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Marking a Tick Box 
 

Many of our templates have ñtickò boxes (e.g. Ç) for various questions, as shown 
below.  
 
 

 
 

 

These can be replaced by a box with an ñxò in it (e.g. | ) by: 
1. highlighting the original box (make sure only the box is highlighted, which can 

be done by double-clicking on the left hand edge of the box) 
 

 

2. press the ñxò key. 
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View Patient Details Whilst Completing a Template 
 

Some aspects of the patientsô details, such as the latest results or measurements, can 
not be directly imported into a template. To enable you to at least copy these items 
from the patientsô details, when you are in Letter Writer, click on ñWindowò in the 
menu, and then click ñTile Verticallyò.  
 

 
 
 

The screen will split in two, with Letter Writer on the left and the patientôs details on the 
right.  
 

 
 

You can then move around in the patients notes and view or cut and paste details into 
the template as needed.  
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Updating or Modifying Templates 
 

To modify an existing or supplied template, make sure you have no patients open, 
then go to Letter Writer (F8 or Tools/Letter Writer in menu), and click File/Modify 
Template in menu. Select the template from the list and click the Open button. The 
template will then be displayed with the Template Fields on the right hand side. 
 

 
 

To modify an existing Template Field, right mouse click on that field (identified by << 
and >> at either end) and then click on Properties (some fields do not have properties 
that can be changed). Change the Properties as desired and click the OK button.  
 

 
 
 
 

Such fields that may need modifying include: 
<<Clinical Details:History List>> ï to make sure the properties are set to group active 
and inactive history, include comments & show year only date. 
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<<Clinical Details:Allergies>> ï to make sure the properties are set to include 
reactions. 
 
To add a field to the template, place the cursor where you want the field to be 
positioned, and then double click on the field name in the Template Field section on 
the right hand side.  
 
A special type of field, User-defined field, can be added to a template to prompt the 
user to input information, and can be of the type Character, Character Multi-line, 
Number, List, Yes/No or Date. These fields can also have a default value.  
 

 
 

Once you have made the modifications to the template, you need to save the modified 
template. Depending on how much the template has been changed, you can just save 
over the existing template, by clicking File/Save in the menu, or you can save as a 
new template, by clicking File/Save As Templateé in the menu, then giving the 
template a unique name. 
 
 
 
 
 
 

 
 

 

If you have any tips to suggest, please email them to paul.dickson@gpns.org.au. 
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