Importing an RTF Template into
Medical Director

In this document-

Save the template to YOUIr COMPUEET..............oiiiiee e et e et e e e et e e e e e tba e e s eabeeeeenabeeesenaraeeeennsees 1
Open letter writer in Medical dir@CEON.............ooi i e s e s ee e s e e e s s sabeee e enares 2
Open @ NEW BIanK tEMIPIAtE.............ooiiiiiie e e e e e e e e e s e e e e e e e nabee e e e nareeeeennrees 3
Import the rtf file into a letter tEMPIAte ............ooii et e e e et e e e s ate e e e ssareeeeeans 4
Save your imported file as a user-defined template in letter Writer...............ccoooiiei e 6

Save the template to your computer

> Do not double click on the attachment to open externally in Microsoft word

1. Right click and click “Save link as”

Open link in new tab
Open link in new window

Open link in incegnite window

Copy link address

Inspect element

2. Locate the drive and/or folder where you wish to save the file in
1= Recent ltems
PR Desktop
€l Network
= Libraries
A Personal
(M Computer
® Public: (P:)
¥ Personal (L}
® Archive (A7)

3. Ensure that the file type is saving as Rich Text Format

> (This should already be selected)

File name: Importing a rif template into Medical Director 14012014 FL

Save as type q

> Remember where you are saving this
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Open letter writer in medical director

1. Click on Tools then Letter writer

or
press F8 on your keyboard

" linical Correspondence  Search  Resources Help

Letter Writer...
Labels...

K-ray View Screen

Calculators

Options...
Print Opticns...

Manage Communications...

MDExchange
Patient Photo Options
Sidebar

Medicare Australia PEI Certificate Manager

F&

Ctrl+5hift+ X

> You should now see a blank document open in letter writer

EMedicalDinectan.l.S—[LetterWrit_ [olE] = |
#> File Edit View Insert Format Table Window Help [= ][=] ]
DH| S|Vl iei oo EB 0 FEE >
[Momal] *  Times Mew Roman - 12 - B I U |[
2 2 @ B 102t 1
A B ALY Dam
[#- Addressee
||I [+l Doctor
(- Miscellansous
- Practice
[ Insert Data ] [HideU‘I“lndow]
[ Section1/1 | Pegel/l  |Linel  |Col0 | 5% | | | |
Wednesday, 15 January 2014 12:43:18 PM

HCMN Sample Data - SESML-PC15%HCNSQLO7

> The next step is to open a new blank TEMPLATE
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Open a new blank template

1. Go to File and then New or press ctrl + N at the same time on your keyboard

ﬁl@ dit View Insert Format Table |

O O Mew. Ctrl+M
I
Maedify Template...

| Sawve Ctrl+5

Save as Template...

Import...
Export...

E-rmail 4

Page Setup...
& Print Ctrl+P

Preferences...
g Close

Send via MDExchange...

> This will open a dialogue box prompting you to choose the type of letter you
want to create

2. Click on Blank Template

User Defined | Supplied | Summaries

[l Blank Letter

4] Blank Template
Emﬂrﬂenatal Refermal Form
2@ Moving Practice Location
[P Referral - Obstetric & Gynae
{Ftest- history
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Import the rtf file into a letter template

1. Click on File and click “Import”

I File | Edit View Insert Format Table
0 Mew.. Ctrl+M
Medify Template...

@ Medical Director 3,15 - Letter Writer] IR
5| F
0

EH save Ctrl+5

Save as Template...

Export...

r]

E-mail r

Page Setup...
&5 Print Ctrl+P

Preferences...
L3
g Close

Send via MDExchange...

2. Locate the the drive and/or folder where you initially saved the file

> If you cannot see the file when the “Import” dialog box first pops up, click on the

drop down box to search other locations
> Ensure the “FILES OF TYPE” says RTF Format (*.rtf)

E Medical Director 3.15 - [Letter Writer]

“Zl Recert ftems e -
e . Dat dified T
e M Desktop Search locations e ype
h} G" Metwork for where you 29/11/201311:31 ... File folder
Recent Places =5 Libraries saved the iffile | 29/11/201311:30...  File folder
-{ E Personal 29/11/201311:26 .. File folder
Deskton I "qi" Ef;:fip_} 20/11/201311:31 .. File folder
--—_. . Personal (U:) 29/11/201311:30 ... File folder
Hu = : 5 Archive (A:) 29/11/201311:30 ... File folder
Libraries - - 221072013 250 PM Rich lext
&; ] bz 22/10/2013 2:50 PM  Rich Text
Computer i " | P
@' File name: it - | COpen I
] A ———
Network  Files of type: dF{TF Fomnat (") - | Cancel |
[] shways open to this folders
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3. Once you have located the file, click on OPEN
»  You should now see the template open in medical director

& Medical Director 3.15 - [Letter Write
#% File Edit View Inset Format Table Window Help

DH E=a|dM| i 2@~ 17|F) =

Momal *  Calibr « 1

o Bl b S B 10 A LSS
ey bk L L L L L L L L LLLL =

Data

- Addresses
FEFRAAM L ANTREMATAL BO0RING FOaM A
ESwmrg | 1wl rm U e S 00 e -

Pl e ey - Dactor

i Samma e Sknacian - Miscellaneous
tl- Practice

L e, g

; e = -

[ Insert Data ] [ Hide Window ]
[ ]
| Section1 | Pagel/3 | Linel | Cal0 BETEN | |HUKM |

HCM Sample Data - SESML-PCISAHCMNSOLOT  Wednesday, 15 January 2014 1:13:10 PM
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Save your imported file as a user-defined template in
letter writer

1. Click on file
2. Click on “Save as Template”

i Vidial Drecior 35 TR
& File| Edit View Insert Format Table
[ N Mew.. Ctrl+M

Modify Template...

N
EH Save Ctrl+5

[ Save as Template...

Import...

Export...
E-mail k

Page Setup...
& Print Ctrl+P

Preferences...
g Close

Send via MDExchange...

3. Enter a template name and click on save

|User Defined

3[|Blank Letter
[T Blank Template
i[C] Letterhead

ALL

) e

Template Mame:
|
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