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Copyright 
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This work is copyright. You may reproduce the whole or part of this work in unaltered form for your own personal use or, if 
you are part of an organisation, for internal use within your organisation, but only if you or your organisation do not use the 
reproduction for any commercial purpose and retain this copyright notice and all disclaimer notices as part of that 
reproduction. Apart from rights to use as permitted by the Copyright Act 1968 or allowed by this copyright notice, all other 
rights are reserved and you are not allowed to reproduce the whole or any part of this work in any way (electronic or 
otherwise) without first being given specific written permission from the Commonwealth to do so. Requests and inquiries 
concerning reproduction and rights are to be sent to the TGA Copyright Officer, Therapeutic Goods Administration, PO Box 
100, Woden ACT 2606 or emailed to <tga.copyright@tga.gov.au>.  
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Before you start 
This guidance assumes a working knowledge of Best Practice. For installation purposes you will 
need to be connected to the Internet in order to download the template from the TGA website. 

Download the ADR Reporting template 
The ADR Reporting template can be accessed on the TGA website. 

· Download the BP ADR Reporting Form.rtf from the TGA website and SAVE to the desktop. 

Note: Do not OPEN the template—this may corrupt the merge fields. 

Install the template in Best Practice 
· Open Best Practice. 

· Open the word processor (  or F4). 

· Select Templates; Import template, as shown in figure 1. 

Figure 1: Importing a template. 

 

· Select BP ADR Reporting Form.rtf. 

· Select Save Icon – name the template ‘BP ADR Reporting Form’ and select the “Available to 
all users” tick box, as shown in figure 2. 

Figure 2: Saving the template. 

  

· Select ‘Save’. 

https://www.tga.gov.au/reporting-adverse-events#gpsoftware-bp
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Open the saved template 
The template can now be accessed under ‘Templates’; ‘Use template’, as shown in figure 3. 

Figure 3: Opening the saved template 

 

Using the template 
Guidance is available for using the ADR Reporting template in Best Practice on the TGA website. 

https://www.tga.gov.au/publication/adverse-drug-reaction-reporting-using-best-practice-using-adr-reporting-template
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