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Template Installation Guide

GPs and practice staff often need to install templates into their medical software, but for some
it can be challenging. This guide is aimed at the beginner who needs clear step by step
instructions.

Some assumptions have been made however - We assume that you are using Internet
Explorer to look at the Internet, and that your computer has a recent version of Windows
(such as XP). We also assume that you are using Medical Director and that you already
capable of logging in and looking up patients (Note: this might cause trouble if you are at
reception and have been locked out of the patient records.)

If you have difficulty following these steps, or need instructions for downloading into other
software (for example Best Practice) please contact IT Services at Perth Primary Care
Network at (08) 9376 9200 for further assistance.

0. What is a Template?
Templates in Medical Software are files that you can download and then ‘plug
in’ that allow the doctor to quickly make a particular document over and over again
without them having to enter in the patient details every time. The template is usually
a special type of word document that contains ‘fields’ in it that can pull information out
of the database and straight onto the page. Templates can save a lot of time and
effort, and most medical software ships with at least one or two of them, (such as
‘Referral Letter to Specialist’) but there are many more out there that you might find
just as useful.

1. Geton the Internet and find a Template.
There are many websites out there that have templates for downloading. Our website
is www.ppcn.com.au there you will find a button that will take you quickly to the right
place.
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2. Click on the website link of the template you would like to install.

Publications

You ar

n |__Templates ~| Change |

Show All Document Categories

Resources in/fPrograms > IT Services > Templates

[‘g] Diahetes SIP Management Template: by Mary Hervey / Conor Traynor. Publication
date : 12 November 2008
RTF Template to help manage Service Incentive Payments. Suitable for MD2 and MD3
(322.7 Kb)

3. Awindow should come up asking to open or save. Do NOT open the file,
instead press the Save button. (This is important because opening it may cause the
Template to not work lgter)

Do you want to open og save this file?

@ j Mame: 250200.r
Type: Microsoft WWikd Document

Fram:  wiss, ppcn. coni Wy

Open Save [ Lancel

¥ Always azk before opening thiz bwpe of file

|--"H YWwhile files from the Internet can be useful, zome files can potentially
@ harm your cormputer. f vau do nat st the source, do nat open ar
= zave thiz file. What's the risk’?

Page 2 of 7
v1.21 - Current at 7-Sep-11.
Feedback welcomed conor.traynor@ppcn.com.au




e

e

perth primary care network

better health & wellbeing for the community

Template Installation Guide

4. Press the Desktop Button, and then the Save Button. This should start the

2l x|

'I;" My Documents
My Mebwark Places

Desktop

by Documents

o
-

ty Computer

j Cancel |

Save az bype: I Rich Text Format
7

5. When the Download is complete, press the Close Button.
Once again, do not open the file, as it may cause the Template to
not work later.

Download complete o [m] S

/8

Downlaad Camplete

250200, rtF From wia, ppcn.com, au

Downloaded: 322KBin 1 sec
Download ko C\Documents and Sek,, \250200, rtf
Transfer rate: 322KE[Sec

[ iClose this dialog box when download completes

Open Open Eolder Cloze
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6. Log into Medical Director, look up and select a patient.
gll"
=

7. In Medical Director, use the menu to navigate to Tools | Letter Writer

edical Directo G0 David Anderso
9 File Edit Summaties Clinical Resources  Window  Help

& =R £ []:l g; - Ankibiogram ]
Blood Glucose Maonitor Chrl+-al+3

| David Andersan BP Monitor Chrl+alt+E upatic

|51 Wallace St, Melbourne. 3000 Cardimaseular sk Caleulstor ord e
CaogHealth )

Allergiss:  [SULFOMYLUREAS [E Dose Calculator ioh b

Warnings:  |test Edinburgh Postnatal Depression Scale oking b

Depression Recovery Scale

|© Surmmary | Dermatology

x| g meme Geriatric Depression Scale
AROPAX TABLET Metric Conversion Caloulator -
Mental Stake Exarmination :
CELESTOME-M CREAM it :
IMIGRAN TABLET Hmetry fswalz
ORUDIS SR 200 GAPSULE  #anancy Caleulator :
POLY-TEARS EYE DROPS Renal Function Calculator 1

Respiratory Calculakar
Weight Calculatar

Expoart Patient
Leth r Chrl4+T |
Travel Medicine

Web Browser

Options
Print Opkions

8. In the Letter Writer screen, use the menu to navigate to File | Modify Template
(8 Medical Director, 2.90 - [Letter Writer]
@MW Edit View Insert Format Table ‘Window Help

e == R T == M | ™ R ET: T S

es New Foman v||12 vl B F U

1 2 3 4 i il 7 il
Impork...
Exzport...

E-rail 3

Page Setup...
& Frint Chrl+P

Preferences, ..

B Close
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9. Select the Blank Template, and Press the Open Button.

Modify

User Defined | Supplie m Preview Template
[ Blank Letter ~ |
[5i] Blank Template

Letterhead

R

AFICERTIFICATE % Eheme

AP CERTIFICATE 2 Delete

AP EVE REFERRAL

AR FPaP CINT Fil

A PaP CIN2 il

Feap o3 AllUsers] |

AP PPCM_DIAR Currert Usfl |

AR PPCM_HEA

IR PPCM_HKA_TEST L

AFIREF LET WITH PROG N

JFSTANDARD LETTER =

B i TE T PR R 1 SRS 3 o 1 N P} — Cancel

10. Use the Menu to navigate to File | Import

irector. 2.90 - [Letter Writer]

158 Edit Wiew Insert Format Table ‘Window Help

O tew.. N B @ o oo F 9 F e [ s
Modify Template. ..
B f U
_[ i sove Chrles es Mew Foman v||12 v| u
- Save as Template. .. L2 L3 L2 L3 + L2 L3 4
- b BB et
I Export... ! _
E-mail 3
Page Setup...
&h Frink Chel+P
Preferences. ..
@ Close
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11. Navigate to the Desktop. The file downloaded back at step 4 was saved to the
desktop, so we should find it there. You can do this by pressing the ‘Up One Folder’
Button until it goes gray. When this happens you should then be at the desktop

Import

@ Desktop

Laak ir:

(L5My Documents:
j My Compuker
‘ﬂl"-“ly Metwork Places

%7\.

File naine: |

Filez oftype: | RTF Farrnat [*rtf]

[ ] &hwayz open ta this folder?

12. Select the File that you downloaded, and press the Open Button.
The template content will now appear on the screen

13. Use the menu to navigate to File | Save as Template

3 Medical Director, 2.90 - [Letter Writer]
#MEEN Edt  iew Insert Format Table Window Help

_| [ Hew...

Chrl+1

/| 0 i [0z .
Modify Template...
i w |10 - B 7 U
I: & save Chel+5 || |
T 13 12 i3 2 +
_ o 5 6 7 8 0 w1
Irmpart...
Exzport...
E-mail »
Page Setup...
& Print Chel+P
e Incentive Payment Management
Preferences...
5 Close << Patient Demographics: Full Mame=>
o C <« Patient Demographics:DOB = =
Height: _ cm
GP: <= Doctor:Mames= >
Initial 6 mth 1
Date: _ /20 _ | _/_Jjeo__ | .
Weight: Kg Kg
BMI:
Blood Pressure: / J
Foot Exam:
A P [P
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14. Give the template a name you will remember, and press the Save button.
If you have followed thes

dzer Defined |

21 Blark Letter

M Blark Template
3[C) Letterhead
ATICERTIFICATE
AT CERTIFICATE 2
AT EYE REFERRAL

AR PaP CIM1
élﬁ PAP CINZ |lzer Accegs
ATIPAP CING Al Usgrs |

AT PPCN_DIAR
AT PPCH_HEA
AT PPCH_HKA_TEST
SFRFFIFT WiATH PRGN

|[

Template Name: | PPCH Diabetes SIF [ Cancel |

15. Checking your work. The best way to check your work is to close the patient and
open a new one. Then, navigate to Letter Writer | File | New and select the new
template. If the patient details have come across, your template is working and ready

to go!
Hew

Uszer Defined | Supplied | Summaries

D Blank, Letter -

[T] Blank Template

AR CERTIFICATE

R

I CERTIFICATE 2 =
3T EYE REFERRAL
@ Par CINT

AT PAP CINZ Fil

dA PP CING o

B PPCN Disbetes SIP e
2P PPCN_DIAE %
AT PPCM_HEA

A PPCH_HES_TEST )

ATIREF LET WwTH PROG N
M STANDARD LETTER 2

‘.mT_.l'l '3 [ N I, S —— R pad T T PSS | — [m
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