Kareo Clinical Template Editor Guide

kareo

Go Practice

Navigate the Template Editor

Templates are used to streamline physician documentation. Kareo Clinical provides over 200 library templates that can easily be
modified, renamed it and saved as your own. Templates you create can be selected when creating a note. You can also share
custom templates with other providers or clinical assistants within the practice.

Note: Templates cannot currently be deleted, only inactivated (meaning they will not show up in the list when using templates).

P To access the Template Editor

1. Open Kareo Clinical, click the User
icon in the top right of the window,
and select My Settings

2. Click Templates on the left menu.
The Templates page opens to Active
templates.

My Settings (@

My Account
Drug Fawvorites
Text Shortcuts

Note Types

7 — Templates
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a. Click toview alist of all Activeor Inactive
templates.

b. Click Set Specialty Filter to use a set
of templates specifically for a specialty
you select. Templates that do not apply
to your specialty are moved to the
Inactivelist.

c. Click Create Templateto build a custom
template.

d. Click the check box on the leftof a
custom template and click Share to make
the template accessible to
other providers and clinical assistants in
the practice. (See Share Custom
Templates section.)

e. Clickthe check box on the leftof a
template name and click Deactivate to
make the template inactive. Deactivated
templates display in the /nactivelist. (See
“Inactivate or Reactivate a Template”
section.)

f. Click the Template Name, Specialty, Last
Update, or Typegray column header to
sort the template list.

g. The Typecolumn indicates whether a
template is built-in (System) or custom.

h. Click a Template Name to view or
edit details.
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a t|: C
——
[ Active | Inactive | | SetSpecialty Filter | |“craateTlml
| Share | | Deactivate |—e y ;5
TEMPLATE MAME A SPECIALTY - LAST UPDATE TYPE
r Abdominal Pain, Adult Family Practice 10/21/15 02:06:1% PM System
| Acne General Practice 10/21/15 02:06:24 PM Systemn
| ADHD J Family Practice 10/21/15 03:06:24 PM System
| ADHD, Child Family Practice 10/21/15 03:06:28 PM System
| Adjustment Disorders Peychiatry 10/21/15 02:06:17 PM Systemn
| Anemia, Iron Deficiency Family Practice 10/21/15 02:068:23 PM Systemn
| Antepartum Gest. Age 18-20 EDD (ACOG) Obstetrics Gynecelegy  10/21/15 02:106:24 PM Systemn
| Antepartum Gest. Age Confirm EDD (ACOG) Obstetrics Gyneceloegy  10/21/15 02:06:24 PM System
| Antepartum Initial (ACOG) Obstetrics Gynecelegy  10/21/15 02:08:23 PM System
| Antepartum Lab Hx 24-28 wk (ACOG) Obstetrics Gynecelegy  10/21/15 02:06:18 PM System
| Antepartum Lab Hx 32-36 wk (ACOG) Obstetrics Gynecelegy  10/21/15 02:06:28 PM System
2
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System versus Custom Templates
e System templates are listed under the Type column in regular font.
e System templates cannot be edited but can be saved and renamed to make a copy that can be customized.
e Custom templates are listed under the Type column in italics.

e Custom templates can be shared with system users that have provider or clinical privileges.
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Deactivate or Reactivate a Template

Inactivating templates that are not currently in use by the practice can be beneficial in that it will shorten the active template list
within a note, making a search more efficient. Inactivating a template simply removes the template from view and does not
delete it from the system.

P To deactivate a template
1. In Kareo Clinical, click the User icon in the top right of the window and select My Settings.
2. Click Templates on the left menu. The Templates page opens to Activetemplates.
3. Check the box next to each template you want to deactivate.
4

Click Deactivate. The selected templates are moved to the /nactivelist.

o mysawmgs  Templates

[Active | Inactive | [ SetSpecany Fiter | [ Create Tempiate |
| Shars | D =activats
L TEMPLATE MNAME LY 4 A SPECLALTY LAST UPDATE TYPE
3 Abdominal Pain, adult Family Practice 10/21/15 03:06:19 PM  System -
k" | ACne General Practice 10/21/15 03:06:24 PM  System
¥ ADHD, Child Family Practice 10/21/15 03:06:28 PM  System
Anemia, Iron Deficiency Family Fractice 10/21/15 03:06:23 FM  System
Antepartum Gest. Age 18-20 EDD {ACOG) Olbstatrics Gynecology 10/21/1503:06:34 PM  System
Antepartum Gest. Age Confirm EDD (ACOG) Obstetrics Gynecology 10/21/1503:06:24 PM  System
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P To reactivate a template
1. Click the Inactive button to view a list of inactive templates.
2. Click to check the box next to each template you want to reactivate.

3. Click Activate. The selected templates are moved to the Activelist.

o wys=ings  Templates

—

| Active | Tnactive ] | Set Specialty Filter | | Create Templats |

|  Activate
Ii . TEMPLATE NAME 3 A SPECLALTY LAST UPDATE TYPE

) ¥ ADHD Family Practice 10/21/15 03:06:19 PM  System -
¥ Adjustment Disorders Psychlatry 10421715 03:06:24 PM  System
Antepartum Initial {AC0G) Obstetrics Gynecology 1042115 03:06:28 PM  System
Blpolar Disorders Psychlatry 10/21/1503:06:23 PM  System
EREAST Exam General Practice 10/21/15 03:06:34 FM  System
Catatonia/Tic Disorder Psychlatry 10/21/15 03:06:34 PM  System
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Share Custom Templates

Customized templates can be shared with other users in the practice who have provider or clinical privileges. Once a template is
shared, it appears in the clinical staff’s and/or provider’s Template Editor page; the template Type will be marked as “Shared”. A
notification message will be sent to the each person with whom it was shared.

Note: A shared template is sent as a copy. If any changes are made to a shared template, the template owner must “re-share” the
template to reflect the changes.

P To share a custom template
1. In Kareo Clinical, click the User icon in the top right of the window and select My Settings.

2. Click Templates on the left menu. The Templates page opens to Activetemplates.

My Settings &

Account Information

My Account My Settings
Drug Favorites Name Allison Erown e
Solution Centar
Text Shorbouts E-mail abrown@kareotest.com
Support
Note Types Fhone (9959) 995-9959
Sign Out
7 = Templates Roles System Admin
Provider
Biller
Practice ACcess *A Place for Healing
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Click to check the box next to each template you want to share.
Click Share. The Share Templateswindow opens.
Click to check the box next to the name of each person with whom you want to share the template(s).

Click Save.

o 0 ok ow

o mysangs  Templates

| Active | Inactive ] | set Soecite Fater | | Create Templats |
Share Templates [x]
4 ':IL s Ii e You will be sharing Dr. Brown's Abdominal Pain Template to the following people:
_|  TEMPLATE NAME
 Kim Halliday -
_ Diverticulltls 5 = . Chris Lankford . em -
. Dizziness/Vertigo ) Robert Acer em
| Jeremy Evans
3 =+ Dr Brown's Abdamin Peyton Rivers - om
.. Edema MNote: These files will be sent as copies. Any changes after this point will not be em
reflected across accounts.
- Enlarged Uterus ; ; em
5 _l Save ] l Camcel ]
. ENT em
- EYE General Practice 10421715 03:06:28 PM  System
. FB Removal General Practice 10/21/15 03:06:28 PM  System
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Create a Template

You can create a custom template in two ways: Either by creating it from blank or by copying and renaming an existing template.
When naming your template, do not use the word EXAM or EXAMINATION in the title; the template will not appear as an active

template choice in the live note.

Create a New Template from Blank

P To create a new template from blank

Kareo Clinical Template Editor Guide

1. In Kareo Clinical, click the User icon in the top right of the window and select My Settings.

2. Click Templates on the left menu. The Templates page opens to Activetemplates.

My Account
Drug Favorites
Text Shortcuts.
Note Types

2 =— Templates

My Settings (&

Account Information

Hame
E-mall
Phone

Roles

Practice ACcess
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My Settings
Allison Brown Practice Settings
Solution Center
abrown@kareotest.com
Support
{999) 999-9959
Slgn Out
System Admin
Provider
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4. Enteratitle in the T7itlefield.
5. Enteraname in the Authorfield. > wysemes Templates Ia
6. Click the Specialtiestab. [hetive ] inactive | | Se Specuaty Famer | o imte Tompinte
7. Click Add. The Specialtywindow o 10} 'ﬁ“‘aiﬂ
= ?
8. Click the drop-down arrow and — | | [eywards || Speciafties |
select one or more specialties £ et | |
that best fit the template. i ] | _el’
9. Click Save. The Specialtywindow e i o || = T =
closes.
 SectionCarePlan Menwl | Menu2 “Menu 3
10. Click Save. To make T | S == o
Cogry Pase [+5 Foia o P | Faa
modifications, see “Customize a i —_— e l :
Template” section.
Speciaty x|
Specialty: 1 E—2
wd | e | oe [+ —— PP — Cased o N
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Create a New Template by Renaming

an existing template

< mysanngs Templates

1. Click on atemplate title. The
template editor opens. [PREE] e |

| et Speciaity Filter | | Creste Templste

2. Enter atitle in the T7itlefield thatis A— ;

different than the built-in template _| TEMRLATE Mame A SPECIALTY LAST LPDATE Ty
name. Abdominal Paln, Adult ) Family Practice 10y21/1503:06:19 PM  System =

Deactivate

— Anemia, Iron Family Practice 10/21/15 03:06:23 PM  System

3. Enter a namein the Authorfield.

Anteparium. et A 18-20 EDEL AT GG Ohsternos oynpcolom: 132115 000624 P M. Syshem
4. Click Save. To make modifications,

. X ' | Anemia, Tran Defickency Jua |30 6]
see “Customize a Template” section. 4] :

Editar Provies =

| Save i ] Save evary 5 minutes

7 —Tie: [ Arremnia, Tron Deficiency | X | Spectaltiog

3 = hher: [*aren | Family Pracace
| Geseral Pracice

Wersion: [0m2

Date Mocklied:  10/2415 03:06:23 PM o || e ||

Section/Careflan | Menul Menu 2 Menu3

|G:n'|||m| Chy | | | = D! | | || Sl | e
exam.gen foae o ) . N
Subjeive
exam.gen.cetzil
ENAMLGENL DT
areplang

I I | N N CEE
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Add a Specialty

The Specialty tab enables a user to select a
Specialty for the purpose of sorting templates.

5 myseng:  Templates

[Thve | madive | | St Specamy Firer [ Craste Tematate
P Toadda specialty
| Share | | Deactivate |
1. Clickona template title. The template L TEMPLATE MAME ) & SPECLALTY LAST UPDATE TYPE
editor window opens. _ abdominal Mﬂmg&, Family Practice 10/21/1503:06:10 PM  System a
2. Clle the Specia/t/estab. ACne General Practice 1021715 03:06:24 PM _ System .
3. Click Add. The Specialty window opens. Atdominat Pain, Adukt [ | - CIEYES)
Editar Preview e
4. Click the drop-down arrow and select T T 7.
the specialty from the list. — |
Tate: [ At P, 0| | RS | Spactakion. |
Click Save. The Specialtywindow closes. i o | Famity Pracae
6. Click Save in the upper left of the e [ | S
. . Date Madiled: 10,2171503:06:19 P
template editor window.  On ez =7 M —
 Section/CarePlan [ — [ E— | lagnnz
| | | | speciatty % N
e Ao -
Tt Speciahy: | |v —4
enEm.gen ceiil
ENETLgen T
| L— saw Sae B Addel Anotiies Canced =
« I . - T
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o mysmgs Templates

Edit a Specialty

P To edita specialty

1. Click on atemplate title. The template [TREET] tnactive | [ 5= Specany Fter [ Create Tempizte |
editor window opens. — = P
2. Click the Specialties tab. | vemaTe nave ) 4 sECLALTY LAST UPDATE TYrE
. . . . _ Abdominal Faln, Ad Family Practl 10y21/15 03:06:19 FM  Systel -
3. Click the specialty name in the list that A & “ "
Acne General Practice 10021715 03:06:24 PM  System
you want to change.
4. Click Edit. The Specialtywindow opens. Al st met a7 linlix]
. Editar Preview e
5. Click the drop-down arrow e.md select Tam F Hlmeysm ..1
another specialty from the list. :
Tate: [ Absgrnind P, nki | T | Spechieie |
6. Click Save. The Specialty window T [ | Family Pracice
closes. Verstory a4 | 3] o 4
] 5 [S=tals h
7. Click Save in the upper-left of the e [ o I i I i
template editor window.
| Section/CarePlan N e | Taacia I
L?" | (R Specialty %
exam.gen fons
SR Speciaky: [Genersl Pracice 5
exzm.gen.cetail
ARG COMmD
|___’f“__||___5.l____||l 5 — S Cancel m =
« I s > T
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P To delete a specialty o wyseungs Templates

1. Click on atemplate title. The template o Bl ee——r——- e

editor window opens.
| Ehare | Deactivabe |

2. Click the Specialties tab. _| TEMPLATE HBI.HE ) & SPECLALTY LAST UPDATE TYRE

3. Click the specialty name in the list that 5 M% ol o i -
you want to delete ACne General Practice 10/21/15 03:06:24 PM _System .

4. Click Del. The confirmation window Abdomins pan, Adul 6l . =l

OpenS. Editar Preview

f - 2
. . . Il minnes
Click Yes to confirm the deletion. = e !
Tate: [ Aexrint Pai, n. | | e | Spechaitier. |

6. Click Save in the upper-left of the

Mot [Karen | Family Pracioe
template editor window. e [ | 3 - General prach )
i Irferral Meciane ‘I'

Dite Modifed: 1021715 03:05: 19 P4

| Bacicl ! Enit | Ded

L Confirm 2]
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Add a Keyword Mol ok 51 B
Editar Preview -
|_.°an ; ] Saver envary 5 minutes ;]-

P To add a keyword e T [ emrwavie [ Species |

1. Inthe template editor window, click the Ao == | ::::
Keywords tab. Vessian: (004 |
Date Modled: 10721715 03:06: 19 PH 2 -—-| Ao || Edit " Ded
2. Click Add. The Keywordswindow opens. _
) ) ) ) W SMana i Henu £ Hans J—
3. Enterthe keyword in the Descriptionfield. " ——
, . [ | || =
4. Click Save. The Keywordswindow closes. mm: 5 \_‘ |
5. Click Save in the upper-left of the template exam cen cem o
editor window. [ =] o e S M, e Ebr| =
. -
Edit a Keyword
‘Abdaminal Pain, Adult 6| Jac [ %]

N

P To edita keyword
N (=~ weee .1

1. Inthe template editor window, click the = Tt | J == " i

Keywords tab.

fastthor: [aren | 2 = vomiting 3

2. Click the keyword in the list that you want to Vessian (004 I s I

Change. Dt Machifiad: 10/2171503:06: 19 P9 | Ao " B-l || Ded
3. Click Edit. The Keyword window opens. Secton/CarePlan [ mamn s pra— P —

EANEE] 1=

4. Make changes to the keyword in the

Description field. mm nmm \_ e |
Click Save. The Keyword window closes. e oamasn e _—
: . I e e e
6. Click Save in the upper-left of the template e—
editor WindOW. 1 _ .. S
14
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Delete a Keyword

Abdaminal Fain, Adult T | T
Editar Freview e
P To delete a keyword " Kimeaneysimsaes l1
1. Inthe template editor window, click the Tte: [Abdomiect P, 0. | [ erwonds || Swacarie |
Keywords tab. A [keren | 2 =] 2
2. Click the keyword in the list that you want to b [ | |
Dofle Mockfied: 10721715 03:06:19 P | sea [ . [ el

delete.

3. Click Del. The confirmation window opens.

4. ClickYes to confirm the deletion.

5. Click Save in the upper-left of the template
editor window.

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 15
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Work with Two Templates

You can have up to two templates open at the same time and view or work with them side-by-side.

P To work with two templates
1. Click on atemplate name from the template list to open it.

2. Onthe top right of the template editor window, click the right or left arrow to snap it to the appropriate margin.

3. Open asecond template and click the appropriate arrow to snap it to the opposite margin.

Hypothyroidism [« »]x! | uvpothyroidism, r. Saunders

mrUPml

Save | [¥] Save every 5 minutes

Eﬁmrupmﬁm]

Save | [¥] Save every 5 minutes

Title: | Hypothyroidism | Title: | Hypothyroidism, Dr. Saund| H Keywords H_
Author: | My | Author: | Corena Bahr | goiter
Version: 1003 LIVE | Version: [0.03 LIVE |

Date Modified: 10/07/13 04:43:18 PM

Date Modified: 01/20/12 09:05:27 AM

- Section/C Pla H 1 - Menu 2

- Section/Ci Pla - Menu 1

oy | pase L Lo || frome | _copy || pase | e || [rese ] e | [w
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Customize a Template

Add Sections to the Section/Care Plan Menu
Note that only the Subjective, ROS, Objective and Plan portions of a SOAP note have access to templates.

For exams, the type of exam selected will be the default exam that populates under the 1-Click Normal & Pertinent Findings. Note:
Do not use .focus or .comp exams; these templates are inactive and will not populate in the note.

.'To add a section to the Section/Care Plan menu ‘ : L L Aad "

1. Onthe template editor window, in the o : _
Section/Care Plan box, click Add and then SRR 7

Section. | i::lgective
S it exam.gen.detail

2. Select Subjective, ROS or Exam type from the careplan® exam.heent.detail

exam.neck.detail

drop-down menu. Note that there are key Symptoms | S T IE S
codes that can be used to make some of the Home weights | ¢yam resp.detail
note headings templatable (see the table, Fertnentpostt exam.gi.detail
. Exacerbating) exam.qgu/rectal.detail
next page). Other than those in the table, do . 5 xam.ext.detail
not free-type a Section Key. Moo Hix s x:::ﬁ“ﬂzﬁfm'
3. Click Save. Lifestyle /Envire exam.neuro.detail

Family Hx spec exam.psych.detail

I O

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 17
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Key Codes for Note Headings

Articulation Speech and Language Initial Evaluation/Progress Report ~ KCT_Articulation
DSM-5 Psych/Therapist Initial Visit and Psych/Therapist Progress KCT_DSMS5

Note
Diagnostic Studies Urgent Care KCT_DS
Fluency Speech and Language Initial Evaluation/Progress Report ~ KCT_Fluency
Form Office Form KCT_OfficeForm
Gestational Age OB Evaluation KCT_GA
History Speech and Language Initial Evaluation KCT_History
HPI/Subjective/Psych H&P, SOAP, Psych/Therapist Progress, Telehealth Suleeiie
Syndromes H&P/SOAP
Indication Procedure, Med Spa Procedure, Med Spa IV Procedure KCT_procedure_INDICATION
Medical Decision Making Urgent Care KCT_MDM
Mental/Functional H&P, SOAP, Telehealth H&P/SOAP KCT_Cognitive/Functional

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 18
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Minor Procedures

MSE

OB Exam

Objective
(Speech/Language)

Oral Mechanism Exam
Past Lab Hx

Past Pregnancy Hx
Performed By
Pragmatics

Procedure

Psych Impression

Psych Intervention

Continue to next page...

H&P

Psych/Therapist Initial Visit and Psych/Therapist Progress
Note

OB Evaluation

Speech and Language Treatment Note

Speech and Language Initial Evaluation/Progress Report
OB Evaluation

OB Evaluation

Procedure, Med Spa Procedure, Med Spa IV Procedure
Speech and Language Initial Evaluation/Progress Report

Procedure, Med Spa Procedure, Med Spa IV Procedure

Psych/Therapist Initial Visit and Psych/Therapist Progress
Note

Psych/Therapist Progress Note

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020

KCT_MP

KCT_MMSE

KCT_OBEXx

KCT_SpeechObijective

KCT_Oral

KCT_PastLabHx
KCT_PastPregHx
KCT_procedure_PERFORMED_BY
KCT_Pragmatics

KCT_procedure_PROCEDURE

KCT_Psychlmp

KCT_PSYINT

19



Psych Symptom/Follow

Up

Psych Syndromes
PsychFHx
PsychHx

PsychSHx

Reason for Referral

Receptive/Expressive
Language

Speech Development

TCM Exam

Tests

Tests and Measures

Treatment

Psych/Therapist Progress Note

Psych/Therapist Progress Note
Psych/Therapist Initial Visit
Psych/Therapist Initial Visit

Psych/Therapist Initial Visit

Physical Therapy Initial Evaluation, Interim, Progress and
Discharge Summary

Speech and Language Initial Evaluation/Progress Report

Speech and Language Initial Evaluation

Acupuncture Initial Visit/Follow Up/Reassessment

Psych/Therapist Initial Visit

Physical Therapy Initial Evaluation, Interim, Progress and
Discharge Summary

Physical Therapy Initial Evaluation, Interim, Progress and
Discharge Summary

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020
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KCT_PSYSYFU

Subjective
KCT_PsychFHx
KCT_PsychHx

KCT_PsychSHx

KCT_REASON

KCT_Language

KCT_SpeechDev

KCT_TCM

KCT _Tests

KCT_Cognitive/Functional _TEST

KCT_Cognitive/Functional _TREAT

20
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Voice Speech and Language Initial Evaluation/Progress Report ~ KCT_Voice

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 21
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Add Care Plan to the Section/Care Plan Menu Reorder Menu ltems
To reorder menu items, click and drag the menu item to the
> . desired location.

To add a care plan to the Section/Care Plan menu

1. Onthe Template Editor window, in the Section/Care
Plan box, click Add and then Care Plan.

2. Do notenter a Dx Code or other info.
3. Click Save.
 Section/CarePlan  Menu - Menu Menu3 |
o || pme ol fme]  |||[folif] |||l ] |
Subjective Careplan
exam.GEN. focus
B Dx Code: %I
::;a"#lm User Info:

[ 7o e
ne fe e e | e ﬁ @

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 22
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Add, Edit, Delete Menu Items to Subjective and ROS Sections

"To add, edit, delete menu items

| i | |
Ccopy  paste | Coy | paste (Copy | paste [ cooy | [ pone |
| exam.GEN. foaus a T - Reason for visit ) new onset symptom evaluation
exam.GEN. detail . Onzet/Time course ¥ initial &valsation
exam.GEN.comp f Symptoms ¥ follow-up evaluation of hypot...
2 i s S | _ ; s i
careplans . ExacerbatingfAlleviating factors ) Visit reason (describe) i
|| Tx response [Side effects [}
Medical Hx speafic to visit b
| OB/Gyn Hx specific to visit b
| Lifestyle /Environment factors )
| Family Hx specific to visit b

a. Clickon anitem to highlight it.
e Click Add in the Menu box.

e Select a Child Type from the drop-down menu; see section “Menu Child Types.”
e Create alabel and macro text; see section “Use Macros.”

e Click Save.

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 23
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Menu 1 x|

Chid Type: | Menu2 (Multi-Select) ~

Menu 1: The Label and Macro fields must

be populated for the menu item to
function correctly.

Label:

Macro:

| Must have a labell =
Must have macro text! d—

Save Save & Add Another Cancel

Menus 2 and 3: The Label field must be s
populated. Enter text if needed. No text i e

- ‘Must have a label =
defaults to the label. See section “Label o

Enter text if needed. No text defaults to the label. =.
versus Text Fields.”

Text:

Save

Save & Add Another

b. Copy/Paste: To copy and paste an item, click on it to highlight and click Copy. Click Paste in the desired template.
Items can only be copied section to section or menu to menu (i.e.: Menu 1 to Menu 1). To copy between templates,
open both; see section “Work with Two Templates.”

c. Add/Edit/Delete: To make modifications, click on an item to highlight it, then click Add, Edit or Delete. If you select
Add or Edit, a pop-up window will appear allowing you to make changes. Note that when deleting Section/ Care
Plan items, the parent menu and all of the child menus will be deleted.

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 24
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Label versus Text Fields
Note that if the text field of a Menu 2 or

Label: Text entered in the Label field of the Template Editor will appear in the Menu 3 itemis not papulated, the text will

template menu of the note.

default to what’s in the Label field.

Text: Text entered in the Text field will populate the note.

Template Editor View Text in the Note View
'Menu2 @‘
Subjective
i T
|Label: | | new onset symptom evaluation Patient presents for evaluation of new onset symptoms.
evaluation of new onset symptoms
Text:
Save Cancel
Using Parenthesis
Used mostly in Psych specialty templates, parenthesis,”()”,
Label in the Note View can be used in the label field of menu 1 where multiple
x . L.
T menu items are used to create a sentence. This indicates that
Default p| [ ital evauation itis important to populate the menu items within the
@ Resson or vist N g folovi-up evelizton parenthesis to generate a complete sentence.
ongoing management

[C] Duratien 3

O onset , | [ Vistreason (descrive) au Substance Use Caffeine b

[C] Severity/Course 3

@) o o [ ] reason for visit 3

[] Pertinent positivesinegatives 3 D (caﬂeine typa b

|:| Exacerbating/Alleviating factors I

[7] Txresponse/Side effects j 03:51 PM 01 Oct 2013 Last updated) E] # of caffeine source b

[C] Medical Hx specific to visit ¥ b aday D per time b

[T Lifestyle/Environment factors 3

] Family Hx specific to visit 3 E] duration) b
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Menu Child Types
Below are examples of the various menu child types, what they look like in a note, and their functionality.
Menu 2 (Multi Select)
Ability to select more than one answer in the next menu.
Template Editor View Note View
-.hIll @ @
Child Type: new onset symptom evaluation
Label: | Reason for visit Default w| [ inftial evaluation
Patient presents for {00t | S —— ) | follow-up evaluation |
Macro: [ Duration 3 [C] ongoing management
O onset N [ wisit reason (describe) 3
[] Severity/Course b r
Save Cancel
Menu 2 (Single Select)
Ability to select one answer in the next menu.
Template Editor View Note View
Menu1 @]‘ cough .
chi Type: 00 Ressan o et »
Label ‘ Cear 7] OnsetTime course » —_— &
[] T max (Fahrenheit) 3 N
] Smoking status 3 @ oo
Macro: :‘::“f:::: : | :::Dm
[T Pertinent positives/negatives 3 @ s
[ yellow
Save Save & Add Another Cancel [T Medical Hx specific to visit 3 P
[] Immunizations 3 —p———
[[] bioody
[ plug-shaped
[C] Other sputum features (describe) b

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 26



Kareo Clinical Template Editor Guide

+/-

Ability to select either a positive or negative answer for the current menu.

Template Editor View Note View
Menu 2 x| couan '
[T Reason for visit 3
Child Type: | (+)/(-) w7 [ Onsetime course 5
Label; |hacking [C] T max (Fahrenheit) 3
[] Smoking status [3 hacking o e
Text: Sputum features 3 barking/whoop sound o e
| Cough features b paroxysmal oe
(] Pertinent posttivesiegatives b | worseatngnt oe
— cancel [ Medical Hx specific to visit p | [l worsein moming [ =]
None
Select’s the menu item to populate the note (with no additional characteristics).
Template Editor View Note View
Henu 2 Cough 13
Child Type: ] Reason for visit 3
Label: |dear ] OnsetTime course b ()
[C] T max (Fahrenheit} 3 g rvnne |
. [7] Smoking status. b e
Text: Soutom featres . [ copious
[ Cough features b & cer
— e— ] Pertinent positivesinegatives 3 O o
[7] Medical Hx specific to visit p| B =
[[] immunizations 3 O green
[] blood-tinged
[ bloody
[[] plug-shaped
] Other sputum features (describe) 3
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Picker

Ability to add date, alpha or numbers in the next menu.

Template Editor View Note View
..hll 1 |
@ Cough 3 ify F)
Child Type: | Picker ¥
) s | [—
Label: | T max (Fahrenheit) Ll
T o food) F [] OnsetTime course b o 2 2
|D T max (Fahrenheit) 3 [ = 4 5 l H
Macro:
[] Smoking status 4 [ 5 7 3 l
[] Sputum features 3 = =
Save Cancel [C] Cough features 4 L —] i
] Pertinent positives/inegatives 3
[] Medical Hx specific to visit [ fss.:u PV UL UCT ZUTS CasT

Create a Picker

The menu item Picker can be created in Menus 1 and 2.

P To create a picker

1. Onthe Template Editor window, in the Menu 1 or 2 box, click Add.

2. Select Picker in the Child Type drop-down menu.

3. Enteralabel.

4. Enter macro text (Menu 1) or text (Menu 2) if desired.

5. Click Save.
6. Create a child menu in order to identify the type of picker (date, number, alpha):
e Highlight the picker name and in the next menu, click Add.

e Select date, alpha or numeric from the Type drop-down menu.
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e Enteralabel.
e Select Append, Prepend or Replace from the Conjuction drop-down menu; see next section “Conjunctions.”

e Click Save.

Conjunctions

When a Picker, None or +/- Menu 3 item is selected, conjunctions can be used in the Subjective, ROS and Exam sections of the
template. A conjunction directs the template on where to place picker content or a “none” Menu 3 answer for the previous menu.
See more examples, next page.

Conjunction Type Example using “brown” as the conjunction

Prepend Before: brown dog
Append After: dog brown
Replace Replace: brown

{xxx} will override the conjunction command. For example:
When using {xxx} “The {xxx} dog ran down the street.” will be “The brown dog ran down
the street.”
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Prepend

Template Editor View

] Menu 2 '

Chid Type:  Menu3 (Single Select) v

Label: ' Severtty Scale (0-10)

out of 10
Text:
Note View
Save Cancel [ . R
Subjective
Pain is 1 out of 1u.|

Menu 3 [

Child Type: | None > I

Label: 1

Text:

Conjuction: | Prepend w

Save Save & Add Another Canicel
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Append

Template Editor View

'Ih'l.lz .

Child Type: | Menu3 (Multi Select) ¥

Label: | Reasons for nonadherence
reasons for nonadherence include
Text: Note View
Subjective
Save Cancel -
Treatment effects: reasons for nonadherence include stomach upset.
..hll.l 3 @
Child Type: | Mane hd
Label: |stomach upset
Text:
Conjuction: | Append 4
Save Save & Add Another Cancel
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Replace

Template Editor View

"Menu2 @'
Child Type: | Picker V|
Label: | Other medical Hx (describe)
Text: Note View
Subjective
Save Cancel
Risk factors include: COPD, DM
Type: |abha V|
Label: | (specify risk factors)
Conjunction: | Rephace v
Save Cancel
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{ooc} with Conjunctions

Template Editor View

‘Menu2 [Z]'
Child Type: | Picker v|
Label: | T max (Fahrenheit}
T rmax: £oo0} F.
_— Note View
Subjective
Save Cancel

T max: 101.1 F.

Picker
Type: | number Vl N
Label: |{degrees, specify F)
Conjunction: |Append "|
Save Cancel
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Macros are commands that direct the Template Editor to perform an action. Macro fields can be found in two places in the

Template Editor:

Menu 1 Add/Edit box

Atext boxin Menu 1 that populates the note. This box must be populated to correctly create a Menu 1 item.

Child Type:  Menu2 (Multi-Select) ~

Labek ‘ Reason for visit

Macro:

Patient presents for Dok =

Bottom of the Template Editor window

Displays the macro text for every Menu 1 item. Each Menu 1 item is separated by an ore bar (|).

Menu 1 Macro Text:

Patient presents for {30 |Cough {oock.| T max: Hoodt F. |Smoking status: {ooc |[{orHorkSputum is {00} |Cough
iz reported to be foodd. |[{orHcrlPertinent positive/negative symptoms include: {300k |{ori{criPrevious history
includes {ooct. |{orH{oriImmunization Hx: fooc.

Sync: If a change is made to the Menu 1 Macro field, and Sync is selected, then the change will be reflected in the Menu 1
Macro Text box at the bottom of Template Editor window.
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Macro Types

Template Editor View

Menu 1 '
Child Type: | Menu2 (Mulki-Select) v
Label: | Reason for visit

Patient presents for oo},

Macro:

Placeholder for the
{xxx} template to insert the next .
menu’s text. Note View

Save Cancel

Subjective

Patient presents for evaluation of new onset symptoms.

Template Editor View

Menu 1 @
Child Type: | Menu2 (Mufti-Select)
Label: | Sputum features

JorHar¥Sputum is oo,

Macro:

Double space (double
{crH{cr} carriage return) or click A e
the Enter key 2 times.

See next page for “Note View”
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Code Function Example

Note View
Subjective

Patient presents for evaluation of new onset symptoms.

Sputum i clear.

Template Editor View

Menu 1 @]‘
Chid Type:  Menu2 (MuktiSelect)
Label ‘ Symptoms

{cr}Patient reports the presence/absence of the folowing hx/sx
related to the current visit: fxooc}.

e
Pev— -
Single space (single
{cr} carriage return) or click
the Enter key 1 time. Note View
Subjective
Patient presents for evaluation of new sym

onset ptom
Patient reports the presence/absence of the following hxfsx related to the current visit: (+)nonpit
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Template Editor View

Menu 1
| Copy | | | Paste |

Ore bar. Continues to the Reason for visit b

next Menu 1 item. Onset/Time course b
Symptoms F

hx/sx related to the current visit: Lo |[{crHoriPertinent positive/negative syl
{ercriPatient reports that foock. [ {arHcriMedical history includes food | {erd

[P U VT | ) Errtriee Tamnd P ) T Pl bicb s imchidnn Tannd

Patient presents for {ooct. |Condition oot [{crH{criPatient reports the presen
Menu 1 Macro Text:

Template Editor View

Menu 1 ‘
Child Type: | Menu2 (Multi-Select)
Label: ‘ Reason for visit

{th}Patient presents for {000}

{tb} Indent (5 spaces) S

See next page for “Note View”
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Note View

i

Subjective

Fatient presents for evaluation of new onset sympt
Patient reports the presence/absence of the following hx,.l’sx related
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Add Exam Menu Items

P To add an exam menu item
1. Onthe Template Editor window, select an exam to highight it.
2. Inthe Menu box, click Add.
3. Select a Child Type from the drop-down menu.
4. Enter alabel and macro text, see below.
5

. Click Save. For use in the exam section of the
Template Editor. Prefixes
populate in this order in the note

Official Prefixes (the order can’t be customized).
Official prefixes are a set of commands that direct Template Editor to populate text in

Menu 1 and 2 for the exam section. Macro text must contain an official prefix in Menu 1 or

2 in order for the system to read the text. GEN:
HEENT:
NECK:
All official prefixes of the same system populate under one prefix in the note. BREAST:
RESP:
Cough bl % CV:
Exam: |Resp System |"‘ [ checkail G I:
A GEN: NAD, well groomed GU/RECTAL
v HEENT: membranes moist .
DERM:
] General 'S ‘ HEENT: no tonsillar enlargement EXT.
[C] HEENT 3 [C] HEENT: nares patent, no discharge
[] Tracheal Voice v| O ek [ ohjective MUSC/SKEL.

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020

GEN: NAD, well groomed

HEENT: membranes moist, pharynx w/o erythema, no tonsillar enlargement

NEURO:
PSYCH:
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Add Exam Text

Menu 2 @ "
il e
1| Label: | dlear BL, no wheeze
! clear BL, no wheeze
Fast: Text:
Menu 1 ]
1-Click normal exams | | p—
5 Child Type:  Menu2 (Mult-Select)
Pertinent Findings
Label: Respiratory
= ! RESP: fxoox} HMenu 2
e e Te:
Labek ‘ no respiratory distress
— no respiratory distress
Save Cancel
Text:

Add 1-Click Normal

In an exam section, you can select all items in Menu 2 with one click. Always populates first in the Objective template menu.

Cwy | pose ooy | pae [coov ||| pucte |
b GEN: NAD o
e e 1] | P P
Menu 1 @
o o |
Label: | 1-Click normal exams
{ooc} Bronchitis 3 |
Macro:
Exam: | Resp System I~ Check Alf
Save g A GEN: NAD, well groomed
T e R HEENT. membranes moist

HEENT: pharynx w/o erythema

HEENT: no tonsillar enlargement

Copyright ©2020 Kareo, Inc. All rights reserved. Updated May 2020 40



Kareo Clinical Template Editor Guide

Pertinent Findings

In in exam section, this item is used to address abnormal exam findings. Always populates second in the Objective template
menu.

Custom-built Exam

Custom exams will populate after pertinent findings in the Objective template menu.

Selected System Exam

The system exam, exam (select system) detail, will default last in the Objective template menu.

Careplan

Add Menu 1 and Menu 2 Items

"To add a Menu 1 Care Plan items

1. Onthe Template Editor window, select a care plan to ‘Menu1 x|
highight it. _
Child Type: |Checkbox List 4
2. Inthe Menu bOX, click Add. Label: |Procedures
3. The Child Type (Checkbox List) and the macro {xxx} will oot

auto-populate.

Enter a label (or order category).

5. Click Save.
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P To add a Menu 2 checkbox list
1. Onthe Template Editor window, select a Menu 1 item to highight . : ,
it Checkbox List %

2. Inthe Checkbox List box, click Add. Title: Patient provided with the following instructions:
Subtitle: | ifestyle factors should be addressed in all patients

Add a tooltip if desired.

3. The Child Type (Checkbox List) and the macro {xxx} will auto-

populate.
Info Tooltip:
4. Enter alabel (or order category).
5. Enter atootip if desired; tooltip appears with mouse rollover and Save Cancel
does not appear as text in a note.
6. Click Save.

Title versus Subtitle

Title: Displays in the template menu in a light blue box. The title functions similar as a subcategory to Menu 1. The Title does not
appear as text in a note.

Subtitle: Displays as text under the title. This text can be used to provide additional information. The subtitle does not appear as
textin a note.

Template Editor View Note View
' Checkbon List x|
yp Dr. ] 3
The:  Patient provded with the folowng nstructions: 0 abs b
Subtitle: | lifestyle factors should be addressed in all patients [ imaging 4 peshiEcis oo selm ol
[ Procedures N Follow high fiber diet to reduce risk of constipation
) [ Medications b Follow low-fat, low-calorie diet to promote healthy weight
Info Tooltip:
| [ Patient i ) b |
[C] Follow-up, Referrals 3
Save Cancel
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Entering an order in a note does not initiate a live order or update any other sections in Kareo.

P To add an order

1. Onthe Template Editor window, select a
Checkbox List item to highight it.

2. Inthe Items box, click Add and select
Order.

3. Select the order type from the Type drop-
down menu. See order types, next page.

4. Enter alabel and text. No text will default
to the label.

5. Enter atooltip if desired; tooltip appears
with mouse rollover and does not appear
as textin a note.

6. Click Save.

Template Editor View

Order x|

o

Label: ‘X—ray chest, PA and lateral

Chest X-ray, PA and fateral

Text:

Indicated in persistent cough w/o clear cause. In acute cough
 productive of sputum, reduced likelhood of pneurmnonia if HR
Info Tooltip:  1pg, R <24, T<38 C, NL chest exam; CXR may not be
required.

Save Cancel
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Medication Medication order
Laboratory order (e.g., lab order to be processed by
LAB ..
clinical staff)
Fo Front office ( e.g., referral order for PT send to office
staff to process)
Gen General order ( e.g., message to clinical staff to order
flu vaccine to patient)
Text appearsin the care plan template for the
Text only . PP P P
provider to read. Does not populate a note.
Note order ( e.g., patient education or excuse from
Note
school/work)
Note View
Cough |3
[] Labs 3 ———
0 ~ | Unexplaingd persistent cough
0] Pro Indicated in persistent cough w/o dear cause. In X-ray chest, PA and lateral
acute cough productive of sputum, reduced
[ Antiu likelihood of pneumonia if HR <100, RR: <24, [C] CT chest
[ Bron m_ﬂmm:m"‘a’mbﬂ [7] CT high-resolution chest (HRCT)
[] Antivirals, Antibiotics b ] MRI chest
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Add Medication Orders

Note that RXCUI and Dosing ID are features currently unavailable. Entering medication order in a note does not initiate a live
order or update any other sections in Kareo.

P To add a medication order — -

1. Onthe Template Editor window, select a Checkbox List item to highight it. - = -
2. Inthe Items box, click Add and select Medication. E:;;D:
3. Select the order type from the Type drop-down menu. " 1130 PO ence daly
4. Enterdrugand prescription information. o
5. Enter atooltip if desired; tooltip appears with mouse rollover and does not o

appear as text in a note. e
6. Click Save. e

‘Add tooltip if desired.

Adds eRx order”*

eRx (e prescription) Adds medication to plan section of the note

Adds medication to medication list*

H . .
. Adds medication to plan section of the note

Note only Adds medication to plan section of the note only

*Entering an order in a note does not initiate a live order or update any other sections in Kareo.
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