ATS— How to Create a Note Template

ATS allows you to customize and build note types and templates that can provide consistent and
efficient data entry. They can also be utilized to log specific information. You are able to insert Key
Phrases, or Field Tags into a template to aid in quick data entry.

To customize your note Types and Templates, begin by going to ADMIN—> Maintenance—> Note
Types & Templates —> Update Note Types
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This will open up the box shown below. Decide what the name of your note type will be and type it in
the available blank space at the top of the list. Be sure to give your note an abbreviation and sort
number, as well as marking it active. Click save when you are finished.

& Popup Area Maintenance - O bt
Popup Area [E
Maote Type
Description sort Active Last Used
COVID-19 Staff Close Contact Letter StaffCCL 0 For more information on the popup
COWVID-19 Staff Criteria Met StaffCM 0 maintenance area, please see the
COVID-19 Staff Criteria Met Reminder StaffCMR 0 i
COVID-19 Staff Positive Letter StaffFTL 0 help doc, CUSt0m|Z|nq PODUD/
COVID-19 Studednt Close Contact Exposure CC19CCE 0 Drogdown .
COVID-19 Student Positive Letter StudentPTL 0
COVID-19 Student Retum To School Met RTS 0
COVID-19 Student Retum To School Met Remin... | RTSR 0
Daity Mote Diaihy 0
Discharge Summary Discharge 0
Observation Observe 0
Qrtho Evaluation Ortho 0
Palpation Palp 0
Physician Visit PV 0
Plan Plan 0
Popup Template Test PTT 0
Presentation Pres 0
Range Of Motion ROM 0
Refemal Referal 0
Rehabilitation Goals Goals 0
SOAP Note SOAP 0
Special Tests Special 0
Update Note Update 0
Record: |4 | 4 1Of 24 [ b | Bl B
DO NOT use single or double quotes in your "Description” or "Abbrev” areas. This may lead to issues in reports and making choices.
Copy Save Print To Excel Close
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Once you have saved your new note type you will now create your template for this note type.

To begin go to ADMIN—> Maintenance—>Note Types& Templates—>Update Templates.
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Select the note type you want to edit from the list. You are then able to create the Template that
shows up anytime that note type is selected from the dropdown list. This can be simple, or can be
complex, detailing out your evaluation.
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You can clear the template by clicking the Clear Template button. You can also utilize Field Tags
and Key Phrases within your note template. Use the links to learn more about Field Tags, or Key
Phrases. Type in the KP or Custom Field Tag, or use the Tag button to insert field tags.

As always, save your information after editing.
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http://www.athletictrainersystem.com/pdf_files/ATS_Using_Field_Tags.pdf
http://www.athletictrainersystem.com/pdf_files/keyphrase.pdf
http://www.athletictrainersystem.com/pdf_files/keyphrase.pdf

ATS— How to Create a Note Template

This template will now come up any time this note type is selected for use during documentation.

¢ MNote - Davis, Crash E@
Athlete Dayis, Crash T ﬁ &= Entered by [loe Steckius ~] Timo Sperit [ |Min [ T
Injury | 12/06/2020 - Other Ankle Injury - Left - Ankle ~ @ Note Date 1/27/2021 10:20:06 AM |5~ || Now
Note Note Type | v o
et \ — v
Discharge Summary | ]
v vt Chief Complaint
i, \ Daily Mote
Physician Visit Digcharge Summary
Plan Observation
EEJ;;::: fee Test Ortho Evaluation
Range Of Motion Palpation
Referal Physician Visit
Rehabilitation Goals Plan
SOAP Mote ™
Popup Template Test
Presentation
Range Cf Motion
Refemal
Rehabilitation Goals
SOAF Note v
Aclions
Next Prev New Save Remove @ @ Email Group Print Note Print w/ Injury Close
V't o || =] =
Athlete Davis, Crash v ﬁ 4  Entered by |Joe Streckfus / v| Time Spent l:l““ 0 ;I;:aul:j
Injury | 12/06/2020 - Other Ankle Injury - Left - Ankle ~ @ Note 1/27/2021 10:20:06 AM -3~ || Now
Note Note Type SOAF Note v |
5: <ANAME> ~
o / @
Bony Palpation )
Soft palpation After selecting the note type, the built template will
load. You are able to type with, or around or edit all of \
the information within the template. You can add field og
AROM .
orom tags, build a note, or key phrases. p
MMT: As a reminder, don’t forget to click on the cup, if you Font
have field tags as part of the template, to convert the ‘E"
Speical Test: information. 0
W
Actions
Next Prev New Save Remove @ @ Email Group Print Note Print w/ Injury Close
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You have the added ability to send a note notification after it is completed. Specific to the COVID situation, and
notification of emergency contacts, and basic contact tracing. This is not limited to COVID though, this can send any
note, or template that you define, to the emergency contact, if you choose. This will be sent with the regular batch
notifications (early AM). You are also able to force send it with the Email Now button. Doing that you will see the Email
Sent becomes filled in with the date and time. This will also be logged in the E-files tab of the athlete profile.
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Emergency Contact Mightly Email Batch_. Email Sent:

Name: ~  Contact With: - [] Email To Group Also Email Now
Protected health information should not be emailed. Keffer Development Services, LL.C is not legally responsible for the content of notes or emails.
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Next Prev New Save Remove w §> Email Group Print Note Print w/ Injury Close

To utilize with COVID notification, please create a note template, specific to your institution, to standardize your
notification.

To enable the Note send (batch) function, go to ADMIN—>Users—>Search Users—> decide your preferred
way of searching. This is USER specific, only grant access to those you would like to be able to edit, or make
these changes. Or send PHI in an open email.

=3 [= = ][ =]
Infor i
Name: _ [Joe Streckfus ] Teams es JEmail Groups Email/Opt Partial Admin Secure Msg Notes MSC Forms |+ *
G "i‘E i Administrator Athletic Trainer ] PRN Staff | ] N 1o e — -
] Coach [ Doc/Phy./Nurse [ other Allow Report Printing Allow Report Exporting Note Batch Allowed ]
[] student [] strength Caondition L _ o
User can See All Injuries on the Athlete Details Screen [
User ID:  [Joe Streckfus | Password: ssssssssssns Mool -
o = - odule cess -~
Disabled Cn-= Reset - L Announcements Read-Write
Supervisor: | ~| Athlete Forms Read-Write
Athiete Screen Read-Wiits
Email Addr: |ioe @kefferdevelopment .com | '3 Aehiete Scresning Read-Write
Tesxt Addr: | | <= Concussion Read-Write
Title: | | Distribute Medication Read-Write
Documents Read-Write
beenses: [ | — Emergency Contacts Read Wit
Seelset private info L1 change on next login Evaluations Read-Write
Use secure messages Evaluations - Additional Findings Read-Write
Evaluations - Evaluations Read-Wrts
Phons/Location  Email Signaturs Home Addrsss Evaluations - Girth Read-Writs
— T — T Evaluations - Medical History Read-Writs
; - Evaluations - Objective Read-Write
Cell: Fax: Evaluations - Pain Read-Wite
Location: | | Evaluations - Physician Notes Read-Wirite
Region: 0 ~ DI enonafdmn Evaluations - Special Tests Read-Wiits
Functional Movement Evallations Read-Wirts ~
Signature Upload Clear Record: [I4 74 of 75 [ |k
Read/Write Read Only Add Only None From Another User Reset
Actions
Search Reset Disable New Remove Save Close
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