SYDNEY NORTH HEALTH NETWORK

Importing Templates into Best Practice

IMPORTANT: Do not open the template in Microsoft Word or any program other
than Best Practice. If the template is opened in another program it will corrupt
the links and it will have to be downloaded again. If you are downloading a file
from a website, right click on the file, and choose the option ‘save target as’ the
file must be saved in rich text format, eg. have the extension ‘rtf’.

Importing the template

1. Open Best Practice
2. Click on the ‘word processor’ icon
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3. Click on ‘Templates’
4. Choose ‘Import Template’
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Double click on an item in the list to
inzert it inta the document.

Mew template
Edit kermplate
Import template
Export template
Use termplate

+- General Edit letterhead
[+~ Current user
+- Addressee

[+ Other contact
[+ Patient

[+~ Clinical

Customise system templates

Primary Health Networks gratefully acknowledge the financial and other support from the Australian Government Department of Health.
Sydney North Health Network (ACN 605353 884) Final Version 1 Updated: 06072015



5. Navigate to where the template is saved.
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6. Click ‘open’ and the template will appear
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7. To save the template in to Best Practice, go to ‘file’, ‘save as’, the name
the file.
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8. Ensure you have checked the box for all users to have access to the
template.

The template is now stored within the Best Practice software and ready for use.
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