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Hybrid Tasks Setup

Hybrid tasks allow the optionto pull words from several topics (tabs) or folders onto one
screen. There isno need to arrow forward to move to the nextfolder. All the charting is then
stored in the individual folders. Setting up hybrid tasksis a User Group right that you must
give to users. Go into the setup of User Groups and you will find thisright in the +Rights tree.
By default, groups do NOT have rights to the setup of Hybrid Tasks.

Hybrid Task Setup
1. Click American Data- ECS and follow the path Setup > Hybrid Task.
2. The Hybrid Task screen appears. Enter the name ofthe new task in the Task Name
field.
3. Right-click on the first white cell on the screento enter in the firsthybrid word. Choose
Word(s) from the list.
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4. Selectasection and double-click on the desired topic.

5. Within thefolder, click to highlight the desired words. If more than one word is
needed, pressand hold Ctrl to highlight multiple words.

6. Click OK, andthe highlighted words appears inthe hybrid task setup screen.

7. Onthe left portion of the screen, the Topictab tree is now available. Choose the plus
sign + to see the foldertree. The tree shows the section, topic, and words which were
chosen to create the first column of the hybrid task.
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8. Continueto choose the next available cell (for example, AB), right-click, and select
Word(s) fromthe list. Select all sections, topics, and words needed to complete the
hybrid task.
e Ifyou wantto make a change to the setup of a word, highlight the word and
click the Setup icon. The word selected in the hybrid task appears with a red

circle around it.
e To deleteaword fromthe task, simply select the word and press Delete on your
keyboard.
9. Atext boxappears with the task name. If the task name is correct, click OK. If you would
like to make changes, simplytype overthe existing words and then click OK.
10.0On the hybridtask toolbar, you will also find Formula, Filter, and Look. These options
allow the userto establish setups for loading the taskin a View screen. While inthe
setup ofthe task, the user may click these buttons at any time to make adjustments.
11.Click Defined Review Task. Select a task and click Load.
e The Defined Review Task creates two functionalitiesin one step: It creates the
View task and also the charting defined review. The View task is used while in
the View screento view or edit charting. The charting defined reviewis the
previously entered charting seen on the bottom of the Write (documenting)
screen while entering charting or orders through the Write icon.
e To deletetheselectedtask, clickthe trashcanicon.
12.Click Save. Atext box will appear with the task name. Ifthe task name is correct, click
OK. Ifyou would like to make changes, simply type over the existing words and then
choose OK.
13.Select the sitesthatare allowed accessto the newly created task and click OK.
14.Selectthe user groupsthat are allowed accessto the new task and click OK.
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Other Setup Options

These options will mostlikely be used when setting up the defined review task.

Formula
* The Formula button on the Hybrid Task toolbar may be used to add a look
back period for days or hours.

* To usethe formula set up, choose the Defined Review Task button, highlight the task,
and load.

* The formulascreen will show If Any Of

Formula

& - ANY OF:

Search

IF Any OF

e Choose the plussignto openthe formula showing the underlying words

Formula
IF
@ AMD
OR
A - ANY OF:
AMY || ALL
Search Period
- [l dizplaped anger w/self/others, in the past 7 days - NaT
- [ left side, in the past 7 days =] <
- (o] in the past 7 days Topic/word
= puruleht !n the past 7 daps add Other
-~ @ werbalized self worthlessness. in the past 7 days
~ I right side. in the past 7 days Remave
~ Ml in the past 7 days
-~ B unrealistic fears about envin inthe past 7 days Apply
- [l bilateral i the past 7 davs @ Entry
-~ [ (temp) in the past 7 davs et
~ [ fear of future about health, in the past 7 days
~ I (tym) i the past 7 davs
~ [l concemed with health prablems inthe past 7 days i
~ [l concemed w/non health issues inthe past 7 days Open Fomula
- [l RESPIRATORY RATE: inthe past 7 days E]
- [l had unpleazant morming maod, in the past 7 days i
- [l insomnia‘sleep pattern change in the past 7 days b
- [l FLUID INTAKE: in the past 7 dayz
- [l sad/pained face nated in the past 7 dayz
- [l cringtearfulness noted, in the past 7 days
- [l FLUID OUTPUT: in the past 7 days -
[ 0K ] [ Cancel

800.464.9942 | www.american-data.com




AMERICAN
DATA

e Highlightthe word to add a day or hourlook-back period or you may choose If Any Of
to add the look-backto all words in the formula.

e Choose the Days or Hours button word.

e Inthe Startfield of the text box, enter the number of days or hours the look-back
period will begin. Forexample, one week would equal 7 days. The end will equal O if
the look-back should be the current date.

Doys
Stat 0 days ago
End 0 dayz ago
[-]

e Repeattheabove processuntil allwords have desired days or hours look-back periods.

Filter
e There are several setup options underthe Filter button:

Filter
Start Date __ 7/ E] Start Time [:] [ 1solate Time
EndDate _ /¢ [..] ErdTime (]
Filter Flags
Current Active Enbries i Walue
F () Last Month [] Usze Value
Current During Timne Period
() Current kaonth
[T D/C'd Entries
[] Held Entries Users
[T Search Calendar User Mame
[ Concealed E]
[ &rchived Entries
[ Use Start Date
[ Tagged Only
[ Add ] [ Remove ]
|zolate Words
[ 0K ] [ Cancel ]

e Some ofthe available optionsinclude: looking at specific date ranges or times, viewing
a specificuser's charting, viewing current, archived, or discontinued entries.
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Look

There are several more setup options under the Look button:
e The Separator fields allow cosmetic view changes such as placing lines or spaces
between topics or entries.

Separator

[ Line Between T opics
[ Line Between Entries
[] Space Between Topics
[] Space Between Entries

e The Orderfieldsallowview orderto be changed.

o TopicOrdershows the chosen topictab.

o Chronological Ordershowsin date order from oldest to mostcurrent. To set
the view from most current to oldest, the Reverse checkbox mustbe selected in
additionto Chronological Order.

Question Order showsthe order in which question words were selected.
Selected Order shows the order in which button words were selected.

Order
[] Reverse
@ Topic Order
(") Chronological Order

() Guestion Order
) Selected Order

e Show Details field allows you to select whether to always show the date, time, and/or
userwhich entered the charting.

Show Details

[ &hwayz Show Date
[] Adways Show Time
[] Always Show Usger

There are many options in the Other Details field.
¢ Show Names of Initials shows the user name of the initials on the entry.

e PrintSelected will print only the entries which are highlighted red.

e GridLinesputagridinthe background ofthe view entry screen. Grids are seen
around the date, time, user initials, and entry for easier viewing.

e Military Time coverts charting time to military time.

e Free Text Highlighter will show anyfree text(typed words) in blue highlights.

e Show Topic Name will show the topictab and folder where the entry was charted.

e Show Co-Sign will showthe date, time, and initials of the user who co-signed the entry.
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e SelectLastSignature to have only the mostrecent co-signature displayed on the entry
ratherthan ALL co-signatures for the entry.

Other Details

[ Show Names OF Initialz Indent

[] Name Page Ereak [] Show Topic Mame
[ Print S elected [7] Show Tapic Color
[] Grid Lines [7] Show CaSign

[T Include Mames Withaut E ntries Last Signature
[ Military Time

[] Free Text Highlighter

e Disable Details. The date and time the entry ismade is displayed by default. Ifthe user
would like to hide this information, placing checks here will do so. Disable user hides
the initials of the user making the entry. SectionID, TopicID, and Entry ID are used by
American Date technical staff.

Dizable Details
[T Dizable Date Dizable Section [D
[7] Dizable Time Dizable Topic D
[] Disable User Dizable Entry 1D

Site/Group

e The Site/Group button shows access to the hybrid task.
e Sites or Groups may be added or removed by choosing the Add and/or Remove
buttons
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