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Importing an EMIS WEB letter

If you have any problems please email: syicb-sheffield.bss@nhs.net 

Resource Publisher users – there have been new additions to this document for practices that have migrated over to Resource Publisher from Template Manager. Please ensure you read and follow the new instructions as the functionality is slightly different.

If the file has been sent as a normal attachment (i.e. not a zipped file)
· Right click attachment
· Save as/save target as
· Save to desktop
If the file has been sent as a .zip file (NHS Mail 2 instructions)

· On the email click “Download All” – this should save the file/s into a Zip file in your Download folder.
· At the bottom of the screen, click “Open” – this will open the zip file. 
· Click “Extract All Files” at the top
· Click Browse and select where you want the file/s to save to (i.e. Desktop).
· Click Extract
· File should then be saved to the desktop and you can then import the letter onto the clinical system.

To import the letter into EMIS Web

1. EMIS button – Configuration - Template manager OR Resource Publisher
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2. Select “Document Templates” (either the middle tab across the top or in the bottom left hand corner). 
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Highlight the folder where you want the letter to be placed 
Click on the “Import” button on the ribbon – click “Import Document”
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3. Navigate back to your desktop and highlight the EDWT file that you saved in step 1 - Highlight the document then click open.

4. The document will now be available in the folder.

5. For Resource Publisher users – you will need to change the document status from “Draft” to “Complete” before you can use the new document. To do this, find the recently imported file then select “Complete” on the blue ribbon across the top:
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6. If the form does not import correctly, or if you cannot find the EDWT file, please check you have selected the “Document Template” tab as in step 2. If you are on the “Templates & Protocols” tab, you will not be able to find the file to import as they are different file types.

Deactivating/archiving a document

N.B. Please note that documents and templates cannot be permanently deleted from EMIS – they can only be deactivated and archived which hides them from any searches

1. Select the letter/document you wish to deactivate/archive.

2. Right click and select “Status”.



3. Select Deactivate.
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4. If you wish to Archive the document, right click the document again – select “Status” – select “Archive”

5. If you have accidentally deactivated a document, you can select “Activate” from the Status option.

6. Alternatively, all of the Status options are located on the blue ribbon menu at the top:
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For Resource Publisher Users

1. You can no longer deactivate a document, only archive. To do this, select the document and either right click > Status > Archive or select the document and select archive from the blue ribbon menu at the top:
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