
 
 

Best Practice ς Sending an Electronic referral to Heart care WA via MMEx 
 

Adding Heart Care WA to Best Practice Address Book 
Go to άview menuέ 
Go to άŎƻƴǘŀŎǘǎέ 
Select άŀŘŘ ƴŜǿέ 
Click on άcompany / institutionέ 
Add name άIŜŀǊǘ /ŀǊŜ ²!έ 
Click άŀŘŘέ ŀƴŘ write address 
Suite 3 
140 Mounts Bay Road 
Perth 6000 
Phone: 9480 3000   Fax: 9321 1012 
Email: heartcare@mmex.gsmhn.com.au 
Go to άCategoryέ scroll down and select άCare PǊƻǾƛŘŜǊέ 
Click άǎŀǾŜέ 
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Importing Heart Care WA Referral Template into Best Practice 
 
Heart care WA can email a Cardiology Referral template for Best Practice 
Do not open Word doc. right click and save.  
 RTF file should not be open in word processor of any kind, this will affect the fields in the rtf file. 
Save the attached file to a location ie; your desktop 
 
Open Best Practice to the main screen. 
Click on the άǿƻǊŘ ǇǊƻŎŜǎǎƻǊ ƛŎƻƴέ 
Click on the άtemplate menuέ 
Select άƛƳǇƻǊǘ ǘŜƳǇƭŀǘŜέ option and the following window will appear 
Please browse to where you have saved the rtf (rich text format) files  

 

 
 
Once the template is imported you will need to click on the άǎŀǾŜ ƛŎƻƴέ  
(This is a 3.5 floppy icon). 
The following window will appear 

 
 
Give the template a name άIŜŀǊǘ /ŀǊŜ ²!έ and make sure 
the ά!ǾŀƛƭŀōƭŜ ǘƻ ŀƭƭ ǳǎŜǊǎέ tick box is ticked. 
Click on άSaveέ. 



 
Writing a Referral to Heart Care WA in Best Practice 
 
άhǇŜƴ ǇŀǘƛŜƴǘέ 
Write in άǇŀǘƛŜƴǘ ƴŀƳŜέ 
 

 
 
Click on patient 
Select άƻǇŜƴέ 
Go to άŎƻǊǊŜǎǇƻƴŘŜƴŎŜ ƻǳǘέ 
Go to άŀŘŘέ 
 

 
 



 
 
Writing a Referral to Heart Care WA in Best Practice 
 

Go to the Word Processor  
Go to άǘŜƳǇƭŀǘŜ favouritesέ 
 (To add Heart Care WA to Template Favourites click ά!ŘŘέ at bottom 
 of Template Favorites and highlight template άIŜŀǊǘ /ŀǊŜ ²!έ in pop-up 
 template screen and then double click to add to άTemplate Favoritesέ list) 
 
Double click on άIŜŀǊǘ /ŀǊŜ ²!έ; (template will appear in patient notes) 

 

 
 
Select the Doctor referring 

 



 
 
Writing a Referral to Heart Care WA in Best Practice 
 
A άTestέ window will appear  
 

 
 
Select and tick άǘŜǎǘέ and άǇŀȅƳŜƴǘ ƻǇǘƛƻƴǎέ  
/ƭƛŎƪ άƛƴǎŜǊǘέ  
Add surgery details; name and address; check template is on one page  
 

 
 



 
Writing a Referral to Heart Care WA in Best Practice 
 
Dƻ ǘƻ άŦƛƭŜέ 

Select άǇǊƛƴǘέ (give signed original referral to patient)  
 
Click on άŦƛƭŜέ again 

 
 
Then select άǎŀǾŜέ  
Scroll to Doctor and select referring Doctor 
Click άǎŀǾŜέ  
The referral will now be saved in patient notes 
Click on άŦƛƭŜέ again  
Then select άǎŀǾŜ ŀǎέ to save as word document to later attach to MMEx.  
Minimize patient notes 
Go into menu screen 
Click on άǾƛŜǿέ 
Click on άǇǊŀŎǘƛŎŜ ŜƳŀƛƭέ 
 

 



 
 
Sending an Electronic Referral in Best Practice to Heart Care WA via MMEx 
 
A window called ά.t Ƴŀƛƭέ will appear  
Go to άCƛƭŜέ 
Click on άƴŜǿέ 
 

 
 
 
 
Best Practice email window will appear 
Click box on right and select άIŜŀǊǘ /ŀǊŜ ²!έ from contacts list; click άhƪέ 
 

 



 
Sending an Electronic Referral in Best Practice to Heart Care WA via MMEx 
 
Attach patientΩs referral; click on box on right ς select άalready saved patientΩs fileέ  
Click άƻǇŜƴέ 
 

 
 
Type patient details in subject line  
This will then take you back to main screen.  
Click άǎŜƴŘέΦ  
The referral will come to our MMEx Inbox at Heart Care WA. We will then contact the patient. 
 

  
 
 
 
 
 
 
 
 
 
 
 

If you have any questions please contact 
Heart Care WA 
Ph:   08 9480 3000 
Fax:  08 9321 1012 
Or email: 
info@heartcarewa.com.au  


