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Ignite on FHIR Custom Content Builder
(CCB) User Guide

Introduction

The Custom Content Builder (CCB) module is an available add-on option for Ignite On-Demand (IOD) and
Ignite on FHIR (IoFHIR). If auser has access to CCB, they will see alink to it in the upper navigation bar
(FIGURED).

Support | Account Administration You are logged in as: Chris Chickner [Tl
-\ WebMD Ignite” :
. Search Krames On-Demand ‘ | search |
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With CCB, clients can... 1) edit documents in most of the WebMD Ignite content collections (e.g.,
HealthSheets, Discharge Instructions, etc.) to meet their organization’s specifications and/or 2) add
self-produced (custom) documents to IOD so all the organization’s patient education handouts (WebMD
Ignite licensed and Client Custom) are accessible in one content repository.
End-users can work with custom documents just as they do any default IOD document:

e Use “Search” to find WebMD Ignite documents and custom documents.

e Addcustomdocumentsinto custom folders for quick access.

e Print custom documentsin batches along with WebMD Ignite documents.

When a CCB user clicks the “Custom Content” link in the upper navigation bar (FIGURE 1) they will be taken
to the CCB Admin Page (FIGURE 2).

Custom Content Builder

Create a new document (English) Export custom document list
Block / unblock custom documents Grant / deny user permissions
Define custom footer Configure Disclaimers (e.g., ACA 1557)
flxsgv‘:mg All custom sheets m m
Sheets found: 24
D Title Language Author Published State
@) 25 wellcare custom 87545 English dev 3/28/2024 Published -
O 24 Placeholder Doc English (unknown) Draft
O 20 Cell Borders Test English cclickner 11/8/2023 Published
O 1718 Tracheostomy, Post-op, Inpatient, KidsHealth English (unknown) 3/26/2024 Published
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Custom Content Builder Permissions

The Custom Content Builder (CCB) permissions granted to a user depend on the user type (Account

Manager or Group Manager) associated with a username. By default, an Account Managerhas access to
all CCB options and actions, while a Group Manager only has access to options the Account Manager has

given them permission to perform.

There are three options for assigning CCB permissions to a Group Manager:

1. Create anew Group Manager.

-0 Q0 T

g.

Go to Account Administration.

Under User Administration, click the “Add a User” button.

Select “Group Manager” as the user type. Fill out any required fields.

Make sure User Status is Active.

Set General Permissions.

Select the Custom Content Builder (CCB) Permissions the Group Manager should have.
Click the “Add User” button.

2. Editanexisting Group Manager.

o

-0 a0

Go to Account Administration.

Under “User Administration,” select a Group Manager from the dropdown box and click
the “Edit” button.

Confirm the User Status is Active.

Confirm General Permissions.

Select the Custom Content Builder (CCB) Permissions the Group Manager should have.
Click the “Save Changes” button.

3. Use the CCB Admin Page (FIGURE 2 on previous page) to manage permissions for all Group
Managers.

Click on “Grant /deny user permissions” in the “Options” section.

This takes you to the Grant User Permissions Page (FIGURE 3 on next page) where all the
active Group Managers with CCB permissions are listed.

Select and/or deselect permissions as needed.
Click the “Save” button.
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Grant User Permissions
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Editing Existing WebMD Ignite Documents

CCB allows authorized users to create custom documents by editing WebMD Ignite content. This is
beneficial if your organization likes most of a WebMD Ignite document and wants to delete something
from the document and/or add something to the document to better fit your organization. The process to
editaWebMD Ignite document is slightly different than creating a new custom document, but once the
userisinthe CCB editor, the processis the same.

1. Search/Browse fora WebMD Ignite document to edit, drilldown into the individual document,
choose Edit Sheet from the Actions Drop Down Box and click the “Go” button (FIGURE 4).

Action
[Ede Sheet w |
| Text Size

Educaton Carl
ent's name:
Prnt $
|""‘-“"'”"—

[Engksh (En)
Language

=

Print Duplicate Transcripts

Personalize with special instructions:

2. Thiswilltake youinto the “Document Editor” (FIGURE 5 on next page).
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Edit Document [85211] - What Is Thyroid Cancer?

[ ConvortP0r | Sove & roview J save | soves cut ] sove s pubisn | Cancel
File~ Edit~ |Insert~ View~ Format~ Table~ Tools~
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" °What Is Thyroid Cancer?

Cancer happens when cells in the body change and grow out of control. These cells can form lumps of tissue called tumors. Cancer that starts in
___cells of the thyroid is called thyroid cancer. It's also called thyroid carcinoma.

Understanding the thyroid

i The thyroid is a small, butterfly-shaped gland in front of the neck, just below the Adam's apple. The thyroid has 2 lobes. A thin piece of tissue also
=1 connects them (isthmus). The thyroid makes hormones for the body to function correctly. The thyroid controls the rate at which every part of the
body works. This is called metabolism . The thyroid gland regulates the metabolism by making thyroid hormones (thyroxine or T4 and

triodothyronin or T3), a chemical that caries messages from the thyroid to the rest of the body through the bloodstream. The thyroid also makes

| the hormone called calcitonin. This regulates the level of calcium in the blood and how it is used in the: body.

. :
ThyroidJL I ,3*; {

3. Before doing anything else, click “Save”.

4. Make the necessary additions and/or deletions by following the instructions under Creating New
Documents on page 12 of this guide.

5. Click one of the action buttons at the top or bottom of the editor:
a. “Save & Preview” - saves the work and opens a preview of the document.
b. “Save” -savesthe work and keeps you within the editor.
c. “Save &Exit” - savesthe work as a Draft and returns you to the CCB Admin Page.
d

“Save & Publish” - saves the work and advances you to the Publish Custom Sheet Page
(FIGURE 35 on page 33).

e. “Cancel” -returnsyouto the CCB Admin Page. Any unsaved changes will be lost.

NOTE FOR CUSTOM CONTENT MAINTENANCE

Itis the client’s responsibility to keep all custom content (edited WebMD Ignite and self-produced) up to
date. WebMD Ignite posts a quarterly report listing all the WebMD Ignite revised content. Clients should
compare that list of revised content against any WebMD Ignite content they have edited and make the
same changes to the custom version that WebMD Ignite made to the default version.

ALL CONTENTS ARE CONFIDENTIAL
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Navigating the Custom Content Builder (CCB) Module

To access CCB, ausermust beloggedintoIOD as an Account Manager or a Group Managerwith CCB

permissions. To get to the CCB Admin Page:

1. Clickon “Custom Content” in the upper navigation bar (FIGURE 6).

Support | Account Administration You are logged in as: Chris Clickner [Tl

:"-}:. WD Ig nlte Search Krames On-Demand ‘ m
E D U CAT l 0 N Advanced Search

Krames

Folders Medications Custom Content Videos KidsHealth®

2. Thistakesyoutothe CCBAdmin Page (FIGURE?7).

Custom Content Builder

Create a new document (English) Export custom document list
Block / unblock custom documents Grant / deny user permissions
Define custom footer Configure Disclaimers (e.g., ACA 1557)
flgasgv:mg All custom sheets m m
Sheets found: 24
D Title Language Author Published State
O 25 wellcare custom 87545 English dev 3/28/2024 Published -
O 24 Placeholder Doc English (unknown) Draft
O 20 Cell Borders Test English cclickner 11/8/2023 Published
O 1718 Tracheostomy, Post-op, Inpatient, KidsHealth English (unknown) 3/26/2024 Published

Custom Content Builder (CCB) Admin Page

The CCB Admin Page has two sections - Options and Custom Sheets.

Options

There are six options available on the CCB Admin Page, all six of which are available to an Account
Manager. Group Managers will have permission to Create a new document (English) and may have the

ability to Block/unblock custom documents if granted permission.
1. Create anew document (English)

Block/unblock custom documents

Define custom footer

Export custom document list

Grant/deny user permissions

Configure Disclaimers (e.g., ACA1557)

S

ALL CONTENTS ARE CONFIDENTIAL
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Create anew document (English)

Referto the instructions on page 12.

Block/unblock custom documents

The CCB module has a block/unblock function that works the same way as the HealthSheet
block/unblock function. If you want to make a custom document temporarily unavailable to your
end-users, you can simply blockit. Custom documents in the draft state are automatically blocked.
Custom documents that have been “Published” can be blocked and unblocked at any time.

To block and unblock custom documents, follow these steps:
1. Click “Block /unblock custom documents” in the “Options” section of the CCB Admin Page.

2. Thiswilltake you to the Block/Unblock Custom Documents Page (FIGURE 8).

a. Only “Published” documents willappear on thislist. “Draft” documents are blocked
automatically until they are published.
Unblocked Custom Sheets are listed in the box on the left.

Blocked Custom Sheets are listed in the box on the right. If you haven’t blocked any
documents, this box will be empty.

Block/Unblock Custom Documents

Unblocked Custom Sheets Blocked Custom Sheets

#1, Custom Document - Child Asthma Action Plan (0 - 5 Years of Age) a
Acetaminophen DI Gout, Treating

Anterior Cruciate Ligament (ACL) Injuries, Treating

Anterior Cruciate Ligament (ACL) Injuries, Treating

Anterior Cruciate Ligament, Surgery for (ACL) Injur m

Ask Me Three Chinese Focus Sheet

Basic Renal Diet

Bullet List Template

Coronary Angioplasty Focus Sheet, Discharge Instr

custom document =3

DI for Meds With Acetaminophen

Diabetes Test Document

Document, Custon

Heart Attack

Heart Attack, Dealing With a bl | ~

G G

3. Toselectatitle to block:

a. Clickthetitleintheleft columnto select; then click the “Block” button to move the title to
the right column.

b. Repeat this step to block additional titles, oryou can select more than one title by holding
the Control <CTRL> key while left-clicking the titles you would like to block or the SHIFT
key when selecting a block of consecutive custom documents to block.

4. Toselectatitle tounblock:

a. Clickthetitleintheright columnto select;thenclick the “Unblock” buttonto move the
title to the left column.

ALL CONTENTS ARE CONFIDENTIAL
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b. Repeatthisstep tounblock additional titles, or you can select more than one title by
holding the Control <CTRL> key while left-clicking the titles you would like to unblock or
the SHIFT key when selecting alist of consecutive custom documents to unblock.

c. Clickthe “Unblock All” buttonto move all the titles in the Blocked columnto the
Unblocked column.

NOTE FOR UNBLOCKING ALL

“Unblock All” willunblock all the blocked titles, evenif you have selected just one title or filtered the list
(see below for an explanation of filtering).

5. Tosearcheitherlist foraspecific title ortitles, use the “Filter” function.
a. Typeawordthatispart of the custom document’s title into the textbox below the list you
want to search.
Click the “filter” button.
If the box becomes empty, no documents match your search criterion.
Tounfilter, click the “show all” button.

® o 0 0

If youmove a title from blocked to unblocked, orvice-versa, and the receiving column
has been filtered, the title may not appear on the new list until you click the “show all”
button.

6. Tosavechanges, click the “Save” button. You must click “Save” for changes to take effect. If you
leave the page and/oryour session times out before clicking “Save”, changes will not take effect.

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

Define Custom Footer (Account Managers only)

The Account Manager can designate a default footer fordocuments created in CCB. The footer will
appear at the end of the custom document. It will have a specific predefined font type and size, which will
remain constant across all documents regardless of the font size used for printing. A footer will usually
contain copyrightinformation, disclaimers, and any otherinformation that should appear on all custom
documents. Forexample:

© 2024 Company Name. Allrights reserved. Thisinformationis not intended as a substitute for
professional medical care. Always follow your healthcare provider’s instructions.

Some clients choose NOT to include the copyright year so they do not have to update the footer annually
and republish all their custom documents, which would be required to update all existing custom
documents with the new footer.

There are two options for setting up the custom footer:

1. Defaultfooterisrequired: A predefined footerappears by default on all custom documents.

a. Individual CCBusers cannot omit the footer.
b. Ensuresall custom documents carry the same copyright and disclaimer information.

2. Defaultfooteris optional: A predefined footerappears by default on all custom documents
unless anindividual CCB userchooses to omitit.

a. Useif/when CCBusers will be creating documents that require a different footerorno
footeratall.

ALL CONTENTS ARE CONFIDENTIAL
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b. Useif/whenthe documentisinaforeignlanguage and youwant the footerto beinthe
same foreignlanguage; otherwise the defined footer will be in English.

c. If/Whenthe default footeris omitted, the CCB user mustinclude the footerinformationin
the body of the document.

To setup yourfooter:
1. Clickon “Define custom footer” in the “Options” section of the CCB Admin Page.

2. Youwillbe taken to the Define Custom Footer Page (FIGURE 9).

Define Custom Footer

Please enter your footer text into the box below. (Images cannot be used.)
It is recommended that your footer include copyright information and a disclaimer—for example:
© 2006 Company Name. All rights reserved.

This information is not intended as a substitute for professional medical care.
Always follow your health care provider's instructions.

Your Footer

Allow custom footer to be omitted from custom documents?
“'No
®Yes

3. Enteryourfooterverbiage into the text box (text only). As a starting point, you can copy the
example footerand thenrevise accordingly.

4. Clickthe “Yes" radio button to allow CCB users to omit the footer. Clicking “No” will apply the
predefined footerto all custom documents created in CCB.

5. Clickthe “Save” buttonto save your changes andreturnto the CCB Admin Page.
The Account Manager may change the footer verbiage or the “required” option at any time. If the footer

verbiageis changed, and the new footer needs to be applied to existing custom documents, all custom
documents willneed to be republished.

Export Custom Document List (Account Managers only)

This feature allows the Account Manager to export a list of custom documents that can be viewed on their
computer screen or downloaded into a Microsoft® Excel document. The export list includes the

Document ID, Title, and Status (Draft or Published).

To export the list:
1. Clickon “Export custom documentlist” in the “Options” section of the CCB Admin Page.

2. Thiswilltake you to the Export Custom Sheet List Page (FIGURE 10 on next page).

ALL CONTENTS ARE CONFIDENTIAL
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Export Custom Sheet List

Export Options

Which list would you like to export?
(Blocked only

“Unblocked enly

Al

How would you like to export the Custom Sheet list?
®Print to screen
'Download as a tab-delimited file

Export List

3. Selectwhich custom documentsto export:

a. BlockedOnly
b. Unblocked Only
c. All(thisisthe default)

4. Thenselectanexport method:

a. Printtoscreen(thisisthe default)
b. Download as tab-delimited file

5. Clickthe “Export List” button.

a. Ifyouchoose the “Printto Screen” option (FIGURE 1), the list of custom documents will
appear. Click your browser’s “BACK” button twice to return to the CCB Admin Page.

Export Custom Sheet List

ID Title

29 Bullet List Template

82362 Incision Care

116326en Mavicular Fracture, Wrist, Confirmed
82143 Wound Care

Status
Published
Draft
Draft

Draft

b. Ifyouchosethe “Download as a tab-delimited file” option:

i. CCBwilldownload atab-delimited excel file onto your computer.
i. Opentheexcelfileandrevise accordingly.
iii. Name the file and saveitin the .xls format.

Grant /deny user permission

See Step # 3under Custom Content Builder Permissions on page 2.

nfigure Disclaimers (e.a.. ACA 1557

The Configure Disclaimers functionality allows you to add a second footer to all licensed documents
(FIGURE 12 on next page). If Configure Disclaimers is enabled, the second footer will appear in addition to
the default WebMD Ignite footer and/or the Defined Custom Footer (if enabled andincluded on a

document).

ALL CONTENTS ARE CONFIDENTIAL
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I Please contact ABC Memonal Hospital at (800) 123-4567 f you have any follow-up questions. If it 1s an emergency, dial 911.

© 2000-2020 The StayWell Company, LLC. 800 Township Line Road, Yardley, PA 19067. All rights reserved. This information is not
intended as a substitute for professional medical care. Always follow your healthcare professional’s instructions.

To add adisclaimer:
1. Clickon “Configure Disclaimers (e.g., ACA1557)” in the “Options” section of the CCB Admin Page.
2. Thiswilltake you to the Define Disclaimers (e.g., ACA1557) Page (FIGURE 13).

Define Disclaimers (e.g., ACA 1557)

Please enter your disclaimer text into the box below. (Images cannot be used.)

Your Disclaimer

Please contact ABC Memorial Hospital at (800) 123-4567 if you have any follow-up questions.
If it is an emergency, dial 911.

Show disclaimers at bottom of HealthSheets (e.g., ACA 1557)

3. Enteryourdisclaimerverbiage into the text box (text only).
4. Clickthe check boxnextto “Show disclaimers at bottom of HealthSheets (e.g., ACA1557).”

5. Clickthe “Save” button to save your changes and return to the CCB Admin Page.

Custom Sheets

The bottom section (FIGURE 14 on next page) of the CCB Admin Page lists all the custom documents
createdin|OD. Account Managers have access to all the following custom content actions, while Group
Managers may be given access to all or some of the custom content actions.

e Preview

e Edit

e Metadata

e Vocabularies
e Delete

e Duplicate

e Publish

e Addotherlanguage versionin:

ALL CONTENTS ARE CONFIDENTIAL
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Custom Sheets
SEARCH | Search | Show All

Now viewing: All custem sheats
Sheets found: 24

iD Title Language Author Published State

85211 What Is Thyroid Cancer? English (unknown) Draft .
85119 Taking an Oral Corticosteroid edited English (unknown) 2/27/2007 Published

19 Laparoscopic Gallbladder Surgery, DI Chinese (unknown) Draft

19 Laparoscopic Gallbladder Surgery, DI Chinese accountmagr 2/14/2007 Published

18 Laparoscopic Gallbladder Surgery, DI Spanish (unknown) Draft

18 Laparoscopic Gallbladder Surgery, DI Spanish accountmgr 2/14/2007 Published

17 SARS Q&A 2 Chinese accountmgr 2/14/2007 Published

16 SARS Q&A 2 Spanish accountmgr 2/14/2007 Published

Add other language version in: | Spanish (Sp) v |

Working with Custom Documents

Each custom document onthe CCB Admin Page displaysits ID (unique document number assigned by
the system), Title, Language, Author, most recent Published date and State (“Draft” or “Published”). To
locate and select a current document to work with, scroll through the document list or do a search.

To search foradocument:
1. Clickthe “Search” buttonin the upperright-hand corner of the Custom Sheets box.
2. Asearchpage willappear. Entervalues for one or more of the criteria listed:

ContentID

Document Title

Document Author

Published Date (enter date range)
Keywords

Content State (“Draft” or “Published”)
g. Language (English or Spanish)

-0 0oo0 0o

3. Clickthe “Submit Search” button.
a. Yourresults willappear at the bottom of the CCB Admin Page.
b. Ifnoresultsare found, no documents will be displayed.
4. Tobringbackthe completelist, click the “Show All” button.
5. Clicktheradio button to the left of the document you would like to work with.

” 6«

6. Clickone of the function buttons below the list: “Preview,” “Edit,” “Metadata,
“Delete,” “Duplicate,” “Publish” or “Add (Otherlanguage version).”

Vocabularies,”

a. Thenumberof buttons you see willdepend on the permissions granted by your |OD
Account Manager.

ALL CONTENTS ARE CONFIDENTIAL
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Creating New Documents

There are two main options for adding content to a blank custom document page. The firstis to
draft/create the document directly within the blank page. The second, and most common, is copying
from another document and pastinginto CCB. Creating the document directly in CCB takes longer but
doing so greatly reduces the chances of formatting errors. Copying and pasting is more efficient but
provides the opportunity for formatting errors that may generate validation errors when attempting to
save the document. For both ways, you must first open a blank custom document.

To begin anew English document:

1. Clickthe “Create anew document (English)” link in the “Options” section of the CCB Admin Page
and the Create a New Document window (FIGURE 15) will appear.

Create a New Document

In the Title box below, enter a title to identify your document in the system. (You may use a different title in the document itself.)

If vou wish to use a different title for the page links on KOD, enter it in the Display Title box. If the Display Title box remains
empty, the system title will be used in the page links.

After filling out this page, click the "Save" button below to work on your decument.

Document Information
Title:

Display Title: [ | Language: ENGLISH

Original Author: | AcctMgr v

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

a. Title - enteratitle toidentify yourdocumentin the system (You may use a different title in
the documentitself).

b. DisplayTitle - If you wish to use a different display title for the page links within IOD, enter
itinthe “Display Title” box. If you wish for your Display Title to be the same as yourTitle,
thentype in the Display Title or copy the Title and paste into the Display Title box.

3. Original Author - Use the dropdown arrow to choose the author's username.
4. Aftercompleting this page, click the “Save” button to work on your document.

5. Anempty document page will appear (FIGURE 16 on next page) ready for you to input your
content.

ALL CONTENTS ARE CONFIDENTIAL
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Edit Document

[ Save & Preview | Save | Sove & ot | Sove & Publish | Cancel |
Fée> Eot~ insert~ “ew~= Format~ Table= Tools~
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FIGURE 16: BLANK CCB DOCUMENT IN EDITOR

Entering a New Documentin CCB

Forbestresults, and to reduce the chances of generating validation errors when attempting to save your
document, create/build the document directly in CCB using the below stepsin the order presented:

1. Click Save - before doing anything else, click “Save” to grab the next available document number
in the sequence. Whenyou do so, the [NEW DOCUMENT] at the top of the document will be
replaced with the new documentid number(e.g., 10).

2. Enteryourtext - getall text typedinto the document. Do NOT include any extra carriage returns
between headings, paragraphs, images, tables and/or any other common “break” in text.

3. Apply heading styles - heading styles will add the proper spacing before and after
4. Apply list styles - list styles will add the proper spacing before and after

5. Apply text and paragraph formatting - text and paragraph formatting will add the proper spacing
before and after

6. Addimages - place cursor at the pointin the document you would like to add the image

7. Addtables - place the cursorat the pointin the document you would like to add a table

8. Preview yourwork and make final adjustments

9. Save & Exit saves a Draft of the document, while Save & Publish saves the document and makes it

available to end-users.

ALL CONTENTS ARE CONFIDENTIAL
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IMPORTANT: Your CCB session will time out after a period of inactivity. When the session times out, any
changes you have made since the last time you saved will be lost. To avoid losing your work, SAVE OFTEN.

Copying and Pasting a Document into CCB

Inmost cases, you are probably going to want to copy content from another source (e.g., Microsoft®
Word, PDF, RTF document, etc.) and paste into CCB. Thisis an acceptable method of creating a custom
document, but it should be noted that different applications (e.g., CCB, MS Word, PDF, RTF, etc.) apply
different formatting styles to their content and that quite often the styles are not accepted from one
applicationto the other.

NOTE ABOUT CCB TEXT/DOCUMENT FORMATTING:

WebMD Ignite stores all documents (WebMD Ignite and Custom) in a special database format called XML.
XML formatting applies tags to each element (e.g., heading, body paragraph, bulleted list,image, etc.)
within a document. When the document is viewed or printed, IOD applies a style sheet (HTML) that
determines how each element will look. CCB and MS Word have conflicting tagging and style schemes.

When copying text from another source (e.g., MS Word) and pasting into CCB, you can try to circumvent
validation errors by converting the MS Word content into plain text by “clearing” all formatting from within
the MS Word document before copying or by copying the MS Word content and pastingitinto a Notepad
document before copying again and pasting into CCB. Both processes will remove most of the Microsoft
Word formatting.

Afterthe formattingis removed from the text, copy and paste itinto CCB. To ensure all previous
formatting has beenremoved, clear any remaining formatting from within CCB itself by selecting all the
content withinthe document (CTRL + A), clicking the Format option and choosing Clear Formatting. Once
all previous formatting has beenremoved, click “Save” and then use the CCB editor to format the
content.

Formatting a Custom Document

Allthe formatting options within CCB (FIGURE 17) are very similar to the formatting options found in MS
Word. While they might look the same, itisimportant to remember they do not act quite the same and
thatis why itisimportant to clear all previous formatting before beginning to work on your custom
document.

File~ Edit~ Inset~ View~ Format~ Tablev Tools~
" BJ EEZEE E-E-FE L BT 0R 2 = ©
™ @ Formats~ FontFamily =~ FontSizes ~ LineHeigt - A ~ A ~ & @

L LR RNV SRV VR VAR VN WA N VN VR VAL N N U
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Formatting Shortcuts

e TopRow

(e]

(e]

Undo Changes (Ctrl + 2)
Redo Changes (Ctrl +Y)
Bold (Ctrl + B)

[talics (Ctrl +1)

Align Left

Align Center

Align Right

Justify

Bullet List

Numbered List
Decrease Indent
Increase Indent
Insert/edit link (Ctrl + K)
Insert Columns

Insert LineBreak (Shift + Enter)
Insert Box

Remove Box

Box Properties

Box align left

Boxalignright

e BottomRow

Print (Ctrl + P)
Preview

Text Color
Background Color
Insertimages

Emoticons

Formatting Functions

e File

o

e Edit

New Document
Print (Ctrl + P)

Undo (Ctrl +27)
Redo (Ctrl+Y)
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o Cut(Ctrl+X)

o Copy(Ctrl+C)

o Paste(Ctrl+V)

o Pasteastext

o Select All(Ctrl+A)

o Find &Replace (Ctrl+F)

e |[nsert

o LineBreak (Shift + Enter)
o Columns
o Image
o Insert/edit Link (Ctrl + K)
o Special Character
o HorizontalLine
o Anchor
o PageBreak
o Insertdate/time
o NonBreaking space
o View
o Show Invisible Characters
o ShowBlocks
o Visual Aids
o Preview

o Fullscreen (Ctrl + Shift + F)
e Format

o Bold(Ctrl+B)
o ltalics(Ctrl+1)
o Underline

o Strikethrough
o Superscript
o Subscript

o Formats

= Headings
= Inline
= Blocks

e Paragraph
e Blockquote
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e Div
o Pre
= Alignment

o Left

e Center
e Right

e Justify

o ClearFormatting
e Table
o InsertTable

o TableProperties
o DeleteTable

o Cell
o Row
o Column

e Tools

o Source Code - the source code of a custom document is HTML. If you are familiar with
HTML code, you may find it easier to do editing/formatting in the source code instead of
the CCB editor.

Tables

There are two ways to create tablesin CCB: 1) Copy and paste from MS Word, or 2) Use the table featurein
the CCB editor.

Copy and Paste a Table from MS Word

1.  Createyourtablein MS Word.

2. InMSWord apply the “Normal” style to the cells before copyingit. Imagesin a MS Word table
must be insertedinto the table afterit has been pastedinto CCB. Use the insertimage
functionality (see page 22) within CCB to insert the image into the table. Copyingimages withina
MS Word table and pasting into CCB will result in error messages.

3. Inthe CCB editorcreate anewline in your document by using the ENTER key. Place your cursor on
the new line.

4. Pastethe tableinto the CCB editor and format accordingly using the CCB editor.

Create Table in the CCB Editor

Toinsert atableinto a document:

1. Placeyourcursorinthe document where you want the table to reside, navigate to the Table
drop-down menu and hover over the Insert Table option.

ALL CONTENTS ARE CONFIDENTIAL
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2. Choose the size of the table (anywhere from1X1to 10 X10) by moving your mouse and then
clickingonacell.

Table Properties

This functionality allows the user to define General and Advanced table parameters such as Width, Height,
Cell Spacing, Cell Padding, Border, Caption and Alignment, as well as Advanced table parameters such as
Style, Border Colorand Background Color.

1. Insertcursorinto atable cell.

2. Selectthe Table Propertiesiconto openthe “Table Properties” window (FIGURE 18).

= weMD Ignite”

Table properties x Table properties
Géneral | Advantéd General | Advanced
Wiath Height Style width 3dpx
Cedl 5paCing Cell padading Boroer Color
Boroer Capbon Background color
Algnmen! None -
Cancel Ok Cancel

FIGURE18: TABLE PROPERTIES

3. Entervalues where needed to define the table and click OK.

Table Additions and/or Deletions

Use the table properties menu (FIGURE 19) to delete the table from the document or to add and/or delete
rows and columns. You can also navigate to the Table drop-down menu and choose the appropriate
options.

L

X - + = + + x

il

FIGURE19: Table Additions and/or Deletions

Cells and Cell Properties

This functionality allows the user to define General and Advanced cell parameters such as Width, Height,
CellType, Scope, Height Alignment and Vertical Alignment, as well as Advanced cell parameters such as
Style, Border Colorand Background Color.

1. Insertcursorinto atable cell.

2. Navigate to the Table drop-down menu and hover over Cells to list the following options

ALL CONTENTS ARE CONFIDENTIAL
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a. CellProperties (FIGURE 20)

b. MergeCells
c. SplitCells
Cell properties X Cell properties x
Advanced General | Advanced
Wigth 10 Helght Style | width: 10px
Cell type None = Scope MNone - Borger color
H Align None = VAlign None - Background color
cac -

FIGURE 20: CELL PROPERTIES

3. Entervalues where needed to define the table and click OK.
4. Merge Cells or Split Cells as needed.

NOTE ABOUT BORDER COLOR:

Border Coloris how auserwould add gridlines to a table. If the user's cursorisin asingle celland aborder
coloris chosen, that one cell will have a grid/border. To create a grid/border around the entire table, make
sure all cells are highlighted before choosing a border color.

Image Management

CCB contains alibrary of WebMD Ignite medicalimages which can be used in custom documents. These
are the sameimages WebMD Ignite usesinits HealthSheets and Discharge Instructions. Additionally, CCB
clients can create their own library of images by uploading images of their choice into the “Your Library”
database within CCB. This section discusses methods to findimages and insert them into a document.

Openthelmage Library

Inthe CCB editor, select the insertimage icon on the toolbar or navigate to the Insert drop-down menu to
opentheimage library. The image library will open in a new window (FIGURE 21 on next page) that displays
the different library features and instructions. Each feature will be discussed in more detail in this section.
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Krames Library

Select library to search and
enter keyword to find images:

[search for Images =

'® Krames Library
! Your Library

» Browse

Open your image library

» Add Image to Library
Add Image to your Library

» Cancel

Return to editor

Custom Content Builder (CCB) Image Library

The 'Krames' and "Your Image Library” contain images that can be added to your document. You can search
either library collection by entering a search term. The browse function can also be used to search your
image library.

Krames Library
Search the Krames library for images. You can enter a search term or select a search term provided to you.
The search term will find matching images.

Your Image Library
This library contains images that your organization has created. To find an image, enter a keyword that is
associated with the image.

Browse
To search your image library, select "Browse’. The browse option will allow you to view your images and
select an image to add to your document.

Add Image to Library

Use this option to add new images to your collection. Click on the "Add Image to Library’ to open the add
image window. Browse and select an image you want to add to your collection, Enter the image name and
keyword, and then select ‘Upload Image'.

FIGURE 21: CCBIMAGE LIBRARY

Searching the WebMD Ignite Library

To search the “WebMD Ignite Library” forimages:
Click the radio buttonlabeled “WebMD Ignite Library.”

1.

2
3
4.
5

The search willreturn allmatches (12 images per page) to the search term entered (FIGURE 23 on next

Type akeyword (e.g., heart) into the search box.

Asyoutype, CCB presents alist of suggested search terms (FIGURE 22 on next page).

Choose asearchterm orkeep typing to enter your own search term.

Select Go.

Krames Library

Select bbrary to search and
enter keyword to find images:

heart E |

heart

heart strum

heart attack

heart block

hedrt Conduction system
heart contractions
heart defect

heart dizease

heart disesse: managing
heart dizeates

Return to editor

Custom Content Builder (CCB) Image Library

The ‘Krames' and Yeur Image Library’ contain images that can be added to your document. You can search
either Bbrary collection by entering a search term. The browse function can also be used to search your
image library.

Krames Library
Search the Krames library for images. You can enter a search term or select a search term provided to you.
The search term will find matching images.

Your Image Library
This Bbrary contains images that your organization has created. To find an image, enter a keyword that is
associated with the image.

Browse
To search your image library, select ‘Browse’. The browse option will allow you to view your images and
select an image to add to your document.

Add Image to Library

Use this option to add new images to your collection. Click on the ‘Add Image to Library’ to open the add
image window. Browse and select an image you want to add to your collection. Enter the image name and
keyword, and then select ‘Upload Image’,

FIGURE 22: SEARCHIOD LIBRARY

page). Users will have the following options:

e Mouse-overtheimagetoenlargeit.

e Click “Full Size” to view the actualimage.

e Click “Insert” toinsert the image into the document.
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Krames Library

K Library: heart attack (10 It
Select library to search and el e BT (OC=Ly

enter keyword to find images:

=

ka Krames Library

' Your Library

» Browse p

OKRAMES
Open your image library
144212 7G1282 7C1330 689667

» Add Image to Library 172 x 245 - image/ipeg 335 x 186 - image/jpeg 100 x 101 - image/jpeg 360 x 493 - image/ipeg

Add Image to your Library ‘ Insert  Full-size Insert Full-size Insert  Full-size Insert Full-size

> Cancel

Return to editor

5B11437 5A11617 5B11425 3C4212

199 x 299 - image/jpeg 662 x 863 - image/jpeg 662 x B63 - image/jpeg 175 x 261 - image/jpeg
Insert  Full-size Insert Full-size Insert Full-size Insert Full-size

FIGURE 23: IMAGE SEARCH RESULTS

Insert an Image into a Document
1. Clickthe “Insert” optionlocated under the image thumbnail (FIGURE 23).

2. “Insert” option willopen anew page to view the image and add information (FIGURE 24).

a. Enteranydesiredoptionalinformationinthe “Caption” field.
b. Enteranydesired optionalinformationinthe “Rollover Text” field.

3. Clickthe “InsertImage” button.

Krames Library
Select library to search and Insert Image
enter keyword to find images: Enter the following information and insert the image into your document
=
'* Krames Library
' Your Library
> Browse
‘Open your image library
» Add Image to Library
Add Image to your Library
» Cancel
Return to editor
SA11617 - 662 x 863 - image/jpeg
Caption (Optional)
Enter the figure caption information that will appear with the image in the document
Rollover Text (Optional)
This text will appear when a user rolls over the image
| Insert Image |

FIGURE 24: 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. Cutthe image to remove it from the table.
b. Delete the table.
c. Paste the image back into the document.

Adjust Image Size

The image size may need to be adjusted afterit has beeninsertedinto adocument:

1. Clicktheimageinthe document (FIGURE 25). Square boxes will appear on the corners of the
image (asillustrated by the arrows).

& @& Formats~ Font Family
. m '|'l"al' " Itluull :.ItJdll MMMNL

E

FIGURE 25: ADJUSTING IMAGE SIZE

2. Clickthe squareinthelowerright-hand corner.
3. Dragthe square diagonally from left to right to size as needed.

4. Repeat Steps2and 3 -and/oruse the other sizing arrows - until the image is the proper
dimensions.

Searching the “Your Library”

Anyimage added to the “Your Library” database and inserted into a document is searchable. Users will
need to enter their appropriate keywords to find matching images.

1. Clicktheradio buttonlabeled “Your Library” (FIGURE 21 on page 20).

2. Typeakeyword(e.g., heart)into the search box (FIGURE 22 on page 21).
3. Asyoutype, CCBpresentsalist of suggested search terms.

4. Choose asearchterm orkeep typing to enter your own search term.

5

Select Go.
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The search will return allmatches (12images per page) to the search term entered (FIGURE 23 on page 21).
Users will have the following options:

e Mouse-overtheimage toenlargeit.
e Click “Full Size” to view the actualimage.

e Click “Insert” toinsert the image into the document.

Browsing Your Library

Users have the option to browse theirimage database. To browse “Your Library”:
1. Clicktheradio buttonlabeled “Your Library” (FIGURE 21on page 19).
2. Clickon “Browse” to openyourimage library.

3. Allimagesin “Your Library” can be viewed (FIGURE 26).

Your Library

Your Library: Browse (31 total) Results 1 - 12  Next -->

Select library to search and
enter keyword to find images:

[search for Images |E

'® Krames Library
' Your Library

> Browse

Open your image library

= weMD Ignite”

10A11329

> Add Image to Library 187 x 187 - image/jpeg

611 x 836 - image/jpeg

Insert  Full-size

116233en_1
289 x 435 - image/jpeg

476 x 213 - image/jpeg

Insert Full-size

19A11434
260 x 461 - image/jpeg

19A11434
260 x 461 - image/jpeg

552 x 756 - image/jpeg

Insert Full-size

Add Image to your Library ! Insert Full-size Insert  Full-size Insert Full-size Insert  Full-size
— i =
» Cancel " Mes‘ g, Mej
.............................................................. — — r——— — e
Return to editor ers ip for SR S
Hiealth Commy o TRy
atiorlal Parient Safery Founda et e e it
IR —IRiie.
-rn!ﬁpg:erxfm ks wmsis - e -
Acetaminophen arabic Arabic 1 Arabic 1

623 x 870 - image/jpeg

Insert  Full-size

FIGURE 26: YOUR LIBRARY BROWSE RESULTS

4. Scrollthrough the pages (12 images per page) until you find the image you want to insert.

AddImage to Library

Fora CCBusertoinsertanimage from “Your Library” into a document, there must first be imagesin the

“Your Library” database to insert. When animage is added to “Your Library,” it must be added to a
document and the document must be saved (Draft or Published). Any image not added to a saved

document will be removed from the image database when WebMD Ignite indexes the content database

eachnight. To create “Your Library”:

1. Select “Addimage to Library.”

Select “Choose File” to search foranimage on your workstation (FIGURE 27 on next page).

2
3. Selectanimage.
4

Assignaname to theimage (e.g., Heart) in the “New Name” field.
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5. Enteradescriptive keyword (e.g., Heart Valve) in the “Keyword” field.

6. Clickthe “UploadImage” button.

7. Agreenmessage appears stating “The image has been added to your library.” (FIGURE 27).

Your Library

Select library to search and
enter keyword to find images:

[search for Images |E

'® Krames Library
" Your Library

> Browse

Open your image library

» Add Image to Library
Add Image to your Library

» Cancel

Return to editor

The image has been added to your library I

Add Image to Library
All custom images not included in a custom document will automatically be removed from the Custom
Content Builder

Upload Image
Select the image to upload from your computer

| Choose File | No file chosen |

New Name (Required)
To rename the image after uploading, enter the new name here:

L I

Keyword (Required)

Enter a keyword that describes your image. The keyword will be used to search for your image.

[ l

Only 1 keyword per image is allowed. Example: heart valve. You may not have multiple words separated by
a comma -- heart, heart valve.

FIGURE 27: ADD IMAGE TO YOUR LIBRARY

Wrapping Text Around anImage

There may be times when you want to wrap text around animage, instead of having the text appear before
or aftertheimage. To wrap text around animage, perform the following steps.

1. Follow the steps under Create Table in the CCB Editor on page 18 to insert a one row, two column
table into the document.

2. Increase the size of the table by clicking on the box in the lower right-hand corner and dragging
diagonally fromleft to right (FIGURE 28).

T T T T T e T e T T e T P T e T T T P T T T T T e T T e T T T e T T T P T T T e T T T e T T TP T T T
0 50 100 150 EUO L‘E!‘J 'a-an I.‘af-n I&DU ]450 lﬁﬂ\‘.‘l lﬁEEI I&EID IﬂEU l?ﬂﬂ #ﬁﬂ

100

FIGURE 28: INCREASING TABLE SIZE

3. ClickonTable Properties and set the desired table width. 750 pixels should be the maximum
width asitis the standard foran 8.5 X 11 piece of paper. You can also set the height of the row if
you have a desired height. If not, the height will be the taller of yourimage or the text.

4. Tohave the text appear to the right of the image, click in the first cell and follow the steps under
Insert anImageinto a Document on page 22.

5. Size the cellwidth to the desired width of theimage (e.g., 250 pixels).

ALL CONTENTS ARE CONFIDENTIAL
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6. Clickinthe second celland navigate to cell properties.

7. Size the cellwidth to the desired width for the text (e.g., 500 pixels).

8. Type/copy the desired textinto the second cell. When your text exceeds the width of the cell, it

should wrap accordingly (FIGURE 29).
9. Click Save to save your work.

10. To have the text appear to the left of the image, reverse steps 4 through 8.

The heart 1s divided into 4 chambers. The 2 upper chambers are called atria. The 2
S lower chambers are called ventricles. The heart contains 4 valves. The valves open
and close to keep blood flowing forward through the heart. The aortic valve is
between the left ventricle and the aorta. It has 3 leaflets that open and close to
allow blood through_ It controls the flow of blood from the heart to the rest of the
body (except for the lungs). Aortic stenosis (AS) 1s when this valve doesn't open
all the way. This mayv occur when the valve leaflets are fused together. Or it may

B happen 1f there are only 1 or 2 leaflets present instead of the normal 3. It can also
occur when the area above or below the valve 1s too narrow. As a result, blood flow
= from the heart to the rest of the body is blocked. If not treated, this condition can
] lead to heart problems over time. But treatment can often be done.

0 100 150 l:-JEI l:iD IBUEI 350 &0 450 ISDJ 550 lECIEI I55£I l?:-] I?“-U
o

FIGURE 29: WRAPPING TEXT AROUND AN IMAGE

Document Management

The CCB editorincludes multiple options to manage documents (FIGURE 30 on next page). Depending

onthe user, and their CCB permissions, the following options may or may not be available:
e Preview
e Edit
e Metadata
e Vocabularies
o Delete
e Duplicate
e Publish

e Addotherlanguage version
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SEARCH

Custom Sheets

gthf::.nr?d!:glﬁ;umm sheets m m
(] Title Language Author Published State

O |us panish: Sh Health Test D Spanish CBarton Draft Iil

O 117 Shannon Health ACL Documentg English CBarton 4/22/2020 Published

O 116 Shannon Health Test Document = 2 English CBarton Draft

O 115 Shannon Health Test Document English CBarton 4/22/2020 Published

O 114 Copy of Abnormal Uterine Bleeding (AUB), KidsHealth English celickner-AM 2/26/2020 Published

(@)

O 113 Copy of Preventing Cancer English CBarton Draft

O 84669 Preventing Cancer English CBarton Draft -

orovcw ] £ ] vetsdate ] vocsbutarcs ] oeiee ] upteate ] pobten |
Add other language version in: |

FIGURE 30: DOCUMENT MANAGEMENT

Preview

The “Preview” function allows an authorized CCB user to view a document, but not edit it.
e “Preview” allows users to view both “Draft” and “Published” custom documents.

e If anotheruseris editing a document, you will not be able to preview the document until the other
user has finished their editing session.

To preview a document:
1.  Selectadocument fromthelist onthe CCB Admin Page.
2. Clickonthe “Preview” button.

a. OnthePreview Page, the documentis rendered to show the page layout as it will print,
which may look somewhat different from the layoutin the “CCB editor.”

b. The Preview Page doesnot show page breaks. To see page breaks, view the document in
editmode. There is no defined page break, but most page breaks occur around the
vertical 650-pixel mark.

If you click “Preview” and nothing happens, you may already have the preview window open. Ensure that
the “Preview” function does not have another document open.

Edit

The “Edit” function allows you to make changes to an existing custom document. To edit a document:
1. Selectadocument from thelist onthe CCB Admin Page.
2. Clickthe “Edit” button.

3. Youwillbe taken to the CCB Editor Page. All the same options and features are available when
editing a document as when creating one.

4. To save edits and continue working, click the “Save” button.

5. Tosave edits and exit to the CCB Admin Page, click the “Save & Exit” button
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6. Topublish edits and replace the old version with the new, click the “Save & Publish” button.

7. Toleave the editor without saving your changes, click the “Cancel” button.

NOTE FOR EDITING A DOCUMENT

If editing a previously published document, two versions (one “Draft and one “Published”) of the
document appear. You can select either version to do more editing. The “EDIT” button always links to the
draftversion. When the Draftis published, only the Published version remains.

Metadata

The “Metadata” function allows you to tag the custom document with certain parameters that will help the
custom document be returned as suggested education when integrated within some EMR systems.

1. Selectadocument fromthelist onthe CCB Admin Page.
2. Clickthe “Metadata” button.
3. Youwillbe taken to the Custom Content Builder - Metadata Page (FIGURE 31on next page).
4. Choose the metadata youwould like to attach to your custom document:
a. AgeBin(s).
b. Gender.
c. ReadingLevel(if known).
5. Addany keywords you want to attach to your custom document:
a. Clickthe “Add” button.
b. Enterasingle keyword (heart) or multiple keywords (heart attack).
c. Repeatstepsa)andb)untilyou have added all keywords.

6. Ifyouneedtodelete akeyword, click the trash canicon next to the keyword.

7. Clickthe “Save,” “Save & Exit” or “Save & Publish” button to save your metadata choices or the
“Cancel” buttonif you do not wish to save your changes.
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Custom Content Builder - Metadata

Document: 18 - Laparoscopic Gallbladder Surgery, DI

This is a published document. Changes will be saved to a draft version which will then need to be published.

Your EHR may not support/use all of the data that you can enter here, or your EHR may have spedific requirements
abouthow the data should be formatted. For details, please contact your EHR provider.

Title: :Lapamsc opic Gallbladder Surgery'.:
Display Title: Laparoscopic Gallbladder Surgery,
Age Bin: ¥ al

# Infant (0 - 11 mo)

¥ Childhood (11 mo - 12 yrs)

# Teen (12 - 18 yrs)

¥ Adult (18+)

# Senior (65+)
Gender: All Female Male

Reading Level: Select *

Keywords: [ add |
laparoscopic gallbladder surgery discharge 1:]} .
-
heart 1]
heart attack 11/}
palpitation i1

The search catalog is updated nightly, New
keywords are not available for searching until the
day after you save them here,

FIGURE 31: CUSTOM CONTENT BUILDER - METADATA PAGE

Vocabularies

The “Vocabularies” function allows you to tag the custom document with medical taxonomies that will
help the document be returned as suggested content whenintegrated within some EMR systems.

1. Selectadocumentfrom thelist on the CCB Admin Page.

2. Clickthe “Vocabularies” button.

3. Youwillbe taken to the Custom Content Builder - Vocabularies Page (FIGURE 32 on next page).
4.

Decide on the medical taxonomies you would like to attach to your custom document:
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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

Click the “Add” button next to each medical taxonomy.
Enter a single medical taxonomy in the appropriate format.
Repeat steps 6 and 7 until you have added all medical taxonomies.

If youneedto delete a medical taxonomy, click the trash canicon next to the taxonomy.

© ® N o o

Click the “Save,” “Save & Exit” or “Save & Publish” button to save your vocabulary choices or the
“Cancel” buttonif you do not wish to save your changes.

_Custurn Content Builder - Vocabularies

Document 18: Laparoscopic Gallbladder Surgery, DI

Vocabularies are applied to the draft and published versions, as well as all languages of this document.
If a draft version does not exist, one will be created upon saving.

Your EHR may not support/use all of the data that yvou can enter here, or your EHR may have specific requirements about
how the data should be formatted. For details, please contact your EHR provider.

cPT m HCPCS m ICD-9 m

1CD-10-CM T 1co-10-pCs [ ada EOUTS | Add |

NDC 70 RxNorm 70 SNoMeD “Add |
I -] -1 | |
FIGURE 32: CUSTOM CONTENT BUILDER - VOCABULARIES PAGE
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NOTE FOR METADATA AND VOCABULARIES

You must click Save & Publish for the metadata and vocabularies to be saved in production. If you do not
click Save & Publishitis like you never added the metadata and vocabulariesin the first place.

Delete

The “Delete” function allows you to delete a custom document from the system:
1. Selectadocument from thelist on the CCB Admin Page.
2. Clickthe “Delete” button.
a. Ifyoudelete the “Published” version of a document, the “Draft” and foreign language
versions of that document, if any, will also be deleted.

b. Youcandelete the “Draft” version of a document without deleting the “Published” or
foreignlanguage versions.

c. Foreignlanguage versions can be deleted without deleting the English.

NOTES ABOUT DELETING CUSTOM DOCUMENTS

1. If youhave created a custom document by editing a WebMD Ignite document, that original
WebMD Ignite document was blocked. The only way to restore the original WebMD Ignite
document for clinician use is by deleting the custom WebMD Ignite document.

2. ltisnotrecommendedto delete client custom documents. Itis better to block a client custom
document so thatit canbe unblocked if needed againin the future. If the client custom
documentis deleted, it willneed to be recreated if needed againin the future.

Duplicate

The “Duplicate” function works like a “save as” feature. Use this function if you want to create two similar
documents orif you want to revise a WebMD Ignite document and still have access to the original
document. Whenyou duplicate a document, CCB copies the current document - and any corresponding
information (e.g., title, metadata, vocabularies) - and assigns a new unique document ID. You can then
edit the content of the duplicated document and save it with a different title. This feature only works for
English documents.

To duplicate adocument:

1.  Selectadocument fromthelist onthe CCB AdminPage. If adocument has both “Draft” and
“Published” versions, the “Duplicate” function will always make a copy of the “Draft” version, even
if you select the “Published” version to duplicate.

2. Clickthe “Duplicate” button.

3. Youwillbe taken to the Create a New Document Page (FIGURE 33 on next page). The system will
have named the new document by adding “Copy of” in front of the original title.

4. Change theTitle and the Display Title assigned by the system and click the “Save” button.

5. Makeyourchangesinthe “CCB editor” and click “Save,” “Save & Exit” or “Save & Publish” to save
your changes.
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Create a New Document

In the Title box below, enter a title to identify your document in the system. (You may use a different title in the document itself.)

If you wish to use a different title for the page links on KOD, enter it in the Display Title box. If the Display Title box remains empty, the system title will be used in the page
links.

After filling out this page, click the "Save” button below to work on your document.

Document Information

Title: |C(:l;:|\|r of Preventing Cancer g
Display Title: [Copy of Cancer, Preventing ] 0 ENGLISH
Original Author: [CBarton (Clara Barton) v]

FIGURE 33: DOCUMENT INFORMATION PAGE - DUPLICATING

Adding a Foreign Language Document

In1OD, foreignlanguage WebMD Ignite documents (e.g., HealthSheets, Discharge Instructions, Lab Tests,
etc.) are “linked” to a parent English document so users can view all the languages associated with a
document. Because of that, a parent English document must be available in CCB before a foreign
language version can be added.

To add adocumentin aforeignlanguage:

1. Selectapublished English document from the list on the CCB Admin Page. You cannot create a
foreign language version from a Draft.

2. Clickthe drop-down arrow in the box next to the “Add otherlanguage versionin” functionality and
choose the appropriate language.

3. Clickthe “Add” button.

4. Youwillbe takento the Create aNew Document Page (FIGURE 34) The system willhave named
the new document by adding the foreignlanguage in front of the original title.

Create a New Document

In the Title box below, enter a title to identify your document in the system. (You may use a different title in the document itself.)

If you wish to use a different title for the page links on KOD, enter it in the Display Title box. If the Display Title box remains empty, the system title will be used in the page
links.

After filling out this page, click the "Save” button below to work on your document.

Document Information

Title: |spanish: Discharge Instructions for Knee Arthroscopy m
Display Title: [ ish: Artroscopia de rodilla, instrucciones de alta__ | Language: SPANISH
Original Author: |C83rton (Clara Barton) v|

FIGURE 34. DOCUMENT INFORMATION PAGE - FOREIGN LANGUAGE

5. Change theTitle and the Display Title assigned by the system and click the “Save” button. Itis
recommended the title remainin English so users canrecognize the document; however, if you
choose torename the title in the foreign language, you must type the title(s) in that language.

a. AccountManagers will have the option to change the original author for the foreign
language version using the dropdown box that appears.

b. Group Managers will not have the option to change the original author.
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Click the “Save” button to work on your document. If WebMD Ignite already has a documentin the
foreign language chosen, the WebMD Ignite version of the document will be loaded. If WebMD
Ignite does not have a foreign language version, the editor will be pre-populated with the English
version of the document, including any images. Authors can:

a. Usethe existing English version as a guide for creating the foreign language version, or
b. Delete the Englishversion and start with a blank document.

NOTE FOR CREATING DOCUMENTS IN A FOREIGN LANGUAGE

Itisimportant to note IOD does NOT translate the English document into the foreignlanguage. The author
of the document willneed to have a translated version of the English document available and then will
have to type (or copy) the new document in the appropriate foreignlanguage.

Publish

There are two content states in CCB: “Draft” and “Published.”

When anew document is created and saved, itis saved in the “Draft” state. The “Draft” document
willremaininvisible to IOD end-users until it has been “Published.”

The “Published” state means the content has beenreviewed and approved and made available to
end-users forgeneral use.

When a CCB user edits adocument afterit has been published, a copy of the published document
is created with the same document ID, but with a different content state of “Draft.” At this point, the
same document IDis listed twice in the custom document list, but with different content states.
The “Draft” versionis not visible to IOD end-users and the “Published” version remains available
unlessitis blocked.

When the “Draft” copyis “Published,” it becomes the new “Published” version, and the previous
“Published” versionis deleted. Thereis no “versioning”in CCB.

To “Publish” a document:

1.

When a document has beenreviewed, approved, andis ready to be “Published,” select the
document from the list on the CCB Admin Page.

Click the “Publish” button.

You will be taken to the Publish Custom Sheet Page (FIGURE 35 on next page). The system will
have pre populated the Title, Display Title and Original Author. If necessary, modify the Title and
Display Title. Only the Account Manager can change original author.

If previously created, a predefined custom footeris displayed. If CCB users have permission to
Omit the footer, you will see the options to include or omit. If CCB users do not have permission to
omit the footer, only the custom footer will be seen. If you omit the predefined footer, you can still
type afooter at the bottom of your custom document.

When the information on the Publish Custom Sheet Page is finalized, click the “Publish” button.

The custom document is now available to end-users.
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Publish Custom Sheet

To publish your document for general viewing and printing, confirm that the information on this page is correct; then click the Publish button at the
bottom of the page.

Title [3rd doc -] 1D: 106
Display Title [3rd doc | Language: English
Original Author | CBarton (Clara Barton) ~|

Publishing Information
This sheet has not been published yet.

Custom Footer

The following footer is the default for your custom sheets. It has been defined by the Krames On-Demand account
manager. You have the option to use this footer or omit it and add one of your own in the document itself.

® Include the footer
O Omit the footer

Company Name. All rights reserved. This information is not intended as a substitute for professional medical care. Always follow your
health care provider's instructions.

| Preview Il Publish il Cancel |
FIGURE 35: PUBLISHA CUSTOM SHEET
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