is calculated from current date.

[Order Number]

Replaces bracket with Order Number field from demographics panel

[Physician Name]

Replaces bracket with Provider's Name and credentials from
demographics panel.

[Document Type]

Replaces bracket with Document Type name from demographics panel.

[Location]

Replaces bracket with Location name from demographics panel.

[User Field 1]
[User Field 2]
[User Field 3]
[User Field 4]
[User Field 5]

Replaces bracket with text from user field depending on which user field
is in the template.

E.g. If [User Field 2] had the text “RPC-CT” then [User Field 2] is
replaced with that text.

[TIME: mm:ss]

This field is automatically created when using InScribe’s “Insert Time”
function from the “Dictation” menu.

The mm:ss value will be replaced with the position, in minutes and
seconds, at which the dictation is currently playing. When an MT moves
to this field, the audio will begin playback from that time. This allows an
MT to place a marker where she is having trouble with the audio, and a
QA person can immediately jump to the position in the text and the
audio by moving to this template field.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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INPATIENT FIELDS

[Account Number]

[Admit Date]
[Discharge Date]

[Location Description]
[Facility]
[Floor]

[Bed]

[Patient Class]
[Patient Type]

[Admitting Physician]

[Attending Physician]
[Consulting Physician]
[Primary Care Physician]

[Referring Physician]

Functions

E.g. [TIME: 01:15] — starts playback from that point in the audio. If the
MT or QA wanted to adjust this, they can change the mm or ss by typing
a different value.

These fields only available for clients that use the In-patient features.

Replaces bracket with patient’s account number from demographics
panel.

Replaces bracket with Admit Date from demographics panel.

Replaces bracket with Discharge Date from demographics panel.

Replaces bracket with Location Description from demographics panel.

Replaces bracket with Facility from demographics panel.

Replaces bracket with Floor from demographics panel.

Replaces bracket with Bed from demographics panel.

Replaces bracket with Patient Class from demographics panel.

Replaces bracket with Patient Type from demographics panel.

Replaces bracket with Admitting Physician from demographics panel.

Replaces bracket with Attending Physician from demographics panel.

Replaces bracket with Consulting Physician from demographics panel.

Replaces bracket with Primary Care Physician from demographics
panel.

Replaces bracket with Referring Physician from demographics panel.

Functions can be used within template fields for additional capabilities.

Multiple Choice Functions

Multiple choice functions allow the transcriptionist to select specific text to be populated in the transcription from a dialog

box.
’ DeliverHealth
SOLUTIONS
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Pipe “I”

This function is required for multiple choice capabilities. Each item in the template field, (delimited by the pipe symbol “|”)
corresponds to the choice in the “Field in Template Field” dialog box. E.g. [left|right|central|none], gives a list of values that
should be used in this field.

CHIEF COMPLAINT:
IKnee pain: [leftright/central none] I

Fill left|right]centraljnone with:

left

right

catheter. Genl | | central
nong

not soft.

:default(value)

This function is optional and is used to set a default value when the “Field in Template Field” dialog box appears. The
default value is outlined automatically. This function only works in conjunction with multiselect. E.g.
[left|right|central|none:default(none):multiselect(and)].

CHIEF COMPLAINT:
Enee pain: [left'righﬂcentral‘none:dcfault(none):multiselect{and)] I

ALLERGIES: SHE HAS AN {04 cieig in Template Field W (ool o= o]

REVIEW OF SYSTEMS: She || Fill Ieft|right|centraljnone with:

et |

PHYSICAL EXAMINATION: Wil | ; ght
General: She iz somewhat ol | | capniral i

inone
BRI Somcwhat g Default is "none", not
) selected, but outlined to show
DIAGNOSTIC DATA: Sodiut it is the default
Thev have was 0.92, BUN 16
BNP was elevated at and 21.

Lactic acid was 3.1. White bl
Echocardiogram was done tods

’ DeliverHealth
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:multiselect(value)

This function is optional and will allow the transcriptionist to choose more than one of the possibilities in the “Field in
Template Field” dialog. E.qg. [left|right|central|none:default(none):multiselect(and)]. The “and” value would be the word that
is used to separate the last two values in a list (e.g. “left, right and central”). The “or” could also be used in place of and
(e.g. “left, right or central”). The example below shows the result of two selections.

Template field dialog using multi-selection Result

SHIEF COMPLAINT, CHIEF COMPLAINT:
Knee pain: [leftright|central none:default(none):multiselect(and)] Knee pain: left and right

ALLERGIES: SHE HAS AN ALLERGY TO PENICILLIN.

REVIEW OF SYSTEMS: She 1s sedated and cannot give.

The words “left” and “right” are selected and because of
the “multiselect(and)” function, the word “and” appears
between them because it's the value for that function.

Other Functions

:noprog()
This function will prevent the template from moving to the next field automatically, even if the transcriptionist has InScribe
set to automatically move from field to field.

:case(upper|lower|title|sentence)
This function will force the value of the field to have a certain case.

Case ‘ Result H Notes

:case(upper) THIS IS ALL UPPER CASE | Capitalizes all letters

:case(lower) this is all lower case Lower cases all letters
:case(title) This Is Title Case Title will cause each word to start with a capital letter
:case(sentence) | This is sentence case Sentence case will cause the value's first word to start

with a capital letter.

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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In the example below, the “Title” parameter is used to convert the patient’s name to title case.

Function Before

PatientID 123
Patient Name  john doe
Gender
Birthdate |Selecta date
Appt | Select a date
Appt Time
Dict Date | 8/23/2016

Order #

2 ]143466441 3:40 PM NDocs Consult Rich Doc M.L| 8/23/2016
4 147923911 3:40 PM NDocs Consult David Daugh 5/9/2017
4 149020085 240 BM MNDocs t-Cons Mary Rosen  8/23/2016
H2CcD e==EBI U SxX LY ===
&
M HISTORY OF PRESENT H.L}\ESS:I [Patient Name:case(title)] !s a 61-vear-old
for shortness of breath. She was founid to Rave pulmonary. a on chest x-ray|
breath. She was intubated and given Lasix. This is the second time this has hay

Function Result

PatientID 123

Patient Name  john doe

Dict Date | 8/23/2016

Order &

Gender \

Birthdate | Select a date
Appt | Select a date
Appt Time : hd

|

2 143466441 340 PM MNDocs Consult R
4 147923911 240 PM MNDocs Consult O
4 149020085 3:40 PM MNDocs t-Cons M

HISTORY OF PRESENT ILLNES.

. John Doe 15 a 61-year-

breath. She was found to have pulmonary edema on chest ¥
intubated and given Lasix. This 1s the second time this has

B I U & x X

Discrete Data Functions
These functions utilize the Discrete Data section of InScribe. Discrete Data can be used for template fields specifically
used by your transcription company. When a template field contains Discrete Data Functions, any value selected from the
“Field in Template Field” dialog, will be stored in the Discrete Data section of InScribe. The values stored can be used to

replace other template fields referenced later in the document. Note: Discrete Data functions are a legacy feature and are
rarely used anymore. These functions are described as follows.

:name(value)

March 2021

When the transcriptionist makes a selection from the “Field in Template Field” dialog, this function will store the selection
as a discrete data field of the name in the value section. E.g. [a|b|c:name(X-Ray)]

Function Before

Function During Execution

[a/ble:name(X-RAY)]

@ @ B &

ASSESSMENT: My impression she has congestive heart ]
be coronary disease. Disease we reevaluate her for weanis
service for the next control of hypertension, diabetes.|

o AddlAuth )

s @ @

[afb|c:name(X-RAY)]

Fill [X-RAY] with:

=00 | 1

ASSESSMENT: My impression she has congestive heart failure. She has a high risk

coronary disease. Dis{O Fieid in Template Field
service for the next co

[ LCancel

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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Function Result

ASSESSMENT: My impression she has congestive heart failure. She has a high risk and since I suspect that this may

be coronary disease. Disease we reevaluate her for weaning and extubation tomorrow. She should be seen cardiology
service for the next control of hypertension, diabetes.

d

s @ @ 3 &:, = ¢ Addl Auth +) Comment Tags o Discrete Data 38

MName Walue
K-RAY a

1

:caption(value)

This function adds a name to the list items in the “Field in Template Field” dialog, but will not store it as a discrete data

field. The name can be anything but usually describes the list items. In the example “My List” describes the list items a, b,
and c. E.g. [a|b|c:caption(My List)]

Function Before Function During Execution

ASSESSMENT: My impression she has congest ﬁﬁeldin Template Field =R

be coronary disease. Disease we reevaluate her
service for the next control of hypertension, dial

[a/blc:caption(My List)]

Function Result

ASSESSMENT: My impression she has cox
be coronary disease. Disease we reevaluatd
service for the next control of hypertension

[a/blc:caption(My List)]

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.



1 2 eScription One March 2021

When used along with the :name() function, the “Field in Template Field” dialog will display the name of the list and will
store the typed value under the name given in the name function. E.g. [a|b|c:name(X-RAY):caption(My List)]

Function Before Function During Execution
ASSESSMENT: My impression she has congestive ] PHYSICAL EXAMINATION
be coronary disease. Disease we reevaluate her for catheter. General: She is
service for the next control of hypertension. diabete but not soft.

EXTREMITIES: Somewha

[a/ble:name(X-RAY):caption(My List)]

DIAGNOSTIC DATA: Sod
baseline. They have was 0
elevated at 0.098. BNP wa
pCO2 of 51, pO2 of 84. La
Urinalysis 1s fairly normal.
thrombus data states that sz
pulmonary edema and mild

ASSESSMENT: My impression ghe has congestive heart failure. She has a high risk and 5
be coronary disease. Disease w¢ reevaluate her for weaning and extubation tomorrow. Sh
service for the next control of hypertension. diabetes.

[a[blc:name(X-RAY):caption(My List)]

Function Result

ASSESSMENT: My impression she has congestive heart failure. She has a high risk and since I suspect that this may
be coronary disease. Disease we reevaluate her for weaning and extubation tomorrow. She should be seen cardiology
service for the next control of hypertension. diabetes.

Comment Tags | Discrete Data 28
.d "] Mame Value
ROS Cardiovascular
.- X-Ray a

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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:hidden()

This function will cause the typed value to be a discrete data value, which will be saved in a discrete data field, but will not
display the value in the document itself.

Function Before

ASSESSMENT: My impression she has congestive
be coronary disease. Disease we reevaluate her for
service for the next control of hypertension, diabete

[a/blc:name(X-RAY)-hidden()]

Function Result

Value added to Discrete Data but not displayed in transcription

s @ @ & & Addl Auth D Tags o) Discrete Data £ 4
'] [ q-—-T\J-a—m-e—‘—-—-.; Value
X-RAY b

:use(discrete name)
This function will auto-fill with the value from the Discrete Data field that was previously filled in.

Function Before

service for the next control of hypertension, diabetes.

The patient's ROS svstem checked was [:use(ROS)]|

Function Result

service for the next control of hypertension, diabetes.

The patient's ROS system checked was I—Iea.rrl

s @ @ &2 d Addl Auth & Cao Tags & Discrete Data ==
"l [ Marme Walue

- Healthy

ROS Heart

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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:if(discrete name=comparison,true,false)
This function will compare the value of a discrete data field with the comparison value. If they are equal, whatever is in
the true section will auto-fill. If they are not equal, whatever is in the false section will auto-fill.

Function Before

service for the next control of hypertension, diabetes.

The result of the X-Rav was a tX—RAY:if{X—RAY=Bmken=PracrurefSpraj.n}]

[Cs & @ &2 g Addl Auth & ent Tags &) Discrete Data i@ £ 58
[ 'l [ ‘\'l Mame Walue

[%-Ray | Eroken

ROS Heart

Function Result

service for the next control of hypertension, diabetes.

The result of the X-Eay was a Pracmre|

© 2021 DeliverHealth SOLUTIONS, Inc. All rights reserved.
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APPENDIX

The table below lists some more advanced functions and features that can be used with template fields.

Field Name What it does

ADVANCED FIELDS ‘

[ProblemList:value] Replaces bracket with text from a section of the patient’s problem list, where
“:value” indicates the name of the section to use.

[Template:value] Replaces bracket with text from a Dictation Template, where “.value”
indicates name of the template to use. E.g. [Template:normalPE]. Bracketed
field is replaced by clinician’s normalPE dictation template.

[TemplateUse:value] Fills in with the text from a Dictation Template, where “value” is the name of
a variable set by the “:name()” function, and the value of the variable
contains the name of the template to use.

This is commonly used in combination with the “:multiselect()” function, to
give a user the option of several templates that can be used.

For example:
[TempA|TempB|TempC:name(MyTemplate):hidden()][TemplateUse:MyTemplate]

The first [field] will allow the user to choose between three templates: TempA,
TempB and TempC.

The :name() function will cause the selection to be saved in a field called
“MyTemplate”.

The :hidden() function will cause the result to be remembered by InScribe, but not
shown in the body.

The second [field] will cause the value chosen in the first field to be pulled as a
template into the body.

For more information on the functions used in this example, see Multiple
Choice Functions.

’ DeliverHealth
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