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1

INTRODUCTION

The document definition functions in InfoFlex enable you to write letters or other documents
which have a standard structure, format or layout and text and which make use of the
information stored in youinfoFlex database.

Examples of documents include:

f
f

11

GP |l etters concerning a patientds visit
Patient summaries that may be used for ndi#iciplinary meetings or as part of the
patientds notes.

Summary of functionality

Any data items from the InfoFlex database can be used in a document, as long as rules
about event relationships are adhered to.

In the case ofodedanddictionary items, you can choose whether to use the just the
code, just the meaning, or both code and nmggror to substitute the code with a more
descriptive sentence or paragraph.

In the case oflate andvalueitems, you can specify the format of the date or value.
In the case of antext used, you can specify its case.

You can carry outalculationswithin the document

Conditional paragraphs: you can choose to remove a whole section of text if there is no
data in the InfoFlex item being used in that section.

You can include sections oépeating datafrom a series of repeat events.

Free text You canspecify the position of the cursor when the letter generates in case
there is further free text to be entered.

You can use thsystem dateon the letter.

InfoFlex document definition contains fuéxt editing functionality so that templates can
be edied from InfoFlex.
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2 NAVIGATION

Log into theCIMS General training database

InfoFlex Databaze: |CIMS General raining database j

CIkS Data [mpart training database
CIkS Dezsign Expoart training database
Username: CIMS Design Impoart braining database
CIMS General training -:Iata"*a:z:e
CIMS Studies training databise

ClIkS Work List and Pathwway Viewer training

Pazaword;

The Username isaining and the Password isining .

Go to theDesign Managemenimodule.

Select Module

D ata Analysis

AHEe

|Desu;|n Management|

Reporting User Management

Create new and edit existing data view and dictionary designs

Ensure that th&how Document definitionsfunction is swiched on.

Itmaﬁ--ﬁl
:

[Show Document definitions |

Display theClinical Domain andClinical Data view.

Bl D ata ¥iew Designs == DOMAIN
..... O Audit a% Clinical Domain

= ‘ Clinical Domain

: b — - B @ Fatient Registration
-------- 011 Clinical Data wvigw :
B fre . Patient Surmmary

------- k inical Dromain. :
----- D! Electronic Patient Record E‘ """ @ Rietenal 1

i i i o . Referal letter
Electioric Patient Record [with st ] Adriesicon % Coemieal Fue

@ Fieferral 1]
71 Death Detals
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2.1 Document definition

In theClinical Domain, double click théatient Summaryto display the document definition.

A series of tabs contains the properties of the doctimen
Flashing exclamation

7 mark indicates this
22 - document has been

generated in data entry

‘ Document : Patient Summary i @

Advanced] Identifiers] F'rinter] Actions] Histu:nry] Template] Items] F'review]

Mame |F'atient Summary

D ezcription ‘ -

As in other definition windows in design management, a flashing exclamation mark indicates
that data has been entered in this definition. For documents this means that this dbaament
been generated for some patients.

Go to theltems tab.

=

&

‘ Document : Patient Summary

General] ﬂ.dvanced] Identiﬁersl F'rintetl .ﬁ.ctionsl Histur_l,l] Template  Items lPreview]

| = . Clinical Dornain » i &

The item tab shows which items in the design are mapped into the template.

Maximise the window. ;I%l%ﬂ
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The window is laid out as follows:

%5 Edit Document Definition _ (Ol x .
e Displays the
Document : Patient Summary ORI A template.
General] Advancad] \dant\fielsl F‘nnlerl Actions} Hislolyl Template  Items ]F‘review]
Tree displays -
. . [=--4g¥ Clinical Domair 1= ~
the ItemS n + Clinic:al Domain Docume A
H El--43 Patient Registration
the d:«‘S|gn gk Hospital Mumber
B NHS Number
ah.; Sumame
oy Forename PATIENT SUMMARY
~-[E] Date of Bith
gl dddiess (1) Hospital Number ==hosp noes
N el Address (2)
ol Address (3] Nane ==names= << mmeder
by addess [4) e emia i =
ah,; Posteode 5
Sex !E
I Marital Status # | Document lkem Data ltem Format | Case Options | Substitution =
-y Ethric Origin 2 = -ode
<o), Ozeupation 22| GP tel GP Telephane numl Lists the document
oy |GP Code [ 21| GP 2dd 5 GF Fostcods <> .
ol GP Telephone rum | [ 20(GP odd 4 GP Addressd P> items that are to be
o all G Iritial [ 13| GF add 3 G Addiese3 <P> i i
% GP Title | 18| GF add 2 GP &ddiess? <Py e mapped to Items n
aby GP Addresst 17| GP add 1 GP Address] P> < i
ol GP Addess? [ 15| GP sumame <l = the design.
gl GP Address3 | 15| GF init GP Initial <
dl GPAddessd | [14|GP e GP Title P>
bl GP Postoode {13 oo Occupation <P
-4 Feteral [r) =| [12]eth Ethric Origin <> =
e e | >
E save | & oK | # Cancel |
July 2019 7
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Ordering columns

You can order any of the columns in the grid, including theroalcontaining the sequential
numbers, by clicking on the column heading. An up or down arrow next to the column heading
indicates whether that column is sort ascending or descending.

PN

H\| D ocument [kem [rata Item

Conzultant

19| conzuirant

13| date Appaintment date

| 17| diagnosiz |nitial diagnosziz
0] dab Date of Birth

| 16| duration Dhuration of grmptarn
11| Forename Forename

2| GP Address 1 GF Addreszsl

| 3| GF Address 2 GF Address2

Sizing the window

Farmat Case O ptions Subsztitution
Froper teaning
dd rarnrnm
<hd Lower tearing
dd sy
Proper
Proper
Proper

You can increase/decrease the size efitdtm grid compared to the size of the template display,

by dragging the divider up or down.

The patient repotted symptoms of <<

<< Forenamer > <<Sumame>> was seen on <<date>> at <<location=>.

symptoms=> fora penod of <<duration=>.

[aht>

13| consultant Conzsultant Froper keaning
13| date Appointment date  dd mmmm

17| diagnoziz Initial diagnoziz b Lower teaning
10| dob Diate of Birth dd /ey

16| duration Diuration of symptor

11| Farename Farename Proper

You can also increase/decrease the width
grid, by dragging the divider left or right.

'h tarnital Status
~ER Ethnie Origin
ah.; Qocupation
~a GP Code
ahc GP Telephone num
-~ GP Initial
~al GP Title
~a GP Addiess1
- GP Addiess?
~a GP Addiess3
~aB GP Addiessd

- Addess [3)
~al Address [4)
ah.; Pogtocode

of the item column compared to the template /item

J

The

r.r_"| Sew

My

Yo

B
:

£ | Document ltem /
13| consultant

~a GP Postcode dfate _
@ Reteral [r) diaghasis
""""" =] Appointmert d T i':'bp
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Synchronising document items and data items

Selecting an item on the template or in the grid will automatically highlight the corresponding

items in the template, grid or tree.

....... . Surmname

....... % Farename

....... E Date of Birm\
....... B Address[1]
....... . Addresz (2] \
....... . Address (3] N\
....... . Address (4]
....... % Postcade
....... ['Ij Sex

....... B Marital Status
....... B Ethnic Origin
....... & Occupation

------- a% GP Code
------- ﬂt!. LGP Telspbinne

Dear Dr ==<GFP Surname

E2=Patient forenam es=4

/

/
< 1
% |Documentltem = /| Data ltem
15| symptoms / Presenting Symptol
| 12| Qumame /) Surnarne
| 6| Pygteode ) GP Postcode
9| Patient surname’ Surname

ocation

----- all. GP Address]

D cooada )

Hozpital Mame

----- a. Farename
----- [E] Date of Birth
----- al Address (1) AR
----- al Address [2) <<Pdtient forename== <
----- al Address [3) : == 7
=] 7’
----- B, Address (4] e e ,'I
""" % Postoode # |Document ltem = 7| Data ltem |
""" E'j Sex E,@ﬁptums ¢ Preszenting Sympton
""" By Marital Status 1 42| Sumame /[ Sumame
""" Y Ethnic D_"EI"'I _+7| Bl Posteode /'GP Postcode
""" all. Uecupatiar | -~ | 9| Patient sumame /) Surharne
""" % GP Code | 8| Patient farename |,/ Farename
""" afl. GP Telephone | 14| lacation ) Huospital M amne
----- Pt GP Iritia 18| init / Iriial
""" a% GP Title 7| GP Sumame GF Code

GF Code

Using the keyboard to navigate thghuthe grid

Use the up and down arrows to move through the cells.

Use enter or F2 to edit a cell.
Use up and down arrows to move through codes lists within a cell.

Use enter to accept changes made to a cell.

July 2019
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Go to thePreviewtab.

?.‘,v Edit Document Definition

Document : Patient Summary

ThePreviewtab allows you to test the document and ensure that the data is being brought back
correctly.

ThePreviewtab also allows you to edit the template, using a full set of text editing tools.

Genelall .-’-‘-.dvanc:edl Identifiersl F'linterl .t’-‘-.ctiunsl Histuryl Templatel Itemz

File | Edit Wiew Insert Format Table

ITitIe * TmesMewRoman = 16 = ||?I U |§ =
ID@H|§@,|;{,E|nm|M|1DD% -

JI:I“’E r?n"%ré-lmEmEv

o 1 <+ 14 e} 7 d 0 11 12 13 14 15 16 17 18 14

PATIENT SUMMARY

Hospital Numbher <<hosp no==

Name Z<name=> <<names >

Press thé&review button.

¥

Preview

=
m

i
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A Preview Details window is displayed.

ini. Preview Details x|

Subject [d I

[ratatfigw I j

O, Catizel |

Enter the patient numb&23456in theSubject Id box, and select th€linical Data View then

pressOK.
|

Subject 1d |1 274FE

Datatfiew |1y

)4 I Cancel |

The document is generated with the details of the patR3n56

. Generated document

File | Wiew
|G (B w9
T L Y ST | NI n A I;|."f........|?_........|E.‘..I._.....|?......I;..ls.........|_|.9........|‘.E.......|1..‘.I_

PATIENT SUMMARY

Hospital Number 123456

Name Greta GREEN

Date of Birth 01/01/1%65

Address 1 High Street
Anytown
Anywhere
Somewhere
ABR12CD

Sex Female

Close theGenerated Documentwindow and close thedit Document Definition window.

July 2019 11
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2.2 Document view definition

Documents behave in the same way as events, in that in order for a document to be available to
a data entry user, it must exist in the data vidwimited number of properties, relating only to
how the document is viewed, are available in the data view.

A document is known asdbcument viewwhen it exists in a data view.

Double click thePatient Summaryin theClinical Data view.

DATA VIEW

~ Chinical Data view

B~ @ Clirical D ata wigw
= @J Fatient Registration

- W
471 Referral ]

“ 8] Death Details

A more limited number of tabs are available, containing only those properties that relate to how
the document is viewed.

-

‘ Document View : Patient Summary

I Advanced] F'rinter] EMaiI] Action List] Histnry]

|F'atient Summary

Dezcription ‘

fuchived? Mo

Linked Document |F'atient Summary

Protection |Not protected

Edit Document Definition

As with other definitions, there is &dit Document Definition button that links to the
document definition in thdomain.

July 2019 12
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2.3 Generating a document

Adding a document is like adding a new event to a patient. Ensure that you first highlight the

parent event in the subject overvigtven in the Data View Design double click the document

you wish to attach
The generad document is displayed on the screen.

Document --- Patient Summary [NEW]

x ~ Hospital Number [123 <, Find
File | Edit Wiew Insert Format Table - \
Editing Title > TimesMewRoman v 16 v ||? Iu |§ =E == ?||O=C & <= fh “c.E .| I
toolbar Do H Gkl Bl o o #|oe ~|q,
El?........|‘.........h........l‘..i_......|2.....I._...|?.......I:|f‘........|f_........|5...i_.....F......I._..F?........I_|.9........|‘.i°_... |”..I._...|‘.?.. 3l
L
Al
> Documents
PATIENT SUMMARY @ toolbar
Hospital Number 123
Name Jane SMITH @ )
Date of Birth 0170141570 -
Address 1 High Street
Any Town
Some Place

Once you have generated a document, you need to save it, even if you do not edit it in any way.

If you do not save it, the document wilbtr e mai n o n

]
Press théSa/e button orF5 to save the document.

t he

patientds

July 2019 13
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2.3.1 Document identifiers

Once you save the lettet s displayed on the subject overview with the date of generation
alongside the document name.

El-@--J Fatient Regiztration
-4 Referral (1301 /2003
- P

atient surnmary [16.407/2003]

4] Death Details

It is possible to configure other items of information alibatdocument to be displayed as well
as, or instead of, the date of generation.

For example:
x|
¢ & |12 ||4] &l | Filter (none) .

1471 Patient Reqgistration
Patient Surmmary [Female :: Green @ Initial notes 0 ]
=€ Referal (31 /07 /2000)

=140 A drmizsion & Surgical Event [31/07/2000]
Admizzion Summany (22972007 15:27:42 - AB100 - St b atthew's Hozpital
ol Complications - Surgical (02/08,/2000]

S| Drug Therapy Event [37407/2000]
ol Complications - treatrment [02/08/2000]

G Radiotherapy [31/07/2000]

FF Camrnntlone ~ma P2 07 SO0

It is also possible to configure the document to prompt the user to enter up to 3 pieces of data
about the document, which will be displayed against the datime

A prompt dialog is displayed every time you save the document.

Document - Admission Summary [Create date = 22/11/2017 15:21:42)

Last changed by ‘system’ on 22/11/2017 at 15:23:07
x ¥ Hospital Mumber |123458 Q, Find

Eile Edit View Inset Format Table

Narmal v TimesMewRoman v 12 ~ | B 7 O

ADMISSION SUMMARY

m

Hospital Number

Enter free text
Name Enter a date
Date of Birth Enter a numeric value

Date of Admission

Treatment Hospital

Operation date
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Dy Find I
2.3.2 Printing documents

To print the document, press tRant/Fax documentbuttonon L]
the Documentstoolbar to the right of the document. =

oy
=

2.3.3 Editing documents

You cantype irto straight into the document, or use any of the standard editing functions on the
document toolbarThe ability to edit needs to be enabled in the document view definition (see
sectionl0).

Document --- Patient summary [NEW]

File Edit Yiew Inserk Format Table

INormaI w*  Times Mew Roman * 12w |B I g|§§§§|ﬂﬁ, IDWE ,.?n*@r%mEmE-
D@ SR % 0@ oMo - (g [ O -
¥ 3 13 + 13 + 13 13 13 i 4

T T T TN OO O VOO LV Ty POV v LT L L VOO O L T L L

If you wish to edit the dcument using Word, press togen with Word 3, Fing I
buttonon theDocumentstoolbar to the right of the document

=

2.3.4 Behaviour of the document when viewed with Word Open with Word

There is a databaseide system policy that controls how the document behaves when it has
been viewed or edited with Word.

Default behaviour

When a document has been viewed or edited with Word, a message box is shown on returning
to InfoFlex. The message controls whether any changes made in Word should be applied to the
InfoFlex document. Eveif the changes have been saved in Word, the user needs to decide
whether to apply them to the InfoFlex document. Once the user has handled the message the
user then needs to save the document, or choose not to save the changes by moving away from
the da@wument and choosing not to save.
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If the document is editable, this message is displayed:

Click '0K' to accept changes and return to the application
or 'Cancel to discard any changes

Cancel |

AAuto-save documents after Wor@d systempolicy

This system policy can be set in User Managem¥fiien this policy is enabled, it removes the
need to save the document in InfoFlex when it has already been saved in Word and reduces the
number of keystrokes required after viewing or editing a document with Word. When switched
on, the policy applies tall documents across the database. The policy is switched off by

default.

When the policy is enabled, when a document has been viewed or edited with Word, the
message box shown when returning to InfoFlex will always show jusahutton. This will
happen whether the document is read only or editable.

On return to InfoFlex, whether the document was saved in Word or was not changed, no further
prompts are shown. If the document has been changed in Word, changes are brought into
InfoFlex automatically ashthe InfoFlex document is saved automatically.

If the document has unsaved changes made in InfoFlex and is then viewed with Word:

1 If changes are made and saved in Word, the document and event will be autosaved with
no prompts, and the previous changdkalso be included in this save.

i If changes are made in Word and not saved, or no changes made, the document will
remain unsaved in InfoFlex and the user will need to save or be prompted on navigating
away from the document.

See thdnfoFlex User Management User Guiddor details of how to switch the policy on and
off. See also thinfoFlex Data Entry User Guide
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. O, Find I
2.3.5 Emailing documents
=
To emailthedocumentpress th&amail documentbutton on thddocuments
toolbar to the right of the document.
Notethat by default, all documents can be emailed. The ability to email .17 ™

individual documents (and configuration of the behanics switched on and -
off in the document view definition. (See sectio).

The dialog for the eail system that has been configured will be displayed. lf=
the InfoFlex Email addin is installed th&il Compose form is displayed:

EMail document,

TJE [

M Mail Compose =3

Compose

‘ Separate multiple addresses with & comma ‘

= |

cc:| BCC: |

Subject | |
Attachments: |

Priority: [rommal | ¥ Send a copyto me

] =]

The document may be sent as an attachment, or as plain text in the body of the email. It is also
possible for the recipients and Subject and body text to be filled in automatically. These options are
configured in Design Management.

The Send button is enabled once an email address is entered irothéeld.

The first time the user presses #wad button (unless these Fixed Credentials option is in
use) the user is prompted for their Username and Password.

=", NHSmail Login

Usemame @nhsz.net

Paszward |

Werify Pazswiord |

Full M ame |

] 4 Cancel
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The user needs to verify the password to ensure it is correctly typeds Thevoid the user
being locked out of their email systebecause they entered the wrong password. They can
also enter their Full Name which will be used in the email headers. When the userquesses
the email is sent. If thek button is not enabled then the user should retype the passwords to
ensure thathey match.

The user will not be prompted again for their Username and Password while they are still in the
same InfoFlex session. InfoFlex stores the Username and Full Name that is associated with an
InfoFlex user, but not the password, for securityaaas The next time the user logs into

InfoFlex and emails a document, the Email username and Full Name will automatically be

filled in with the same names as in the previous session and the user will be required to type in
their password. Different logitetails can be used if necessary.

If the Send a copy to me box is ticked on th&tail Compose form, then a blind copy of the email
is sent to the user's NHSmail account.

Please see tHafoFlex Email Addin User Guide for full details of configuring and usg the
InfoFlex Email AddIn.
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2.4 Document properties

Properties can be set in design management which alter the behaviour of documents. The data
entry user cannot switch these settings on or off, but the behaviour of documents in the subject
overview wil vary according to the settings that have been made. These are described below.

24.1 Show only most recent documents

If the document is set t&how latest as parent, then initially only thelatest document is
displayed in the tree. If there are any ofhstances of the document a plus symbol is

displayed.
Py =

=71 Patiert Regiztration

Click the+ to show the historical instances of the document.

x|

; S| Discharge summary (1040142010 15:11:36)
Dizcharge summary (110020010 15:11:43)
& Discharge summary [12/01/201015:11:45)

The documents attached to the parent are shown in either ascending or descending order
according to the Sort Order that has beerficgghe subject overview.

When a new document is generated and historical instances exist, the tree is collapsed and
before the new document is saved it is shown in the tree at the same level as the parent
document.

£l

El*@J Fatient Regiztration
@ Referral [13401./2010)
Dizcharge zummary [13/07/2010 15:11:5E]

------ Dizcharge summary [MEW]

On saving, the new document bates the parent document and all previous versions are

attached to it.
x|

El-@J Fatient Registration
7] Referal [13/01/2010)

- &l Discharge summary (1440142010 15:27:27)
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If the documents set toshow all, then all instances of the document will always display in the
Subject Overview treas normal

Subiect x|
El- @ Patient A eqgistration
""" @ Referral [13401./2010)

b Dizcharge zummary [10/01/2010 15:11:36]

----- . = Discharge summary (1140142010 15:11:43)

----- Dizcharge zummary [12/01/2010 15:171:48]

----- Dizcharge zummary [13/01/2010 15:171:56]

o . = Discharge summary (14012010 15:27:27)

2.4.2 Prevent historical document from beng edited

A Lock historic documents option can be set. This prevents all but the latest instance of the
document being edited.

2.4.3 Create new document on saving

A Create new on save option can be set. If it is set, thewery time a document &lited then

saved a new document is created from the current document. Any changes made in the current
document are saved in the new document and not in the current document. In this way a history
of changes to the documentigated

New documents are displayadthe subject overview in accordance with pinepertieshat
have been set for the document.
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2.4.4 Marking documents

It i s possible for a document to be fiMar kedo

When marking is switched on, a check box is diggdain the Document toolbaA tooltip
indicates what the mark means.

Document --- Dizcharge summary [Create date = 13/01/2010 18:08:27)
Last changed by “spstem’ on 1370172010 at 18:08:27
» + Hospital Mumber (117111
File Edit Wiew Insert Farmat Table
J Mormnal * Times Mew Ranman * 1z - HF I u |
D= E SR % BE o oo -
BB B T R T TR TR R R R B LS
L L L L L L L L L [
Discharge summary A checkbox is
displayed ifmarking is ﬁ
switched on.
Hospital Number 111111
Name  Susie SMITH " ion
Date of Birth ~ 01/01/1950 Tooltip indicates what
the mark represents.

To mark a document, click in the check box. To clear a mark, click in the check box again.
(Note that settings in design management control whether theamselear a mapjk

If you mark or clear a mark, the document will need to be saved.

If you mark a document and tik¥reate new on save function is switched on, a new instance
of the document will be created.

The tooltip indicates what the mark represent

Documents that have been marked are indicated with a red tick in the subject overview.

This document =4 Patiert Fegistration
is marked ----- Patient Surnmary [03/06/2003 15:11:33)
b Dizcharge surmmary (18012000 17:18:59]

\ Dizcharge surmmary (18012000 17:19:08]
o Dizcharge surmmary (18012000 17:19:09]
El*@J Referal (22/07/2003)
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Users can be required to enter their password to mark or clear a mark.

. Password Required x|

Uszername Is_l.Jstem

Pazzword Ixmmﬂ

(] E I Cancel

If Marking requires password is switched on, the document will need to beesl after the
password has been entered.

Note that a document can be markeithd document is allowed to be edited, but a document
cannot be marked if the Lock Historic property is set.

245 Document protection

Document protection settings can be mauléhat the user is prevented from doing any or all of
the following: create the document, modify the document, delete the document.

When the document cannot be created : —
it is disabled in the desi EI‘@-'J Fatient Regiztration
It Is disabled In the design tree. - Patient Summary
=4 f‘:'c‘;' Ir] . This document can
|| Referral letter [1) <
not be created.

E Discharge letter (1]
EI@ .-’-'-'izlhmissicun & Surgical Event [r]

When the document cannot be modified, tHe bar of the letter shows that itRsotected

Document --- Beferral letter [Create date = 29/01 /2010 12:44:34] === PROTECTED ===

Last changed by ‘zpstem' on 29/01/2010 at 12:45:35
x ~ Hospital Mumber |456723

File Edit “Wew Insert Format Table . . .
— This indicates that
Morrmal *  Times Mew Faman - 1z - | B 5 0O | == the document can

DEH & 0 B o o | @4 10w~ | q _| [notbe modified.
[ | = || =E B e e aE .

When the document cannot be deleted, a prompt message is displayed if you try to delete it.

InfoFlex Data Enkry x|

"j ERROR 130027
- Can rnot delete the curently selected document az their deletion iz pratected within the current Data Yiew.

Document protection can be set both in the Document and in the Document View. Ifatat in b
places, then the protection levels set in both places are combined.
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3 PROCESS

The process of creating a document is as follows:

§

Planning
Draft the structure of you letter and ensure that the data you wish to use is being
collected.

Creating a templae
Create alocument using Word and add your template text to it, including the document
items that will be substituted by data from the domain

Creating a document in the InfoFlex domain.
Create a document definition in InfoFlex.

Mapping the template
Map the document items on the template to items from the InfoFlex design.

Previewing the template
Test the template to ensure that data is being substituted correctly.

Adding the document to a data view
Once you are happy with your document, enalfieriise in data entry by adding it to a
data view.
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4 PLANNING

4.1 Items

It is important to plan the structure of your document, and to ensure that all the data to be
included in the document is being collected in InfoFlex. For example, if the addregaken

from a dictionary, you may wish to include a salutation item in the dictionary, or if the
signatory is taken from a dictionary, you may wish to include a letter ending or letter reference
in the dictionary.

You can mamnyitems from the doma into the document, even if those items are not present
in the data view to which the document will be attached. This allows users who may not have
the rights to edit certain items to generate documents that contain those items.

4.2 Repeat events

You shoud also choose which event to attach your document to carefully, especially where
repeat events exist at several levels in the design. It is normally straightforward if items are
taken from parent events that are repeat. However care should be tédas éie used from
repeat events at the same level as the document, and in this case repeating sections should
normally be used.

4.3 Planning

Begin by drafting out the structure of your document.

In the example below, text in Italics would be replaced byrmation frominfoFlex.

Date
GP6s na
GPo6s ad
etc

me
dr ess

DearGP name

Pat i en tcanse tonmy dimic oudlate
Description of symptoms.

Description of findings.

Description of actions to be taken.

Yours sincerely

Cliniciands Name
Clinicianbs Titl e
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5 CREATING A TEMPLATE

InfoFlex uses Rich Text Format documents as letter templates. You should create dinel save
documentemplate before you start to create the document in Infofdsxally thetemplate
should besaved as type Rich Text Format (.rtfjhere are certain circumstances when the
template needs to be in Word format for instance when multiple page sizes are required.

21

Save in: I[:I live j E=) | @ ¥ 5 Ef - Tooks -

File name: Itemplate.rtF

n Save I

Cancel |

Save as Brpel |Rich Text Format (*.rtf)

Word Document (*.doc)
Web Page (*.htm; *.html)
Document Template (%, dot?
[Rich Text Forrat (. rtF)
Texk Only (% bxt)

Texk Only with Line Breaks (* . txk) b

L el 14

The template should be saved in the template pathémpecialty you are working in. This is
normally on a server and the path would be eg

\\servernaménfoflex vb\User groupspecialtytemplatélive\templatenametf

Once you have created the template in Wood, gan use the text editing functionality in
InfoFlex to update and correct any errors in your template.

When you have finished creating your template, ensure that you save and close the template.
The template will not display in InfoFlex if it is stdjpen in Word.

5.1 Template syntax

Any text on the template which will be replaced by data from the InfoFlex database, is known
as adocument item Document items are indicated by delimiters at the beginning and end of

the text to be replaced. You can chetise delimiter, however the recommended default is the
doublechevron.

Eg: <<PatSurname>>

The text of the document item can be any textdoes not have to match the name of the item
in the InfoFlex database. However, it is useful if the text irm@aes an abbreviation of the
item name, to help remind you when you are mapping the items.
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If the same data item is to be used more than once in the template, the text of the document item
can be the sanfer each occurrence of the item on the template.

For example, if the GP name is used in the address and in the salutation, the document items
can be the same

<<GF ATte

<<GP Address 2>>
<<GP Address 3>>
<<GP Address 4>>
<<Postcode>>

DealDr <<GP Name>>

System date
The PCb6s system date can D4ddordetsilse.d i n document

5.2 Layout and formatting
We recommend that tables with hidden gridlines are used to ensure that text lines up correctly.

Bold and Italics used to format any text or document item on the template will be reflected on
the generated document.
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5.3 Exercise

Create a eaw document in Word. Save it with the naReferral letter.rtf in the folder
c:\infoflex vb\template\training \.

Add the following text (including formatting) to the template:

Dr <<GP Name>>
<<GP Address 1>>
<<GP Address 2>>
<<GP Address 3>>
<<GP Address %4>
<<Postcode>>

Dear Dr <<GP Surname>>

<<Patient forename>> <<Patient surname>> <<DOB>>

<<Forename>> <<Surname>> was seen on <<date>> at <<location>>.

The patient reported symptoms of <<symptoms>> for a period of <<duration>>.
My initial diagnosisis <<diagnosis>>.

Yours sincerely

<<init>> <<consultant>>
Consultant in Charge

Close Word. You will not be able to display tieenplate in InfoFlex if it is left open in Word.
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6 CREATING THE DOCUMEN T DEFINITION IN INFOFLEX

In the InfoFlex training database, go to the Design Management module.
=

Select Module

HES

|Desu;|n Management|

Reporting Uszer Management

Create new and edit existing data view and dictionary designs

Ensure that th&how Document definitionsfunction is switched on.
Y ou will not be able to create a new document uriéssv Document definitionsis switched
on.

IENCRCR AR X2
:

[Shawe Document definitions |

Display theClinical Domain.

B2 Data View Designs % DOMAIN
""" OIS Audit E== Clinical Domain
|- [ Clinical Do
i D - ; El-- @ Clinicz:al Darnair
....... i B @ F'atlent Fegiztration
----- O&d Electronic Patient Record ::t_E':"S G
----- O&d Electronic Patient Record [with studies] EI ..... @ Haflen I um';nar_l,l
[+ 1kl Flertranic: Patient Beeord Twithnnt zhdies eferal (1] [4)

Right click theReferral event and chooddew document

Joo @ Clinic:al D arnair
= @ PatlentHeglstratlun
----- [temns
- Patient Surnmary
SRR F ofeiral [
. _____ @ e Collapse

=423 adn Expand Branch
L e Expand Tree
o |

e @ View L4
""" DU pew Event
""" 4 Rac M Daka Ikemn 2

""" oo oceunent
----- 2 Foll

- Death Dn Copy g

July 2019 28



Chameleon Information Management Services Ltd InfoFlex Document Definition User Guide

A Create new definitionwindow is displayed.

The Details section of the window describes what is being created.

The Properties section of the window displays some of the properties frédeieeal tab of
the document definition.

Give the document a nameRé&ferral letter. Set other propertiesybu wish. ClickEdit to
edit the document.

Create New Definition

— Detailz

=l
_ ‘( LCreate |
MHew Definition Type: Docurment
Farent Definition: I@ Ewent : Refernal (1) i % Edit % |
— Properties < Another |
M ame IHefenaI Lette] x Carcel |
Dezcription ;I
Archived? IYE$ .(I ,I vI
FRepeat? IND JI,I-.-I

Once you have clickeddit, the document definition is created and saved in the tree, and the
Edit Document Definition window is displayed.

Marne |Heferral Letter ‘

The properties of the document amnfiguredon a series of tabsFull details of each property
are listed belovin section6.1 As a minimum you should go to tAelvancedtab and set the
Save in Directoryand then go to th€emplate tab and select thEemplate.

To conthue with theguidedexercise go to theTemplate tab and in th& emplate field
navigate tac:\infoflex vb\template\training \Referral letter.rtf.

General] .-'-‘-.u:lvann::ed] Identifiers] F'rir'lter] .ﬁ.ctinnsl History Template lltems] F'review]

Template IZ:binfoflex 54T emplatettraining B eferal letter. itf J
Go to theAdvancedtab and set th8ave in Directoryto c:\infoflex vb\letters\training .

General Advanced l Identifiers] F"rinter] .-'f-.c:tin:nns] Histn:nr_l,ll Template] Items] F'review]

Document abbreviation |

C:hinfofles wBlettershiraining

Save in Directary

Click Sawe or press=5 to save the setting you have made so far.

July 2019 29



Chameleon Information Management Services Ltd InfoFlex Document Definition User Guide

6.1 Document properties

In addition to the properties listed below it is possible to change the filename of the generated
documents. This is done using syntax on the template itself. See below 8éxtion

General tab
Property What to fill in Explanation Defaults and Requirements
Name Any free text A name of your choosing
Description Any free text A description for reference purposes Optional
Archived Yes / No Yes mans it is hidden in data entry Default isno
Repeat Yes / No Yes means it can occur more than once | Default isno

the same event.
Study Select a study The study the document will belong to | Default isgeneric
Document Type| Internal / External| Externalallows a preexisting external Default isInternal

document to be attachéal the Subject

Overview
Protection Cannot create Optional. Controls whether tltmcument | (Defaults to Not protected)

Cannot delete can be created, deleted or modified in D
Cannot modify Entry. See belo for full details.
Printer tab
Property What to fill in Explanation Defaults and Requirements
Default Printer | Select a printer The printer that the document will be | Leave blank to use the
printed on default printer on the ®
Copies Any number The number of copies that will be Default isO
printed
Orientation Portrait or Landscape The orientation of the paper Default isportrait
Advanced tab
Property What to fill Explanation Defaults and
in Requirements
Document Abbrextion Any free text
Save in Directory Select a The directory where letters generated i| The directorymust exist.
directory data entry will be stored If it does not exist, it will

not be automatically
created and letters will
not be saved.

Replace exdting document | Yes / No Yesmeans that if a document of this ty] Only relevant for non
already exists, it will be replaced if repeat letters.
another one is generated. If set to no, | Default isno

you will need to delete the letter before
re-creating it.

Allow editing Yes / No Yesmeans the adding or editing of text| Default isno
will be allowed.
Auto-generate Yes / No No longer used. You should define a | Default isno

Generate documenfaction on the paren
event instead.

Print on generating Yes / No Yes means the document will Default isno
automatically be printed as it is
generated

View before printing Yes / No Yes means the document will be Default isno

displayed before it is printing, if the
above option is set.

View with MS word Yes / No Yes meas Word will automatically be | Default isno
opened when the letter is generated.

/ continued
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Generated document formg RTF / Changes the format of the generated | Default iSRTF
Word/ document.The generated document wi
HTML / still have a .doc extesion. If necessary
Plain text the extension can be changed using
special syntax in the template (see
section9.5).
The template does not have to be in th
same format as the generated docume
Eg you could have an RTF template th
gererates a plain text or html documen
However care needs to be taken toot
include features in the template that ar
incompatible with plain text or html.
Set to Word tenable image
compression anceduce the size of
generated documents where there are
images.
Image Compression Quality Value 11 If set to Zero, then the default (50) is | Only enabled if
100 used. 100 = best quality. Generated document
format = Word
Default is50
Image Max Resolution Value (dpi) | Dots per inch, default is0Bdpi(average | Only enabled if
printer resolutiop Generated document
format = Word
Default is300
Allow marking Yes / No Enables a check box in data entry whig Default is no.
allows the user to markn instance of thg¢
document If set to yes, the following
three fietls need to be seMust also be
switched on in the data view.
Allow mark to be cleared | Yes/ No Yes means a mark can be cleared. Only enabled ifAllow
No means a mark cannot be cleared. | marking = Yes
Marking requires password| Yes / No Yesmeans marking or clearing requirey Only enabled ifAllow
the userds passwol marking=Yes
Mark tooltip text Free text The meaning of the mark. Displayed a Only enabled ifAllow
a tooltip in Data Entry. marking = Yes
Template tab
Property What to fill in Explanation Defaults and
Requirements
Template Template path and nam¢ Select a template that you have
already created using Word
Left delimiter Leave as default Indicates the start ofdocument Default is<<
item (text that will be replaced with
data frominfoFlex).
Right delimiter Leave as default Indicates the end of a document ite) Default is >>

Insertion marker

Leave as default

Indicates the position that the curso
will occupy on generating the letter

Default is ####

Substitution marker | Leave as default Within a document item, indicates | Default is::
where an InfoFlex code is to be
replaced with other text.

Section marker Leave as default Default is|

On theTemplate tab you should only edit theemplate property. Do not change anftbe

other properties on thBemplatetab. For the sake of consistency, the default settings for these

template markers should always be used.
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6.2 Document identifiers

The dentifiersdisplayed against a document in the subject overview can be configgyed.
default, the date/time of creation is used for the identifier, however, data items can be defined
as additional identifiers, as well as prompt items, and the creation date/time can be hidden.

Additional identifierscanbe:

1 Any valid dataitem fromthd o c ument 6 s parent event
9 The document file name

1 The document file dat@nly available for external documehts

1 Up to 3 custom prompts, which can have a data type and format set for them

For example:

1
E‘%@ Eg %l El Filter (none) -

-1 Patient Regiztration
Patient Summary [Female :: Green :: Intial notes &2 2 ]
=71 Referral (31/07/2000)

-1 Admizsion & Surgical Event (3107 /2000)
Admizzion Surmary [22/17/2017 15:21:42 - AB100 - St Matthew's Hozpital
§ Complications - Surgical [02/03/2000)

-1 Dirug Therapy Event [(31/07/2000)
el Complications - treatment [02/08,/2000]

1 R adiotherapy [31/07/2000)

FF] Plemrmmblome e 02 07 9000

Identifiers areparticularly useful when just displagrdocuments:

Subject Overview
% & %l El. Filter (none) =

=471 Patient Registration
Admiszion Summary (12410400 - BOB 1 ROYAL SURREY COUNTY HOSPITAL HHS TRUST)
Patient Surmmary [29/09/2007 13:01:44 :: 234567 = Male :: Green)
Scanned Document [Histoncal Motes pre-2000 5 23/09/2017 14:03:41]

When thecontributingitems in the parent event are added or modifiedidinetifiers in the
subject overview are refreshadtomatically.

July 2019 32



Chameleon Information Management Services Ltd InfoFlex Document Definition User Guide

Defining document identifiers

Go to theldentifiers tab.

r@ — ﬂ E; ]

‘ Document : Referral document (A} i # - |
i

Generall Advanced ] F'rinter] Actions] Histor_l,.l] Templatel Items] F'leviewl

<<File Mames > o <<Doc Event Datex»
<<Prompt for |dentifiers »
Appointment date

abc Hozpital Name

B Consultant

L Iritial

A Title 5

B Source of Referal -

LY
X Fomons
A=

The Secondary Identifiersbox autom#cally displays<<Doc Event Date>>which represents
the create date/time of the document which is the default identifier. This cannot be removed,
but it can be hidden using tiesplay button (see below).

To add additional identifiers, select an itenmfrtheAvailable Items list then pres&\dd.
TheAvailable Items list contains all the data items in the parent event of the document. It also
contains thes<File Name>>item which displays the document filename, andtiBrompt

for Identifier>> item (se below).

TheD i s p |. lautgodallows you to define the order tife identifiers set the format, to show
or hide individual identifiers and to choose an identifier to sort by.

B Edit Identifier Display Settings - O x
Identifiers

|dentifier Ikem Dizplay? | Sorted? | Format String

<<Doc Event Dates > dd/mm./y hh:an

ah.; LOCAL - MDM Turmouwr Group O [default]

ﬁ COSD - CTva - Multidizciplinary Team Age Category O Mearning Only

Prompt Identifiers

Prompt identifiers allow the user to enter data thatlvallised as an identifie¥.ou can add up

to three<<Prompt for Identifier>> items. A prompt dialog will be displayed in Data Entry every
time the document is savedhis allows users to develop their own naming conventions, and is
particularly useful foexternal documents when different types of document are attached to the
user record.When the dialog is display$,data has already been entered in a previous save,
these value(a)ill be displayed in the dialognd the user can edit theas necessary

If changes are made in Design Management that remove one or more custom prompts, the
values for those prompts will be deleted wiiesm document definition is saved and the
identifiers are refreshed.
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Once you have added a Prompt identifier, pressllipsie button in thd=ormat String column
to set the format of the identifier. Set the following properties:

Prompt Label Enter the prompt text that the user will see on
saving the document in Data Entry.
Prompt Item Type The identifier can be a textalue or date.
Prompt Format Set the format for value or data identifiers.
Identifiers
Identifier [tem | Digplay? | Sorted? |F|:|rmat String |
<<Dac Event Dater» [default)

<<Prampt for |dentifier 1> “ [default)

Frompt Label IF'Iease ehter the date of...

Prompt ltem Type I [rate ltem

Prompt Earmat dd/mm/

Beset to Defaults | #% Cancel |
tove Up | b e Do | Reszet to Defaults | \/ k. I x Cancel |

k=
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6.3 Editing the template on the Preview tab

Templates can be edited on theview tab.

It is advisable to maximise the window so that you can seeptiterds of the screen more
easily.

"..v Edit Document Definition

=

If the template does not display on the Preview tab, check that the template exists in the
template path you have specified, and is named correctly. Ensure that you have closed the

template in Word.

ThePreview tab contains standard text editing and formatting tools, including tables and tabs:

Flle Edit Wiew Insett Format Table

‘ [Marrmal] * Times Mew Roman + 12 = | B 7 U |§ === | A =

‘D@H|§@;|gﬂg|nm|ﬁ|wn% L

[ &5 = [ =£ & & dh e oF -
r ¥ i i3 i i 13 ¥ 3 13 ¥ i 12

T PN P - T T = T P T TN LT

e | Edit Yigw Insert

3 Undo E] normal = Page Break
[HEw (ZhElH-T =1
@ Cpen ChrlHO £ Redo El erint Layout {a} Field
4 Page ‘width T Symbal
H save Chrl+5 ut
c = Whole Page :
Save As =0py I g Picture
E Paste F‘E Ruler [ad Dhject
Page Setup -
& Prink Prexwiew Clear 1 show Codes
&5 Print... Chrl+P Select Al Chrl+-A
Exit @% Find. ..
| Tahble
Forrnak Select
elec
A Faont o
— = h Insert
=P
=1 Paragrapl Delite
Skyle
Broperlies
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6.3.1 Saving template changes in InfoFlex

After making changes to the template on the Preview tab, preSsieel emplatebutton on

the todbar in order to save the changes in the Word document.

% Edit Document Definition

Document : Patient Summary

Generall Advancedl Printerl Actionsl H\storyl Templatel Items ~ Preview |

File Edit Wiew Insert Format Table

Normal * Times Mew Roman v 12 = | B I O |§ =E==E A=,
IR B R \
I g “ E=c & & YE=F -
1 2 3 4 6 5 T ] ] w, M 1z 1z "8 18 7, s
[x] '|.'|.'|."n.'n.'n.'n."n.'n.'n.'l.'n."..."
PATIENT SUMMARY
Hospital Number <<hosp no=>

i Des -

Save Template changd |~

I [=] 3

Save Templatel

Note thathe Save Templatebutton only saves template changes. Any changes to the InfoFlex
Document Definition should additionally be saved usingstaadardsavebutton orF5.

% Edit Document Definition ] [ |
Document : Patient Summary i 4 -
General] Advanced] Identifiersl F'rinterl Actiuns] Histur_l,l] Template] ltemz  Preview l

File Edit “iew Insert Format Table
J [Marmal] * TimesMewRoman = 12 = | B I U |§ E=—n=— | A ): ‘
DwH SR %BE o | o ~ | q.
| 'IEIMEH%‘@F@-IWEWE, -
2 o B B B B0t T
L L L L

iPATIENT SUMMARY

Hospital Number =<hosp no=>
R | : s
\Page 141 |Line 1 [Col 0 [100% | N5 |[CAPS |MUM | Chinfoflex vShtemplateMtraining

nﬁave 'J \( 0k | xtancel |
|2

Save changes to definition (F5)|
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7 SIMPLE MAPPING

7.1 Item mapping

Go to theltems tab.

The template is displayed in the top right of the window.

The column on the left displays all the data items in the domain that are available to be mapped
to the template.

Document : Referral letter (A) i4= -

Genalall Advancedl Ident\liersl Plinterl A:linnsl Hismr_l,ll Template  Items IF’lewewl

= ‘ Clinical 5tudy -
- -- Clinical Study Document Gy

&3 Patient Riegistration

<<$S3YSTEM_DATE, dd mmmm yyyy=>>

Dr <<GF Mame>>
<<GP Address 1»>

<<GP Address 27>
<<GP Address 37>
<<GP Address4>>
<<Postcode>> -
# | Document Item Data ltem Format | Case Options Substitution
Press thénsert items button. 5

Insert all items Found in template|

Each document item on the template will be dropped into a table below the template.

<<$SYSTEM_DATE, dd mmmm yyyy=>

Dr «<<[myepuEst >
<<GP Address 1=>

<= GP Address 2==

<< 0P Address 37>

<< GF Address 4>

<<Postcoder> -
# | Document ltem Data ltem Format | Case Options Substitution -

If the same data item is used more than once in the tenapldtiee text of the document item
within the chevrons is thsamdor each occurrence of the itdisee5.1 above), the item will
only appear once in the table.
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If you select a document item in the template, the highlight in the grid moves to the
corresponding item. Similarly, if yaalick a document item in the grid, the highlight in the
template moves to the corresponding document item in the template.

<<PSTETEM DATE, dd mmrnm yyyy==

Dt <<GPF Mame>>
<< 3P Address 1 ==

<< OGP Address 2>
<< OGP Address 3>
<<GP Address 4>
e i
L”\@ Dear Dr << GP Surname>>
# | Document [bem | D&a ltem [Format [ O —=Patient for e <<Patient sur —
0| GF Name 1 nam
| 0| GP Address 1 /
0| GP Address 2 I << Forename> > <<giiukwile> = Was seen o1 <<d:
| 0| GP Address 3 -7 _
0GP Addiess 4 4~
0| Pastzode +
| 0| GP Sumame # [ Document [kem | Data It?m | Fornat | Caze | Opl
_0jdab ’
0| Forename: e

In the column to the left of the window, expand the tree to display the data items in the domain.

nical Domain
Clinic:al Dromain D ocument Query Group
420 Patient Registration
------- a% Hospital Mumber
....... a MHS Mumber
------- ﬂ Sumame
------- ﬂ Forename
------- E Date of Birth
------- B Address (1)
------- B Address [2)
------- B Address [3)
------- B Address [4)
------- ﬂ FPostcode
....... E Sen
------- l'|:_‘| b arital Status
------- B Ethnic Origin
....... a'}; Oeccupation
....... ﬂ GP Code
....... a% GF Telephone number
------- a% GP Initial
------- % GP Tite
------- % GP Addresst
------- % GP addiess?
------- % GP addiess3
------- a% GF Addressd
....... % GF Postcade
+--45 Referral [f)
-4 Death Details

0| date

-

The tree displayall of the events and items
that exist in the domain. You can therefore
map any item from the domain into your
document.

Howe\er, care should be taken when
mapping items from repeat events at the
same level as the document. Itis besttou
repeating sections so that you are sure tha
the item from the correct occurrence of the
event is used in the generated document.
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Drag theGP codeitem from the tree onto thHeP Nameitem in the grid.
The symbol next to the mouse changes from a no entry symbol to a plus symbol when you are
allowed to link the item.

------- B Ethnic Origin
------- alh: Occupation
....... aq: P Code
------- ahc GF TeTep\hu:une nurmber
------- all. GP Imitial >

,,,,,,, £GP Drag anddrop

N\
------- al. GP Addrass? AN
------- al GP Address3

=< Forename> = <

Documert [tem | Data Iter
GP Marme
GP Addesf % dh
GF Addregs 2
GP Addigss 3
7

~

ol

N

7=

~=-

Once you have linked the item, thame of the InfoFlex data item is displayed in the Data Item
column in the grid.

# | Documert [bem | Datartter_ |Format | Case |Optiohz | Substitution

GP Hame P Code
LGP &Addrez 1

7.2 Formatting

:u|n:n

Once you have linked a document item to a data item, you can set the Format, Case and
Options. The properties you can set vary according to the typesotetat you have mapped.

Note that the formats of the items on the template do not have to match the format of the data
items in the domain.

The table below indicates what to enter in each of the format, case and options fields.

Type of item | Format Case Options
Coded Automatically completed Dropdown listi selectUpper, Dropdown listi selectCode,

on saving the mapping. | Lower or Proper (initial caps) | Meaning, Both Code and Meaning
Date Type in a format N/a N/a

eg dd/mm/yyyy
Dictionary Automaticallycompleted | Dropdown listi selectUpper, Dropdown listi selectCode,

on saving the mapping. | Lower or Proper (initial caps) | Meaning, Both Code and Meaning
Value Type in a format eg 0.00 N/a N/a

Note that any units will
always be displayed in
the document.

Text N/a Dropdown listi selectUpper, N/a
Lower or Proper (initial caps)
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Set theCasefor the GP Namedocument item té&roper.

# | Document |tem Drata ltem Format  |Caze Options Substitution
L cwer
Froper k

Set theOptions for theGP Namedocument item td/leaning.

# | Document ltem D ata ltem Faormat Caze Options Subsgtitution

1| GF Mame GF Code Proper

Code

Both Coddssnd Meaning

Note that after making an entry in one of the fatrmolumns, you should press return or click
out of the field in order for the change to be recognised. The entry you have made can then be
saved.

In the item tree, highlight th@é P Addresslitem. In the grid, right click the GPAddress1
document itemhen selectLink Item .

% GF Title e

af} GP Address] # | Document [ben | Data ltem

% GP Address? 1/ GP Name GP Code

% GP Address3 ]

alt GP Addressd | 3| GP Address 2 Delete Ikem

) GF Postcode | 4| GP Address 3

@ Referral [r] _5 GP Addiess 4 M
- % ﬁppu!ﬂt:’ﬂ; E| Postoode  Lmlbedoes ™
g ospita | 7| GF Sumame
"""" ati: Conzultan _ﬂ Patient Farenarmes Rename. .

Map the remaining items and set their properties as follows:

Diocument [tem Optionz

GF Mame GF Code Froper Meaning
GF Address 1 GF Address1 Froper
GF Address 2 GF Address2 Froper
GF Address 3 GF Address3 Froper
Patient GF Addrezs 4 GF Addressd Proper
Registration < Poztcode GF Postcode | pper
event. GF Surname GF Code Froper M eaning
Fatient forename Forename Froper
Fatient surname Surmame |lpper
dob Date of Birth dd Ay
Forename Forename Froper
Sumame Surmame Froper
(" date Appointment date | dd mmmm
[ozation Hozpital Mame Froper M eaning
sympoms Fresenting Symptor Lower M eaning
Referral duration Duration of symptor
event diagnosziz Imitial diagnosis Lower M eaning
init [ritial | pper
\_ conzultant Congultant Proper kM eaning
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7.3 Remapping and unlinking

Note that to remap an item to a different item, you can simply drag another item from the tree
onto the documentem in the grid. The new data item will replace the existing data item.

Alternatively, you can right click the document item in the grid and choolsek , and then
remap the item.

Document [bem [rata ltem

GF Addreszs 1 m
GF Address 2 Link. Item

GP Address 3
GP Address 4 M
Prstrnds Fomm e

To completely remove an item from the list of docutritsms (for example if you have
removed that document item from the template), right click the item and chetete Item

7.4 Deleting

[Docurment lkern | Data ltem
HospMa Huaozpital Murnber

Fo—— T —

date Drate af H

Link, Item
hupe Type afr
i Plarned Lnlink: Tkem
doze Dose att
: Rename...
COompE Complica

7.5 Saving the mapping

Click Saveto save the mapping. Note that before you save you must click out of a field first in
order for the entry made in it to be recognised.

On saving, each document item is given a number.

# | Docurment [tern | Diata ltem | Format

| 7| GF Sumname GF Code M

|8 Patient forename Forename

| 3| Patient sumame Sumame

10| dab Drate of Birth dd sy
| 11| Farename Forename

12| Surname Sumame

13| date Appaintment date  dd mmmm

| 14/ location Hozpital Mame

15| zumptoms Prezenting Sympton <k
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8 PREVIEWING THE DOCUM ENT

Once you have created and mapped the template, you can run a preview to check how the
template is working.

Before runnng a preview, you should ensure that you have entered data in the data items used
in the template for a particular patient. You will need to know the primary key of the patient
when you run the preview.

Go to thePreviewtab.

Generall .ﬁ.dvancedl Identifiersl F'rinterl .-“-‘-.ctil:unsl Histl:uryl Template | ltems

Press the green riglarrow Preview button.

File | Edit Yiew Insert Format Table

Mormal > Times NewRoman + 12w |B I g|
Dﬁn|§&‘é{,g|nm|m|wo% v|
...... ‘D”Engn*@r%mEmEv

iew‘

<<FSTSTEM_DATE, dd'mmiyyyy==

Dy <<GP MName>>
<<GP Address 1==
<<GP Address 2>
<=GF Address 37>
<<GP Address 4>
<=Posteode>>

On pressing threview button, aPreview Detailsmessage is displayedEnter the number
123456 selectheClinical Data View then clickOK.

in. Preview Details x|

Subject |d |-| 234RE

Diatabfiew | iy

] Cancel |
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The document will be generated in a n@enerated documentwindow.

Maximise the window to see the document fully.

~oix]

File | Yiew ‘

|S G| we ~ [ |

Dr Green
The Clinic
4 The Street
Anytown
Anvywhere
AB1 2CD

Dear Dr Green

Greta GREEN 01/01/1965

Greta Green was seen on 31 July at Epsom Health Care Nhs Trust.

-
1| | »

|Page 1A [Line 1 [Col 0 [100% | INS |C&PS |NUM |

You will see that all of the document items have been substituted with the data from InfoFlex.

Close the window to return to tlreviewtab.
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9 TEMPLATE SYNTAX

9.1 Conditional paragraphs - section markers

Conditional paragraphs are sections of text, which only print if there is data in the document
item that exists within the specified section. If no data exists in the document item that is
positioned within sectiomarkers, none of the text between the section markers will appear on
the generated document.

The format for conditional paragraphs is as follows:

|$S|Text text <<data>> text text.|SES|

This functionality can be used within addresses to suppress atidesshat may be empty, or
can be used to suppress a whole paragraph of text if no data is entered in the items used.

Exercise
Go to thePreviewtab.
Make the following changes and additions to the template:

Add section markers to each line in the &feiress.

[$S|Dr <<GP Name>>
|SES||$S|<<GP Address 1>>
|SES||$S|<<GP Address 2>>
|SES||$S|<<GP Address 3>>
[$ES||$S|<<GP Address 4>>
[$ES||$S|<<Postcode>>
[$ES|

Add the text indicated in bold below to the document:

The patient reported symptoms of <<symptoms>> fperdod of <<duration>>.
|$S|There were also symptoms of <<other symptoms>>.

|[$ESMy initial diagnosis is <<diagnosis>>.

If no data exists in the item to which <<other symptoms>> is mapped, then none of the text
between the substitution markers will appear in the generated document.
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9.2 Text substitution

Where coded items are used, a sentence or paragraph can be printed instead of the code or
meaning entered in the item.

The standard format for text substitution on a template is:
|$X|<<ItemName>>::Match1l::Substitutel::Match2::Substitute2::*::Default Text|$SEX|
When mapping a text substitution item, you should always sedeetin the Options column.

Note that the substitutions listed on the template do not need to include every code in the code
list. When generating the document, if aettht is not listed in the substitutions on the
templateexists in the item, nothing will be printed for that item on the generated document.

However, * can be used to represent fieveryth
data enteredo.

Exanples:
1) In the example below::They indicates thaT hey should be substituted if the gender field
contains anything othehanO or 1:

|$X|<<gender>>::0::He::1::She::*::They|$EX|

2) In the example below;::They indicates thaT hey should be spbstitutedif thereis nothing
in the gender field

|$X|<<gender>::0::He::1::She::::They|$EX]|
Exercise

1 Change the line:

The patient reported symptoms of <<symptoms>> for a period of <<duration>>.

to

[$X|<<Gender>>::0::He::1::She::*::They|$EX| reported pjoms of <<symptoms>> for a period of
<<duration>>.

The <<Gender>> document item will be mapped to the Gender data item. The document will
print He where a code dJ exists in the gender item, and prishewhere a code df exists in
the gender itemand print They where anything else exists in the gender item

2 Add the following text abov&ours sincerely.

| have referred the patient [$X|<<surgery>>::1::for surgery::0::|$EX| |$X|<<drug>>::1::for drug
therapy::0::|$EX| [$X|<<radio>>::1::for radio therapy::0::|SEX] |$X|<<chemo>>::1::for
chemotherapy::0::|$g.

Each document item will be mapped to a different cotéad in the database.

If code 1 exists in the <<surgery>> data item tf@rsurgery will appear on the generated
document. If code O exists in the <<surgery>> data item, then no text will appear on the
generated document. Each subsequent item wid\eekimilarly.
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9.2.1 Mapping

Go to theltems tab.

Press thénsert items button to add the new items on the template to the grid.

Trooes

[ NN | Rp—

“ Insert all ikems Found in templateh

The new items are added at the bottom of the grid and are initially displayed without a
sequential number. The items Wik allocated a number once they are mapped and saved.

| have referred the patient <<surgery::1::for surgery::0::::>> <<drug::1::for drug
therapy::0::::>> <<radio::1::for radio therapy::0::::>> <<chemo::1::for

chemotherapy::0::::>>.

itk
ks : 1
# | Document kem [Data ltem [ Format [Case [Options [ Substitution
13| date dd i
| 14| location 1]
| 15| symptoms bz
| 16| duration
| 17| diagniosis <Mz

—y
oo

it

|

<M

other symptoms
FLrgery

drug therpay
radio therapy
cherma therapy

ololololo]s

Map the new items and set their properties as follows:

0| Gender Sex Froper Code

0| other symptams Other prezenting symptoms, specify Loweer

| zurgerny for Surgeny? Lower Code
Referral 1) drug therpay for Dirug Therapy? Lower Code
event 0| radio therapy for B adiotherapy? Lawser Code

0| chemo therapy for Chemotherapy? Loner Code

Note that where text substitution is concerned there is no need to set the case since the text to be
substitutel exists in the template and will be printed in that format. If you do set the case when
you are mapping the items, the case that you set willriidemwhatever case has been used on

the template.

Save the mapping then go to fPeeviewtab and run a pwview of the document, for patient
123456.
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9.2.2 Other functions within |$X| sections

|$X| substitutiongcan also include formatting, such as bold, colour etc. §#bgtitutionsan
also including other sections, such as repeating sections and furtheusiobstections. The
substitution text can even contain a table with a repeating section.

9.2.3 Alternative methods of substituting text

Text can also be substituted without using |$X| sections. The format is as shown below, with all
the text substitutionsding contained within the document item chevrons:

<<Documentltem::code::text to substitute::code::text to substitute::code::text to substitute::>>
For example:

<<Gender::0::He::1::She::>> reported symptoms of <<symptoms>> for a period of
<<duration>>.

In this example, the <<Gender>> document item will be mapped to the Gender data item. The
document will printHe where a code d exists in the gender item, and pr8ttewhere a code
of 1 exists in the gender item.

9.3 Free text

When the document is gerated in data entry, you can choose to specify where the cursor will
appear if there is free text to be added to the document.

#### should be included in the template in the position you wish the cursor to occupy.

Exercise

Add #### aboveYours sinceely.

9.4 System date

The system date can be included in the document.
The standard format is

<<$SYSTEM_DATE, dd/mm/yyyy>>

You can choose the format of the date as follows:

Format Output
dd/mm/yyyy 15/01/2000

dd mmm yyyy 15 Jan 2000

dd mmmm yyyy 15 January 2000

Exercise
Add <<$SYSTEM_DATE, dd/mm/yyyy>>to the top of the template.

Click Saveto save the changes to the template.
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9.5 Syntax for specifying the filenameof the generated document

Documents generated by InfoFlex are given a defdeitdme that is unique. Howeverd
possible tachangehe filename using specigiFILENAME syntaxin the template.You can add

a prefix or suffix to the default filename. You can inclsgecial itemsdata or texin the
filename change the file eghsionor you canchangethe filename completely. You can also
specify that the document should be saved

You can also use trEILENAME syntax to print the filename in the document.

If the speciabFILENAME syntaxis usedo change the filenaméhe user must take care to
ensure that theesultingdocument names unique in the folder in which it is saved to avoid two
documents being generated with the same nakism care must be taken to prevent docotse
being generated with an invalid filename that cannot be saved.

The options are as follows:

To add text before the default filename <<$FILENAME PREFIX=value>>

To add text after the default filename or

change the file extension from .doc <<$FILENAME APPEND=value>>

To add text before and after the default <<$FILENAME PREFIX=value,
filename APPEND=value>>
To set the filename completely <<$FILENAME=value>>

To specify a sub-directory
<<$FILENAME PREFIX=value\>>
This sub-directory needs to exist and it must
be a sub-directory of the Save in Path
specified in the document definition.

To insert the filename into the document <<$FILENAME>>

Valuecan be a document item, or text or other standard template features $BsRAYETER
or sNOw. If you wish thee to be a space between the prefix or suffix and the rest of the
filename, include the space in th@ueand put double quotes round the whole value.

Examples
1) Example using a prefix of the current date/time:
<<$FILENAME PREFIX="Report <<$NOW FORMAT=Y YYYMMDD HHNNSS>> ">>

=> C: \InfoFlex \ Letters \ Report20120911 102530 M1L3 -9999 123.DOC

2) Example using a prefix of a reportédés prom

<<$FILENAME PREFIX="Report <<$PARAMETER startdate, FORMAT=YYMMDD>> ">>

=> C: \InfoFlex \ Letters \ Report 120401 M1L3 -9999 123.DOC
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3) Example using auffix of the current date/time:
<<$FILENAME APPEND=" <<$NOW FORMAT=YYYYMMDD HHNNSS>>">>
=>C: \InfoFlex \ Letters \123456 M9E1L1368 120911 102530 .DOC

4) Example using a text suffix which will be the same for all the gesebdaicuments:
<<$FILENAME APPEND=" For Export">>
=>C: \InfoFlex \Letters \M1L3 -9999 123 For Export .DOC

5) Example putting the document into a sub directory:
<<$FILENAME PREFIX=Export Folder ~ \ >>
=> C: \InfoFlex \ Letters \ Export Folder \123456 M9E1L1 3 68.DOC

6) Exampleusinga pr efi x of the patientdés consultant
and should be mapped on the Items tab in the usual way:

<<$FILENAME PREFIX="<<Consultant>> ">>
=>C: \ InfoFlex \ Letters \JSMITH M1L3 -9999 123 .DOC

7) Example using a pfix and a suffixand changing the filextension

<<$FILENAME PREFIX="<<Consultant>> ", APPEND=" <<$NOW FORMAT=YYYYMMDD
HHNNSS>> XML">>

=>C: \InfoFlex \Letters \JSMITH M1L3 -9999 123 20120911 102530 .XML

Further Notes:

1 The default filename ensures uniquents the generated document for the selected
database and so simply adding text before or after the standard filename will preserve
uniqueness

1 Special characters are not allowed in filenames (e\g.¥ | ? ")

1 Dates should be reformatted using B@@RMAT= syntax (see examples abowe)avoid
having forward slashesolonsor dotsin filenames.

1 If you put dots in the filename then InfoFlex will not put the .DOC on the end
automatically, because it assumes you've supplied your own file extensiori&o av
formatting dates as dd.mm.yyyy.

1 Youcanuse <<$Filename APPEND-=.txt>> or similar on plain text letters or reports so that
the file extension shows it is a text file. (Or.csv or .xml or other appropriate extension).

Do not put repeating data in théefiame. (It will just take the first value).

The <<$Filename>> parameter can be used in the header or footer of the document.
Putting<<$Filename>>n the header or footer will cause the filename of the document to
be printed in the header or footer.

9 If the document has either gKIL or HTM extension and the XML header contin
encodi ng8&adthenthe generated document will be saved with-8€Rcoding
Otherwise it will continue to be saved with U6 encoding
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9.6 Syntax for inserting hyperlinks into generated documents.

This syntax allows text with a hyperlink to be inserted into a document. Note that the hyperlink
will operate when viewing a document with Word or when viewing a document in an InfoFlex
V6 website.

The template document must contthe followingsyntax

<<$HYPERLINK display text, hyper link >>

Forexample, this syntax:

<<SHYPERLINK Click here for information about InfoFlex, https://infofl ex couk>>

displays like this in a generated document:

Click here for inform ati on about InfoFlex

Note that he display text and the link musbt contain commasince the comma is being used
as a delimiter.

Docunent items can be used for both the display text and the hyperlink.
For example:

<< $HYPERLINK <<Dictionaryltem, FORMAT=<M> >><<DictionaryLinkedUr|>>>>
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10 ADDING THE DOCUMENT TO A DATA VIEW

To make a document available to a user in data entrgoitiement must be copied into the
data view. A document that exists in a data view is knowrdas@ament view The

properties that can be set in the document view are limited to those which relate to how the
document is viewed and behaves in data entry.

Close theEdit Document Definition window and display th€linical Domain and the

Clinical Data view.

B3 Data View Designs

DOMAIN

Audit

Clinical Domain

ll:l

Audit Data view
Lo [ Clinical Data view

- J4g¥ Electronic Patient Recaord
ra

Electronic Patient Record [with studies)

Clembrmmin Dbk DA o

Ec.% Clinical Domain

E. Clinical D omain
E@ Patient F egistration
; Items
E Patient Surmmary
E| -G Referal [1]

Fema b ek i

S Uff] Clinical Data wiew
B @ Fatient Registration
""" [ Patient Demographics
----- [ GF Details
e Patient Surmmary

Drag theReferral Letter from the domain onto thieeferral event view in the data view.

When you are allowed to attach the document, a linkosy & will appear next to the
mouse.

B . Clirical Domain
= @ PatlentHeglstratIDr‘l
; [terms
Fatient 5urmmary

=l @ Clinical Drata wiew
= @ Patient Registration
----- [ Fatient Demographics
----- [ GF Details
b Fatient Surmmary

::

-

rik Tl

drag and drof--------~

When you attach the document view, @reate New Definitionwindow is displayed.

Create Mew Definition

— Details

Baze Document |Heferral Letter

x|

- . \( Create |
Mew Definition Type: Document Wiew
Farent Definition: I@ Event View : Referral [r) i @ Edit |
Linked To Definition: Document : Referal Letter i x Cancel |

— Properties

Mame
Description ;I
Archived? [No 4[] -]

Protection | Mot protected
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Click Edit to edit the document view definition.

The following properties can be set

General tab
Property What to fill in Explanation Defaults and Requirements
Name Any free text A name of your choosing
Description Any free text A description for reference Optional
purposes
Archived Yes / No Yes means it is hidden in datg Default isno
entry

Linked document

Leave as default

The name of the document it
linked to in the domain

Default is the name of the
linked document in the domain

Protection

Cannot create / delete /
modify

Sets a level of protection

Default is Not Protected.

Advanced tab

Property What to fill in Explanation Defaults and Requirements
Allow editing Yes / No Yes means the adding or editin Default isno

of text will be allowed.
Create new on save | Yes/ No Yes means a new instance is | Default isno.

created on saving the original
document. Canges are saved
in the new instance rather than
the original.

Only available for repeat
documents where editing is
allowed.

Viewing mode

Show All or Show latest
as parent

Show latest as parent means
only the latest instance of the
documentss shown initially.
Other instances are grouped
underneath and be viewed by
expanding the latest instance.

Default isShow all
Only available for repeat
documents.

Lock historic Yes / No Yes prevents all but the latest | Default isno
documents instance of the documebging | Only available for repeat
edited. documents where editing is
allowed.
Marking enabled Yes / No Switches on the ability to mark| Default isno
documents as defined in the | Only available if marking has
document definition. been definedn the document
definition.
Auto generate Yes / No Yes means the document will | Default isno
automatically be generated on
saving the event it is attached {
Print on generating | Yes/No Yes means the document will | Default isno
automatically be printed as it ig
geneated
View before printing | Yes / No Yes means the document will j Default isno
displayed before it is printing, if
the above option is set.
View with MS word | Yes/ No Yes means Word will Default isno

automatically be opened when

the letter is generated

Note that the some of the properties on Awancedtab can also be set in the domain.

When the document is copied into the data view, any of these properties that have been set are

copied into the document view. However, if you lateange what is set in the document in the
domain, the document view i@t updated. Similarly if you change what is set in the document
view, the document in the domainnst updated.

When you generate the document in data entry, it is the propeotmestfedata viewthat are
used, not the properties set in the domain.

July 2019

52




Chameleon Information Management Services Ltd InfoFlex Document Definition User Guide

Printer tab
Property What to fill in Explanation Defaults and Requirements
Default printer Select a printer The printer that the document | Can be left blank, theiné
will be printed on default printer will be used
Copies Any number The number of copies that will | Default isO
be printed
Email tab

See sectiond 7 for details of this tab.

Click Saveto save the document view definition.

Ensure that bbtthe document and the document view are unarchived, then go to data entry to
test the document.
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11 REPEATING SECTIONS

Repeating sections are used when data items are taken from repeat Enemepeating
sections allow items from several instancethefsame event to be displayed on the document
in a table Repeat sections can als® used tandicate which occurrences afepeat event
should be displayed (eg the last three instances, or the first two instances).

Section markers are used to icate the beginning and end of a line where repeating data is
used. The standard format for repeating sections is to place |$R| at the beginning of the section
and |$ER| at the end of the section:

In this example, the table will display one row for eatdtance of the Referral event:

Date of Referral Presenting symptoms | Initial Diagnosis Treatment

[$R|<<Date>> <<Symptoms>> <<Diagnosis>> <<Treatment>>|$ER|

It is possible tspecify that onlycertainoccurrencesf the event should be displayed
Two nunbers are included in the opening section marker.

The first number indicates whether the first or last occurrenictbe eventre displayed.

If the number is positive, the first occurrences are displayed. If the number is negative, the last
occurreres are displayed. The value of the number indicates where in the sequence of records
to start (eg start at thhird record, start at the last but one record).

The second number indicates how many occurrences are disptayeah be used with a
positive first number to indicate that all subsequent occurrences are displayed.

For example:

Syntax Records returned Explanation

[$R,0,1|<<data>>|$ER]| | The first occurrence of the event. 0 indicates start with first record
1 indicates return 1 record

[$R,0,9<<data>>|$ER| | The first five occurrences of the event. 0 indicates start with first record

5 indicates return 5 records

|$R,2,3|<<data>>|$ER| | Three records, starting at the second reco| 2 indicates start at thé%ecord
3 indicates return 3 records

|$R,4,2|<<data>>|$ER| | Two records, starting at the fourth record. | 4 indicates start at thé"4ecord
3 indicates return 3 records

|$R,2;1|<<data>>|$ER| | All records starting from the second record 2 indicates start at thé%ecord
-1 indicates returnlithe subsequent
records

|$R,4;1|<<data>>|$ER| | All records starting from the fourth record | 4 indicates start at thé"4ecord
-1 indicates return all the subsequent

records
[$R;1,1]<<data>>|$ER|| The last occurrence of the event -1 indicates last reeds

1 indicates return 1 record
[$R;1,3|<<data>>|$ER|| The last 3 occurrences of this event -1 indicates last records

3 indicates return 3 records
[$R;2,3|<<data>>|$ER| | Last three records but one -2 indicates start with last but 1 recor

3 indicates retrn 3 records

3 indicates return 3 records

|$R,-¢3, <data>>|$ER| | Last three records excluding latest two -3 indicates start with last but 2 recor

First figure indicates whethg Second figure indicates
the first or last occurrences how many occurneces
are returned. should be returned.

July 2019 54



Chameleon Information Management Services Ltd

InfoFlex Document Definition User Guide

Examples

This template returns data from all instances of the Referral event:

Referral Details

Referral Date Presenting Initial Diagnosis | Category Days from Referral
symptoms to Appointment

[$R|<<Date of <<Presenting <<Initial <<Category>> | <<Days from Ref to

referral>> symptoms>> diagnosis>> appt>>|$ER|

In thegenerated document, one row is displayed for each instance of the Referral event.

Referral Details

Referral Date Presenting Initial Diagnosis | Category Days from Referral
symptoms to Appointment
01/01/2000 0 - pain; 1- bleeding | J039- Acute 0-NHS 003 days
tonsillitis
01/01/2001 3-nausea; 4 A014 - 0- NHS 006 days
vomiting Paratyphoid fever
01/01/2002 3-nausea; 4 A014 - 0- NHS 009 days
vomiting Paratyphoid fever

This template returns data from the latest instance of the Referral event:

Referral Details

Referral Date Presenting Initial Diagnosis | Category Days from Referral

symptoms to Appointment
[$R-1,l<<Date | <<Presenting <<Initial <<Category>> | <<Days from Ref to
of referral>> symptoms>> diagnosis>> appt>>|$ER|

n the generated document, only one row is displayed.

Referral Details

Referral Date Presenting Initial Diagnosis | Category Days from Referral
symptoms to Appointment
01/01/2002 3-nausea; 4 A014 - 0-NHS 009 days
vomiting Paratyphoid fever
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11.1 Event Rektionships

When positioning the document in the tree, care should be taken to ensure that the desired data
can be returnedDocuments can use repeating data from their parent event and from events that

are at the same level as the document.

@ Clinizal Domain
=42 Patient Registration
=42 Referral 1
o Fi adiotherapy report
4 pdmizsion & Surgical Event [r]
----- &7 Drug Therapy Event (1]
=43 Radiotherapy (1)
Fi adiotherapy report
42 Chematherapy (1]
G20 Fallow-Up 1]

/ event can use repeating dtam any

"\

Documents attached to tReferral
event can use repeating data from the
Referral event.

Documents attached to tReferral

event at the same level as the docum
(ie events which also have tReferral
event as their parent).

Documents attached to the
Radiotherapy event can use repeati
data from theRadiotherapy event.

When data from the parent is included, data from all instances of that parent can be used. This
is different from usual expected behaviour which would normally only include the immediate

parent.

Consider this design:

=147 Patient Registration
—|--F1 Referal [rl
- pdmizsion ]
Admiszion Surmmarny
&2 Treatment ]

And this subject overview:

=141 Patient Fegiztration
—|- &) Referal (1)

=& sdmission [1.1]
Admizgion Surmmary [07./07./2013]
&2 Treatment [1.11]
&2 Treatment 112

=21 Admission [1.2)
&2 Treatment [1.21]
&2 Treatment [1.22

=& dmission [1.3)
&2 Treatment [1.31]
&2 Treatment [1.32]

Repeat data from the above subject overview |
included as follows:

Treatment events
1.11
1.12
Admission events
1.1
1.2
1.3
Referral events
1
Admission & Treatment events
1.1 1.11
1.12
Referral & Treatment events
1 1.11
1.12
Referral Admission & Treatment events
1 1.1 1.1
1.12
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11.2 Row Count

You can add a document item which inserts a sequential number on each row. Simply insert a
new column in the repeating section with the document item <&Re> as shown in this
example:

Referral Details

Number Referral Date | Presenting Initial Category Days from Referral
symptoms Diagnosis to Appointment
[$R<<$Repeat>>| <<Date of <<Presenting | <<Initial <<Category | <<Days from Ref to
referral>> symptoms>> diagnosis>> | >> appt>>|$ER]|

A sequential number is added at the beginning of each row.

Referral Details
Number Referral Date | Presenting symptoms | Initial Diagnosis Category Days from
Referral to
Appointment
1 01/01/2000 0 - pain; 1- bleeding J039- Acute 0-NHS 003 days
tonsillitis
2 01/01/2001 3 - nausea; 4 vomiting | A014 - Paratyphoid | 0 - NHS 006 days
fever
3 01/01/2002 3 - nausea; 4 vomiting | A014 - Paratyphoid | 0 - NHS 009 days
fever
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11.3 Nested repeat sections to maintain context from the parent

It is possible to define nested repeat sections within documents in ordsstih@aontext
down to the nested section. This allows the InfoFlex design to be better represented.
For example, this event structure:

Demographics
Referral (A)
Treatment (A.1)
Treatment (A.2)
Referral (B)
Treatment (B.1)
Treatment (B.2

can be shown in the document by using the following sections in the template:

|$R| <<Referral ID>>
|$R,USECONTEXT <<Treatment ID>>

|$ER]
|$ER|
This would look something like this in the generated document:
A
Al
A2
B
B.1
B.2

Note theUSECONTEXTsyntax in the nested repeat section. Without this, the repeat sections
behave independently.

If there are multiple levels and the items belong to different events then the current repeat index
is maintained, e.g.

|$R| <<ReferralD>>
|$R, USECONTEXT]| Referral <<Referral ID>> Treatment <<Treatment ID>>
|$ER|

|$ER|

would generate:

A
Referral A Treatment A.1
Referral A Treatment A.2

Referral B Treatment B.1
Referral B Treatment B.2

For this latter case to warkhe parent event must contain at least one item from the parent
event, otherwise there is no way of knowing what the context event is.
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11.4 Exercise

Create a new document in Word. Save itradfadocument with the namiRadiotherapy
report.rtf in the fdder c:\infoflex vb\templaté\training \.

Add the following text to the template:

Radiotherapy Summary

Hospital Numbex<HospNo>>

Patient: <<forename>> <<surname>>
Date Type No of courses Dose Complications
|$R|<<date>> <<type>> <<no>> <<dose>> <<comps>>|$ER]

Create a new document definition in InfoFlex in the Clinical Study domain, attached to the
Radiotherapy event. Name the documeRadiotherapy Report.

On theAdvancedtab set th&ave in Directoryto clinfoflex v5\letterstraining.
On theTemplate tab, set the template taiofoflex vh\templatétrainingradiotherapy report.rtf.
Go to theltems tab.

Press thénsert items button to add the new items on thmf#ate to the grid.

“ R T | T

Inisert al iterms Found in templateh

The new items are initially displayed in the grid without a sequential number. The items will be
allocated a number once they are mapped and saved.

Map the new items and set their properties as follows:

# | Document ltemn | Data ltem Farmat Caze O ptions
0| Hospha Hospital Murnber Proper
| 0] forenamme Farename Proper
| 0] sumnane Surname pper
| 0] date Date of thiz radiotherapy dd/rnrn Ay
| 0 bupe Type of radiatherapy Froper Both Code and Meaning
Radiotherapy} L Olno Flanned number of courses Lower
event | 0] dose Doze at thiz appointment n
0| comps Complications Lower b eaning

Save the mappg then go to th@reviewtab and run a preview of the document, for patient
123456.
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Now add some syntax to the repeating section marker to specify the instances that will be

returned then preview the document to make sure the correct instancesuanedet

For example this syntax returns the last instance of the radiotherapy event:

Date

Type

No of courses

Dose

Complications

|$R-1,1]<<date>>

<<type>>

<<no>>

<<dos:>>

<<comps>>|$ER|

Or this syntax returns the first two instances of the radiotherapy event:

Date Type No of courses Dose Complications
|$R0,2<<date>> <<type>> <<no>> <<dose>> <<comps>>|$ER|
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12 USING QUERIES IN DOCUMENTS

Data returned by a query can be displayed in@udhent. For example you might use a query
to display a table of results from a repeating blood test event. Or you might use a query to carry
out a calculation and display the result in the document.

Query results are mapped irdocumentsn the same &y as data itemsDocument items
which are to be replaced by query resals known afuery document itemsandare
indicated by chevrons at the beginning and end of the text to be replabedsame way as for
document items

eg <<query>>

A querymight only be bringing back one item of data, in which case one query can be mapped
to one query document item.

However, a query might have several items in its view. In this casguery document item

is required for each item in the viewhd& sameuery document item name should be used for
each itemwithin the view A sequential number indicates which item in the viail be

displayed in thatjuerydocument item. (Note that the first item in the view is given the number
0, and the second itemgssen the number 1 etc).

In this example the query mapped to <<géery has five items in it:

Referral date | Diagnosis Presenting Initial Diagnosis| Treatment
symptoms
<<guenA, 0>> | <<quenA, 1>> | <<quenA, 2>> | <<quenA, 3>> | <<quenA, 4>>

If a query midht return several rows of dafmr multiple instances of an evemtyepeating
section should be used:

Referral date Diagnosis Presenting Initial Diagnosis| Treatment

symptoms

|$R|<<quenp, 0>> | <<quenA, 1>> | <<quenA, 2>> | <<quenA, 3>> | <<quenA, 4>>|$ER|
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12.1 Mapping queries onto templates

In the list of item on the Items tab, query document items representing the same query are listed
only once even though they might appear several times on the template.

Query document items are mapped to queries isdhee way that document items are mapped
to data items.

General] Advanced] F'rinter] Actions] Hislor_l,l] Template  ltems lPleview]

= ' Clinical Domain
-] Clinical Domain Document £
=l Oueries Summary of Referrals
B My quemy
B Referals ~ 3 Referral date Diagnosis Presenting hitial Diagnozi= ~ Treatment
I R T Ests S~ ~ Hmploms
Doc Gioup 1 ~ <<RefQuery, 1o> | <cRefQuery, 105 | <<RefQuery, 37 <<RefJusry,
Doc Group 2 45 SER.
Doc Growp 3
+ Training queriss Test results
+-- &3 Patient Fiegistration \\Test | Result
VR =< lests, 0> aelests 1o | =Tests, I555ER |
\
|
1
Drag and drop B :
T Data lter] Format | Case Options Guery Parameter Name Substitution
1| Ref uery Refenals
L2 - r - r 1 [ |

It is possible to open Query Design Manager to edit queries froitethe tab. Right click a
query or query group in the Design tree and ch&asery Design Manager

General] .-'-‘-.dvanu:ed] F'rinter] .-’-'-.u:tiu::ns] Histu:ur_l,l] Template Items lF'review]

- .EIinicaIDDmain ”
- Clinical Domain Docume ‘

= Quenes

[ Jr—

-4 Patient e
ah.; Hozpi

aB MHS 2

ahc Sz Expand Tree

a; Foren : Design Manager. ..
E Date
alk. Address (1)
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12.2 Context

The Context propertyin the query definition is usdd set thecommon parentfor the data
returned for each subject. By default the lowest possible level of common parent is set. The
Context can be used to set the common parent to a highelrand thus broaden the scope of
the data returned. (The context is set in addition to settingrkdevel for complex filters).

For examplein this designthe clinic visit
summary documenmeturrs data about clinic
visits within a prompted tim period.

With the context set &eferral level, the document will only display data from clinic visits
attached to the same Referral as the Clinic visit summary document.

With the context set &atient Registration level, the document will displayatk from all
clinic visits.

Example
= @ Patient Reqgistration
A patienthasthis subject overviewnd the =420 Rieferral (01/01/2010)
Clinic visit summary document contains a &l Cini visit summary [10/03/2010 15:11:15)

uery returning data from the Clinic visit 42 Cliniz visit (01/01/2010)
gven)t/ g 4 Clinic wisit (02401 /2010]

C ] Clinie visit (0340142010
El 471 Referral (01/09/2010)

- Clinic: wisit [01/09/2010]
&7 Clinic: visit (02/09/2010)
20 Cliniic: wisit (03/09/2010)

If thequerycontextis set atReferral level, only those clinic visits attéed to the same
Referral as th€linic visit summary documentre returned

Clinic visits
Clinic visit Urgency Status Outcome
01/01/2010 171 Elective 17 Attended |DiDi schar ge
care
02/01/2010 17 Elective 271 Did not OPD1 Follow up in
attend OPD
03/01/2010 171 Elective 1 - Attended RWi Return to ward
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However ,if thequerycontextis set atPatient Registrationlevel, all clinic visits for the patient
are returned since any clinic visits beneath the Patient tRega event can be returned.

Clinic visits
Clinic visit Urgency Status Outcome
01/01/2010 171 Elective 17 Attended |DiDi schar ge
care
02/01/2010 17 Elective 271 Did not OPD1 Follow up in
attend OPD

03/01/2010 171 Elective 1 - Attended RW Return to ward
01/09/2010 171 Elective 271 Did not OPDT Follow up in

attend OPD
02/09/2010 171 Elective 1- Attended | OPDT Follow up in
OPD

03/09/2010 17 Elective 1 - Attended RW T Return to ward
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12.3 Exercise

Create a new document in word. Save @mef document with the namiRadiotherapy
query document.rtf in the folderc:\infoflex vS\template\training \.

Add the following text to the template:

Radiotherapy summary

Hospital Number <<HospNo>>
Surname <<Surname>>
Forename <<Forename>>
Date of birth <<DoB>>

Summary of radiotherapy visits

Date of radiotherapy Type of radiotherapy Dose Complications
[$R|<<Query,0>> <<Query,1>> <<Query,2>> <<Query,3>>|$ER|

Create a new document in InfoFlex in fhaining domain, attached to thReferral event.
Name the documemRadiotherapy query.

On theTemplatetab, set the template taiofoflex vh\templatétraining Radiotherapy query
document.rtf.

OntheAdvancedtab set th&ave in Directoryto clinfoflex v5\letterstraining.

Ontheltems tab, open QDM.

Create aview containingthefour itemsin thetable(all four itemsarein the Radiotherapy
event).

Create a filter with the criteriiype of radiotherapy = Type A

Create a query using the view and filter you have just defined.

Map the template.
On thePreviewtab, preview the document for patidi#3 Ensure some records are returned.

Put theRadiotherapy query document in thdraining data vew and go to Data Entry.

In theTraining data view, find patient23

Generate th&adiotherapy query documentnd attach ito the firstReferral event Ensure
that only radiotherapgvents attached to the same event as the document are listed.

Gener#e theRadiotherapy query document and attach it to the secéteferral event.
Ensure that only radiotherapy events attached to the same event as the document are listed.

Return to Design Management and edit the query. S&dheext query parameter tBatient
Registration.

Go to Data Entry and generate fRadiotherapy document. Ensure that it returns all the
radiotherapy events regardless of which Referral event the document is attached to.
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12.4 Passing a parameter from a document item to a query

TheQuery Parameter Name column on thdtems tab of the document definition allows a
parameter from a document item to be passed to a query.

For example:

In this design, there is a Clinic Visit Report attached to

the Clinic visit event. It is required that tbénic Visit =18 Cliical Domain

report contains the test results from the test that was =43 Patient Registration

carried out on the date of the clinic visit. Previously it E--2 Referal [1

would be hard to specify which test results event to - =D Clinic visit )

put in the document, because the date of clinic visit is &l Llinic Yisit report
. . . I G Tests

not available tahe query which finds the test results. g Testresuls [

The date of clinic visit is an item mapped in the
document template to the correct clinic visit. We shall
use the Query Parameter Name function to give the
date of clinic visit a parameter name which can then
be usd as a parameter in the query that finds the test
result.

TheDate of Clinic Visit item in the Clinic Visit event is mapped into the Clinic Visit report. A
Query Parameter Name is set for the Date of Clinic Visit in the document definition.

# | Docurnent [bern |Data L= |F|:|rmat |Ease |I:I|:uti|:|ns |I]uer_l,l Farameter M ame |

1| Hosp M Hozpital Mumnb L .
— 12PN QSBRS CUmbEl P! The Date of visit
| 2| Surname Surnarme Upper is given ;
3 Dok Date of Bith did /iy S given a Query

4| Date [Date of wizit |:||:|,-"r|'|r|'|,-"_|r|_|r|_|r|_|r| _— Parameter Name.
query Test rezults querny

A quel is defined using a filter that contains the Date of Test. The Date of Test is given a
prompt parameter name which matches the Query Parameter Name. This means that the Date
of Visit will be passed to the filter and the filter will find the test reswliere the Test Date =

Date of visit.

The same paramete
name isused in the

filter.
Query Filter Properties - [Tes 7
L
[rata [tem | Cperator |"v"a|ue | F'ru:umpt| Help Text | Diefault Y alue | F'arameterjl ame
’ Test date = Enter Prompt wigit date v

The end user is not prompted, because the value of the parameter is already supplied by the
document item mapped in the document template.

July 2019 67



Chameleon Information Management Services Ltd

InfoFlex Document Definition User Guide

So, if a patient had the following subject overview:

El‘@J Fatient Reqistration
EI*@J Referral (07./01/2008)
=47 Tests

@ Test results [01./03/2008]

@ Test results [07/04/2008]
D Test results (01 A0542008)

&0 Clinic: wisit (01 /02/2008]
&2 Clinic visit (01 /03/2008]
&2 Clinic: visit (01 /04/2008]
&2 Clinic: visit (01 /05/2008]

then a documerattached to a clinic visit would display the test results carried out on the date of

the clinic visit.

x|

E@ Fatient Registration
E@ Referral [01.01,/2008)
E@ Tests [01/01/2008)
‘@ Test results [01/02/2008)
&2 Test results [01/03/2008)

@ Test results [01/04/2008)

&0 Cliriic visit [0 /02/2008)
14823 Clinic visit (01 /03/2008)

&0 Cliriic visit [0 /04/2008]
€721 Clinic visit (1 /05/2008)

Hospital Ne:

Surname:

Date of Birth:

Date of visit:

Test results

Clinic Visit Report
1234586
SMITH
01/01,/1967

01/03/2008

Date

Result

0L1/03/2008

Result3
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13 CALCULATIONS IN TEMP LATES

Calculations can bearried ouin atemplate. Calculations can include data items as well as
mathematical operators.

Calculations must have start and end sections as follows:
|$C,format=0.00k<valuel>>*<<value2>>/335EC]|

Specification of a format in the syntax is optional.

The result of this calculation will be formatted to 2 decimal places.

Exercise

Edit the Radtherapy Report document you created Idabove.

Go to thePreviewtab and add a new column to the table to calculate the total dose.

(You may wish to set to the template to landscape viewthePreviewtab go to thé-ile
menu and choodeage Setup.

Date Type No of courses|Dose Total Dose Complications
[$R- <<type>> <<no>> <<dose>> |$C|<<n0>>*<<DOS(<<00mDS>>|$ER|
1,1|<<date>> >>|$EC|

The new document items do not need to be mapped because they use the same text as document
items that already exist.

You can save the template changes and preview the document to check that the calculation is
correct.

13.1 Using AND and OR in calculation syntax

Where an AND is required in the calculation syntax, && should be used instead.

For example: on a template, this syntax:
[$CIIF(NOTBLANK("<<somevalue>>") AND NOTBLANK("<<someothervalue >>"),"true","false")|$EC]|

should be replaced with this syntax:
[$CIIIF(NOTBLANK("<<somevalue>>") && NOTBLANK("<<someothervalue >>"),"true","false")|$EC|

Additionally, where an OR is required in the calculations syritéxshould be replaced with
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13.2 Re-usable calculated vales

It is possible to set a calculated value within a document template-asd that value
elsewhere such as in repeat sections.

The calculation needs to assign a value to a variable, e.g.

|$C| percent = 100 * <<FirstQuery, 1>>/ <<FirstQuery, 2>> |$E C|
The value can then be used elsewhere, e.g.

[$R| <<OtherQuery, 1>> |$C| <<OtherQuery, 1>> * <<percent>> [$EC| [$ER|]
TheRows option can be used for queries rather than a column index, so that
<<Queryl, ROWS>>

returns the number of rows in the reseit. s

13.3 Handling syntax errors

Any expressions with nomatching bracketareidentified when generating the document
preview Such errors wilshow for example asrror in expression at column-1nvalid
expressionn the previewbut will not showanerror when the document isgerated in Data
Entry/Worklist.
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14 IMAGES IN DOCUMENTS

Image items can be displayed within generated InfoFlex documents.

Note that only images which have a tick for the propestyett for Printing" in the Order
Images dialog n Data Entry will be printed in a document.

Adding image items to document templates

Image itemare mapped inttemplates in the same way as other document iteatthough
some additional syntax is required.

% Edit Document Definition

‘ Document : Bronchoscopy Picture

General] F'rinter] Advanced] Actions] History] Template  Items ]Preview]

123 Neut session ir &

a Date of appoin

E Chemotherapy
atl; Other regime, ¢
E Complications

ahc Other complice
123 Mext session ir
ﬁ Pathological T
ﬁ Pathological M

R Pathalogical M Iy Picture
ah.; Overall stage

%) Nates Narne; <<sumarne>>

%) Mew Data lter Appointreent Date: <<Appointment Dates>

% Mew Datalterr Ficture <<THeg REPEA T=(1 2)=>

& Mew Data lter
"& Boolean iterm

49 Bronchoscopy @l Q

123 Mare than 3 pr

"& Mew Data lter # |Document Item Data ltem Format | Case Options Substitution
. Containg code 1| sumame

49 Test Image Ca | 2|image

"& Smoker? 2| Appointment D ate

123 Test |zBlank

“_‘Q Derived from D1

The additional syntax is as follows (the @pis can be omitted if they are not required).

<<item name, REPEAT=(from,count), SCALE=scale, WIDTH=width, HEIGHT=height,
MAXWIDTH=maxwidth, MAXHEIGHT=maxheight, FIXED>>

Syntax How to use it
REPEAT Specifies the repeat settings, if more than one imagedstor the item. It can be
an absolute range €t,5) where 1 specifies which image to start with and 5 is
number of images to displajyONE or DEFAULT.
NONE and DEFAULT both lead to only the default image being inserted into
document.
The imags are repeated on the same line, if possible, before wrapping to a |
line.
Only the images that have a tick for tBelect for Printing optionin Data Entry
areincluded
SCALE Specifies the scaling factor (as an integer percentage, so that 108izefull
WIDTH, Specifies an absolute value (in twips = 1/20th of a point or 1/1440th of an ing
HEIGHT for the image width or height.
MAXWIDTH, Specifies an absolute value (in twips = 1/20th of a point or 1/1440th of an ing
MAXHEIGHT for the maximum imge width or height
FIXED Option to stop the image from being moved or resized once inserted into the
document
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Examples

This syntax displays the image in itgginal size if possible otherwise limited to maximum
width:

<<image,REPEAT=(1,5),SCALE=100,MA  XWIDTH=3000>>

This syntax displays the image in a fixed size, as large as possible:
<<image,REPEAT=(1,2),SCALE=500,FIXED>>

This syntax displays the image with Absolute Width:
<<image,REPEAT=(1,5),WIDTH=1000>>

Saving Documents with Images

To reduce thaeize of document files that contain imaggscuments should be saviedWord
format (rather than RTF format)mage compression and resolution properties canbbaet.
These options are seh theAdvanced tab of the Document Definition dialog.

Generated document file format Can be RTF (default) or Word.
Must be set to Word to enable the following two properties:

Image Compression Quality (0-100) | Value from 1 to 100 (best quality). If O then uses the interna
default (50).

Image Max Resolution (dpi) Dots per inch, default is 300dpi = average printer resolution

Note that allowing users to save documents as Word files doeseaothat full Word
functionalityis enabled. Documents are still limited to the capability ofxfiext control. For
instancethere stillcannotbetables within tables, or merged cells within tables.

Also note that templates must still be in RTF format.
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