	Encounter Templates FAQs

	How to Create an Order Set
	· An Order Set is an Encounter template.  Encounters templates can be merged with other templates.

To Create an Order Set:

· Click the A/P button on the Encounter screen.

· Order any LABS, RADS or MEDS you wish to include in the order set, using SAVE TO QUEUE.

· Click the ORDER SET tab

· Click the CHECKBOX beside each order you wish to include in the template.

· Click the SAVE AS ORDER SET button. 

· Type a name for the order set in the TEMPLATE NAME field.  Use Naming Convention “Order Set—set name.”

· Order set editing works a bit differently than editing normal templates.

· You must edit your order set from an encounter.

a. Create an appointment for a test patient. 

b. Double-click the pt's appointment line to display the Encounter screen.

c. Click the Templates button on the Action Bar.

d. If Order Set template you wish to edit is not displayed, use the Name Search field to search for the template.

e. Select template from displayed template list.

f. Click the View/Edit button.

g. Remove any orders as necessary.

h. Select SAVE AS when finished and Replace old version.

  To Edit and Order Set:

1. Open and Encounter with a test patient

2. Open A/P module

3. Load the existing Order Set under the Order Set Tab from selecting the order set from the drop-down list.

4. Order any LABS, RADS or MEDS you wish to add to the existing order set using SAVE TO QUEUE button. 

5. Click the ORDER SET tab.

6. Click the CHECKBOX beside each order you wish to include in the edited template.

7. Click the SAVE AS ORDER SET button.

8. Save the template as the same name if you simply wish to edit the template. (You will receive a message confirming that you wish to replace the old version.) 

· If you wish to retain the old version and save as a new order set, rename. 

· If you previously merged the order set with an encounter template, step through the process of first changing the order set and then merging the templates again to incorporate the changes.



	How to build Encounter Templates
	· Encounter Templates can preload a S/O template, pre- populates the Diagnosis, Procedures, Order Sets and Other Therapies for the visit

· Encounter templates decrease the time to document each visit.  

· User must have an S/O template already created, and Order Sets already built if including in the encounter template.

·  Select “Templates” on the Action Bar, and then select “New” to begin building a template.

·   The templates can be loaded for the patient within S/O or A/P drop-down fields for templates.

· The naming convention for Encounter templates should start with “ENC-- template name.”




