View and Import Other Offices Templates, Letters & Tabs

At the top of the screen, click on EHR, then Import Templates / Med Rec Utility
Now you should see the following screen:
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Medical Record Template Viewer  Add New Tab  Add New Letter Generate F9¢ Remove Unused Fields  Rename Tab in Previous Med Recs  Change Prev Field Numberin Stored Data

Steps to View Records and Letters (O Load ALL _

1) Enter Master Password (leave blank if no password exisits) -

2) Backup Existing Templates ® Load indvidual
| 3) Connect to Crystal PM Server

4) Select Office (by clicking on Name)

5) View The Template using link at the bottormn of page.

B} If you want to switch templates use botton at the bottomn of the page.

We invite you to share your opinion on records and
letters, on the message board atwww.crystalpm.com

Click Backup Existing Templates and Save the document. This is a backup of your template that can be
restored in the case of an error or you do not like the changes.
This will open 4 additional boxes:

[CEBRERRTERHE| et e ecs s
| Connectto Crystal PMServer | Restore Letters from Backup

your opinion on records and Restore Rec For Proc
x hoard atwww crvstalnm com

Make sure the box for Load Individual is checked, then select Connect to Crystal PM Server
Your screen should now show this:
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Master Password |

Medical Record Template Viewer  Add New Tab  Add New Letter Generate F3s  Remove Unused Fields  Rename Tab in Previous Med Recs  Change Prev Field Number in Stored Data

Steps to View Records and Letters Load ALL I:I R B
1) Enter Master Password (leave blank if no password exisits) Load Individual bieselile] o
2} Backup Existing Templates | Connect to Crystal PM Server Restore Letters from Backup

3) Connect to Crystal PM Server

4) Select Office (by clicking on Name)

5) View The Template using link at the bottomn of page.

B) If you want to switch templates use botton at the bottomn of the page.

Restore Rec For Proc

WARNING: Importing Templates and Letters will replace your current templates. If you would like to revert back to your
previous templates, restore them using the buttons above.
Offices cumently sharing documents: Motes / Description:

20/20 Vision Center ~
250 Eye Care

ANEW VISION, P.C.

ABC Optometry

Advanced Eye Care

Advanced Eye Care Services

Advanced Eyecare of Chino - Dr. Daniel A. Paul 0.0, he

Tabs Letters

Records For Procedure

*Double click to load individual tab *Double click to load individual letter

 epoce Corent Terplte DomEilosse  pbdlses




7. Select an office under Offices currently sharing documents

8. You should now be able to see the offices Tabs, Notes, Letters and Records for Procedure listed in the
boxes.

9. At this time, you can click on Display EHR Template to get an idea of the flow and layout of the
template. You can also Replace Current Template to replace your current template with the selection.

10. You can also select to just import a single tab from the template. To do this, click on the Add New Tab
tab at the top of the screen. (NOTE: if you import a tab with linked fields or buttons, these will need to
be reprogrammed as the Field IDs will change.)
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Master Passwaord

Medical Record Template View d New Letter Generste F9s  Remowve Unused Fields  Ren

Steps to View Records and Load ALL T

11. Here you can scroll through this list and select the tab you would like to import. Once you have
selected your tab, click on Load Tab.

s Medical Record Config Utility 3.6 — [m| X

Master Password

Medical Record Template Viewer Add New Tab  Add Mew Letter Generate F9s  Remove Unused Fields  Rename Tab in Previous Med Recs  Change Prev Field Numberin Stored Data

Display Curent Tzbs Import Tabs From File

Tab 2

Med Hx

CL Eval

Refr

Exam v )

roo Display Tabs

Load Tab
FID Label Desc Type Action #‘15@9 Merge Text B“erge MergeFs Fs ~
ype esc

m Read Reading Distance |1 <Create New Field> - <Merge F3sto Bottom=> |+ | View Fis
232 VDT VOT distance ini... |1 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis
24 Cther Cther demand W... |1 ZCreate New Field> - <Merge FIsto Bottom> | | View Fis
247 3 Btn: Append 3m... |7 <Create New Field> - <Merge Fisto Bottom= |~ | View Fis
248 4 Btn: Append 4m... |7 ZCreate New Field> - <Merge FIsto Bottom> | | View Fis
249 5 Btn: Append 5m... |7 <Create New Field> - <Merge Fisto Bottom= |~ | View Fis
250 6 Btn: Append 6m... |7 zCreate New Field> - <Merge FIsto Bottom> | | View Fis
251 7 Btn: Append Tm... |7 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis
252 PRELIMS Lbl: Prelims 3 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis
253 FP AEN Btn: Fomer pt-if ... |7 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis
254 MNP AEN Btn: New Pt - fe.. |7 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis
255 Pupils Pupils 1 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis
256 Date Date of Color Visi... |1 <Create New Field> - <Merge Fisto Bottom> |~ | View Fis v

Import New Tab

12. Now just select Import New Tab and that tab should now be located at the end of your template! (If at
this time you do not see your new tab, this is probably due to the Versioning feature in Crystal which
allows you to view old records in their original template. To disable this feature, you can uncheck it at
Admin — Company — Records — Enable Versioning......)

13. Follow the same steps for Add New Letter



