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Configuration Tips

▪ Enable Online Directory

▪ Lists including Clean Up

▪ Reminders: 

- Cleanup list

- Untick allow free text reminders

- Tick to allow free text comments

▪ Care Plans – Setup Care Plan Templates (EPC)

▪ OR Use Autofill shortcuts in Care plans

▪ Messages – Set up Groups

▪ Appointments: - Include Inactive patients in appointment searches 

▪ Appointment Reminders: Exclude appointments with one reminder sent

▪ Invoice Notes – add your common direct billing explanatory notes

▪ Enable National Cancer Screening Register (NCSR) access



Set your preferences



Tips for Preferences

▪ General 

– open patient in Today’s notes

- Enable HealthShare Factsheets

▪ Prescribing

- Routinely prescribe repeats for once only medications

▪ Clinical

- Untick ‘Always Add to PMH’

▪ Pathology

- Set up ‘Favourite tests’

- Clone to other users



Word Processor

✓ Template Favourites

✓ Importing Templates 

✓ Editing Templates & inserting fields

✓ Care Planning

✓ Autofill

✓ Label clearly

✓ Customise system templates

✓ Sending documents using Email



F4
Add > Select Template

Template Favourites



Templates

✓Design an efficient  labelling ‘system’ 

eg.

Referral – Sydney Breast Clinic

Referral – Sydney Eye Hospital

Referral – Sydney Day Surgery

Referral – Sydney Hospital

✓Restrict access 

✓Back up to hard drive



Any form can become a template with ‘custom’ fields.

Turn paper forms into templates



Sending documents via Email

From Wordprocessor
•Use a template to create a document
•Select Email symbol 
•Enter an email address or select a recipient 
•Send

Note: Send via PDF and untick PIN if you don’t want to restrict access to the attachment

Send using electronic fax service to a fax number e.g. (fax number@fax.net.au)
Default PIN = DDMM (patient DOB) 
Can enter multiple email addresses, separate by a semi colon (;)
Add email addresses to frequently used contacts and patient records

mailto:number@fax.net.au


Creating specialist list for patients

From Wordprocessor

•Open Blank Document
•Select Other Contact > Full 
details
•Filter by category
•Select each specialist
•Save and print



Adding an eSignature to a document

The first step is to create an electronic 
signature file (.PNG) and save to a secure 
location such as your desktop. 

1. Go to Bp Wordprocessor

2. Create a new document (Template > Use 

template) 

3. Move the cursor to the position in the 

document where the signature should be 

inserted

4. Select Insert > Picture > As Character

5. Select your signature file (from Desktop)



eg. We prefer to communicate electronically. 

We use [insert secure messaging provider & details] 

Environmentally responsible, private AND a huge time-saver.

Letterwriting: Use Shortcuts & Secure Messaging



Indicates the contact is able to receive eReferrals

Online and Local Directories



Sending Documents

Send Via HL7 
File

Indicates CDA Capable



Autofill Shortcuts for care plans

To add an autofill shortcut in Bp Premier:

•Copy (Ctrl+C) a single row from the table below

•Open Wordprocessor (F4)

•Select Insert > Autofill

•Add

•Paste (Ctrl+V) the row into the ‘Text’ field

•Name the shortcut (always use a symbol 

before the shortcut name e.g. ‘.COPD’)

•Tick to make available to all users

•Save



Autofill Shortcut samples for use in care plans



Using Healthlink SmartForms

https://au.healthlink.net/products/smart-forms/

https://au.healthlink.net/products/smart-forms/
https://au.healthlink.net/products/smart-forms/


Sending pathology request forms to a patient

1.Generate pathology request
2.Enter ‘telehealth’ in clinical details
3.Make sure the patients email 
address is recorded on their Bp 
profile
4.Select ‘Print and Send’’

Practice must be set up to use ePathology

Each lab may have a slightly different process so check details before sending



Today’s Notes

✓Use Autofill button to create shortcuts to save typing time. 

Excision lesion ^- performed under sterile conditions

Local anaesthetic: ^% xylocaine with adrenaline

Instruments Sterilisation No: ^

Lesion Size: ^

Suture Material: ^

Number of sutures: ^

Removal of Sutures in ^ days

Education re care of wound given

Specimen sent to ^

Download samples 

Use Shift + F5 to move 

between carats.

https://trainitmedical.com.au/manuals-free-downloads/bp-software-resources-free-templates


Past History List [coding] 

Criterion C7.1 – Content of patient health record, RACGP Standards for general practices 5th edition.

Only for 
chronic conditions 
& significant events

Significant active 

or inactive 
conditions

https://www.racgp.org.au/download/Documents/Standards/5th%20Edition/racgp-standards-for-general-practices-5th-edition.pdf


Tip: Recall regular patients and make 

appointment for a health check to 

update and upload their health 

summary. 

Time for quality, time for coding



Correspondence Management 

✓ Scan from the Bulk Document Import Tool

✓ Design a ‘document management’ and labelling ‘system’



Pathology Results

Radiology Results

Specialist Letters

Discharge Summaries

Scanned documents

The Inbox



Setup Pathology Favourites

1. Setup > Preferences 

> Pathology

2. Add

3. Create Group tests

4. Clone to other users 

as required.



Clinically Significant Tickbox

New

Label so patients 

don’t stress if they 

receive a sms or 

letter with the 

reason.



Receiving Documents

View Inbox (F3)  



Check Unallocated Correspondence

View and allocate regularly to minimize risk 



View Atomised Results

• From GRAPH button via Inbox

• From ATOMISED VALUES on patient 

record (Investigations tab)



10 tips for Pathology & Radiology

1. View and re-use previous requests

2. View previous results

3. Clean up Outstanding requests

4. Design a practice ‘system’

5. Add custom notations eg. under Specialist care

6. Use filters in Follow Up Inbox

7. Add an entry to the actions database

8. Enter cervical screening from Inbox

9. Enter FOBT and mammography 

10. Change test details from Inbox
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Download samples

https://trainitmedical.com.au/manuals-free-downloads/bp-software-resources-free-templates


Enter CST result from the Inbox

Add a result from the 

Inbox or from the 

Cervical Screening 

area of the patient 

record



Mark results as ‘given’ 

View contact notes from test results using right click



Use filters in Follow Up Inbox to find outstanding items



National Cancer Screening Register (NCSR Hub)

• View test results and screening histories

• View screening status and alerts

• Submit information and forms to the Register

• View and update patient details

• Manage screening participation

• Cease correspondence for the cervical screening 

program

• Nominate others to assist your patient (e.g 

personal representative or another Healthcare 

Provider).

Bp Premier Quick Reference Guide

Open patient record (F2)  

View > NCSR hub

https://kb.bpsoftware.net/docs/Bp%20Premier%20SAFFRON%20-%20QRG%20-%20FHIR%20Configuration%20and%20the%20NCSR.pdf


Access AIR (from patient record)



Tips & timesaving shortcuts - General

1. Use Head of Family to link family members

2. Jump to open another family members record during a consultation.

3. Finalise visit to add to appointment book.

4. View previous patients list (Shift + F2)

5. Move quickly through lists by clicking on the first name in the list then 
type the first few letters of the name you are searching for. 

6. Use ‘Link to Patient’ in Messages for audit trail.

7. Keep patient data up-to-date and clinically relevant.

8. Export daily appointment list to USB for paperless backup.

9. Keep a charged laptop handy.

10. Perform regular backups and test them.



More shortcuts



Data cleansing

✓ Reminder lists > merge

✓ Use reminders with ‘Clinically Significant’ labels to separate 

recalls from reminders.



Actions, Recalls and Reminders

RECALLS (ie clinically significant/medico-legal)

eg previous melanoma, inconclusive CST

REMINDERS eg. immunisation, skin check, routine Cervical 

Screening Test (CST)

ACTIONS eg check blood pressure

TIPS:

✓ Define your reminder list 

✓ Label your reminders simply so patients don’t stress if they receive a 

notification or letter with the reason

✓ Keep your list tidy

✓ Delete reminders







www.digitalhealth.gov.au www.myhealthrecord.gov.au

NEW!

NEW -

MEDSVIEW!

My Health Record

http://www.digitalhealth.gov.au/
http://www.myhealthrecord.gov.au/


View My Health Record through Bp Premier

Save a document to 

Correspondence In



To enable 

faster 

retrieval of 

relevant 

documents 

change the 

filters



Patient Education

✓ Custom handouts 

✓ HealthShare

Enable HealthShare Fact Sheets at Setup > Preferences > Enable HealthShare Fact Sheets

Remember to document patient education in Todays Notes (using Autofill?)



Database Searches in Bp Premier 

1. Select Utilities > Search (from drop down 

menu)

2. Select Load Query button

3. Select a query from the list and select 

Run Query

4. Print, export, mail merge or add a 

reminder to the result file



Access SQL queries in Bp Premier

Set the above file path 

to access BP’s 

Supplied Queries. 



Load query > Run query



“If you can’t measure it, you can’t improve it”   Peter Drucker 







Download the ‘Data Quality’ Checklist 

https://www.myhealthrecord.gov.au/sites/default/files/factsheet-data-quality-my-health-record-20170503.pdf?v=1521776350


3.
Clinical Note-taking

• Date of consultation

• Clinician conducting the consultation

• Method of consultation eg. face to face, phone

• Reason for consultation

• Relevant clinical findings

• Follow-up of matters raised in previous consultations.

• Recommended management plan & preventive care

• Expected process of review (if necessary)

• Consent (if necessary eg. care plan, uploading health 

summary, medical student, procedure). 



RACGP Standards

https://www.racgp.org.au/download/Documents/Standards/5th%20Edition/racgp-standards-for-general-practices-5th-edition.pdf


Upload a Shared Health Summary to My Health Record (if any changes) 



Sample Progress Note

• Standardise format and 

headings

• Record observations in 

correct fields

• Use Autofill for efficiency



4. Observations & results

• Enter all observations in relevant section: 

Bp, BSL, spirometry, height, weight, etc

• Enter screening results – CST, FOBT, Mammogram

• Mark results as given

• Delete recalls when complete





Add values into Diabetes 

Record in EPC section to 

populate Diabetes Cycle of 

Care



Enter screening results



Enter screening results from Inbox



Mark results as given 





Data Quality Report Card ie 

Allergies, Smoking Status etc



Data Quality Dashboard
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Subscribe to our blog

Facebook: trainitmedical

Twitter: trainitmedical

Linked In

For further learning and free resources:

Please leave feedback & connect with us.
With best wishes, Sue Cummins

sue@trainitmedical.com.au 
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