Steps for selecting encounter templates and then… 

choosing one as your Default Encounter Template

1. Click on Tools and then Template Management
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2. Click on Search (left side of middle Toolbar)
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3. Using the Drop-Down menu under Owner Type, choose Clinic…the default should be your usual clinic…if not, contact the Help Desk
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4. Without putting anything in Template Name, hit the Search button…and wait a bit
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5. To add an encounter template to your Favorites, simply hit the Add Favorite button on the Toolbar…for this, the window acts like Windows (you can use Ctrl-Click to highlight multiple individual selections or Shift-Click to highlight a contiguous group)
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6. To make one template your Default Encounter Template, highlight it and right click on it with your mouse
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7. Highlight and click on Default Encounter Template in the pop-up menu
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8. This is the screen that will appear…click OK to begin saving the chosen template as your default
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9. Since you were in a Clinic folder, the list of clinics will appear. Use the drop-down menu under - Save in - to highlight & select Personal
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10. Name the template what you want, ensure Add to Favorites is clicked and hit Save…enjoy your new Default template 
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