Importing the Address Book into Best Practice
(You will need a BP login account & password with top level permissions to import the address book). You must also have permissions on the computer to copy a file to the C: drive 


1. [image: ]Copy the BPS Contact Details and BPS Contacts files (supplied by the ESC Project Office) to the root of the C: drive on the target computer.  Please note: you must copy both of the files and they must go on the root (not in a folder) of the C: directory for the import to work correctly.









2. Open the BP Utilities by going to the start menu/windows icon>All Programs>Best Practice Software>Best Practice>BP Utilities.

[image: ]





3. [image: ]Opening the utility will prompt for a login from a user with top level permissions in BP.
	






4. [image: ]Once the application opens, select the import contacts icon.
[image: ]
5. After the import contacts window opens, click load file.



6. The load file button will open a search window, browse to the root of C: and select BPS Contact Details. Please note: only select BPS Contact Details, the BPS Contacts is not to be selected; it is only needed in this location to allow the BPS Contact Details to work correctly.
[image: ]












7. [image: ]The import contacts list should now display a list of names, click Select All, then Import.

*If only wanting to select specific Doctors then check box next to name.

8. [image: ]Once the import has been completed it should display the number of records that have been imported.





9. [image: ]Click OK to close the popup message, click close to close the import contacts window, and close the BP Utilities application.  Open BP Address Book to verify the imported contacts.
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