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Importing Templates into Best Practice

Step One — Download from a website and save the template to your computer.

1. Right click on template link and click Save link as...

Download templates:

Medical Best Waord/PDF
Dire Cpen link in new tab
Open link in new window
Med
Dire
Save link as...
Med Copy link address
Dire
Inspect Ctrl+Shift=

2. Locate the drive and/or folder where you wish to save the file in (e.g. Desktop or Downloads).
Ensure that the file type is saving as Rich Text Document (this should already be selected).
Click on Save. Remember where you are saving this

B Desktop Mo iterns match your search.

; Downloads

= Documents v £

File name: | 2024842

Save as typ€ | Rich Text Document

#~ Hide Falders

Note/ Do not double click on the attachment to open the template externally in Microsoft Word, or it
may corrupt the data fields.

Step Two — Import the rtf file into a letter template.

1. From the main screen go to Utilities then Word processor or press F4 on your keyboard.
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File Clinical Managemen( |Utilities )-‘lew Setup Help
F

Search Ctrl+5
Stored prescriptions F3
Prescription lookup
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Word processor

The word processor can also be opened from within a patient record. When in a patient record,

select File > New Letter.

§? Mr. Alan Abbott

1E®I Reguest Clinical  View L.Iﬁliﬁe_
Open patient in new window Alt+F2

Jump to patient F2
Close patient Ctrl+F4
Export patient Ctrl+F2 .

Mew letter

Mew certificate Shift+F-4

You should now see a blank untitled document open in the word processor.

Fle Edt View Insert Format Table Templates Utiites Help

05 S DTt @+ B [roe|| o =4

biusEs

bl ik onanten et o
n

ATS| Health Assessment, 15-54
Care Plan

Care plan (BF)

EFC Referal

EFC Referal

Godiun

PHN Diabetes Case Corf BP
Quitine

Quiine

Specialst referal

Add Delete

| Sectiont/1 | [ Page1/1 | [Line1 | [Col0 | [English (Australia) | NUM|

Authorised by: Director of Innovation and Partnerships
SWSPHN Page 2 of 4

V1.0 August 2018



n

SOUTH WESTERN
SYDNEY

An Australian Government Initiative

2. Goto Templates and click on Import Template.

. Bp Premier Word Processor - Untitled
File Edit View Insert Format Table 1 Utilities Help

ERE =R s F@w

m Import template
Export te te
Double click on an item in the list to insert it ir rt templa
the document. Use template
& General Edit letterhead
" Customise system templates
[+ Addressee ,

3. Locate the drive and/or folder where you initially saved the file. Select the file and click on Open
button. You should now see the template open in Best Practice.

Look in: I g Downloads j e e
Mame = |v| Date modified |v| Type |v|
g Wi 1938361 20/09/2017 11:0... Rich Text Format
Recent Places MECERIPE LS 17/07/2018 11:0... Rich Text Format
1| | |

File name: I*.rt'f j ( Open >

Files of type: <IHTF Format (*1tf) ) =l Cancel

Note/ If you cannot see the file when the “Import” dialog box first pops up, click on the drop-down box
to search other locations. Ensure the Files of type says RTF Format (*.rtf).
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4. Click on File and select Save as.

. Bp Premier Word Processor Template - Camden Ho
ydit View Insert Format Table Templates Utilitic

Blank document @ 1‘ m
Mew document  Cirl+HN s .

Cpen file Ctrl+0
Save Ctrl+5 inser it into

I
e

Sawve in database

Save as file

5. Enter a name for the template and click on Save. The template is now ready for use.

e Available to all users: If ticked, the template will be available to everyone on your network.
Otherwise, it will be available only to the user who created them.

£, Template detail [ <]

Template name:

> IHu:usprtaIs Refemal Form|

¥ Available to all users

( Save Cancel
v’
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