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Session Presets:
Session Presets are customized templates for each client.  A default preset would be for your most commonly used setup for clients.  A default preset has already been created  with settings from the old version’s company setup. 
To create a preset  select “Session Presets” under the Admin  menu shown below on the left.
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· The panel displays and the preset defaults to “Create New Preset”
· Click on the select button
· Preset Name is where you will name each one of the template pages.  This name is what will populate in the “Select Preset” when you create a new session.
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· Fill in each field according to your client’s need.
· Be sure to click on “Customize View Page” and “Customize View Page Links” to get those fields selected.
· Then click save.
· Now when you go to “Set Up Session” under SCHEDULING, you will see “Select Preset” under CREATE NEW SESSION.
· Select your session preset from the dropdown arrow and click CREATE
· [bookmark: _GoBack]Schedule appropriately
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