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BEST PRACTICE

Open the Word Processor

Select Templates; Select Import; Select CRS Template.rtf from the USB inserted/save
location

3. Check Page settings
a. A4Size
b. All Margins are 12mm
4. Select Save Icon
a. Enter the Template Name CRS Template

b. Select the Available to all users tickbox
c. Click Save

£ Template detail @

Template name:

CRS Template

[ Save ] [ Lancel ]

5. Click New Document Icon from the toolbar

6. Click the Add Button below the favourites (bottom left-hand of screen)
7. Select the CRS template from the custom list; Select Add

# Word Processor templates =
M @ Custom © Supplied [T Include ol states

[ Renametemplate | [ Deletetemplae |

2dd
8. The CRS template has been added to this users favourites
9. Repeat steps 5 to 7 for each user

Template favourtes:

Template name
CRS Refemal
CVS Referal
EPC Refemal
Specialist refemal

(NB: you will need to login as each user to set this up)
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MEDICAL DIRECTOR

Open the Word Processor
Select New; Select New Template; Select File; Select Import; Select CRS Template.rtf
from the USB inserted/save location
3. Check Page settings
a. A4Size
b. All Margins are 12mm
4. Select File; Select Save as template
a. Enter the Template Name CRS Template
b. Select the User Access all users button
c. Click Save

Save ['5_(|

IJzer Defined |

1B lank Letter
[T Blank Template
0] Letterhead =

EB CRS Template

3T CRS Template [na loga)
AT VS Template
ém CWS5 WaS Template lzer Aocess

Em toving Practice Location I Al Users
3T Referral - Obstetric & Gynae ¢ =

¥
Template Mame: ' WS Template [ho loga] '
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CRS REFERRAL PROCEDURES: Installation Cheat Sheets

hearthy pc

1. Select Setup; Select Inbox/Outbox; Select Outbox Document

W

location
5. Click Ok

© HealthyPC Pty Ltd

Select Document; Select import disk (shown right)
With insert disk prompt click OK
Select CRS Template.mtd from the USB inserted/save

February 2014

Document Beport Tools

T Hew...  Ctrl+n
Open... Chrl4-C

Fiker...  Ctr+F

Ctrl4+-P

=" | W

Prink...

Excport Disk,
Import Disk,
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GENIE

1. Click the create merged letter template icon -
2. Click Add template

[E=8 B8
———————————

[7]use For Quotes Title:

) ]

Create a Consult after Printing IZ‘ @ &, @ Close
/

[T]5ave copy in clinical record
[/] Interactive Spellchecking Referrers:

- Expressions

Load Account Holder =

Category:

m|

Load CC .ﬁ@“}@‘@‘@@@|nm|'ﬂ a|e @|w [ [Homal [=]| Times MewRoman  [=]|12 =] B ~ U |
Load Checklist

Load Consulbation E] E] |

Load Emplayer Insurer Details i
Load Health Assessment
Load Mext Appainkment

Load Procedure

Load Referting Dr

Load Usual GP

Load Workcover Claim

m

m

etz 3l o
L
-
-
4
-
=
o
x
1
=
>

Anaesthetist’s Phone
Allergies W
Current Medications
Current Problems

Current Problems + Mokes

Employer Insurer Details
Immunisations

Last Measurement

Life Events

Obstetrics Histary

Past Hx

Past Hx + Motes
Patient's Address
Patient Preferred Mame
Picture from Library
Prescription Histaory
Procedure Complications

of % B 5. A a3z e [t 2

1
p——

o

t=)
©
-

11 [Line 1, Col 1 NUM CAPS

3. Enter the title of the Template (circled in red) CRS template
4. Add this template to a category of Cardiology Referrals (circled in orange)
5. Click File; Select Open; Select the CRS template for the USB/Saved location (circled in
green)
a. You may need to change the margins of the page to 12mm under file> page
Setup
6. Click save this template
a. You will be prompted to confirm the changes made on this template

Confirm

Are vou sure you want ko save the changes you have made to this
template?
any changes vou have made will appear in ALL Future letters for ALL

/ (] ) pakients,

[ Don't Save ] 3 Save

b. Click Save
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BEST PRACTICE

Open the Word Processor
Select Templates; Select Import; Select CVS Template.rtf from the USB inserted/save
location
3. Check Page settings
a. A4Size
b. All Margins are 12mm
4. Select Save Icon
a. Enter the Template Name CVS Template
b. Select the Available to all users tickbox
c. Click Save

4 Template detail @

Template name:

CRS Template

[ Save ] [ Lancel ]

5. Click New Document Icon from the toolbar
6. Click the Add Button below the favourites (bottom left-hand of screen)
7. Select the CVS template from the custom list; Select Add

£ Word Processor templates =

@A @ Custom ©) Supplied [ Inchade 4l states

Al users

Tes Lo -

Benamelemplate | [ Delete template

e

8. The CVS template has been added to this users favourites

Template favourtes:

Template name
CRS Refemal
CWS Refemal
EPC Refemal
Specialist referal

9. Repeat steps 5 to 7 for each user

(NB: you will need to login as each user to set this up)
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MEDICAL DIRECTOR

Open the Word Processor
Select New; Select New Template; Select File; Select Import; Select CVS Template.rtf
from the USB inserted/save location
3. Check Page settings
a. A4Size
b. All Margins are 12mm
4. Select File; Select Save as template
a. Enter the Template Name CVS Template
b. Select the User Access all users button
c. Click Save

Save ['5_(|

IJzer Defined |

1B lank Letter
[T Blank Template
0] Letterhead =

EB CRS Template

3T CRS Template [na loga)
AT VS Template
ém CWS5 WaS Template lzer Aocess

Em toving Practice Location I Al Users
3T Referral - Obstetric & Gynae ¢ =

¥
Template Mame: ' WS Template [ho loga] '
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MEDTECH 32

CVS REFERRAL PROCEDURES: Installation Cheat Sheets

hearthy pc

1. Select Setup; Select Inbox/Outbox; Select Outbox Document

W

location
5. Click Ok

© HealthyPC Pty Ltd

Select Document; Select import disk (shown right)
With insert disk prompt click OK
Select CVS Template.mtd from the USB inserted/save

February 2014

Document Beport Tools

T Hew...  Ctrl+n
Open... Chrl4-C

Fiker...  Ctr+F

Ctrl4+-P

=" | W

Prink...

Excport Disk,
Import Disk,
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GENIE

1. Click the create merged letter template icon -
2. Click Add template

[E=8 B8
———————————

[7]use For Quotes Title:

) ]

Create a Consult after Printing IZ‘ @ &, @ Close
/

[T]5ave copy in clinical record
[/] Interactive Spellchecking Referrers:

- Expressions

Load Account Holder =

Category:

m|

Load CC .ﬁ@“}@‘@‘@@@|nm|'ﬂ a|e @|w [ [Homal [=]| Times MewRoman  [=]|12 =] B ~ U |
Load Checklist

Load Consulbation E] E] |

Load Emplayer Insurer Details i
Load Health Assessment
Load Mext Appainkment

Load Procedure

Load Referting Dr

Load Usual GP

Load Workcover Claim

m

m

etz 3l o
L
-
-
4
-
=
o
x
1
=
>

Anaesthetist’s Phone
Allergies W
Current Medications
Current Problems

Current Problems + Mokes

Employer Insurer Details
Immunisations

Last Measurement

Life Events

Obstetrics Histary

Past Hx

Past Hx + Motes
Patient's Address
Patient Preferred Mame
Picture from Library
Prescription Histaory
Procedure Complications

of % B 5. A a3z e [t 2

1
p——

o

t=)
©
-

11 [Line 1, Col 1 NUM CAPS

3. Enter the title of the Template (circled in red) CVS template
4. Add this template to a category of Cardiology Referrals (circled in orange)
5. Click File; Select Open; Select the CVS template for the USB/Saved location (circled in
green)
a. You may need to change the margins of the page to 12mm under file> page
Setup
6. Click save this template
a. You will be prompted to confirm the changes made on this template

Confirm

Are vou sure you want ko save the changes you have made to this
template?
any changes vou have made will appear in ALL Future letters for ALL

/ (] ) pakients,

[ Don't Save ] 3 Save

b. Click Save
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BEST PRACTICE

Open the Word Processor
Select Templates; Select Import; Select VAS Template.rtf from the USB inserted/save
location
3. Check Page settings
a. A4Size
b. All Margins are 12mm
4. Select Save Icon
a. Enter the Template Name VAS Template
b. Select the Available to all users tickbox
c. Click Save

il Ternplate detail @

Template name:

CRS Template

[ Save ] [ LCancel ]

Click New Document Icon from the toolbar

Click the Add Button below the favourites (bottom left-hand of screen)
Select the VAS template from the custom list; Select Add

The VAS template has been added to this users favourites

£ Word Processor templates (=)

O N O WU

O Al @ Custom () Supplied [l Include all states:

Template name Allugers
Yes che

Benametemplate | [ Delete template

9. Repeat steps 5 to 7 for each user

Template favourtes:

Template name
CRS Refemal
CVS Referal
EPC Refemal
Specialist refemal

(NB: you will need to login as each user to set this up)
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MEDICAL DIRECTOR

Open the Word Processor
Select New; Select New Template; Select File; Select Import; Select VAS Template.rtf
from the USB inserted/save location
3. Check Page settings
a. A4Size
b. All Margins are 12mm
4. Select File; Select Save as template
a. Enter the Template Name VAS Template
b. Select the User Access all users button
c. Click Save

Save ['5_(|

IJzer Defined |

1B lank Letter
[T Blank Template
0] Letterhead =

EB CRS Template

3T CRS Template [na loga)
AT VS Template
ém CWS5 WaS Template lzer Aocess

Em toving Practice Location I Al Users
3T Referral - Obstetric & Gynae ¢ =

¥
Template Mame: ' WS Template [ho loga] '
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MEDTECH 32

VAS REFERRAL PROCEDURES: Installation Cheat Sheets

hearthy pc

1. Select Setup; Select Inbox/Outbox; Select Outbox Document

W

location
5. Click Ok
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Select Document; Select import disk (shown right)
With insert disk prompt click OK
Select VAS Template.mtd from the USB inserted/save

February 2014

Document Beport Tools

T Hew...  Ctrl+n
Open... Chrl4-C

Fiker...  Ctr+F

Ctrl4+-P

=" | W

Prink...

Excport Disk,
Import Disk,
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GENIE

1. Click the create merged letter template icon -
2. Click Add template

[E=8 B8
———————————

[7]use For Quotes Title:

) ]

Create a Consult after Printing IZ‘ @ &, @ Close
/

[T]5ave copy in clinical record
[/] Interactive Spellchecking Referrers:

- Expressions

Load Account Holder =

Category:

m|

Load CC .ﬁ@“}@‘@‘@@@|nm|'ﬂ a|e @|w [ [Homal [=]| Times MewRoman  [=]|12 =] B ~ U |
Load Checklist

Load Consulbation E] E] |

Load Emplayer Insurer Details i
Load Health Assessment
Load Mext Appainkment

Load Procedure

Load Referting Dr

Load Usual GP

Load Workcover Claim

m

m

etz 3l o
L
-
-
4
-
=
o
x
1
=
>

Anaesthetist’s Phone
Allergies W
Current Medications
Current Problems

Current Problems + Mokes

Employer Insurer Details
Immunisations

Last Measurement

Life Events

Obstetrics Histary

Past Hx

Past Hx + Motes
Patient's Address
Patient Preferred Mame
Picture from Library
Prescription Histaory
Procedure Complications

of % B 5. A a3z e [t 2

1
p——

o

t=)
©
-

11 [Line 1, Col 1 NUM CAPS

3. Enter the title of the Template (circled in red) VAS template
4. Add this template to a category of Cardiology Referrals (circled in orange)
5. Click File; Select Open; Select the VAS template for the USB/Saved location (circled in
green)
a. You may need to change the margins of the page to 12mm under file> page
Setup
6. Click save this template
a. You will be prompted to confirm the changes made on this template

Confirm

Are vou sure you want ko save the changes you have made to this
template?
any changes vou have made will appear in ALL Future letters for ALL

/ (] ) pakients,

[ Don't Save ] 3 Save

b. Click Save
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