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Document Store Admin Portal — Creating AutoText

You can manage AutoText for your department and personal AutoText.

Open Document Store Admin Portal

To access the Admin Portal type the following text into your web browser and press the enter key.

documentstoreadminportal.app

[} Document Store / Admin Portal BEDVGEIGE Analytics  AutoText  Branding  Clinic  Department  DocumentType Template  Promote

General Information

_~ Analytics Audit Trail
|II|III Analyse Document Store statistics Review and monitor system usage f;\
Department Settings
Department Autotext Department Branding Department Clinics
Manage departmentwide autotext Manage letterhead and contact information Manage clinics and their contact information

Department Staff
Manage the staff linked to depariments

Select the AutoText tab

f[f Document Store / Admin Portal

Dashboard Branding Clinic Department
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Create New AutoText

1. Select your Department from the drop down list (if you are in more than one department).
Your departments AutoText list will be displayed

2. Click Create

By pocument store # Admin Portal Dashboard ~ Department @AW Analytics Branding  Clinic

AutoText Management
Search and manage autotext blocks at a department level

ﬁ

Name Department

Coeliac Clinic Table Gastroenterology
flulvac Gastroenterology
1BD Table Gastroenterology

3. Type a Name for the AutoText (Note — each name must be unique, duplicate names cannot be used)

4. Type or copy and paste your text (Note — the right mouse facility does not provide a paste feature so
remember to use the key board shortcut of Ctrl V to paste)

5. Include Data Items if required

6. Click Save

AutoText/ Create - Sample Text [Gastroenterology]

Sample Text 3 Gastroenterology

4+ B I x ¥ EEEE E-E-EE Q Allergy ~
BloodResults

This is an example of the type of AutoText you can create for your department e Diagnesis

You can include some formatting such as Bold text, Underlined text DiagnesisOld

DischargeDate

- You can also include DischargeMedications
« Bullet points DischargeSummaryParagraf
« You can copy and use Ctrl V to paste text from another decument such as Word

« and you can include data items which will appear in blue text as below EncountercClass

EncounterDate

EncounterDetails
6 EncounterType

FutureScheduledAppeintmer

GpDetails
GpGMeCode
GpName
InitialSearchDetails
LabResults

LeadClinician

Cancel

The AutoText will be listed and will be ready for everyone in that department to use when creating a new
Document.
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