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eReferral templates

DO NOT OPEN templates from the website.

Right click on the template you require, then left click ‘Save Target As’. Save the template to a
folder or to your desktop.

Best Practice
Medical Director
Genie

ZedMed

Best Practice

1. When importing a file from a website, right click the mouse on the template you want, and
then left click Save Target As. Save the template to a folder or to your desktop.

2. At the main start screen, open the Word Processor by clicking the icon that looks like a piece
of paper.

£, Best Practice

File Clinical Management Utilities Wiew Setup Help

ERP ME& LG4 04

3. Once in the Word Processor, from the main menu, select Templates, then Import Templates.

B Best Practice Word Processor - Untitled
File Edit View Insert Format Table BENHESS

Ltilities

j j } ;_—: g} Mew template
1 H . =y e Edit termplate

Impork kemplate

1 -
1 | Arial Export template

Use template

L

Double click on an item in the list to

- = Edit: letterhead
inzert it inta the document.

Custoniise swstem templates

General |

4. Select folder or desktop where you saved the template and highlight the template. Click Open

to import your template.

Look i | (B} Deskiop ¥ 0@ e m

- ' My Computer
\Q &ty Network Places
My Recent | CLfescripts
Documents |5 Unused Desktop Sharteuts
L0 | Fescripts Mubrition 5P 090917
NS5 DAG Templake 090520 FINAL
BNDSS DAG Templake 090524 BF

My Computer

My Network
Places

File pame: | Lifescripts Nulriton BF 090817 v [Cgeen |
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5. Now save your template, select the Save icon.

B Best Practice Word Processor Template - Lifescripts Nutrition BP. 090917. rif

Fil= Edit Wie sert  Format Table Templates Utiities Help

BRECIEYE BYwsHe @@
- [catt I RRCIENENESERRE] 1o

L el b B B B B B

6. Finally, name the template. Make sure you tick the Available to all users box to give access
to all users.

If you leave it unticked, only you will have access to that template. Select save and the
template is now ready to be used.

£, Template detail

Template name:

| Lifescripts Mutrition |

I Save ] [ Lancel

Medical Director

When importing to the Letter Writer templates with merge fields must be in Rich Text Format

(.rtf).

1. When importing a file from a website, right click the mouse on the template you want, then left
click Save Target As. Save the template to a folder or to your desktop.

DO NOT OPEN IN MSWORD.

R Mental Health Referral (tem 2710, 2712 or 2713)

MING - MentalHeakh Re™ =~
Cpen

tal Health Ry

Practix - MentaMgalth Ry Operyin Hew Th

Open in Mew Window

MSWord template - I

Save Target As...

Health Assessment - Abd Prink Target Health C|

2. Open Medical Director Letter writer via the main menu, pressing F8 or in a patient’s file.

('3 Medical Director 3.10.2
Open File Patient ﬂTonls n\cal Investigations Search Resouse

Letter Writer...
Labels...
X-Tay View Screen Ctrl+Shift+X
Calculators 3
[2) Medical Director 3.10.2 - [Letter Writer]

Options... Ryl Edit View Insert Format Table Window
Prinit Options. .. 0y D e cri B | o
Manage Communications. .. Modify Template...
MDExchange 3 | ] ew Roman
Patient Photo Options - B

L =, I...

Import...

3. Once the Letter Writer is open, click on File from the menu bar Export...
and select Modify Template, then select Blank template. Once sl ’
the blank screen comes back up, again click on file menu and g e
select Import. preferences...
) Close

Send via MDExchange...
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Select folder or desktop where you have saved the template and highlight the template. Click
Open. This will import your template.

L PX

Look in ‘@Desktop v| Q T = M-
Y My Documents
' 2} g My Computer
My Recent ":gMy Metwork Places
Documents ) Lifescripts Activity MD 090918
=
F
Desktop
My Documents
My Computer
File name: |Ln‘escnpts Activity MD 030918 hd | I Open ]
My Network | Files of type: [RTF Fomat (1) | [ cancsl ]

[] &hways open to this folder?

Now save your template by going back to the file menu and selecting Save as Template.

Give your template a hame, select Save and it is ready for use.

d

[ Medical Director 3.10.2 - [Letter Writer]
730 Edit view Insert Format Table Window

0y D e, Ctrl+
Madify Template...

! Hsave Ctrl+s
L

Import...
Export...

E-mail 3

Page Setup...
Shrrint Crl+p

Preferences. ..

B Close

Send vig MDExchange. ..
1

‘ / : T

X

Save

User Defined |
[0 Letterhead ~
%mCDmplete Record
ZFIComplete Record - Female
[P Full History
2B Full Summary
2@ Full Summary - Female
Em Immunisations User Access
EB Investigations
2B Lifescripts Activity
Em Lifescripts Alcohal -
[ Lifescripts Nutrition
Em Lifescripts Smoking
371 imitad Histan: b

!

Template Name: Lifescripts Activity

y

Cancel
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4. Find the file that you imported, click Open then ‘yes’ (if you're asked about replacing the files or
anything similar).

Select Template ...
Look in: | I3 Templates w | €] T m-
Y Iﬂ_ﬂLEt'ntar to Referring Dr A4 @_]MBF Batch Header
i :) B3 etter to Referring Or AS BmEF Invoice
My Recant D.;’l;lifescrints activity practix 090922 @MBP Batch Header
Documerts [ jifeseripts alcohol practix 090922 WMedical Certificate A5
= B lifescripts nutrition practix 030922 - Medication Review Pad
I B lifescripts smoking practix 090922 W Mental Health Assessment
Desktop T lipids W Mental Health Plan and Review
871 ook After Your Plaster Info Sheet for Patient W Mental Health Process
. lﬂ_ﬂloss of consciousness \ﬂ_]Mini Mental State Examination
J c]lungs anterior view \ﬂ_]mscontin
=3 e

5. Practix names the file the same as template name. If you wish you can change the template
name, simply type into the Template Name box.

Then, in the Use Within box, select the Document Sent box and click Save.

Register Document Templates

Template Type Clos
| Letter/Document Template |

Template Tree

Select a Template

Save

Template Mame Cancel
Lifescripts Activity
Edit Template
Document Filename:

[Lifescripts Activty Practi 090922.d0c  |.] Inactive [] ik
Copy Template

LG

Use Within
Referral Sent (| Document Sent
Document Received O Summary Document  []
Other Document O

Note: There are several different categories within the Use Within box. You need to select the
most appropriate box for the document you are importing. If it is a referral, best to tick the Referral
Sent box. Likewise, if you are importing a health summary template, the Summary Document box
should be ticked. You can also tick more than one box.

Now that should be it. Open up a patient record to and test run by trying to create the document.
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REMEMBER: it has to be either .4w7 or .4wt file formats, or .doc or .rtf formats

1.

When importing a file from a website, right click the mouse on the template you want, and
then left click Save Target As. Save the template to a folder or to

your desktop.
From the front page of Genie, click on Create or print a merged - ] %3 =
letter template button.

| Create or print a mer

— o w7
bms &5
= )
= & £
To make or add a new template, click on Add Template or to edit an existing template, simply
click on the template you want to edit.

‘D Letter Templates - 1 record to print |Z||E|E|

& Bac Debt

Envelope
i Lifescripts Activity
i~ Lifescripts Alcohol

i Lifescripts Mutrition
i Lifescripts Smoking /
i~ Mext appt

i+ Quote A
- Recal Letter
- Summary

Cuplicate

4. Next, click File then Open and locate the template you want to import.

Macros  Help

File  Edit

2pen

[ use for Quotes Title: r
Create a Consult after PriRti

[[]5ave copy in clinical record

[[] Interactive spelichecking Referrers:
Fields | Expressions

Load Account Holder Al Edit  View Insert Style Colors
Load CC Chrl+h z
Load Checklist

Load Consulbation

Load Emplover Insurer Details
Load Health Assessment

Mews

Chrl43

Save
Save as...

5. Finally, name the template and click Save. All done!

n
[Juse for Quotes Title: Lifescripts Mutrition = -~ %
[ create a Consult after Printing Category: Name the D (& \/ Em ose
[[]5ave copy in clinical record gory:
[]1nteractive Spellchecking Referrers: template Save
Fields | Expressions
Load Account Holder | File Edit Yiew Insert Style Colors Paragraph Format Tools DJ
Load CC Mae® R X 2 T al @@ [ v |oma ~  |Futura Bk v s v BlZU
Load Checklist — — — | = — — | = Y — L —

=E=E=E === =|[ JOEE OB L

]

Load Consultation

Load Employer Insurer Details
Load Health Assessment
Load Mext Appointment

Load Procedure

Load Referring Dr

Load Usual GP

Load Workcover Claim

R R R N T S O T I T R T O e Y

3]

‘2-1-1-\‘5‘.\-|-l

My P resc I'i ph on NUTRITION

NEEENEETEE
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ZedMed

When importing to the Letter Writer templates with merge fields must be in Rich Text Format (.rtf).

1. When importing a file from a website, right click the mouse on the template you want, then left
click Save Target As. Save the template to a folder or to your desktop.

DO NOT OPEN IN MSWORD.

S~

GPMh Referral (ltem 2710, 2712 or 2713)

> MDVWZ - MentalHeakhRe™ =~
| Cpen

Cpenin Mew Tab

w
o
o
2 <
F ¢

Openin e tindow

w

MSWord template - M

Save Target As...

Health Assessment - Abd Prink Target Health C

2. Open ZedMed and go to the Clinical component by clicking on Clinical Records.

E] GP Partners
ManagementReports Tools Practice Setup WP Setup  Utilities

Reception Management Utilities

Patients (F4)
Waiting Room
Appointments
Daily Reports
Banking

Y

Clinical Records

3. Next, to open up the Word Processor to import the file, click on Tools, Clinical WP Setup, and
then WP Templates.

F4 Zedmed Clinical

File Encounter Results Reference Library Rep Tools m Es Help
k¥ ) My Options ey ] [ 7
oY Fa n Q Global Options LQEJ ? ng
Open Patient  Open Family  Close Patient | Waiting Room Scan Documents and Results Fii Address Book Travel Batch Writer  To Do List
Spell Check F12
Cli 3
% WP Templates
on Auto Text
Intramail F7
Briefrase Mode 3
Batch Seript Print
Printer Setup F5

4. To import the template, click on File and then Import Template.

Ed Template Sel~._aon

Import Template... FPreview
Summary
y Templates

REWH 2.1

RCH21
TRCH 21 p—

E] Global Templates

[Blark Letter]

[Practice Lefterhear]

[User Letterhead)

713 6P Refenal

Envelope [Editable system template)

Health Check ltem 718 ar 719

Healthy Kids Check Items 709 and 711

Item 712 Comprehensive Medical Assessment
Mood Disorder Questionnaire:

NSW Workcover

Ref Letter - Standard

TAC Medical Certificate Initial

TAC Medical Certificate Subsequent

Type 2 Diabetes Risk Assessment Tool

‘Wi - wiorkoower First

Ll ke Ve de i de Ve b ke b e L Y )
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5. Now Browse to your template you wish to import and select it, then put a description for the
template into the Description field, and press the OK button.

Template Import

Filename: F**TPCH oulpatiert template 2M v2.1 110207 1f | [Browse.. | /

Brseigtan | TPCH Outpatiert Referral 2.1] - |

{ ' 0K ] [ X Cancel ]

6. That's it; you have imported your template. If you wish to edit it, just double click on the
template name to open up the Word Processor with that template.

F3 Template Editor - RBWH 2.1

Fle Edit View Insert Format Tools Table
B ESR AN Y ) BB T ES DA ¥ e

[ o || i el Namows v ¥[OrON ez o oA A w

L q [EESERE TR EERE SRR TN SRS IS RN NI IR ST IR E O R E RGO e _ Data Toolbar
Addresses

& Clinical Detals
Tieating Doctor
Head of Famiy
iccellaneous
atient D ernographics
Metro North Health Service District Fractice
- . ; Capp To Doctars
Royal Brisbane and Women's Hospital QUTPATIENT REFERRAL FORM Fregnancy

z Exira Clinical Data

= Refer to: ROYAL BRISBANE WOMENS HOSPITAL (XR4000000AZ)

I

- Specialty referred to:

-

z *“For URGENT referral, please phone the Regisirar on-call via switch™*

n

- Primary Reason for Referral / Provisional Diagnosis (including histary, duration, treatments & outcomes):

= «Primary reasonx»

- «Clinical Details Selectable Encounter Notess

~ Referring Doctor Details

© Doctor: «Tr:

z Provider No.: vider Numbers

H Doctor Address:

- wTre: 3

- Phone: nes

= Fax: ]

- Patient's Usual G.P. ( diferent from above):

pi Usual G.P. Provider No. (if diiferent irom above):

& Patient Details  «Patient Demagraphics Full Names

:

a

:

- )
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