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IMPORTING, MODIFYING
AND CREATING TEMPLATES IN
MEDICAL DIRECTOR

PLEASE NOTE = Before uploading a template into Medical Director (MD) save the
template to your desktop — it is easier to find it from this location.
To do this right click on the link and choose save target as

DO NOT OPEN THE TEMPLATE FILE BEFORE IMPORTING - as the templates are
in a Rich Text Format they will corrupt if they are opened before importing and
therefore will not work properly when you try to use them.

If you want to make sure it is the right template save a copy and then you can open the copy. To

do this right click on the icon of the template choose copy — then right click anywhere on your
desktop and choose paste. AFTER IMPORTING YOU CAN DELETE THESE FROM YOUR DESKTOP

INSTRUCTIONS TO IMPORT A TEMPLATE

From the main screen select Tools — Letter writer or use the shortcut key F8

["g/Medical Director 3.11.7

Open  File Patient User | Tools  Clinical  Inwestigations Search Resources  Help

Letter Writer..,

Labels. ..

®-ray Yiew Screen Chrl+Shifk+

Calculators »

Medicare Sustralia PED Certificate Manager
Opkions. ..
Prink Options. ..

Manage Cormmmunications. ..

A word document window will open select
File — New or Ctrl+N
Or click on the New letter icon

@Medical Carector 3.11.7 - [Letter Writer]
; " Edit  Wiew Insert Format Table ‘Window Help

M- @ |- o (2| 9|7 & | [or -] ¢ B
Modify Template. ..
= = =E E |i= i= = -
[HSave Chrlas ew Roman - 12 - B f U | = = = = | iZ 1= | ,@ =1 | £ 31 & 1
[L] SaveasTemplate... B (LA B (L |E ........ B, [.‘ ........ f ........ |f ....... |: ........ |f ........ B EP ....... E.‘ ....... |I_‘..2 ....... 3.
-
Import...
Export...
E-mail >
Page Sekup. ..
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3. Choose Blank Template and click on OK
New
Uszer Defined I Suppliedl Surmmaries I Preview T emplate |
[ Blank Letter 1E5
6] Blank Template
AF2BI Testing
APIACAT Referal
ém access and referal
T &nnual cycle of care diabetes Rename
émAnti Matal Shared Care Referral —_—
TSI Aduit Health Chck | BEED |
AAAUSDRISK
ém Caze Conference
[ Complete Record Filter
A7 Camplete Recard - Female | .
P consent 5 I
ém Conzent for use of opioid Current User
ém conzent v 3 I
ém Conzent w2
#FICPS Referal
AFICTG 10 Referal Form
[P Diabetes ACC summary version 1 Cancel |
4. A blank document opens with a Templates field window on the right of the screen
Go to File — Import
Find the template where you saved it and click on OK
@Medical Director 3.11.7 - [Letter Writer] MEE
i@@m Edit View Insert Format Table ‘Window Help N

EDNEW_... il f@oc @1 F &
| Modfy Template...

0% v &

5. If you are happy with the template — click on the Save icon

[ e cug  [NewFoman ~ 12« |BJU|E =-E |W 144
L Saveas Template.., ol B B B B B ) . O L S LI 1 T LA .
0 oot o oot o o e B b B e AL B Template Fields 2| B
4| [ Addessee
Epot... Ciical Detalls
E-mail b Dactor
Head of Family
Page Setup... Mail Merge
EhPrint Ctri4p

Miscellangous

The save window appears — type in a suitable name for the template in the

Template Name field and click on Save

Uszer Defined |

2 Blark Letter
ém Blank Templat
[0 Letterhead
AT 4Bl Testing

¢ |ABACAT Referral
i 3[® access and refelal

Ema’-‘mnual cycle of dare diabetes
3[F) &nti Natal Shared Care Refenal
2 |iMATS! Adul Heal Check

AT aUSDRISK

Rename |
Delete |

User Access

I All Users
Current User |

[ | 2@ Case Corference
3@ Complete Record
| I ramnlete Becard - Famals ll
) v
" Template Name: It_l,.lpe a name for the template] Cancel |
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INSTRUCTIONS FOR MODIFYING AN EXISTING TEMPLATE

1. As for step 1 above.

2. A word document window will open select
File — Modify

[S/Medical Director 3.11.7 - [Letter Writer]

*ﬂ File Edit Wiew Insert Format Table Window Help

R — I Y
| Modify Template. ..
=g e fewFRoman - 2 ~|BIU|EzEE|EE(g5(Ff1 4
]| Saveas Template. |2|'_Hh|l_‘f [ i P BB Bt
Imnport...
Export...
E-mail 3
Page Setup...
Shprint Chr+P
3. Choose the Template that you wish to modify and click on Open
et B D B B B B B B B D D DR e L A R

User Defined | Supplied | Summaries | Freview Template |

[ Blark Letter =

[T} Blank Template

Letterthead A | e

AT 4BI Testing SOUTH EASTERN BYONEY

éAtAT Referral NSWEHEALTH

EfE ac nd referal Rename

AP &nnual cycle of care disbetes

7] 4nti Natal Shared Care Refenal & e g e g : . .
émATSI Adult Health Check. e s B e <eCckar s

AR AUSDRISK o — E:’.: P~

AP Case Canference Filker——— T rn i

ém Complete Record W Sinet Inormeti T

7] Complete Record - Female — — E EEE%‘:::

P cansent § Current User o B Mo e

P Cansent far use of opicid - [t e Rereampbiesumarmass | |1 1amn craes s o b v siamgont
P consent v 3 T TR B Abcheealae Tarm S e arde
AT Consent v2 e -
TICPS Referral T

#T|CTG 10w Referral Fom Cancel _ | pra

AT Diabetes ACC summary version 1 i

. .o _ Extaaann a1 1 Faaer -mIn 1

4. Modify Template to suit and then click on the Save Icon.

If you need to change or Add to the self populating fields please see instructions below on
creating templates.
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INSTRUCTIONS FOR CREATING A NEW TEMPLATE

Follow steps 1, 2 & 3 from above instructions

Type the body of your Document as you would with a word document — you can format
and add tables etc the same as with any word document.

When you are ready to add your self populating fields make sure that your cursor is in
the position where you would like to add the field.

Then find the field that you wish to add to your document from the list of Template
Fields at the right of your screen.

You can either double click on the field or click once to highlight then click on Insert
Field at the bottom of your screen.

- m AN

Operation

Dear <==Patient Demographics:Full Name== =} Patient Demographics

- Bddress

please follow these instructions carefully and they will show in detail how to create new templates "'i:g'ess t!”e 12
ress Line

- Address Line 3

- Bige

. City

you are also able to add tables etc. Custom 1

- Custom 2

- Custom 3

<<Patient Detn ographi ca:Full BTG
MName== | - DOB flang)
<<Patient Dem ographi cs:Full - DA, Number
Addrese== - E-mail

- First Mame

- Full Address

- Full Details

- Full Name

- Gireeting

- hedshe

- Health Inzurance
- hirnher

- hiig/her

- Marital Status

- Medicare Number
- Motes

you are able to add self populating fields that can be used for pateints names addresses DOE etc

Oerinabine

r >
LI Insert Field I Hide Window

I like to bold the self populating fields as this then bolds them in the finished document so that
those sections of the document stand out. This is personal preference and may not suit all
documents.



