Downloading and Importing the MD template from an email attachment or from the web

If you receive an email (or a link on the web) with the Medical Director Template attached you will need to save the attachment onto the hard drive, most likely the My Documents folder or onto a floppy disk. 

DO NOT DOUBLE CLICK ON THE ATTACHMENT (OR LEFT CLICK THE LINK) TO OPEN IT – THIS WOULD OPEN THE TEMPLATE IN WORD. 

The end result of this is that you would lose the Medical Director fields that “populate” the template.

Importing from a web attachment or link: 

· Right click on the attachment (or link) and then 
· Select Save As… (Or Save Target As…) and then 
· Save the file to a location from where you can later retrieve it (the My Documents folder or onto a floppy disk).

Importing from a Floppy disk:

If you receive the template on a floppy disk you need to insert it into the floppy drive.

1.
Open Medical Director and then open LetterWriter.

2.
From the File menu select New or Modify Template and double click on Blank Template.

4.
From File menu select Import.

5.
Navigate your way to where the attachment is saved (HARD DISK OR FLOPPY DISK) - you will see the saved file. Double click on it to open.

This will place the MD template text into the Blank Template. Click on any of the <<field:fields>> to check that that they have imported correctly as fields. The field should turn grey, like this: <<Field:Field Name>>
6.
From the File menu select Save as template…

7.
Type in an appropriate filename (eg. Care Plan – Diabetes)for the Template Name: and then click on Save.

8.
Once again click once on one of the fields <<xxxxxx:yyyy>> and if they turn to a grey background then the fields have successfully transferred across.

Once saved you can access the template with a patient record open in Medical Director. Open LetterWriter – File/New and then select the appropriate template.

