Instructions for Importing Templates in to Medical Director

When importing templates in to Medical Director it is important that the document is saved in ‘rtf’
format and never opened before being imported in to the software. When saving a document to be
imported, eg., from a USB, you must highlight the document by right-clicking and choosing Save
Target As, (or similar), then save on to your computer in a place you can easily find it for importing,
eg, on your desktop.

On the main screen, choose tools then Letter Writer
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This screen will appear, choose Blank Template, then OK. A blank document will appear on the
screen.

3

Mew

Uszer Defined | Supplied | Surmmnaries

[ Freview T emplate ]

#P Advanced Care Plan

P APAL Medication Authority

Emﬂlmadale Fieferral no Fields D

I Armadale Reterral with Fields MO

@) asthma recall

EDATAPS Parent/infant graup referal form

IR ATAPS Reteral & MHTP

ATIATAPS Referral form

B apswater Referral no Fields

Erﬂ Bayswater R eferal with Fields

AFICCSS mack referral form

FFICCSS Referal Oct 2014

Erﬂ Child Mental Health Treatment Plan & Referral
Eﬁ_"l Combined MHTP & Referal Form —
Erﬂ COPD Self Management Plan 721

Delete

m

y
T

All Users

Current Uszer

(1]:8

i
\/

IFDesk top
T dummy

AFFOBT refenal

EBGP MHTP & REFERRAL

Erﬂ HCC GP Referal Form 16.03.14
Eﬁ_"l HCC GP Referral Form_ 26082015
FFIHCC template

AP mhtp -
€ | il 3

Click on File then Import
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This box will appear, then navigate to where you have saved your ‘rtf’ document, eg Desktop.

Highlight the document and click open. The document will then appear on your blank template in

Medical Director.
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To save the document, click on file, Save as Template.

]

File dit  Miew Insert Format  Table

—

(1 Mew.. Chrl+M
Modify Ternplate...

H Save Ctrl+5
Save as Template..,
Irnport..,
Export...
E-rnail [
Page Setup...

&b Print Ctrl+P
Preferences...

B Close

Send wia MDExchange...




This box will appear, go to the field, Template Name and give your template a name, ensure All
Users is highlighted, then click Save.
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The template will now appear in the list of User Defined templates within the clinical software.



