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The General Practitioner Register (GPR) is an initiative of General Practice Divisions Victoria. It is funded by
the Victorian Department of Human Services and the Commonwealth Department of Health & Ageing.

This Division Web Maintenance Manual provides an overview of the operation of the GPR online functionality

for Victorian Divisions of General Practice. Please direct inquires and/or comments to
admingpr@gpdv.com.au.

Software for the GPR was developed by Dr. Leonard Whitehouse of Computer Applications Management Pty.
Limited under contract to GPDV.

We welcome your comments and feedback.

Bill Newton
CEO
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Introduction

This manual supplements the General Information Manual, providing details of facilities
for maintaining Practice and GP data via the world wide web.

1.1 Definition of GP Data in the GPR

The information recorded for GPs in the GPR is tabulated as follows:

Field

Code
Surname
Given Name
Title

Gender
Address Line 1
Address Line 2
Suburb

State
Postcode
Telephone
Fax

Mobile

E-mail

Status
Preferred Contact
Last Updated
Access Code
GP Categories
GP Practices
GP Provider Numbers

Notes:

GP Code:

GP Categories:

GP Practices:

GP Provider Numbers:

Max Notes
10 Assigned by GPDV
35 e.g. Smith or SMITH
35
10 e.g. Dr or Prof
1 Male or Female or Space for unknown
60 Usually the Practice Name
60
30 Suburb, town, city or locality
4 ACT, NSW, NT, QLD, SA, TAS, VIC, WA
4
20
20
20
60
30 Date record was last validated
30 Mail, Fax, E-mail, Telephone
DIT Date/Time set by System
10 User Code for last change (set by System)
256 Categories separated by comma-space
256 Practices separated by comma-space
256 Practice-Provider numbers separated by

comma-space

First two characters of surname +
First character of Given Name +
nnn (three digit numberg
e.g. SMJ025 for the 25" John Smith
GP (only one at this time)

See definition in Section 4

Practice-Provider e.g. GEEL025-0012345X
Provider numbers are 8 character codes
Numbers issued by Government for GP/Practice
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1.2 Definition of Practice Data in the GPR

The information recorded for Practices in the GPR is tabulated as follows:

Field Max Notes

Code 10 Assigned by GPDV

Name 80 Name of Practice

Address Line 1 60

Address Line 2 60

Suburb 30 Suburb, town, city or locality

State 4 ACT, NSW, NT, QLD, SA, TAS, VIC, WA
Postcode 4

Contact 30 Contact person at Practice

Telephone 20

Fax 20

Mobile 20

E-mail 60

Status 30

Preferred Contact 30 Mail, Fax, E-mail, Telephone

Practice Principal 10

Division 3 Three digit code for Division

Last Updated DIT Date/Time set by System

Access Code 10 User Code for last change (set by System)
Practice Categories 256 Categories separated by comma-space
Notes:

Practice Code: First four characters of Practice name +

nnn (three digit number)
e.g. GEELOO5 for the 5" Geelong ... Name

GP Categories: GP (only one at this time)
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1.3 Logging in to GPR

1. Go to www.gpdv.com.au.

2. Click on the GP Register menu located on the bottom index of the GPDV home page.
ficated in the ;Erééh below.

As ind

B EM len Fposs ok Hee | = |
S-. 8RpgRa3TEE-8

At | M) b roman s £ g e =] e | ks =
SRR TROl Kb | -

HOME | BERCUT LS | SERWCES A0 = E S0

Please click
here to access
the GP
Register
section of the
GPDV website. |

The GP Register (GPR) resource section of the website is depicted in the screen below.
To enter the secured section of the GPR, click here to enter the GP Register Site.

‘# Please note:

Access is restricted to registered hospitals and divisions only.
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Please note: Access to the GPR is limited to Victorian hospitals and divisions of general practice and it may only be used by
the GP hospitals for the transmission to GPs of information sbout patients. It iz not available for promotional purposes or to

| semmers ial organisations.
Register
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The following screen will appear. Click on the red button that reads: Click this button
to Log-In to the GP Regsiter.
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|

The next screen will ask you to Log in to the GPR using your Division Subscriber and
User Codes and Password.

GP Register - Log In

5 ubocriba Code: |

U T |

Once the system verifies your user name and password the following welcome screen
will appear.
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1.4 Main Menu Options

The following menu items are available for divisions to utilise:

* View Audit Log
* Download Data (Options 7, 8 and 9)

* GP-Practice Data (Divisions will mainly use this menu.)
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2 GP-Practice Data Menu

Clicking GP-Practice Data in the Main Menu displays the facilities for divisions to
maintain GP and Practice Data via the world wide web.
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These facilities are listed below and described in detail in the following sections.

View GPs for Division
View GP Changes
Add New GP

Edit GP Details
Delete GP

View Practices for Division
View Practice Changes
Add New Practice

Edit Practice Details
Delete Practice

Changes to GP and Practices that you make are not entered directly into the GPR, but
are held in holding areas to be validated by GPDV staff after any required cross checking.
The process is shown diagrammatically as follows.

Heaptiel & Heolth Services

*S;

El’ﬂ OHLINE

Barminn gl Gorgral Pregtice
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When you enter a new GP/Practice, the system creates an empty GP/Practice record
in the Web GP/Practice table and displays a screen to allow you to enter the details of
the new GP/Practice, as described in Sections 2.3 and 2.8 of this manual.

When you change an existing GP/Practice, the system creates a copy of the
GP/Practice record in the Web GP/Practice table and displays a screen to allow you to
enter/change the details of the GP/Practice, as described in Sections 2.4 and 2.9 of this
manual.

When you delete an existing GP/Practice, the system creates a copy of the GP/Practice
record in the Web GP/Practice table and displays a screen to allow you to confirm that
the GP/Practice is to be deleted, as described in Sections 2.5 and 2.10 of this manual.

At regular intervals during the day, GPDV staff will process the information in the Web
tables. They follow procedures for checking and validating the information you have
entered and, if it is correct, transfer it to the GPR. Records with errors are returned to
you via the Audit facility described in Section 3.
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2.1 View GPs for Division

Under the GP- Practice Data menu, click the View GPs for Division button to display
a list of the GPs for your division. The following screen will appear:
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To view individual GP contact details select a GP, by highlighting a record and then click

the Display button. The following screen depicts how the contact details will be
displayed.
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‘# Please note:

1. A warning will come up each time a user wants to view a GP, this is to remind
the user that they can view practice details by selecting the Practice Name.
2. This screen is read only and the record can not be edited from here.

To exit this screen click the Exit button.
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2.2 View GP Changes

Click the View GP Changes button to display a list of the GP changes and deletions
made by you and/or your colleagues not yet processed by GPDV staff. Once GPDV
have validated the changes you have made the GP record will no longer be displayed
in this screen.
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Highlight an entry and click Display GP button to view the record. The record will be
displayed as follows:
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‘§ Please note:

1. This screen is read only and the record can not be edited from here.
2. If the user wishes to make another change to the same record you can do so
by using the Edit GP Details and then Select from Previously Edited GPs.

-11-



General Practice Divisions - Victoria. General Practitioner Register (GPR)

2.3 Add New GP

Click Add New GP to add a new GP to the GPR. The details of the GP contact details
will be displayed as follows:
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‘g{ Please note:

Certain fields are locked and changes to their values will be rejected. The following
fields are pre-defined:

Number Assigned by the System
Subscriber Your Subscriber Code

Code GP Code assigned by GPDV
Status Assigned by GPDV

Last Updated Assigned by the System

Access Code Assigned by the System
Categories Automatically be assigned to GP

When all required entries have been completed (including the Reason field):
» Click the Add button to save the modified record in the Web GP table.
» The new record may be viewed, edited or deleted.

When entering contact details for more than one GP, you can use the Add/Another
button.

Click the Exit button to exit the screen without saving any changes you have made.
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2.4 Edit GP Details

Click on the GP-Practice Data menu item located on the left hand index. Then select
Edit GP Details button. Two lists are displayed, as shown in the following screen:
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1. Select from Previously Edited GPs

The first list shows the changes and deletions made by you or your colleagues that have
not yet been processed by GPDV staff. This list allows you to do either of the following:
* remove an item from the Previously Edited Items list by highlighting the entry and
clicking the Delete button, or
* insert additional changes into the edited items by highlighting the entry and
clicking the Edit button.

2. Select a GP to Edit

The second shows a list of GPs from your Division. This list allows you to change an
entry. To do this:

* highlight the GP, and

» click the Edit button to the right of the list.

Click the Exit button to exit immediately.

‘# Please note:

Only the GPs relating to your Division are displayed.
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2.4.1 Edit a Previously Edited GP

To make changes to a previously edited item, highlight the entry as follows:
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Highlight Click
GP Edit
Button

Click the top Edit button and the entry will be displayed as follows:

-14-



General Practice Divisions - Victoria.

General Practitioner Register (GPR)

Now you can make any required changes to the GP details.
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Certain fields are locked and changes to their values will be rejected. The following

fields are pre-defined:

Number Assigned by the System
Subscriber Your Subscriber Code

Code GP Code assigned by GPDV
Status Assigned by GPDV

Last Updated
Access Code

Categories

When all required changes have been completed:

Assigned by the System
Assigned by the System

Automatically be assigned to GP

» Click the Save button to save the modified record in the Web GP table.
* The changed record may be viewed, changed again or deleted.

‘# Please note:

If a GP practices at more than one practice and you are unsure of the Practice
Code, you can enter the Practice Name in the Practices field, separating each

practice name with a coma.

Click the Exit button to exit the screen without saving any changes you have made.
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2.4.2 Delete a Previously Edited GP

To delete a previously edited item click on the GP-Practice Data menu item located
on the left hand index. Then select Edit GP Details button. Two lists are displayed,
as shown in the following screen.
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Highlight Click
GP Delete
Button

Highlight the item and click the Delete button. The highlighted item (number 776) is
deleted from the Web GP table and is omitted from the list of Previously Edited GPs
(This means GPDV will not receive changes). The Edit GP screen will now appear as
below.

‘g( Please note:

Item Number 776 has been omitted from the list of previously edited items.
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2.4.3 Edita GP

To edit a GP, select the GP from the second list and click the lower Edit button.
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GP Edit
Button

The following screen is displayed to allow you to make any required changes to the GP
record.
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You may now enter your changes into the GP Record.
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‘g{ Please note:

Certain fields are locked and changes to their values will be rejected. The following
fields are pre-defined:

Number Assigned by the System
Subscriber Your Subscriber Code

Code GP Code assigned by GPDV
Status Assigned by GPDV

Last Updated Assigned by the System

Access Code Assigned by the System
Categories Automatically be assigned to GP

‘g{ Please note:

1. The Reason field has been added so divisions can indicate to GPDV what
fields have changed on the GP record. (ie. in the above record Reason =
“Change to mobile number”)

2. If a GP practices at more than one practice and you are unsure of the Practice
Code, you can enter the Practice Name in the Practices field, separating each
practice name with a coma.

When all required changes have been completed:
» Click the Save button to save the modified record in the Web GP table.
* The changed record may be viewed, changed again or deleted.

Click the Exit button to exit the screen without saving any changes you have made.

In both cases, the edited record is included in the list of previously edited GPs as
follows:
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Record Number 1646 is the newly edited GP record, shown in the top list as follows:
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2.5 Delete GP

Click on the GP-Practice Data menu item located on the left hand index. Then select
Delete GP button to select and view GPs to be deleted. The following screen shows
all of the GPs in your Division.
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Highlight
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Click
Delete
Button

» Highlight the GP to be deleted.
e Click the Delete GP button.

* The system displays the details of the GP to be deleted allowing you to check
and confirm that it is the correct GP record to be deleted.

The GP’s details are displayed in the following screen.
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Confirm that this is the GP to be deleted.

L Disbaris T (1P

Virw Frarfien . —
Khawy Fomrd B N

Wi A Lo [ Sddem 1 -
Dhcrinkiated] DR Lm

Sl Dl e

gy B gy i [
2 Pracsics Dwin

fhiched b Ll

S ATTETRCL T

Hrksrtan

L Fappamed

‘§ Please note:

Before deleting the GP, the Reason field must be filled in to indicate why the GP
is being deleted (e.g. GP has retired, returned to study, maternity leave, etc.).

» Click the Delete button to delete the GP, or
» Click the Exit button to exit without deleting the GP.

If you elect to delete the GP:
* The record will not be deleted from the GPR until GPDV staff confirm with the
GP practice, that the GP is no longer practicing.

The following shows the deleted entry in the View Web GP and Edit GP screens.
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View Web GP screen

Click on the GP-Practice Data menu item 1648 located on the left hand index. Then
select View GP Changes button. The following screen will be displayed:
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Edit GP screen

Click on the GP-Practice Data menu item 1648 located on the left hand index. Then
select Edit GP Details button. The following screen will be displayed:
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2.6 View Practices for Division

Click on the GP-Practice Data menu item located on the left hand index. Then select
View Practices for Division button to view Practices for your division. The following
screen displays all practices located in the users division.
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Highlight an entry and click Display Practice button. The following screen depicts how
the practice contact details will be displayed.
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‘S& Please note:

This screen is read only and the record can not be edited.

To exit this screen click the Exit button.
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2.7 View Practice Changes

Click on the GP-Practice Data menu item located on the left hand index. Then select
View Practice Changes button. The following screen displays all changes that your

division has made to a practice, this will be cleared when GPDV have validated the
changes you have made.
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Highlight an entry and click Display Practice to view it as follows:
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‘# Please note:

This screen is read only and the record can not be edited.

To exit this screen click the Exit button.
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2.8 Add New Practice

Click on the GP-Practice Data menu item located on the left hand index. Then select
Add New Practice button. The following screen allows you to enter details of a new
practice.
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‘# Please note:

Certain fields are locked and changes to their values will be rejected. The following
fields are pre-defined:

Number Assigned by the System

Subscriber Your Subscriber Code

Operation Automatically assigned New

Code Practice Code assigned by GPDV
Status Assigned by GPDV

Division Automatically assigned by the System
Last Updated Automatically assigned by the System
Access Codes Automatically assigned by the System
Categories Automatically assigned by the System

The Reason field must also be completed before the Add button has been selected.
When all required entries have been completed:
» Click the Add button to save the modified record in the Web Practice table.
 The new record may be viewed, changed again or deleted.

Click the Exit button to exit the screen without saving any changes you may have made.
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2.9 Edit Practice Details

Click on the GP-Practice Data menu item located on the left hand index. Then select
Edit Practice Details button. The following screen allows you to select a Practice and
edit the Practice details.
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Two lists are displayed in the above.

1.

Select from Previously Edited Practices
The first shows the changes and deletions made by you or your colleagues that have
not yet been processed by GPDV staff. This list allows you to do either of the
following:
* remove an item from the Previously Edited Items list by highlighting the entry
and clicking the Delete button.
» insert additional changes into the edited items by highlighting the entry and
clicking the Edit button.

Select a Practice to Edit
The second shows a list of Practices from your Division. This list allows you to
change an entry. To do this:

» highlight the Practice, and

» click the Edit button to the right of the list.

Click the Exit button to exit immediately.

‘# Please note:

That only the Practices relating to your Division are displayed.
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2.9.1 Edit a Previously Edited Practice

To make changes to a previously edited item, Click on the GP-Practice Data menu item
located on the left hand index. Then select Edit Practice Details button. The following

screen allows you to highlight the entry and click the top Edit button and the entry is
displayed as follows:
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Now you can make any required changes to the Practice details, utilising the following
screen.
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‘§ Please note:

Certain fields are locked and changes to their values will be rejected. The following

fields are pre-defined:

Number
Subscriber
Operation
Code

Status
Division

Last Updated
Access Codes

Categories

Assigned by the System
Your Subscriber Code
Automatically assigned New
Practice Code assigned by GPDV
Assigned by GPDV
Automatically assigned by the System

When all required changes have been completed:
» Click the Save button to save the modified record in the Web Practice table.
» The changed record may be viewed, changed again or deleted.

Automatically assigned by the System
Automatically assigned by the System

Automatically assigned by the System

Click the Exit button to exit the screen without saving any changes you may have made.
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2.9.2 Delete a Previously Edited Practice

To delete a previously edited item click on the GP-Practice Data menu item located
on the left hand index. Then select Edit Practice Details button. The following screen
allows you to highlight the Practice and click the Delete button.
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The highlighted item (number 256) is deleted from the Web Practice table and will be

omitted from the list of previously edited Practices when the Edit Practice screen is
displayed, as follows:
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‘# Please note:

Item number 256 has been omitted from the list of previously edited items.
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2.9.3 Edit a Practice

To edit a Practice, click on the GP-Practice Data menu item located on the left hand
index. Then select Edit Practice Details button. The following screen will appear.
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To edit a Practice, select the Practice from the second list and click the lower Edit
button.

The selected Practice is copied to the web Practice table and the following screen is
displayed to allow you to make your required changes.
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You may now enter changes into the Practice record.
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‘g( Please note:

Certain fields are locked and changes to their values will be rejected. The following
fields are pre-defined:

Number Assigned by the System

Subscriber Your Subscriber Code

Operation Automatically assigned New

Code Practice Code assigned by GPDV
Status Assigned by GPDV

Division Automatically assigned by the System
Last Updated Automatically assigned by the System
Access Codes Automatically assigned by the System
Categories Automatically assigned by the System

When all required changes have been completed:
» Click the Save button to save the modified record in the Web Practice table.
» The changed record may be viewed, changed again or deleted.

Click the Exit button to exit the screen without saving any changes you may have
made.

In both cases, the edited record is included in the list of previously edited Practices as
follows:
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2.10Delete Practice

To delete a Practice, click on the GP-Practice Data menu item located on the left hand
index. Then select Delete Practice button. The following screen will appear.
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Highlight the Practice to be deleted and click the Delete Practice button. The system
will then display the details of the Practice to be deleted. This will allow you to check and
confirm that the Practice is to be deleted.
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The Practice’s details are displayed in the following screen.
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Confirm that this is the practice to be deleted.

‘# Please note:

Before deleting the practice the Reason field must be filled in to indicate why the
practice is being deleted (ie. practice has changed location, practice folded, etc.).

* Click the Delete button to delete the Practice, or
» Click the Exit button to exit without deleting the Practice.

If you elect to delete the Practice:
* The Practice record is copied to the Web Practice table and marked as a record
to be deleted.
* The record will be deleted from the GPR by GPDV staff when the Web Practice
table is processed.

The following shows the deleted entry in both the View Web Practice and Edit Practice
screens.
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View Web Practice screen
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Edit Practice screen
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3 View Audit Log

Click View Audit Log menu item located on the left hand index to select and view
information from your Audit Log, which list the history of transactions with GPDV.
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Select the Log Item to view and click Display Audit Log.
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The log allows comparison with the new and the old data, and shows the status of the
transaction.
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4 Download Data

Click Download Data menu item located on the left hand index to download all
GP/Practice records for your division.

Lisrfaboni] | e Ty B P L Bl

T PR i P s T e e bl P
THe PR 1 B o B o £ B B g e e
i dgieg L et e L] | g et
Fhoamrds gy py [ T - e F # [
Vi iy . B [TF b BT L
Virw ldwsiorn i e | e
O Dl R L e S 1V | mm—mmrn k.
Al PHA L 4 P fma m 9% e BT ivE o
G Ly ey T Pt BT d e P o 1§k | g e
Do Ll O s e e il i B P
o SE— e ] e P s

1P L a s e et

Tkt e e

The three options that are available to divisions are:
7. Division GP Data in CSV Format
8. Division Practice Data in CSV Format
9. Division GP and Practices Data in CSV format

When you click on options 7, 8 and 9 the files will open within your browser, this is
depicted as follows:
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The easiest way to save these files is to do the following:

Select the entire spreadsheet

Copy the spreadsheet

Open a new Excel Spreadsheet

Paste into the new spreadsheet

You can now manipulate the GP and Practice records and save the spreadsheet
to an appropriate place.

aprwdE
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