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INFORMATION SHEET 

Importing Templates from the CESPHN Website
Instruction on how to download Best Practice and Medical Director templates from CESPHN website and import them into Best Practice or Medical Director. 

Download Templates from the CESPHN Website
Go to the Templates section of the website https://cesphn.org.au/general-practice/practice-support-and-development/templates and expand the Download Templates section.
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Select the template you wish to download, right click and select Save link as… 
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Save the template into designated destination, ie Documents etc. DO NOT OPEN the template as this would corrupt the template fields. 
To import into Best Practice and Medical Director follow the instructions on the following pages. 

Importing Templates – Best Practice

Open the Word Processor.
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Select Templates – Import Template
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Description automatically generated]

Navigate to the folder where you saved the template, select template and Open.
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Description automatically generated]

Once the template is imported select File – Save as template – Save. NB You can change the template name before saving. Make sure to select Available to all users. 
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Description automatically generated]

The template has been imported into Word Processor. 
Importing Templates – Medical Director

Open the Letter Writer.
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Select File – New – Blank Template
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Select OK to open. Select File – Import Template - OK
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Description automatically generated]
Once the template is imported select File – Save as template – Save. NB You can change the template name before saving. Make sure to select Available to all users.
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The template has been imported into Word Processor.
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INSTRUCTIONS ~

To find a specific template, press Ctrl+F and then type the keyword or topic you are looking for. If
you don't find the topic the first time, try variations, different terms or fewer words. The templates
provided by us are for your personal use only and must not be redistributed without permission.
They have been tested with Version 1.8.4.642 of Best Practice and Version MD3.16 of Medical
Director.

Many templates are available under the ‘Supplied’ section of most clinical software or searchable
online from their respective organisations. If you have templates that you would like to share with
your peers and/or have any enquiries please email the Practice Support and Digital Health team or
phone them on 1300 986 991.
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