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AHLTA - COPY FORWARD



All information entered into a yellow box can be copied 
forward, and ideally it would automatically populate 
from the most recent previous encounter when a “New 
Encounter” is opened. But this not the case.

Currently, any 
information entered into 

a yellow box must be 
manually input or 

copied forward from a 
previous encounter by 
the user. This is a time-

consuming process, and 
the following steps are 
needed to complete 

the copy-forward 
action.
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Patient Name

First, the “Previous 
Encounter” tab (1) must 

be opened, and then an 
encounter that is recent 
enough to be relevant 
(2), yet was completed 

properly must be 
located. Multiple 

encounters may need to 
be reviewed to ensure 

the Past Medical History 
was completed in its 

entirety.
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Patient Name

If the past encounter is 
sufficient for use, the 
user must manually 

copy the information 
forward. 

To copy the pertinent 
history forward to the 
new encounter, the 
user must select the 

“Copy Forward” 
button (3).
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The “S/O” tab (4) will 
automatically  open 

in the new 
encounter, and the 
user must make sure 

that the “Copy 
Forward” template 

(5) is open.
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The ”PMH” tab (6) 
must be selected, 

and then the 
“AutoEnter” button 

(7) must be selected 
to complete the 

copy forward task.



Once all of these 
steps are 

completed, the 
yellow boxes will 

be populated and 
the provider can 

review the 
information with 

the patient.



AHLTA - SUBJECTIVE / 
OBJECTIVE 
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To complete a patient 
chart, the “S/O” tab (1) is 

used to document the 
Subjective/Objective 

portion of the encounter. 
But, this involves 

selecting multiple tabs 
and moving back-and-

forth between them. 
This can become tedious 
if the computer or AHLTA 
program itself is running 

slowly.



Ideally, the most 
used tabs (HPI, 

Screening, 
BH/Other 

Screening, ROS, 
and PE) would be 

combined into one 
tab to increase the 

speed of data 
entry.



To increase the speed of 
navigating a lengthy 

chart, a Navigation Tree 
(such as this example 

from UpToDate) can be 
used. As seen here, 

when a topic is selected 
on the left side of the 
page, it automatically 

brings it to the top of the 
page for review and/or 

entry. In AHLTA, this 
would allow for entry into 
the specific sections (HPI, 

Screening, etc) rather 
than needing to scroll 

up-and-down a lengthy 
chart.  


