[image: ]


HOW TO IMPORT  REFERRAL DOCUMENT TEMPLATES INTO TEMPLATE MANAGER:
To copy the Document Template in to your system:
1. [bookmark: _GoBack]Click on `download under the attachment and save the file in a folder on the shared drive. The attachment cannot be viewed from outside EMIS so don’t open it.

2. Go to ‘Template Manager’ or ‘Resource Publisher’ in Emis Web   

3. NB: (If you have the EMIS Resource Publisher rather than Template Manager (as was) you will need to change the status of the document to Completed after you have imported them, otherwise you cannot see it in the spy glass when creating a document in the patient record)

4. Select ‘Document Templates’ tab (left hand side of screen)

5. Click on ADD, then select the correct folder to import this into, (We recommend that you put these into your existing folders (Non-RSS, RSS and TWR).   Highlight this template folder in order to store the Document templates in it.

6. Select ‘import’, from the EMIS Ribbon at the top of the page  and navigate to the folder you downloaded the email attachments to, double click on the first form and this should then appear in your Document folder in Template Manager.  Repeat this for all the forms in each folder.

7. To clear old forms, highlight the form, Right Click, Status and deactivate the document, if you wish to get rid of the greyed out versions, Right Click and Archive.

Please contact m.harcus@nhs.net if you are having problems with this process.
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