	S/O Template FAQs

	Exporting/Importing Templates
	· If the S/O or Encounter templates are shared, any facility/person can gain access to the templates.

· Templates can only be seen when loaded in CHCS II.  Non-CHCS II can’t view exported templates.

· To export S/O templates, the user must open S/O, select Template Mgt on the Action Bar.  Highlight the templates to be exported and select Export on the Action Bar.  Select the location to store the templates.

· To Import S/O templates, the user will open S/O. select Template Mgt from the Action Bar and select Import from the Action Bar.  Select the location of the templates and click on Import.

· To export encounter templates, open Template Management for the Folder’s List, select the Search Tab, select Search on the Action Bar.  Highlight the template to be exported and select Export from the Action Bar.  Select the location to store the template.

· To import the template – reverse the process.

	How to Edit an S/O template
	· Open a patient encounter using a test patient.

· Open S/O

· Select Template Mgt on Action Bar

· Search for template to be edited

· Single Click on template and select Edit from the Action Bar.

· Select Terms on right side of pane window to remove from template.

· Use Find Term, DX Prompt or the Browse Tab to add terms to the template.

· Select Save As to save updates and replace old template by selecting Replace.

· Select Close or Cancel to return to previous screen.

· The user must exit S/O and re-enter to the module to refresh the template list of any additions or changes made to templates.

	How do I change the comments in S/O?
	· Free text associated with an item within S/O can be added or changed within the comments box above the left side of the S/O module.

· After entering or changing any comments, hit the “ENTER” key.


