Medical Director Help Sheet

Letter Writer:

Importing GPMP and TCA Templates
How to import the following templates into Medical Director

· GP Management Plan (721)

· GP Management Plan Review (725)

· TCA (723)

· TCA Review (727)

Part 1: Download each template from the ERGPA website

1. Go to the ERGPA website at www.ergpa.com.au
2. Click on Publications and Resources on the menu. 

3. Locate each template. Right click on the link and select Save Target as.

 
Do not open the templates from the website!

4. Save the file to a folder on your computer. You will need to remember where this is 

when you import the file. 

Part 2: Importing the templates into Medical Director

1. In the main screen, select Tools->Letter Writer from the menu or click F8 on the keyboard.

OR

2. In the patient’s medical record, select Tools ->Letter Writer from the menu OR click on the Letter Writer icon [image: image1.bmp].

3. From the menu bar select File -> Modify Template…
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4. Click on Blank Template then [Open] OR double click on Blank Template
5. Select File -> Import from the menu bar and an Import window will appear.
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6. Click on the Look in: dropdown arrow to locate the required document. 

7. Left click on the file and click [Open] OR double click on the file name.

8. Select File -> Save as Template from the menu bar.

9. In the Template Name Field type an appropriate name for the document.

10. Click [Save].
The template will now be available under the User Defined tab.

