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Demand Printing Labels and Face Sheets in Epic 

When you need to demand print labels or a face sheet, use the form reprints activity on the DAR (Department Appointments Report).

Step 1: From the DAR, select the patient that you want to print labels or a face sheet for, then click on the form reprints button on the toolbar.
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Step 2: Check the box next to the name of each form you would like to print.  

Step 3: Enter the number of copies you wish to print (defaults to 1 copy).  The printer name should default based on your login department/workstation ID.  

Step 4: Click the Print button to send the forms/labels to the printer.

Note:  You can preview the form/label that you have selected as it will appear in the bottom half of the window.  
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Troubleshooting Tips: 
· Proper paper placement for printing full sheet labels is face down with holes to the left and placed in drawer #2.
· Make sure you order a back-up supply of toner for the printer.  

Proper Paper Placement for Label Printing in Epic:
· Drawer Two –Labels (full sheet)
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Form Reprints. @ Check the box next to the name of each form you would like to print.
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