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Working with Letter Writer Templates 
 

 

 

 

 

 

 

 

 

 

 

 

Letter Writer is MedicalDirector Clinical's own built-in word processor. It can be used to compose patient letters and 
other documentation as well as perform mail merges for a large number of form letters. Using Letter Writer you can 
design, import, or modify templates with the aim of simplifying the task of writing correspondence. 

A template (in MedicalDirector Clinical terms) is a type of letter that you use as the basis for others, and includes pre-
designed content such as text, data fields, formatting and images. When the template is used to create a new letter, 
the letter resembles the template automatically, and is ready for you to enter additional content if desired. 
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Creating Templates 

1. From within Letter Writer, select File > New. The New window appears. 
 

 
 

2. Select the User Defined tab. 

3. Select Blank Template from the User Defined list. Click the OK button to continue. You are presented with a blank 
page 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. 

4. Add content to the template as necessary. This could include; 

o Text 
o Tables 
o Images and Objects 
o Letterhead 
o Data Fields 

Consult the MedicalDirector Clinical Help for detailed information on creating this content. 

5. Save the template. 
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Adding Data Fields to a Template 

'Fields' are used where you want to automatically populate a letter with data or other information that would 
normally be time-consuming for you to enter manually. Consider a Field as a 'container', that when added to a 
template becomes filled with information automatically. Such information can come from a MedicalDirector Clinical 
database (like your patient's data), or can consist of ancillary information like today's date, for example. The actual 
behind-the-scenes workings of a field (known as a field code) allow Letter Writer to differentiate between a field and 
'regular' text that you enter manually. 

 

The Data Toolbar 

The Data Toolbar is the Field repository from which you select fields to add to your letters and templates. It appears 
on the right-hand side of the Letter Writer window, as seen in the following image. 
 

 
 
 

Accessing the Data Toolbar 

o Click the Data Toolbar button , or 
o Press Ctrl+D, or 
o Select View > Data Toolbar 
 
The Data Toolbar and associated available fields vary slightly, depending on whether you are within a letter or a 
template, and depending on whether you are using the Letter Writer from within a patient's record or via the 
MedicalDirector Clinical front screen; 
 
o When adding fields to a letter the Data Toolbar's title is 'Data'. When adding fields to a template, it is 'Template 

Fields'. This is because when creating a letter, the fields you insert become immediately populated with data for 
the patient whose record you have open, whereas with a template, the fields do not become populated until a 
new letter is created. 

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

from the MedicalDirector Clinical front screen. This is because many of the fields relate specifically to patient 
clinical or demographic data. As such, these fields are only available when a patient's record is open. 

 
o 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. 
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Adding Fields to a Template 

Fields are added to a letter or template via Letter Writer's Data Toolbar. 
 
1. From within Letter Writer, either; 

o Click the Data Toolbar button, or 
o Press Ctrl+D, or 
o Select View > Data Toolbar 

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

o To expand or contract all data categories in the list, click the Expand All  or Contract All  buttons. 

o 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; 

o Double-clicking the field, or 

o Selecting the field and clicking the Insert Data button. 

5. The field is added to your template, and appears on your page. Although you can now continue to add or modify 
other information on your template page, you cannot edit this field code, as doing so will destroy the integrity of 
the field code, and it must be added to the page again. 

6. Continue to add fields to the template, as you desire, saving it when you have finished. 

 
 

Importing Templates 

1. From within Letter Writer select File > New. The New window appears. 
 

 
 

2. Select Blank Template and click the OK button. A new blank document will open. 

3. Select File > Import. 

4. Locate, select, and open the file you wish to use as a template. 
 
Note: Whilst you can import documents of the types rtf, doc, htm, html, and txt and then save them as templates, if 
you want to import a Letter Writer template from another MedicalDirector Clinical user, the template must be in 
RTF format. 
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5.  Select File > Save as Template. The Save window appears. 
 

 
 

6. Enter a name for the template and click the Save button. The template is now ready for use. 

 

 

Modifying Existing Templates 

1. From within Letter Writer, select File > Modify Template. The Modify window appears. 
 

 
 

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

3. Make modifications to the template as necessary. 

4. Save the template. 
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Saving Templates 

The routine for, and results of, saving a Letter Writer Template differs slightly depending on how the template was 
created, as explained following. 

Option 1: If you had begun a new letter from a blank document, and decided that you wanted to save it as a template, 
you would select File > Save as Template. You would be prompted to name it and save it to your list of 
templates. 

Option 2: If you had begun the new template, by selecting File > New, and selecting Blank Template as the basis, you 
could either; 

o Select File > Save, or 
o Press Ctrl+S 

Letter Writer detects that you were working on a template to begin with, and prompts you to name it and 
save it to your list of templates. 
 

 

 

Option 3: If you had begun the new template, by selecting File > Modify Template, and then selected an existing, User 
Defined template as the basis, you could either; 

o Select File > Save, or 
o Press Ctrl+S 

This would save the existing template, replacing the old one. You would not be prompted for a new file 
name. 

Option 4: If you had begun the new template, by selecting File > Modify Template, and then selected an existing 
template (other than a User Defined) as the basis, you could either; 

o Select File > Save, or 
o Press Ctrl+S 

This would save the template to the User Defined list of templates, with the same name. 

 

Select a 'User Access' Option 

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 text, as seen in the image above. 

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. 

 

 


