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Importing Templates into Medical Director

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 Word/PDF
Dire Open link in new tab
Open link in new window
Med
Dire
Med
Dire

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

=l Documents gl (RS

File narme: | 202,

Save as typel Rich Text Document

» Hide Folders

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 screes, click on Tools then Letter Writer or press F8 on your keyboard. You
should now see a blank document open in letter writer.

 Tools )Clinical Correspondence Search  Resou

Letter Writer., Fa

Labels...

Authorised by: Director of Innovation and Partnerships
SWSPHN Page 1 of 4 V1.0 August 2018



hn

SOUTH WESTERN
SYDNEY

An Australian Government Initiative

2. Goto File and select New or press Ctrl + N at the same time on your keyboard. The new window
appears.

Edit View Insert Format
Ctrl 4+

Modify Template...

3. Select Blank Template then click the OK button. A new blank document will open.

User Defined |5upplied | Summaries

[ Blank Letter |- [
3] Blank Template I
3T Triple | = (=

M ACD

AMACT HCV

3[® Advanced Care Directive

3P Allied Health 2nd

AT Ambo

&'BMenatal Faciltated Referal Template
i Asthma RV

EEI Bankstown HCV Remote Consultation
3P Blank Letter 2 Al Users
3T Blank Letter 3

EEI Blanlk Letter practice run
&'EI blank letter- modify

[ Blank Template

[ Breast Screen NSW Referal Template 0 ’

= .o

Delete

ment Lser

J Il

4. Click on File and select Import.

dit View Insert Format

[ Mew... Ctrl+u
Modify Template. ..

Sawe as lemplate. .,

Export...
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5. 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 Medical Director.

Look in: I i Downloads j @' ? # '
s’ MName = |v| Date modified |v| Type |v|

; W= 1938361 20/09/2017 11:0... Rich Text Farmat
Recent Places 5| 2024348 17/07(2018 11:0... Rich Text Format

=

Desktop

Libraries

(y

Computer

-
Metwork

<] | 2l
File name: I‘.rl'f j ( Cpen >

Files of type: < IF-:TF Fomat (" tf) ) =] 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).

6. Click on File and select Save as template.

FieEdit View Insert Format Tat

' [ Mew... Ctrl+N
Modify Template...
Saye Ctrl+5
Import...

7. Select a User Access option, type a name for the template in the Template Name text box and
click the Save button.
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User Defined |

Blank Letter
3[™| Blank Template
#[C] Letterhead
4 Triple |
3[® Advanced Care Directive
3™ Allied Health 2nd
i Ambo
4 Artenatal Faciitated Referal Template
3T Asthma RV
Em Bankstown HCV Remote Consultation
3[® Blank Template

4 Breast Screen NSW Referal Template
3P Preact Srraenina MM

Template Name: IBIank Letter
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Rename |
Delete |

Cl Al Users

r

Save

i

Cancel

User Defined |

All Users: These templates are available to everyone on your network. The icon in the
template list is marked with the word ALL, in blue text, as seen in the image above.

Current User: These templates are available only to the user who created them. The icon in
the template list is marked with the word USER, in violet, as seen in the image below.

E_. Elank Letter
EE'I Blank Template
&[] Letterhead
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