Installing The Word Referral Template

Installing the Template

1. Open the document in Word

2. Under the ‘From’ and “Source of Referral” section, add contact details relevant to your organisation

3. [image: image1.bmp]Protect the form by clicking protect Form on the Forms toolbar. 

4. Save the form as a template – File > Save As > insert “eMedisafe Referral” or another name as the file name and change “Save as type” to Document Template 

Emailing Directly from Word

The template works best when it is used in conjunction with a MAPI compatible email program.

Without a MAPI compatible program, the user needs to open Word and create the referral message, save and close it, then open the Email program and create a new email message and find and attach the file containing the referral. 

Alternatively, Outlook or other MAPI compatible systems can be set up to create the referral message in Word then hit a mail icon in word that creates a new mail message with this referral as an attachment.

To test whether your system is already set up to email directly from Word:

1. Open Word

2. Select File, Send to, Mail Recipient

If this action results in the creation of a new email message, your system is ready for emailing from Word. If not, follow these steps to make Outlook (or other MAPI compatible system) the default email program:

1. Go to Control Panel

2. Double-Click Internet or Internet Settings

3. On the Programs Tab, in the email list, select your email program.

Adding an Email Icon to the Word Menu Bar

To simplify the sending of referrals from Word, you can add an Icon to the toolbar that creates the email message:

1. Open Word

2. Right click in the toolbar and select “Customise”

3. Select the “Commands” tab

4. Select the File category on the left of the dialog box and find the “Mail Recipient” or (In Word 2000) “Mail Recipient as Attachment” command in the right hand side of the screen

5. Drag the “Mail Recipient” command onto the toolbar

