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How to Insert a Template 
This section will show you a step-by-step guide for inserting a blank template, as well as how to pull in 

text from past notes into your current progress note 

Step 1) Open the patient’s progress note that you wish to work on. In this case, the patient is “Abby 

Test” 

 

Step 2) On the bottom bar of the page, click on the carat to the right of the “Template” button 



 

Step 3) Click on the option that says “Copy and Merge from Templates” 

 

Step 4) When you do that, you’ll see that the Templates box appears. Standard well child check 

templates are written as “.Standard WCC….” With the age and gender of the patient following. Select 

the appropriate general template you wish to use by highlighting over it, and then click on the button 

that says “Merge Template” 



 

 

Step 5) Now, if you wish to add in certain histories that have been collected in past visits (such as 

Hospitalizations, Family hx, Social hx), you can add in texts from past notes using the following steps. 

First, under the heading that says “Choose Template”, click the button that says “Patient Specific.”  

 

  



Step 6) When you select Patient Specific templates, you will now see a list of all past progress notes 

from that patient. However, you first want to select only the parts of the note that you wish to 

incorporate into your current progress note. Click on the checkbox on the right column that says “All 

Options” to select all parts of the note 

 

Step 7) Now, click that same checkbox again, in order to clear all selected items 

 



Step 8) Now, find a note that was completed in the past that you wish to pull sections from. In the 

righthand column of checkboxes, select those parts of the note that you wish to add to your current 

progress note 

 

  



Step 9) To add them to the current note without duplicating sections, click the carat next to the “Merge 

Template” button in order to see the “Copy Template” option. When you “Copy”, this actually will 

replace the blank sections that were pulled in from the generic template with the precompleted sections 

from the past note. If you were to select “Merge”, you would get both a blank section plus the 

precompleted sections in the progress note. Click “Copy Template” 

 

  



Step 10) When you click “Copy Template”, you get a message asking if you are ok with overwriting 

information that is in the current progress note. Click “yes” (because we want the precompleted texts in 

this case). 

 

Step 11) Great! You’ve now added a blank Well Child Check template and pulled in the past histories. 

Remember, always verify the histories you’ve pulled in, to make sure they are accurate and updated 

with each visit. 

 



How to search for precompleted text phrases 
Precompleted text phrases are sections of text that have been added by an eCW user. They are often 

used for common anticipatory guidance provided, treatment advice, and return precautions that are 

given to families. This section will guide you on how to pull previously made text phrases into your own 

note 

 

Step 1) Find the section of the progress note in which you want to add a precompleted text phrase. In 

this example, I’ll click on the “Treatment” section. Click to open that section 

 

  



Step 2) Now, the Treatment Box should appear. On the bottom half of the box you’ll see the Notes 

section. There, find the button that says “Browse…”, and click on “Browse…” 

 

Step 3) When you click “Browse…” you’ll be able to search through all precompleted text phrases that 

have been entered in the Treatment section by other providers. In the next section I’ll walk through how 

to create your own precompleted texts. For now, we will add in a precompleted text phrase for a well 

child check. 

 



Step 4) Now, in the “Find” box, type in “wcc”. When you do this, you should see entries for well child 

check information for parents, followed by the corresponding visit type (i.e. for a 2 month well child 

check, you can pull in the section that says “wcc2mo”).  

 

Step 5) Click on the precompleted text that you wish to view. For this example, we will choose the 

option that says “wcc21yo”. Review the text on the right side to see a preview of the precompleted text. 

Click OK if you wish to add this to your progress note. 

 



Step 6) Now that you hit the “OK” button, the precompleted text has been incorporated into your note. 

CAUTION! All precompleted notes MUST be reviewed for accuracy, especially for the well child check 

precompleted texts. They often contain notes on what is done and expected in a straightforward patient 

visit, which may or may not apply to your patient. From this point, you may adjust the text and add your 

own edits to customize your patient advice accordingly.

 

 

EXTRA TIPS! 

-search for precompleted texts with the phrase “wcc” for well child check texts 

-search for precompleted texts with the phrase “resident” for commonly seen acute care concerns (i.e. 

constipation, gastroenteritis, URI, obesity) 

  



Making your own precompleted text phrase 
It is often helpful for you to create your own precompleted text phrases to stylize your medical 

guidance/advice based on your own practices. Remember, text phrases you make will be visible by all 

other eCW users 

Step 1)  

Step 1) Find the section of the progress note in which you want to add a precompleted text phrase. In 

this example, I’ll click on the “Treatment” section. Click to open that section 

 

  



Step 2) Now, the Treatment Box should appear. Lets start writing some information for parents here. 

 

Step 3) Here, I added the contact number for the CHC clinic at CNMC. Highlight the text you wrote that 

you want to add into a precompleted text phrase, and copy it (using Ctrl+C). Now, click the “Browse…” 

button 

 

  



Step 4) The Keywords box appears after you click the “Browse…” button. Now, find the “New” button, 

and click it 

 

Step 5) A new box appears called the Macros box. Here, we will type out our macro that we want to 

create

 

  



Step 6) In the “Name” section, type in your initials + however you want to name your precompleted text 

phrase. In this example, I will type out “odClinicContact” because my initials are OD, and this 

precompleted text phrase has the clinic contact information on it. In the “Notes” section, paste the text 

you typed out in the original treatment section. Alternatively, you can type out the same phrase here. 

When finished, click “OK”  

 

  



Step 7) Now, say I want to update/change the precompleted text phrase I just created. For this, now 

type in the name of the precompleted text phrase you just made in the “Find” box. Your text phrase 

should appear when you do this. 

 

Step 8) Next to the “New” button you’ll find a carat symbol. Click on this to reveal other options for this 

precompleted text phrase. Since we want to update the phrase, we will click “Update” 

 



Step 9) Now, in the box, you may make changes to the text phrase you created. I’ll change mine by 

adding in the clinic fax number. Click “OK” when finished updating your precompleted text phrase. 

 

That’s it! You can make precompleted text phrases in other parts of the EMR as well, including in 

portions of the history, physical exam, and assessment. The most useful precompleted text phrases are 

for commonly encountered patient visits, anticipatory guidance, and management plans. Remember to 

keep them general to minimize the amount of time you have to adjust them in the future. 

  



Clearing a progress note 
Sometimes, you may need to clear out a section of the note that you pulled in (ex you accidentally 

pulled in the wrong template, and need to put a new one in). Follow the steps below to clear out a 

portion or all of a note 

Step 1) Have your screen open to the progress note you want to work on 

 

  



Step 2) Click on the “Templates” button on the bottom bar of the screen 

 

Step 3) The Templates box should appear after you click the “Templates” button. In this demonstration, 

I want to remove everything that was added before. First, I’ll type in the word “blank” in the “Find” 

section 

 

  



Step 4) Select the option that says “Blank” in the list of templates that appears. At this time, if you want 

to adjust what gets removed, you can do so by clicking the checkbox on the right that says “All options”, 

clicking it again, and then clicking the specific sections you wish to remove. I’ll stick with the checkboxes 

that are already highlighted in this example. 

 

Step 5) Now, click on the carat to the right of the “Merge Template” option to reveal more choices. Click 

on the option that says “Copy Template” 

 



Step 6) This is the final warning from the EMR that you’ll be removing anything that was typed in the 

note. If you want to proceed, then click “Yes” 

 

Step 7) You’ll see that all the text that was in the note prior is gone! The note should be clear at this 

point. If there is a section you wanted to remove that did not get removed, repeat the same process but 

this time click on the checkbox that says “All Options” and make sure every portion of the note is 

checked off before copying the blank template into the note 

 



Creating a list of favorite premade Templates 
You may find it helpful to have a list of your favorite template notes that you can use for commonly 

encountered patient visits or patient concerns. In this section I’ll show you how to search through 

templates that others have created, and to add them to your favorites list for easier access in the future. 

Step 1) Go to the patient’s progress note that you want to work on 

 



Step 2) Click on the carat to the right of the “Templates” button to reveal more choices. From there, 

select the option that says “Template List…”

 

Step 3) Now, the Templates List box should appear. Make sure the Facility selection says “All” and the 

Category selection says “All” before you continue. 

 



Step 4) To search for a template, try typing a common patient chief complaint. As an example, I’ll type in 

“constipation” into the Templates field. You should see the available templates in the list below

 

Step 5) If you wish to preview this template to see what it contains you can do so by clicking the “View” 

button on the bottom left portion of the box

 

  



Step 6) If you click “View”, you’ll be taken to the Template note as if you were to add it to your current 

patient’s note. You will see that the note no longer has your patient’s name on it, and you cannot make 

changes to this template note. 

 

Step 7) If you like this template after reviewing it, you can add it to your favorites list. Click on the carat 

to the right of the “Templates” button, and select “Templates List”

 

  



Step 8) Type the name of the template you wanted to add in the “Templates” field. In this case we’re 

adding the constipation template. 

 

Step 9) This time, click on the template that appears in the list, and click the bottom button that says 

“Add as favorite” 

 

  



Step 10) When you do this, you should see a popup box that says that you successfully saved the 

template. 

 

Step 11) Say you want to look at all the templates that you’ve added as favorites. You can do so by 

following the steps below. First, click on the carat to the right of the “Templates” button to reveal more 

options. Click on “Template List…” 

 



Step 12) Click the button on the bottom that says “Configure My Favorites”

 

Step 13) Notice the box that pops up says Templates for (USERNAME). On the left is a list of all the 

templates available, and on the right is your favorite template list. This is a quicker way to search 

through all available templates, however you cannot type in a specific search phrase here. Make sure 

the Category is listed as “All” and the Location section is left blank. Let’s find another template we want 

to add. Click the “Next >” button to look at more available templates

 

  



Step 14) I find a template I want to add to my favorites, in this case I’ll add the “Epistaxis” template as 

well as the “Epistaxis” treatment notes. Highlight the template you want to select (hint: you can 

highlight more than one by holding Ctrl while you select templates) 

 

Step 15) Now click on the “=>” button in between the two sections to add the selected notes to your 

favorites list. Strangely, this puts the note at the bottom of your list so you may need to scroll down to 

see it listed

 



Step 16) Hit the “Save” button and you should see a message saying that you saved changes to your 

favorite list. 

 

Step 17) Now, lets see your favorite templates list a little more easily. Go back to the progress note you 

want to work on. Look at the section on the right for a panel button that says “Templates” 

 

  



Step 18) Click on the “Templates” panel button on the right side. When you do this, you’ll now see the 

panel has changed to show your favorite templates.  

 

Step 19) If you want to easily add one of your favorite templates to the current progress note, you can 

do so through this section too. Search for the template you want to add to the note. Let’s stick with 

constipation. You’ll see this template will be listed below 

 



Step 20) Click the “<-“ arrow to the right of the template on the list to pull it into the note. If you want to 

preview the note before you add it, you can do so by click on the button with the magnifying glass on 

the right of the template 

 

Step 21) After clicking the “<-“ arrow, you’ll see the progress note has the template pulled in. 

 



Congratulations! You’ve added a favorite template to your note. It may take time to go through the list 

of all available templates, but once you have them in, it will make life much easier for you (especially on 

your acute care block!)  

  



Making your own favorite Template 
If you find that you want to make your own template, there is a way to do so. Follow the steps below to 

find out how 

Step 1) Go to the patient’s progress note that you wish to work on.

 

  



Step 2) Add portions of the note that you wish to have included in your Template note. In this case, I 

decided to make a template for a viral URI with an otherwise normal exam and well appearing child 

(ADVICE: keep your template note minimal, in order to avoid having to remove parts of it every time you 

use the note) 

 

Step 3) When finished making the template note, click on the carat to the right of the “Templates” 

button and click the option that says “Save Note as Template…”

 



Step 4) A box appears titled “Save Notes as Template”. First, change the “Visit Type” on the left to make 

that field blank

 

Step 5) Type in a name for your template. I’ll type in mine as “viralURI”. If you want to write a 

description of the note, you may do so in the Description section. Note that the access button only says 

“Private” meaning that your template cannot be shared with others. Finally click the checkbox that says 

“Add as favorite”. When finished, click “OK” 

 



Step 6) When you click “OK”, you’ll see a box that says the template was created. You can choose to 

view the template if you would like to make sure it is as you intended.

 

Step 7) Choosing to view the template you made sends you to the T, TEMPLATES patient.  

 

Congrats! You’ve made your own template at this point. Remember, less is more when it comes to 

templates, use them as a way to get a head’s start on a patient visit but don’t add too much in there 

that will cause you to have to go back and make changes for each encounter. 


