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(�
Click “Template Management” under the “Tools” menu of the folder list.





NOTE:  You do not need to have a patient open to perform these steps.�
�






(�
Click the “Search” button located at the top of the screen.�
�






(�
You should see the following “Encounter Template Search” menu.





Under “Owner Type” select “MTF”.  If you do not see


“NH PENSACOLA FL”  click the “Add” button to add this MTF.





Type “PC-Generic” in the “Template Name” field and click “Search”.�
�






(�
Once the template is found, highlight it by clicking the template.  This will make the “Add Favorite” button visible.  Once visible, click “Add Favorite”.





You should now be able to see “PC-Generic” in your favorites drop box in the S/O and A/P sections.





NOTE:  You can right-click the template name on this screen to make it a “Default Encounter” template.  You will have to save it to your personal folder.  This will automatically load this template each time you enter the S/O or A/P section of your note. �
�
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