Export a template:

Export [a.k.a. save] the template to your desktop
1)  In GUI, from the edit template window

· highlight the template you want to export. from your  template drawer

· select Desktop  as the location you want the template to export to

        -    from the TOOLS option click on export template

· when it is done, click on OK and sign off

Import a template:
Importing [a.k.a. upload] a CPRS GUI template

1. In GUI, go to the Notes tab, then click on Options in the top grey tool bar
2. Select Edit Templates.  This places you in the Template Editor window

3. From the Template Editor window DO NOT select anything, just highlight 'My Templates' 
4. From this Toolbar, select  Tools
5. This opens the Template Editor box, highlight  ‘Import Template’
6. Select Desktop, this shows templates available for import

7. highlight the template you  wish to import 

8. Click “Open”
The template is now available in the template drawer

Don’t Forget To CLICK THE APPLY BUTTON before exiting template editor;

This will save them template when you close.  If you don’t click the apply button, the template will be dumped from your profile when you sign out of GUI.
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