
Ignite on FHIR Custom Content Builder

(CCB) User Guide

Introduction
TheCustomContentBuilder (CCB)module is an available add-onoption for IgniteOn-Demand (IOD) and
IgniteonFHIR (IoFHIR). If a user has access toCCB, theywill seea link to it in the upper navigationbar
(FIGURE 1).

FIGURE 1:CUSTOMCONTENTBUILDERACCESS

WithCCB, clients can… 1) edit documents inmostof theWebMD Ignite content collections (e.g.,
HealthSheets, Discharge Instructions, etc.) tomeet their organization’s specifications and/or 2) add
self-produced (custom)documents to IODsoall theorganization’s patient education handouts (WebMD
Ignite licensedandClientCustom) are accessible in onecontent repository.

End-users canworkwith customdocuments just as theydoanydefault IODdocument:

● Use “Search” to findWebMD Ignitedocuments andcustomdocuments.

● Addcustomdocuments intocustom folders for quick access.

● Print customdocuments inbatches alongwithWebMD Ignitedocuments.

WhenaCCBuser clicks the “CustomContent” link in theupper navigationbar (FIGURE 1) theywill be taken
to theCCBAdminPage (FIGURE2).

FIGURE2:CCBADMINPAGE
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CustomContentBuilder Permissions
TheCustomContentBuilder (CCB)permissionsgranted toauser dependon theuser type (Account
ManagerorGroupManager) associatedwith a user name.Bydefault, anAccountManager has access to
all CCBoptions andactions,while aGroupManageronly has access tooptions theAccountManager has
given thempermission toperform.

There are threeoptions for assigningCCBpermissions to aGroupManager:

1. Create anewGroupManager.

a. Go toAccountAdministration.
b. UnderUser Administration, click the “AddaUser” button.
c. Select “GroupManager” as theuser type. Fill out any requiredfields.
d. Make sureUser Status is Active.
e. SetGeneral Permissions.
f. Select theCustomContentBuilder (CCB)Permissions theGroupManager should have.
g. Click the “AddUser” button.

2. Edit anexistingGroupManager.

a. Go toAccountAdministration.
b. Under “User Administration,” select aGroupManager from thedropdownboxandclick

the “Edit” button.
c. Confirm theUser Status is Active.
d. ConfirmGeneral Permissions.
e. Select theCustomContentBuilder (CCB)Permissions theGroupManager should have.
f. Click the “SaveChanges”button.

3. Use theCCBAdminPage (FIGURE2onpreviouspage) tomanagepermissions for all Group
Managers.

a. Clickon “Grant / denyuser permissions” in the “Options” section.
b. This takes you to theGrantUser PermissionsPage (FIGURE3onnextpage)where all the

activeGroupManagerswithCCBpermissions are listed.
c. Select and/or deselectpermissions as needed.
d. Click the “Save”button.
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FIGURE3:GRANTUSERPERMISSIONS

EditingExistingWebMD IgniteDocuments
CCBallowsauthorizedusers tocreatecustomdocumentsbyeditingWebMD Ignite content. This is
beneficial if your organization likesmostof aWebMD Ignitedocument andwants todelete something
from thedocument and/or addsomething to thedocument tobetter fit your organization. Theprocess to
edit aWebMD Ignitedocument is slightly different thancreatinganewcustomdocument, but once the
user is in theCCBeditor, theprocess is the same.

1. Search/Browse for aWebMD Ignitedocument toedit, drill down into the individual document,
chooseEdit Sheet from theActionsDropDownBoxandclick the “Go”button (FIGURE4).

FIGURE4:CHOOSINGTHEEDITSHEETACTION

2. Thiswill take you into the “Document Editor” (FIGURE5onnextpage).
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FIGURE5:DOCUMENTEDITOR

3. Beforedoinganythingelse, click “Save”.

4. Make thenecessary additions and/or deletionsby following the instructions underCreatingNew
Documentsonpage 12of this guide.

5. Clickoneof theactionbuttons at the toporbottomof theeditor:

a. “Save&Preview” – saves thework andopens apreviewof thedocument.
b. “Save” – saves thework andkeeps youwithin theeditor.
c. “Save&Exit” – saves thework as aDraft and returns you to theCCBAdminPage.
d. “Save&Publish” – saves thework andadvances you to thePublishCustomSheetPage

(FIGURE35onpage33).
e. “Cancel” – returns you to theCCBAdminPage. Any unsavedchangeswill be lost.

NOTEFORCUSTOMCONTENTMAINTENANCE

It is theclient’s responsibility to keepall customcontent (editedWebMD Ignite and self-produced) up to
date.WebMD Igniteposts aquarterly report listing all theWebMD Ignite revisedcontent.Clients should
compare that list of revisedcontent against anyWebMD Ignite content they haveeditedandmake the
samechanges to thecustomversion thatWebMD Ignitemade to thedefault version.
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Navigating theCustomContentBuilder (CCB)Module
ToaccessCCB, a usermustbe logged into IODasanAccountManageror aGroupManagerwithCCB
permissions. Toget to theCCBAdminPage:

1. Clickon “CustomContent” in theupper navigationbar (FIGURE6).

FIGURE6:CUSTOMCONTENTBUILDERACCESS

2. This takes you to theCCBAdminPage (FIGURE7).

FIGURE7:CCBADMINPAGE

CustomContentBuilder (CCB)AdminPage
TheCCBAdminPagehas twosections -Options andCustomSheets.

Options

There are six options availableon theCCBAdminPage, all six ofwhich are available to anAccount
Manager.GroupManagerswill havepermission toCreate anewdocument (English) andmayhave the
ability toBlock/unblockcustomdocuments if grantedpermission.

1. Create anewdocument (English)

2. Block/unblockcustomdocuments

3. Definecustomfooter

4. Export customdocument list

5. Grant/denyuser permissions

6. ConfigureDisclaimers (e.g., ACA 1557)
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Create anewdocument (English)

Refer to the instructionsonpage 12.

Block/unblockcustomdocuments

TheCCBmodule has ablock/unblock function thatworks the samewayas theHealthSheet
block/unblock function. If youwant tomakeacustomdocument temporarily unavailable to your
end-users, youcan simplyblock it. Customdocuments in thedraft state are automatically blocked.
Customdocuments that havebeen “Published” canbeblockedandunblockedat any time.

Toblockandunblockcustomdocuments, follow these steps:

1. Click “Block / unblockcustomdocuments” in the “Options” sectionof theCCBAdminPage.

2. Thiswill take you to theBlock/UnblockCustomDocumentsPage (FIGURE8).

a. Only “Published”documentswill appear on this list. “Draft” documents areblocked
automatically until they arepublished.

b. UnblockedCustomSheets are listed in theboxon the left.
c. BlockedCustomSheets are listed in theboxon the right. If youhaven’t blockedany

documents, this boxwill beempty.

FIGURE8:BLOCK/UNBLOCKCUSTOMDOCUMENTS

3. To select a title toblock:

a. Click the title in the left column to select; thenclick the “Block”button tomove the title to
the right column.

b. Repeat this step toblockadditional titles, or youcan selectmore thanone title by holding
theControl <CTRL>keywhile left-clicking the titles youwould like toblockor theSHIFT
keywhen selectingablockof consecutive customdocuments toblock.

4. To select a title to unblock:

a. Click the title in the right column to select; thenclick the “Unblock”button tomove the
title to the left column.
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b. Repeat this step tounblockadditional titles, or youcan selectmore thanone title by
holding theControl <CTRL>keywhile left-clicking the titles youwould like to unblockor
theSHIFT keywhen selectinga list of consecutive customdocuments to unblock.

c. Click the “UnblockAll” button tomoveall the titles in theBlockedcolumn to the
Unblockedcolumn.

NOTEFORUNBLOCKINGALL

“UnblockAll”will unblock all theblocked titles, even if youhave selected just one title or filtered the list
(seebelow for anexplanationof filtering).

5. To searcheither list for a specific title or titles, use the “Filter” function.

a. Typeaword that is part of thecustomdocument’s title into the textboxbelow the list you
want to search.

b. Click the “filter” button.
c. If theboxbecomesempty, nodocumentsmatch your searchcriterion.
d. Tounfilter, click the “showall” button.
e. If youmovea title fromblocked tounblocked, or vice-versa, and the receivingcolumn

hasbeenfiltered, the titlemaynot appear on thenew list until youclick the “showall”
button.

6. To savechanges, click the “Save”button. Youmust click “Save” for changes to takeeffect. If you
leave thepageand/or your session timesoutbeforeclicking “Save”, changeswill not takeeffect.

7. To undounsavedchanges, simply click the “Cancel” button to restore the lists and start again.

DefineCustomFooter (AccountManagersonly)

TheAccountManager candesignate adefault footer for documents created inCCB. The footerwill
appear at theendof thecustomdocument. Itwill havea specificpredefined font typeandsize,whichwill
remain constant across all documents regardlessof the font size used for printing. A footerwill usually
contain copyright information, disclaimers, andanyother information that should appear onall custom
documents. For example:

©2024CompanyName.All rights reserved. This information is not intendedas a substitute for
professionalmedical care. Always followyour healthcareprovider’s instructions.

Someclients chooseNOT to include thecopyright year so theydonot have toupdate the footer annually
and republish all their customdocuments,whichwouldbe required toupdate all existingcustom
documentswith thenew footer.

There are twooptions for settingup thecustom footer:

1. Default footer is required: Apredefined footer appearsbydefault on all customdocuments.

a. IndividualCCBusers cannotomit the footer.
b. Ensures all customdocuments carry the samecopyright anddisclaimer information.

2. Default footer is optional: Apredefined footer appearsbydefault on all customdocuments
unless an individualCCBuser chooses toomit it.

a. Use if/whenCCBuserswill becreatingdocuments that require adifferent footer or no
footer at all.
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b. Use if/when thedocument is in a foreign languageandyouwant the footer tobe in the
same foreign language; otherwise thedefined footerwill be in English.

c. If/When thedefault footer is omitted, theCCBusermust include the footer information in
thebodyof thedocument.

To set upyour footer:

1. Clickon “Definecustomfooter” in the “Options” sectionof theCCBAdminPage.

2. Youwill be taken to theDefineCustomFooter Page (FIGURE9).

FIGURE9:DEFINECUSTOMFOOTER

3. Enter your footer verbiage into the text box (text only). As a startingpoint, youcancopy the
example footer and then revise accordingly.

4. Click the “Yes'' radiobutton toallowCCBusers toomit the footer.Clicking “No”will apply the
predefined footer to all customdocuments created inCCB.

5. Click the “Save”button to save your changesand return to theCCBAdminPage.

TheAccountManagermaychange the footer verbiageor the “required”option at any time. If the footer
verbiage is changed, and thenew footer needs tobeapplied toexistingcustomdocuments, all custom
documentswill need tobe republished.

ExportCustomDocument List (AccountManagersonly)

This feature allows theAccountManager toexport a list of customdocuments that canbeviewedon their
computer screenordownloaded into aMicrosoft®Excel document. Theexport list includes the

Document ID, Title, andStatus (Draft or Published).
Toexport the list:

1. Clickon “Export customdocument list” in the “Options” sectionof theCCBAdminPage.

2. Thiswill take you to theExportCustomSheet List Page (FIGURE 10onnextpage).
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FIGURE 10: EXPORTCUSTOMSHEET LIST

3. Selectwhichcustomdocuments toexport:

a. BlockedOnly
b. UnblockedOnly
c. All (this is thedefault)

4. Then select anexportmethod:

a. Print to screen (this is thedefault)
b. Downloadas tab-delimitedfile

5. Click the “Export List” button.

a. If youchoose the “Print toScreen”option (FIGURE 11), the list of customdocumentswill
appear.Click your browser’s “BACK”button twice to return to theCCBAdminPage.

FIGURE 11: EXAMPLECUSTOMEXPORTSHEETREPORT

b. If youchose the “Downloadas a tab-delimitedfile” option:

i. CCBwill downloada tab-delimitedexcel fileonto your computer.
ii. Open theexcel file and revise accordingly.
iii. Name thefile and save it in the .xls format.

Grant / denyuser permission

SeeStep#3underCustomContentBuilder Permissionsonpage2.

ConfigureDisclaimers (e.g., ACA 1557)

TheConfigureDisclaimers functionality allows you toadda second footer to all licenseddocuments
(FIGURE 12onnextpage). IfConfigureDisclaimers is enabled, the second footerwill appear in addition to
thedefaultWebMD Ignite footer and/or theDefinedCustomFooter (if enabledand includedona
document).
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FIGURE 12:DISCLAIMEREXAMPLE

Toaddadisclaimer:

1. Clickon “ConfigureDisclaimers (e.g., ACA 1557)” in the “Options” sectionof theCCBAdminPage.

2. Thiswill take you to theDefineDisclaimers (e.g., ACA 1557) Page (FIGURE 13).

FIGURE 13:DEFINEDISCLAIMERS

3. Enter your disclaimer verbiage into the text box (text only).

4. Click thecheckboxnext to “Showdisclaimers at bottomofHealthSheets (e.g., ACA 1557).”

5. Click the “Save”button to save your changesand return to theCCBAdminPage.

CustomSheets

Thebottomsection (FIGURE 14onnextpage) of theCCBAdminPage lists all thecustomdocuments
created in IOD.AccountManagers haveaccess toall the followingcustomcontent actions,whileGroup
Managersmaybegivenaccess toall or someof thecustomcontent actions.

● Preview

● Edit

● Metadata

● Vocabularies

● Delete

● Duplicate

● Publish

● Addother languageversion in:
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FIGURE 14:CUSTOMCONTENT INCCB

WorkingwithCustomDocuments
Eachcustomdocumenton theCCBAdminPagedisplays its ID (uniquedocument number assignedby
the system), Title, Language, Author,most recent Publisheddate andState (“Draft” or “Published”). To
locate and select a currentdocument toworkwith, scroll through thedocument list or doa search.

To search for adocument:

1. Click the “Search”button in theupper right-handcorner of theCustomSheetsbox.

2. A searchpagewill appear. Enter values for oneormoreof thecriteria listed:

a. Content ID
b. Document Title
c. DocumentAuthor
d. PublishedDate (enter date range)
e. Keywords
f. Content State (“Draft” or “Published”)
g. Language (Englishor Spanish)

3. Click the “Submit Search”button.

a. Your resultswill appear at thebottomof theCCBAdminPage.
b. If no results are found, nodocumentswill bedisplayed.

4. Tobringback thecomplete list, click the “ShowAll” button.

5. Click the radiobutton to the left of thedocument youwould like toworkwith.

6. Clickoneof the functionbuttonsbelow the list: “Preview,” “Edit,” “Metadata,” “Vocabularies,”
“Delete,” “Duplicate,” “Publish” or “Add (Other languageversion).”

a. Thenumberofbuttons you seewill dependon thepermissionsgrantedby your IOD
AccountManager.
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CreatingNewDocuments

There are twomainoptions for addingcontent to ablankcustomdocumentpage. Thefirst is to
draft/create thedocumentdirectlywithin theblankpage. The second, andmost common, is copying
fromanother document andpasting intoCCB.Creating thedocumentdirectly inCCB takes longerbut
doing sogreatly reduces thechancesof formattingerrors.Copyingandpasting ismoreefficientbut
provides theopportunity for formattingerrors thatmaygenerate validationerrorswhenattempting to
save thedocument. For bothways, youmust first openablankcustomdocument.

Tobegin a newEnglishdocument:

1. Click the “Create anewdocument (English)” link in the “Options” sectionof theCCBAdminPage
and theCreate aNewDocumentwindow (FIGURE 15)will appear.

FIGURE 15:CREATEANEWDOCUMENT

2. Under “Document Information,” provide the following:

a. Title - enter a title to identify your document in the system (Youmayuseadifferent title in
thedocument itself).

b. Display Title - If youwish touseadifferentdisplay title for thepage linkswithin IOD, enter
it in the “Display Title” box. If youwish for yourDisplay Title tobe the sameas your Title,
then type in theDisplay Title or copy the Title andpaste into theDisplay Title box.

3. Original Author -Use thedropdownarrow tochoose theauthor’s user name.

4. After completing this page, click the “Save”button toworkon yourdocument.

5. Anemptydocumentpagewill appear (FIGURE 16onnextpage) ready for you to input your
content.
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FIGURE 16: BLANKCCBDOCUMENT INEDITOR

EnteringaNewDocument inCCB

Forbest results, and to reduce thechancesofgenerating validationerrorswhenattempting to save your
document, create/build thedocumentdirectly inCCBusing thebelowsteps in theorderpresented:

1. ClickSave -beforedoinganythingelse, click “Save” tograb thenext availabledocument number
in the sequence.Whenyoudoso, the [NEWDOCUMENT] at the topof thedocumentwill be
replacedwith thenewdocument id number (e.g., 10).

2. Enter your text –get all text typed into thedocument.DoNOT includeanyextra carriage returns
betweenheadings, paragraphs, images, tables and/or anyother common “break” in text.

3. Apply heading styles – heading styleswill add theproper spacingbefore andafter

4. Apply list styles – list styleswill add theproper spacingbefore andafter

5. Apply text andparagraph formatting – text andparagraph formattingwill add theproper spacing
before andafter

6. Add images–placecursor at thepoint in thedocument youwould like to add the image

7. Add tables –place thecursor at thepoint in thedocument youwould like to adda table

8. Previewyourwork andmakefinal adjustments

9. Save&Exit saves aDraft of thedocument,while Save&Publish saves thedocument andmakes it
available toend-users.
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IMPORTANT:YourCCBsessionwill timeout after aperiodof inactivity.When the session timesout, any
changes youhavemadesince the last timeyou savedwill be lost. To avoid losing yourwork, SAVEOFTEN.

CopyingandPastingaDocument intoCCB

Inmost cases, youareprobablygoing towant tocopycontent fromanother source (e.g.,Microsoft®
Word, PDF, RTFdocument, etc.) andpaste intoCCB. This is an acceptablemethodof creatingacustom
document, but it shouldbenoted thatdifferent applications (e.g., CCB,MSWord, PDF, RTF, etc.) apply
different formatting styles to their content and thatquiteoften the styles are not accepted fromone
application to theother.

NOTEABOUTCCBTEXT/DOCUMENTFORMATTING:

WebMD Ignite stores all documents (WebMD Ignite andCustom) in a special database format calledXML.
XML formattingapplies tags toeachelement (e.g., heading, bodyparagraph, bulleted list, image, etc.)
within adocument.When thedocument is viewedorprinted, IODapplies a style sheet (HTML) that
determines howeachelementwill look.CCBandMSWordhaveconflicting taggingandstyle schemes.

Whencopying text fromanother source (e.g.,MSWord) andpasting intoCCB, youcan try tocircumvent
validationerrorsbyconverting theMSWordcontent intoplain text by “clearing” all formatting fromwithin
theMSWorddocumentbeforecopyingorbycopying theMSWordcontent andpasting it into aNotepad
documentbeforecopyingagain andpasting intoCCB.Bothprocesseswill removemostof theMicrosoft
Word formatting.

After the formatting is removed from the text, copyandpaste it intoCCB. Toensure all previous
formattinghasbeen removed, clear any remaining formatting fromwithinCCB itself by selectingall the
contentwithin thedocument (CTRL+A), clicking theFormatoption andchoosingClear Formatting.Once
all previous formattinghasbeen removed, click “Save” and thenuse theCCBeditor to format the
content.

FormattingaCustomDocument

All the formattingoptionswithinCCB (FIGURE 17) are very similar to the formattingoptions found inMS
Word.While theymight look the same, it is important to remember theydonot actquite the sameand
that iswhy it is important toclear all previous formattingbeforebeginning toworkon your custom
document.

FIGURE 17:CCBFORMATTINGOPTIONS
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FormattingShortcuts
● TopRow

o UndoChanges (Ctrl + Z)

o RedoChanges (Ctrl + Y)

o Bold (Ctrl +B)

o Italics (Ctrl + I)

o Align Left

o AlignCenter

o AlignRight

o Justify

o Bullet List

o NumberedList

o Decrease Indent

o Increase Indent

o Insert/edit link (Ctrl + K)

o InsertColumns

o Insert LineBreak (Shift + Enter)

o Insert Box

o RemoveBox

o BoxProperties

o Boxalign left

o Boxalign right

● BottomRow

o Print (Ctrl + P)

o Preview

o TextColor

o BackgroundColor

o Insert Images

o Emoticons

FormattingFunctions
● File

o NewDocument

o Print (Ctrl + P)

● Edit

o Undo (Ctrl + Z)

o Redo (Ctrl + Y)
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o Cut (Ctrl + X)

o Copy (Ctrl +C)

o Paste (Ctrl + V)

o Paste as text

o Select All (Ctrl + A)

o Find&Replace (Ctrl + F)

● Insert

o LineBreak (Shift + Enter)

o Columns

o Image

o Insert/edit Link (Ctrl + K)

o SpecialCharacter

o Horizontal Line

o Anchor

o PageBreak

o Insert date/time

o NonBreaking space

● View

o Show InvisibleCharacters

o ShowBlocks

o Visual Aids

o Preview

o Fullscreen (Ctrl + Shift + F)

● Format

o Bold (Ctrl +B)

o Italics (Ctrl + I)

o Underline

o Strikethrough

o Superscript

o Subscript

o Formats

▪ Headings

▪ Inline

▪ Blocks

● Paragraph
● Blockquote
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● Div
● Pre

▪ Alignment

● Left
● Center
● Right
● Justify

o Clear Formatting

● Table

o Insert Table

o TableProperties

o Delete Table

o Cell

o Row

o Column

● Tools

o SourceCode– the sourcecodeof acustomdocument isHTML. If youare familiarwith
HTMLcode, youmayfind it easier todoediting/formatting in the sourcecode insteadof
theCCBeditor.

Tables

There are twoways tocreate tables inCCB: 1)Copyandpaste fromMSWord, or 2) Use the table feature in
theCCBeditor.

CopyandPaste a Table fromMSWord

1. Create your table inMSWord.

2. InMSWordapply the “Normal” style to thecells beforecopying it. Images in aMSWord table
mustbe inserted into the table after it hasbeenpasted intoCCB.Use the insert image
functionality (seepage22)withinCCB to insert the image into the table.Copying imageswithin a
MSWord table andpasting intoCCBwill result in errormessages.

3. In theCCBeditor create anew line in your documentbyusing theENTERkey. Place your cursor on
thenew line.

4. Paste the table into theCCBeditor and format accordingly using theCCBeditor.

Create Table in theCCBEditor

To insert a table into adocument:

1. Place your cursor in thedocumentwhere youwant the table to reside, navigate to the Table
drop-downmenuandhover over the Insert Tableoption.
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2. Choose the sizeof the table (anywhere from 1X 1 to 10X 10) bymoving yourmouseand then
clickingonacell.

TableProperties

This functionality allows theuser todefineGeneral andAdvanced tableparameters suchasWidth,Height,
Cell Spacing,Cell Padding, Border,Caption andAlignment, aswell asAdvanced tableparameters suchas
Style, BorderColor andBackgroundColor.

1. Insert cursor into a table cell.

2. Select the TableProperties icon toopen the “TableProperties”window (FIGURE 18).

FIGURE 18: TABLEPROPERTIES

3. Enter valueswhere needed todefine the table andclickOK.

TableAdditions and/orDeletions

Use the tablepropertiesmenu (FIGURE 19) todelete the table from thedocumentor to addand/ordelete
rowsandcolumns. Youcanalso navigate to the Tabledrop-downmenuandchoose theappropriate
options.

FIGURE 19: TableAdditions and/orDeletions

Cells andCell Properties

This functionality allows theuser todefineGeneral andAdvancedcell parameters suchasWidth,Height,
Cell Type, Scope,Height Alignment andVertical Alignment, aswell asAdvancedcell parameters suchas
Style, BorderColor andBackgroundColor.

1. Insert cursor into a table cell.

2. Navigate to the Tabledrop-downmenuandhover overCells to list the followingoptions
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a. Cell Properties (FIGURE20)
b. MergeCells
c. SplitCells

FIGURE20:CELLPROPERTIES

3. Enter valueswhere needed todefine the table andclickOK.
4. MergeCells or SplitCells as needed.

NOTEABOUTBORDERCOLOR:

BorderColor is howauserwould addgridlines to a table. If the user's cursor is in a single cell andaborder
color is chosen, that onecell will haveagrid/border. Tocreate agrid/border around theentire table,make
sure all cells are highlightedbeforechoosingaborder color.

ImageManagement

CCBcontains a libraryofWebMD Ignitemedical imageswhichcanbeused in customdocuments. These
are the same imagesWebMD Ignite uses in itsHealthSheets andDischarge Instructions. Additionally, CCB
clients cancreate their own libraryof imagesbyuploading imagesof their choice into the “Your Library”
databasewithinCCB. This sectiondiscussesmethods tofind imagesand insert them into adocument.

Open the ImageLibrary

In theCCBeditor, select the insert image iconon the toolbar or navigate to the Insert drop-downmenu to
open the image library. The image librarywill open in a newwindow (FIGURE21onnextpage) that displays
thedifferent library features and instructions. Each featurewill bediscussed inmoredetail in this section.
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FIGURE21:CCB IMAGELIBRARY

Searching theWebMD Ignite Library

To search the “WebMD Ignite Library” for images:

1. Click the radiobutton labeled “WebMD Ignite Library.”

2. Typeakeyword (e.g., heart) into the searchbox.

3. As you type,CCBpresents a list of suggested search terms (FIGURE22onnextpage).

4. Choosea search termor keep typing toenter your ownsearch term.

5. SelectGo.

FIGURE22: SEARCH IODLIBRARY

The searchwill return allmatches (12 imagesperpage) to the search termentered (FIGURE23onnext
page). Userswill have the followingoptions:

● Mouse-over the image toenlarge it.

● Click “Full Size” to view theactual image.

● Click “Insert” to insert the image into thedocument.
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FIGURE23: IMAGESEARCHRESULTS

Insert an Image into aDocument
1. Click the “Insert” option locatedunder the image thumbnail (FIGURE23).

2. “Insert” optionwill openanewpage to view the imageandadd information (FIGURE24).

a. Enter anydesiredoptional information in the “Caption” field.
b. Enter anydesiredoptional information in the “Rollover Text” field.

3. Click the “Insert Image”button.

FIGURE24: INSERT IMAGE
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4. The image will be inserted into the document within a one column, two row table. The first row
contains the image and the second row contains the caption (if entered). If there is no caption and
you want to remove the table from around the image, do the following:

a. Cut the image to remove it from the table.
b. Delete the table.
c. Paste the image back into the document.

Adjust ImageSize

The imagesizemayneed tobeadjustedafter it hasbeen inserted into adocument:

1. Click the image in thedocument (FIGURE25). Squareboxeswill appear on thecornersof the
image (as illustratedby thearrows).

FIGURE25: ADJUSTING IMAGESIZE

2. Click the square in the lower right-handcorner.

3. Drag the squarediagonally from left to right to size as needed.

4. RepeatSteps2and3–and/or use theother sizing arrows - until the image is theproper
dimensions.

Searching the “Your Library”

Any imageadded to the “Your Library” databaseand inserted into adocument is searchable. Userswill
need toenter their appropriate keywords tofindmatching images.

1. Click the radiobutton labeled “Your Library” (FIGURE21onpage20).

2. Typeakeyword (e.g., heart) into the searchbox (FIGURE22onpage21).

3. As you type,CCBpresents a list of suggested search terms.

4. Choosea search termor keep typing toenter your ownsearch term.

5. SelectGo.
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The searchwill return allmatches (12 imagesperpage) to the search termentered (FIGURE23onpage21).
Userswill have the followingoptions:

● Mouse-over the image toenlarge it.

● Click “Full Size” to view theactual image.

● Click “Insert” to insert the image into thedocument.

BrowsingYour Library

Users have theoption tobrowse their imagedatabase. Tobrowse “Your Library”:

1. Click the radiobutton labeled “Your Library” (FIGURE21onpage 19).

2. Clickon “Browse” toopenyour image library.

3. All images in “Your Library” canbeviewed (FIGURE26).

FIGURE26: YOURLIBRARYBROWSERESULTS

4. Scroll through thepages (12 imagesperpage) until youfind the imageyouwant to insert.

Add Image to Library

For aCCBuser to insert an image from“Your Library” into adocument, theremust first be images in the
“Your Library” database to insert.Whenan image is added to “Your Library,” itmustbeadded toa
document and thedocumentmustbe saved (Draft or Published). Any imagenot added toa saved
documentwill be removed from the imagedatabasewhenWebMD Ignite indexes thecontentdatabase
eachnight. Tocreate “Your Library”:

1. Select “Add image to Library.”

2. Select “ChooseFile” to search for an imageonyourworkstation (FIGURE27onnextpage).

3. Select an image.

4. Assign aname to the image (e.g., Heart) in the “NewName”field.
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5. Enter adescriptive keyword (e.g., Heart Valve) in the “Keyword” field.

6. Click the “Upload Image”button.

7. Agreenmessageappears stating “The imagehasbeenadded to your library.” (FIGURE27).

FIGURE27: ADD IMAGETOYOURLIBRARY

Wrapping Text Aroundan Image

Theremaybe timeswhenyouwant towrap text aroundan image, insteadof having the text appearbefore
or after the image. Towrap text aroundan image, perform the following steps.

1. Follow the steps underCreate Table in theCCBEditor onpage 18 to insert aone row, twocolumn
table into thedocument.

2. Increase the sizeof the tablebyclickingon thebox in the lower right-handcorner anddragging
diagonally from left to right (FIGURE28).

FIGURE28: INCREASINGTABLESIZE

3. Clickon TableProperties and set thedesired tablewidth. 750pixels shouldbe themaximum
width as it is the standard for an8.5 X 11 pieceofpaper. Youcanalso set theheight of the row if
youhaveadesiredheight. If not, the heightwill be the taller of your imageor the text.

4. To have the text appear to the right of the image, click in thefirst cell and follow the steps under
Insert an Image into aDocumentonpage22.

5. Size thecell width to thedesiredwidthof the image (e.g., 250pixels).
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6. Click in the secondcell andnavigate tocell properties.

7. Size thecell width to thedesiredwidth for the text (e.g., 500pixels).

8. Type/copy thedesired text into the secondcell.When your text exceeds thewidthof thecell, it
shouldwrapaccordingly (FIGURE29).

9. ClickSave to save yourwork.

10. Tohave the text appear to the left of the image, reverse steps4 through8.

FIGURE29:WRAPPINGTEXTAROUNDAN IMAGE

DocumentManagement
TheCCBeditor includesmultipleoptions tomanagedocuments (FIGURE30onnextpage). Depending
on theuser, and theirCCBpermissions, the followingoptionsmayormaynotbeavailable:

● Preview

● Edit

● Metadata

● Vocabularies

● Delete

● Duplicate

● Publish

● Addother languageversion
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:
FIGURE30:DOCUMENTMANAGEMENT

Preview

The “Preview” function allowsanauthorizedCCBuser to viewadocument, but not edit it.

● “Preview” allowsusers to viewboth “Draft” and “Published” customdocuments.

● If another user is editing adocument, youwill notbeable topreview thedocument until theother
user has finished their editing session.

Topreviewadocument:

1. Select adocument from the list on theCCBAdminPage.

2. Clickon the “Preview”button.

a. On thePreviewPage, thedocument is rendered to show thepage layout as itwill print,
whichmay look somewhatdifferent from the layout in the “CCBeditor.”

b. ThePreviewPagedoesnot showpagebreaks. To seepagebreaks, view thedocument in
editmode. There is nodefinedpagebreak, butmostpagebreaksoccur around the
vertical 650-pixelmark.

If youclick “Preview” andnothinghappens, youmayalreadyhave thepreviewwindowopen. Ensure that
the “Preview” functiondoesnot haveanother documentopen.

Edit

The “Edit” function allows you tomakechanges toanexistingcustomdocument. Toedit adocument:

1. Select adocument from the list on theCCBAdminPage.

2. Click the “Edit” button.

3. Youwill be taken to theCCBEditor Page. All the sameoptions and features are availablewhen
editing adocument aswhencreatingone.

4. To saveedits andcontinueworking, click the “Save”button.

5. To saveedits andexit to theCCBAdminPage, click the “Save&Exit” button
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6. Topublish edits and replace theold versionwith thenew, click the “Save&Publish” button.

7. To leave theeditorwithout saving your changes, click the “Cancel” button.

NOTEFOREDITINGADOCUMENT

If editing apreviously publisheddocument, twoversions (one “Draft andone “Published”) of the
document appear. Youcan select either version todomoreediting. The “EDIT” buttonalways links to the
draft version.When theDraft is published, only thePublished version remains.

Metadata

The “Metadata” function allows you to tag thecustomdocumentwith certainparameters thatwill help the
customdocumentbe returnedas suggestededucationwhen integratedwithin someEMRsystems.

1. Select adocument from the list on theCCBAdminPage.

2. Click the “Metadata”button.

3. Youwill be taken to theCustomContentBuilder –MetadataPage (FIGURE31onnextpage).

4. Choose themetadata youwould like to attach to your customdocument:

a. AgeBin(s).
b. Gender.
c. Reading Level (if known).

5. Addany keywords youwant to attach to your customdocument:

a. Click the “Add”button.
b. Enter a single keyword (heart) ormultiple keywords (heart attack).
c. Repeat steps a) andb) until you haveaddedall keywords.

6. If youneed todelete a keyword, click the trashcan iconnext to the keyword.

7. Click the “Save,” “Save&Exit” or “Save&Publish” button to save yourmetadatachoicesor the
“Cancel” button if youdonotwish to save your changes.
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FIGURE31:CUSTOMCONTENTBUILDER–METADATAPAGE

Vocabularies

The “Vocabularies” function allows you to tag thecustomdocumentwithmedical taxonomies thatwill
help thedocumentbe returnedas suggestedcontentwhen integratedwithin someEMRsystems.

1. Select adocument from the list on theCCBAdminPage.

2. Click the “Vocabularies” button.

3. Youwill be taken to theCustomContentBuilder –VocabulariesPage (FIGURE32onnextpage).

4. Decideon themedical taxonomies youwould like to attach to your customdocument:
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a. CPT d) ICD-10-CM g) NDC

b. HCPCS e) ICD-10_PCS h) RxNorm

c. ICD-9 f) LOINC i) SNOMED

5. Click the “Add”buttonnext toeachmedical taxonomy.

6. Enter a singlemedical taxonomy in theappropriate format.

7. Repeat steps6and7until you haveaddedallmedical taxonomies.

8. If youneed todelete amedical taxonomy, click the trashcan iconnext to the taxonomy.

9. Click the “Save,” “Save&Exit” or “Save&Publish” button to save your vocabulary choicesor the
“Cancel” button if youdonotwish to save your changes.

FIGURE32:CUSTOMCONTENTBUILDER–VOCABULARIESPAGE
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NOTEFORMETADATAANDVOCABULARIES

Youmust clickSave&Publish for themetadata andvocabularies tobe saved inproduction. If youdonot
clickSave&Publish it is like younever added themetadata andvocabularies in thefirst place.

Delete

The “Delete” function allows you todelete acustomdocument from the system:

1. Select adocument from the list on theCCBAdminPage.

2. Click the “Delete”button.

a. If youdelete the “Published” versionof adocument, the “Draft” and foreign language
versionsof thatdocument, if any,will alsobedeleted.

b. Youcandelete the “Draft” versionof adocumentwithoutdeleting the “Published”or
foreign languageversions.

c. Foreign languageversions canbedeletedwithoutdeleting theEnglish.

NOTESABOUTDELETINGCUSTOMDOCUMENTS

1. If youhavecreatedacustomdocumentbyediting aWebMD Ignitedocument, that original
WebMD Ignitedocumentwasblocked. Theonlyway to restore theoriginalWebMD Ignite
document for clinician use is bydeleting thecustomWebMD Ignitedocument.

2. It is not recommended todeleteclient customdocuments. It is better toblockaclient custom
document so that it canbeunblocked if neededagain in the future. If theclient custom
document is deleted, itwill need tobe recreated if neededagain in the future.

Duplicate

The “Duplicate” functionworks like a “saveas” feature. Use this function if youwant tocreate twosimilar
documentsor if youwant to revise aWebMD Ignitedocument and still haveaccess to theoriginal
document.Whenyouduplicate adocument,CCBcopies thecurrentdocument - andanycorresponding
information (e.g., title,metadata, vocabularies) - andassigns a newuniquedocument ID. Youcan then
edit thecontentof theduplicateddocument and save itwith adifferent title. This featureonlyworks for
Englishdocuments.

Toduplicate adocument:

1. Select adocument from the list on theCCBAdminPage. If adocument hasboth “Draft” and
“Published” versions, the “Duplicate” functionwill alwaysmakeacopyof the “Draft” version, even
if you select the “Published” version toduplicate.

2. Click the “Duplicate”button.

3. Youwill be taken to theCreate aNewDocumentPage (FIGURE33onnextpage). The systemwill
havenamed thenewdocumentbyadding “Copyof” in front of theoriginal title.

4. Change the Title and theDisplay Title assignedby the systemandclick the “Save”button.

5. Makeyour changes in the “CCBeditor” andclick “Save,” “Save&Exit” or “Save&Publish” to save
your changes.
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FIGURE33:DOCUMENT INFORMATIONPAGE-DUPLICATING

AddingaForeign LanguageDocument

In IOD, foreign languageWebMD Ignitedocuments (e.g., HealthSheets, Discharge Instructions, Lab Tests,
etc.) are “linked” to aparent Englishdocument sousers can viewall the languagesassociatedwith a
document. Becauseof that, aparent Englishdocumentmustbeavailable inCCBbefore a foreign
languageversioncanbeadded.

Toaddadocument in a foreign language:

1. Select apublishedEnglishdocument from the list on theCCBAdminPage. Youcannot create a
foreign languageversion fromaDraft.

2. Click thedrop-downarrow in theboxnext to the “Addother languageversion in” functionality and
choose theappropriate language.

3. Click the “Add”button.

4. Youwill be taken to theCreate aNewDocumentPage (FIGURE34) The systemwill havenamed
thenewdocumentbyadding the foreign language in front of theoriginal title.

FIGURE34:DOCUMENT INFORMATIONPAGE–FOREIGNLANGUAGE

5. Change the Title and theDisplay Title assignedby the systemandclick the “Save”button. It is
recommended the title remain in English sousers can recognize thedocument; however, if you
choose to rename the title in the foreign language, youmust type the title(s) in that language.

a. AccountManagerswill have theoption tochange theoriginal author for the foreign
languageversion using thedropdownbox that appears.

b. GroupManagerswill not have theoption tochange theoriginal author.
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6. Click the “Save”button toworkon yourdocument. IfWebMD Ignite alreadyhas adocument in the
foreign languagechosen, theWebMD Ignite versionof thedocumentwill be loaded. IfWebMD
Ignitedoesnot havea foreign languageversion, theeditorwill bepre-populatedwith theEnglish
versionof thedocument, includingany images. Authors can:

a. Use theexistingEnglish version as aguide for creating the foreign languageversion, or
b. Delete theEnglish version and startwith ablankdocument.

NOTEFORCREATINGDOCUMENTS INAFOREIGNLANGUAGE

It is important to note IODdoesNOT translate theEnglishdocument into the foreign language. Theauthor
of thedocumentwill need tohavea translated versionof theEnglishdocument available and thenwill
have to type (or copy) the newdocument in theappropriate foreign language.

Publish

There are twocontent states inCCB: “Draft” and “Published.”

● Whenanewdocument is createdandsaved, it is saved in the “Draft” state. The “Draft” document
will remain invisible to IODend-users until it hasbeen “Published.”

● The “Published” statemeans thecontent hasbeen reviewedandapprovedandmadeavailable to
end-users for general use.

● WhenaCCBuser edits adocument after it hasbeenpublished, a copyof thepublisheddocument
is createdwith the samedocument ID, butwith adifferent content stateof “Draft.” At this point, the
samedocument ID is listed twice in thecustomdocument list, butwithdifferent content states.
The “Draft” version is not visible to IODend-users and the “Published” version remains available
unless it is blocked.

● When the “Draft” copy is “Published,” it becomes thenew “Published” version, and theprevious
“Published” version is deleted. There is no “versioning” inCCB.

To “Publish” adocument:

1. Whenadocument hasbeen reviewed, approved, and is ready tobe “Published,” select the
document from the list on theCCBAdminPage.

2. Click the “Publish” button.

3. Youwill be taken to thePublishCustomSheetPage (FIGURE35onnextpage). The systemwill
haveprepopulated the Title, Display Title andOriginal Author. If necessary,modify the Title and
Display Title.Only theAccountManager canchangeoriginal author.

4. If previously created, apredefinedcustomfooter is displayed. IfCCBusers havepermission to
Omit the footer, youwill see theoptions to includeoromit. IfCCBusersdonot havepermission to
omit the footer, only thecustom footerwill be seen. If youomit thepredefined footer, youcan still
typea footer at thebottomof your customdocument.

5. When the informationon thePublishCustomSheetPage is finalized, click the “Publish” button.

6. Thecustomdocument is nowavailable toend-users.
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FIGURE35: PUBLISHACUSTOMSHEET
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