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2 MINUTE PEARLS
Default Template Managing 
‘On-The-Fly’ (AHLTA 3.3)

• Wondering how to Add and Remove items from  your 
Default Encounter Template…Quickly and Easily?

• Now, you can.  The only thing you have to 
remember is the ‘Right Click Mouse Button’

• Symptoms, History items, Physical Findings, Tests, 
Diagnoses, Orders, Procedures and Other Therapies 
can be added and removed quickly with just the Right 
Click Mouse Button.

• There’s also a Home Button that takes you right to the 
template, as well.
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Removing Symptoms, History, Physical Exam Findings, and Tests

To Remove Something, 
Right Click on any of the 

items and select ‘Remove 
from Default Template’

Clicking the 
Home Button 
takes you 
directly to 
your Default 
Template
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Adding Symptoms, History, Physical Exam Findings, and Tests

To Add something, find the item 
you want to add using Find 
Term, DxPrompt, Loading Other 
Templates, etc, then when you 
see it, select it by clicking on the
word part (not the + or -, it will 
highlight blue) in this case 
‘Headache’, then right click, and 
select ‘Add to Default Template’.
It will be added.

Clicking the 
Home Button 
takes you 
directly to 
your Default 
Template
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Adding and Removing Diagnoses

1) From the 
Diagnosis Tab 2) Right Click on any item 

in either of the windows 
below to Add to your 
Default Template.  Can 
also add a searched 
Diagnosis, from the 
window on the right.

3) To Remove, highlight 
something, right click, and 
select ‘Remove from Default 
Template’.

Clicking the 
Home Button 
takes you 
directly to 
your Default 
Template
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Removing and Adding Procedures

1) From the 
Procedure Tab

2) Right Click on the 
item and select ‘Remove 
from Default Template

3) To Add something, 
search for it (using 
search or from your ‘My 
Favorites List or from 
other templates), then 
select it, right click, and 
Click ‘Add to Default 
Template’
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1) Once you 
have completed 
entering your 
orders, go to the 
Order Sets tab

2) You should see the 
new orders you 
entered at the top and 
underlined (Any 
previous orders in the 
order set will be listed 
below)

3)  Select Save 
As Order Set

Removing and Adding Other Therapies

1) From the Other 
Therapies Tab

2) Right Click on the 
item and select ‘Remove 
from Default Template

3) To Add something, 
search for it, then 
select it, right click, 
and Click ‘Add to 
Default Template’
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1) From the Order 
Sets Tab

2) Select the Order 
to be removed 
from the Default 
Template.

3) Right Click and 
select ‘Remove from 

Default Template

Removing Orders
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1.  Click the
Order Lab
Tab

3.  Click
Save To
Queue

2.  Search and 
select the Lab 
Test you want

Adding Orders:  In the next series of slides, we will add orders.  You 
can stop after each order or add a bunch, but the last step you have 
to do to get the orders added to your default is on the last slide.
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1.  Click the
Order Med
Tab

3.  Click
Save To
Queue

2.  Search for 
Medication, 
Enter Sig, Qty, 
and Refills

Adding a Med
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1.  Click the
Order Rad
Tab

3.  Click
Save To
Queue

2.  Search and 
select the 
Radiology Study, 
put a period as a 
place holder for the 
Clinical Impression, 
as this will ‘AutoFill’
with whatever you 
place here when 
ordering. And when 
ordering Rads, 
don’t forget to 
check ‘Modify’.

Adding a Radiology Study
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3. Click 
Add to Default
Template

1. Click the
Order Sets
Tab 2. Verify that 

the items you 
want to add 
are checked

Adding Orders:  This Order Sets Tab is where you can add orders to your Default 
Template.  The preceding slides were to show you how to get those orders listed on 
this screen.  You can also pull from previously made order sets by loading the 
template first, and then selecting them as shown below.
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Additional Suggestions
• The Default Template should be used for quick access to your 

commonly used items (symptoms, history, physical findings, tests, 
free text procedure notes) that not already on your favorite AIM
form, to avoid redundancy.

• In A/P, add your most commonly used Diagnoses, All of your 
Procedures (to eliminate searching every time=wastes time), and 
some Other Therapies items that are useable.

• Order sets should contain most frequently ordered
– Labs
– X-rays

• Medications that are given for limited use (I.e. seasonal issues)
• Note:  Long term medications should be renewed from medication 

list to avoid adding duplicate meds to patient’s medication list.
• All this can now be done with a single ‘Right Click’
• You can also now build full Templates now without having to be in a 

patient encounter first.
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Video



AMEDD AHLTA Program Office
“Enhancing The Excellence Of Military 

Health Care”

For More Information…

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

• AHLTA Video Tutorials
– Currently:  https://www.us.army.mil/suite/page/406 (AKO password required)
– Future:  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:

– LTC Ron Moody, MD (AHLTA Program Office)
Email: Ron.Moody@us.army.mil


