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Importing Templates

Follow these instructions when importing a template that has been sourced from another location
e.g. web page or healthcare provider eg a referral template:

Open link in new tab
1. Right Click on the template from the web page and select ‘Save Open link in new windaw
link as’ or ‘Save target as’. Open link in incognito window

E::] Create QR code for this image

Note: The template must be in rich text format or word format — not

o

Copy link address

Open image in new tab
2. Name the file and Save this file to a drive / folder on your Save image as..
computer/desktop. Copy image

File Type = Rich Text Format. Copy image address

Search Google for image

Important: Do not then double-click on this file from your computer as this will open it in
Word and corrupt the fields.
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3. Open BP Premier and open the Word Processor - F4 or blank page icon.
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4. Select Templates > Import Template and navigate to where

you saved the imported template eg. desktop.

5. Modify the template (if necessary).

6. Select File > Save As and name your template, ticking
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‘Available to all users’ if you would like to share with others within the practice.

7. Save

f Template detail

Template name:

|AEC Refemsl|

[] Available to all users

Save

Cancel

8. Your template will then be accessible in the Template > Use Template function (Custom) list.

# Word Processor templates
[OF] (® Custom O Suppiied [include all states
Template name AMlusers  Type
715-Health-check-Adolescents Yes Custom
ABC Medical Assessment 701,703,705,707 Yes Custom ——
Yes  Custom
Asthma template 2 No Custom
ATS| Health Assessment 55+ (715) from MD) Mo Custom
BP Intergrated Chronic and Complex Care Ref (1) Mo Custom
BP-Health-check-Adolescents-RTF No Custom -
Checklist - COPD {Annual) Yes Custom
Comprehensive Medical Assessment 701,703,705,707 Yes Custom
COVID Vaccine consent form Bp v1 Mo Custom
CQWBSCFPHN Mental health Intake Referal Bp v1 MNo Custom
COWBSCPHN Mental health Intake Referral Bp w2 Mo Custom
COWBSCPHN Mental health Intake Referal BP +3 Mo Custom
Frankston Hospital Referal Yes Custom
GPMP-TCA- Review during Covid15 MD 1 Mo Custom
Health Assessment Yes Custom
Health Summary Yes Custom
Heart Foundation recall letter v1 No Custom
HHC rigk assessment template Mo Custom
HHC rigk assessment template v1 Mo Custom
J3073 DDQ Referral Pad_Mov 2019 Yes Custom
Life Imaging DI Request Bp V3 Mo Custom
Mertal health Treatment plan Mo Custom
Bename template Delete template
Open Cancel
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