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2 MINUTE PEARLS
Importing/Exporting 

Templates
• Do you wish that you had the ability to “save”

your S/O and Encounter templates when you 
move to another medical treatment facility?

• Would you find it helpful to be able to share 
multiple templates with other users without 
having to utilize the template search function?

• Important: The order sets within your templates 
will be lost when you move to another MTF since 
order sets are dependent on the local CHCS 
Server. (refer to AHLTA 2 Minute Pearl #4 –
Order Sets on the Fly for instructions on how to 
easily add orders to your encounter templates)
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Exporting Encounter 
Templates

Reminder:  An encounter template contains one or 
more of the following items:
-S/O Template (also known as Notes Template)
-Diagnosis List
-Procedure List
-Order Set
-Other Therapies List
-Associated reasons for visit 
-Associate problems 
-Items to Autocite 



2 Minute Pearls Importing/Exporting Templates 3 of 21

To access Encounter Template Management:
1) Open TOOLS folder
2) Select TEMPLATE MANAGEMENT
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3) Select SEARCH Button

5) Select SEARCH Button

4)  Fill out Search Menu.  Can select by name of template, owner type, etc…
***If you only want to export templates from your favorite list, you only 
need to check the box “Select from my favorites only” ***
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6) Hold down CTRL button and select 
each of the templates you wish to export

7)  Select EXPORT 
Button
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8)  Select computer drive and 
folder where you wish to 
save templates (this could 
be a CD or USB thumb 
drive).
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9)  Select OK
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Importing Encounter 
Templates
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1) From Encounter 
Template Management
module, select 
IMPORT button

2) Select Computer Drive 
and Folder where the 
templates you wish to 
import are located
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3) To select templates to import, either:
a) Select [>>] button which will import 

all available templates
b) Hold CTRL button, select each 

individual template, click [>] button 
to import only selected available 
templates

4) Select IMPORT button
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5)  You will know you are successful when you see 
this screen with the word Yes listed next to each 
template in the Favorites Column.  

6)  Your templates will now appear in your encounter 
drop down menus for your use
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Exporting S/O Templates
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1) To Export S/O templates, 
select TEMPLATE MGT 
button from within S/O 
Module
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2) Select SEARCH button

3)  Fill out Search Menu.  Can select by name of template, owner type, etc…
***If you only want to export S/O templates from your favorite list, you only 
need to check the box “Select from my favorites only” ***
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4) Select S/O template you wish 
to export (can only select one 
template at a time here)

5)  Select EXPORT button

6)  Select Computer Drive and Folder where you 
wish to save S/O template and select SAVE 
(This could be a CD or USB Thumb Drive).
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Importing S/O Templates
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1) To Import S/O templates, 
select TEMPLATE MGT 
button from within S/O 
Module
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2) Select IMPORT Button

3)  Select computer drive and 
folder which contain the S/O 
templates you wish to import

4)  Make sure to change file type to All Files (*.*).  Note: S/O 
templates have the file extension (*.TXT) or (*.LTP) whereas 
Encounter Templates have the file extension (*.TPL)
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5) To select templates to import, either:
a) Select [>>] button which will import all 

available templates
b) Hold CTRL button, select each individual 

template, click [>] button to import only 
selected available templates

6)  Select IMPORT button
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5)  You will know you are successful when you see your 
imported S/O template in your My Favorites folder

6)  Your template will 
now appear in your 
S/O drop down 
menu for your use
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For More Information…

• AMEDD AHLTA Homepage
– https://www.us.army.mil/suite/page/406 (AKO password required)

• AHLTA Video Tutorials
– http://www-nmcp.mar.med.navy.mil/AHLTA/AHLTA%20Training%20Tools/index.html

I would appreciate any feedback or suggestions you have for 
future AHLTA 2 Minute Pearls .  Please contact me at the following:

MAJ Mark Stackle, MD (AHLTA Program Office)
• Email: mark.stackle@us.army.mil

****(If you would like to receive future versions of the AHLTA 2 Minute Pearls directly, please email 
Lakia Brockenberry at Lakia.Brockenberry@us.army.mil to be added to the distribution list)


