
Documentation and Read Me File 

 

 

 

                                             

 

 

                                           

 

 

 

 

 

 

 

 

 

 

 

 



Contents 
 

1. About the chess Templates....................................................................................................................................... 3 

2. Importing chess Templates into Medical Director ..................................................................................................... 4 

1.1 Save templates to your computer ................................................................................................................. 4 

1.2 Import Templates into Medical Director ....................................................................................................... 5 

3. Importing chess Resources into Medical Director ..................................................................................................... 6 

2.1  Create a new Resource category in Medical Director .................................................................................... 6 

2.2  Import the Resources into the chess Category .............................................................................................. 7 

4. Additional Resources and Updates ........................................................................................................................... 8 

 

  



1. About the chess Templates 
 

The Department of Education and Children’s Services (DECS) has developed a range of care plans to assist 

health professionals, families and education and care workers plan for the management of children’s health 

care needs in schools, preschools and childcare. DECS requires these care plans to be completed for children 

and students who have individual health care needs. It is recommended that these plans are reviewed on a 

regular basis, generally at 12 to 18 month intervals. These plans are used across education and care including 

Catholic and Independent Schooling sectors. 

General Practitioners have been requesting that these plans be made available on Medical Director for ease of 

access at all times. These care plans are now available as Medical Director Templates for uploading onto your 

division of general practice website.  

The templates and information on uploading these documents onto Medical Director software are on the 

accompanying CD. 

This initiative is funded through the Department of Health and is a collaborative project with Department of 

Health, the Adelaide Western General Practice Network Inc., General Practice South Australia inc. and the 

Department of Education and Children’s Services (DECS). The intent of this initiative is to improve access and 

streamline the process for completion of these care plans. 

For further information on health support planning in education and care please contact Heather Ashmeade, 

Policy Advisor, Interagency Health Care, DECS, on (08) 8226 1323 or heather.ashmeade@sa.gov.au. 
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2. Importing chess Templates into Medical Director 
 

1.1 Save templates to your computer 

If you have the chess templates on cd then you will need to copy them to your computer prior to importing. 

Simply select the template/s you wish to import and copy from the cd to a location on your computer. 

Follow these steps if you need to download the templates from your Divisions website or directly from the chess 

site. 

 Open either your Division website or the chess website in your favorite web browser (e.g. 

Internet Explorer or Mozilla) and navigate to the template download section. 

 With your mouse right-click on the required template and select “Save Target As” from the 

menu (as below). 

 

 You will then be prompted for a location to save the file, this can be anywhere (Desktop is 

always a good place). It is advisable to change the file name to something meaningful (the 

template name is best) when prompted to save. 

 

 

You are now ready to import the template into Medical Director 

Caution: Do not open the template with Microsoft Word or any other program prior to importing into 

Medial Director ς This will corrupt the template file. 



1.2 Import Templates into Medical Director 

 Open Medical Director Letter Writer - either Tools\Letter Writer or F8 

 

 From Letter Writer select File\New\Blank Template 

 

 Go to File\Import and select the template file you saved from the website or copied from your 

cd drive to your computer. Click on the template and click Open. This will import the template 

into Medical Director. 

 

  Once it has been imported go to File\Save As Template and save the template with an 

appropriate name.  

Repeat these steps to import other templates. 

  



3. Importing chess Resources into Medical Director 
 

To assist with the completion of the chess templates, four additional patient resources have been included as 

PDF files. These files can be easily imported into Medical Director so they can be easily located when needed. 

 The included resource files are: 

- chess Diabetes–High blood glucose (children on insulin pumps) first aid guide 

- chess Diabetes–High blood glucose (not children on insulin pumps) first aid guide 

- chess Diabetes–Low blood glucose (children on insulin pumps) first aid guide  

- chess Diabetes–Low blood glucose (not children on insulin pumps) first aid guide 

2.1  Create a new Resource category in Medical Director 

 The first step is to create a new Resource category in Medical Director for you chess Resources. 

 In the main Medical Director screen go to Resources\Patient Education. 

 

 Right-click on Patient Education and select New\Category. Give the new category the name 

chess Resources. 

 

 

 

 



2.2  Import the Resources into the chess Category 

 

 Right-click on the new chess Resources category you created and select New\Leaflet. 

 Browse to the chess Resources on your cd drive or the folder on your computer if you have 

downloaded them from the Internet. Be sure to change the “Files of Type” to PFD Document 

otherwise you will not see the Resource documents. 

 

 If you wish to change the name of the Resource leaflet after it has been imported, simply Right-

click on the leaflet and select Rename. 

 

 

  



4. Additional Resources and Updates 
 

The chess templates will be updated from time to time and additional resources may be added. To access any 

updated files, visit the chess web site: 

http://www.decs.sa.gov.au/speced2/a8_publish/modules/publish/content.asp?web=special_ed2&group=health&id=fo

rms 

It is recommended that you save the above web link to your Internet favorites for easy access. 

 

http://www.decs.sa.gov.au/speced2/a8_publish/modules/publish/content.asp?web=special_ed2&group=health&id=forms
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