General Practice

: : NSW
Importing Templates into
Best Practice
WARNING - Do not modify /edit templates in Microsoft word, it will corrupt the template tags -
Best Practice templates can only be modified in Best Practice
For templates received as email attachment
Open email > Right click on document icon > select Save as. Navigate to your computer
desktop and select Save
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For templates received on CD

Insert CD - a folder will pop-up displaying the contents of the disk > Right click on the folder /
template = select Copy = Go to desktop - right click on a blank space on the desktop = select
Paste

View
Sort By
Refresh

Paste
Paste Shortcut
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Importing a template

Main screen or Patient Screen-> Open Word Processor

Template --> Import template

B Best Practice Word Processor Template - Untitled
File Edit View Insert Format Table [Templates| Utilities Help

DEE S EE e

: Edit template
12 importtemplte
O] Export template

Double click on an item in the list to Use template
insert it into the document.

Customise system templates
General

Chimerili v
Doctor
Addressee
Other contact
Patient

Clinical
Reminder letters
Custom

Navigate to templates location (desktop) = click Open

The template will appear in the word processor, make any changes if required

Saving the template: File > Save As

B Best Practice Word Processor Template - Get Healt|

File| Edit View Insert Format Table Templaf
Blank document .

New document Ctrl+N

Openfile Ctrl+Q

Open letterhead

Create new letterhead

Save Ctrl+5
Save as

Save in database
Save asfile

Save as letterhead

Page setup
Preview

Print )
Export HL7

Close Ctrl+F4

Name the template - tick / untick available to all users > Save
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Using the template

Patient screen - Open Word Processor

Template > use template

)

B Best Practice Word Procassor - Untitled
File Edit View Insert Format Table [Templates| Utilities Help

O EE e e

[

Double click on an item in the list to
insert it into the document.

Edit template
Import template
Export template

Usetemplate

Customise system templates

New template 3

Jacqueline Owens

¢ General
- Current user

Choose template > Open

# Word Processor templates

@M () Custom 7 Supplied

Template name

Bowel Cancer Screening Program
Care Plan

Case Conference

CentreLink Medical Centficate
Continuing care referal

D904 Veteran'S Affairs
Division refemal

DMMR - Form1

DMMR. - Fom2

EPC Dental care

EPC Refemal

GP Mental Health Care Flan

Medical Certificate
< [ |
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[ Rename template ] [ Delete template
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