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IMPORTING A TEMPLATE INTO MEDICAL DIRECTOR

NOTE: PLEASE DO NOT OPEN THE DOCUMENT IN WORD AS THIS MAY CORRUPT ANY
TEMPLATE FIELDS.

If downloading from a welbsite or email select 'Save as' rather than opening the document
and saving.

Importing the template:

1)  Right click on the document and select Save As.

Preview

QOpen
= Quick Print
E'g Save As
@a Save All Attachments...
< Remove Attachment
Exy Copy

Sl Select All

2) Select alocation to save the template (e.g. Desktop) then press Save.

Save Attachment
@) ~ T m ¥ ThisPC » Desktop v & Search Desktop »
Organise + Mew folder = (7]
" I .
m Microsoft Outlo Name Date modified Type
L ACL File folder
1% This PC . PIR Projects File folder
e Desktop . Completed Tasks File folder
| Documents . Chris Care CoordinationRebranding Assi... 611:13AM  Filefolder
4 Downloads 2 Judy 55PM File folder
o Music . Timeshests 610:41 AM  File folder
= Pictures . REPORTING File folder
Bl Videos . Best Practice Templates File folder
|=j_ 0SDisk (C:) M2 Pics for instructions Microsoft Word D...
. DRIVERS
. Image D B
File name: | Medical Director Instructions| v
Save as type: | Microsoft Word Document v
) Hide Folders Tools - Save Cancel

Do not open the document as this will cause issues with the template fields and
formatting

% * Primar V&
PCCS acknowledges financial and other support from the Australian Government Department of Health ;‘o‘,‘..' Comm Un”'y Care

Primary & Community Care Services, Ltd (ABN 92154 673 793) = “als"



3) Open Medical Director. Go to Tools and select the Letter Writer.

@Medical Director 3.15

Open  File Patient User | Tools Clinical  Correspondence  Search  Resources  Help
Letter \Writer. ..

Labels...
¥-ray Yiew Screen Chrl+5Shift+

Calculators 3

IMedicare Australia PEI Certificate Manager
Opkions...
Print Cptions. ..

Manage Communications. ..

MDExchange 3
Patient Photo Options
Sidebar 3

4)  Go to File and select New.

~Z|Medical Director 3.15 - [Letter Writer]
%f:b‘| File Edit “iew Insert Format Table  Window Help

SO 2 o o [ 1

Modify Template, ..

[HSave S ew Romar - 12
[ SaveasTemplate.. Sy R S

Irmpott...
Export...

E-rnail »

Page Setup...
ShPrint Ctri+P

Preferences. ..

i Close

Send via MDExchange. ..

5) Choose Blank Template then press Ok.

User Defined I Supplied | Summaries | Freview Template

O3 Blark Letter

mEE Template

ém Moving Practice Lacation
[P Referal - Obstetic & Gynae

Rename

Delete

Filter
All Users

Current User

<. Cancel I A )
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6) Go to File and select Import.

"S/Medical Director 3.15 - [Letter Writer]

‘I File Edit View Insert Format Table ‘Wwindow Help

Ty O ew... Chrl+ B[ o o[t

Modify Template. ..

[ Hsave Ctrl+s ew Roman

(L] SaveasTemplate.., o Bl
L

Export...

E-mail k

Page Setup. ..
S} Print Ctrh+P

Preferences...

i Close

Send wia MDExchange. ..

7) Locate the template from your desktop (or other location), click on the file and press
Open (The template will display with the inbuilt fields)

f’ le Edit Wiew Insert Format Table Window Help
[SImport E
Look ir: | o Q¥ @

| Libraries
7IJ System Foldsr
=

Comnputer
System Folder

DO WOT OPEM COMEMTS INM
DR

Judy Gay
System Foldsr

Nebwork,
System Folder

A ﬁéu‘

PCCS Social Prescribing
Referral Form

Filo folder | Rich Text Document
1. PCCS SP Referral Form - 1. PCCS 5P Referral Form -
A=) Health Practitioner 2 A=] Healkth Practitioner
& | Rich Text Document & | Rich Text Document
I PCCS SPP Referral Form 4L test template
== | Rich Text Document =—| Rich Text Docurment
= 73k B | 724 bytes
File name: =i - Open >
Files of type: |RTF Format (1] =l Canicel

™ Always open to this folder?

8) The template will now open in a new screen. Go to File and select Save as Template.

ﬂMedical Director 3.15 - [Letter Writer]

f"l File Edit ‘“iew Insert Format Table Window Help

Ty Diew... Ctr+u bg|nn|@|ﬂ|ﬁ|-"

Modify Template. ..

100

[ & zave Chrl+5

Irnpork. ..
Expork. ..

E-mail 3

Page Setup...
ShPrint Chrl+P

PCCS Social Prescribing Pilot
Referral Form — Health Practitioner

Preferences. ..

B Close |

Send via MDExchange. ..
I
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9) Type in the Template Name and click Save.

Save E
Usger Defined |

I8 Blark Letter
Em Blank Template Fronams

3] Letterhead |
5@ Moving Practice Location Delete |

3T Referal - Obstetic & Gynas

User Access

I all Users
Current Usger |

Save >

Template Mame: |5 acial Prescribing Rreferral Forrd ance

The template has now been imported intfo Medical Director.
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