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Creating Templates in Medical Director

1. From the Main screen, click on Tools then Letter Writer or press F8 on your keyboard. You
should now see a blank document open in letter writer.

Cliniml Correspondence Search Resou

Letter Writer.,

Labels...

2. Goto File and select New or press Ctrl + N at the same time on your keyboard. The New window
appears.

Ctrl+M

Modify Template...

3. Select Blank Template from the User Defined list. Click the OK button. A new blank document
will open with which to create your template. Anything you add to this template page will be saved
within it, and automatically appear on any new letters you create based on it.

User Defined 9 Supplied | Summariesl

[ Blank Letter - [
[EY] Blank Template i
3™ Triple | ] s
AMACD

AMACT HCV

éﬁlﬁdvanced Care Directive

Rename
2|7 Alied Health 2nd
j% At Delete |
3[P) Artenatal Faciitated Referal Template
M Asthma RV

EEI Bankstown HCY Remote Consultation Fiter —————
371 Blank Letter 2 l—""" P

3[® Blank Letter 3

3[® Blank Letter practice run Currert Lser
2[TIblank letter- modify

&'EI Blank Template

- A
a‘@ Breast Screen MSW Refemral Template < )
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4. Add content to the template as necessary. This could include:

Text

Tables

Images and Objects
Letterhead

Data Fields

(Click on each of the links above for detailed information on creating this content).

Adding Data Fields to a Template
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1. From within Letter Writer, either press Ctrl+D, or click on View and select Data Toolbar.

2. The Data Toolbar is revealed, appearing to the right-hand side of the Letter Writer window.

e To expand or contract all data categories in the list, click the Expand All or Contract All

EJ buttons.

e To expand or contract an individual category, click the Plus or Minus buttons beside the

category.

3. Click within your template to place the insertion point where you would like the field to be inserted

4. Select a field to add to your template, by either double-clicking the field, or selecting the field and

clicking the Insert Data button.
5. The field is added to your template and appears on your page.

6. Continue to add fields to the template as you desire.

- Address Line 1
- Address Line 2
- E-mail

.. Fane

- Full Address

- Full Details

~ HPH

- Name

- Phone

- Postcode

- Prescriber Number

Insert Field |) Hide Window
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https://www.medicaldirector.com/help/index.htm#t=topics-clinical%2FFont.htm
https://www.medicaldirector.com/help/topics-clinical/Tables.htm
https://www.medicaldirector.com/help/topics-clinical/Inserting_Other_Content_into_a_Letter.htm
https://www.medicaldirector.com/help/topics-clinical/Letterheads.htm
https://www.medicaldirector.com/help/topics-clinical/Fields,_Data_and_the_Data_Toolbar.htm

n

SOUTH WESTERN
SYDNEY

An Australian Government Initiative

Note/ When adding fields to a letter, the Data Toolbar's title is Data. When adding fields to a

template, it is Template Fields.

You have access to a greater variety of fields when using the Letter Writer from within a patient's

record, than from the Medical Director main screen.

When adding fields to a template, you have access to an extra field called User Defined. This field

allows you to create customised field codes for use in your template.

7. Click on File and select Save as Template...

dit View Insert Format Takb

[ New... Ctrl -+
Modify Template...

Ctrl+5

ve as Template...

8. Select a User Access option, type a name for the template in the Template Name text box and

click the Save button.

Save

User Defined |

=l Blank Letter -
[P Blank Template

[0 Letterhead

2™ Triple |

[T &dvanced Care Directive

2™ Allied Health 2nd

2P Amba

[ Antenatal Faciltated Referal Template
2P Asthma R

EEI Bankstown HCV Remote Consultation
3 Blank Template

3 Breast Screen NSW Referal Template
jFﬁ Breaszt Srresminn MM LI

Template Name:  |Riank Letter

Rename |
Delete |

User Access —

R -
_ Comert User |

ment Lser

Cancel

e All Users: These templates are available to everyone on your network. The icon in the
template list is marked with the word ALL, in blue, as seen in the image above.
e Current User: These templates are available only to the user who created them. The icon in

the template list is marked with the word USER in violet.
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Modifying Existing Templates in Medical Director

1. Inthe Main menu, click on Tools then Letter Writer or press F8 on your keyboard. You should
now see a blank document open in letter writer.

((Tools )Clinical  Correspondence  Search  Resou

Letter Writer., Fa

Labels...

2. Goto File and select Modify Template. The Modify window appears.

Edit View Insert Format

[ New... Cirl+M

@iﬁa TemplaD

3. Select the template you wish to modify from those available and click the Open button to confirm
your selection.

Modify

User Defined I Supplied | Summaries |

[ Blank Letter -~
[T Blank Template

Letterhead
@ Triple |
Emﬁd\tanced Care Directive
@ Allied Health 2nd Rename
AT Ambeo

[ Artenatal Faciltated Referal Template

@ Asthma RV =
Em Bankstown HCW Remote Consultation

AT Blank Templats Filter

[P Breast Screen NSW Referal Template Eooaaeas
Em Breast Screening MD

EmCamden Campbelltown Ouptatients Referal Form
2P Campbeltown HCV Remote Consultation

[ Cancer Services Registration Form

ZFicom Geip 721 Co )

ZMCDM GPMP 721/ TCA 723 ———

Delete

Cument User

4. Make modifications to the template as necessary and save the template.
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