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Introduction To Layouts





Overview….

T

he templates used to generate all correspondence in Practice Manager, including letters, invoices, receipts, reminders, labels and envelopes are all stored as Microsoft Word files and can be easily amended to suit your needs.  Virtually anything that can be done within Microsoft Word can be done in the layouts.

Practice Manager uses various "Field Codes" to denote items of information to be filled into the layout when it is generated or printed..  Each of these "Field Codes" consists of one or more words enclosed in curly brackets.  For example, if the code {GP Surname} is placed in a letter layout, Practice Manager will automatically know which patient the letter refers to, locate the GP associated with that patient, then replace the code {GP Surname} with the correct GP's surname.

Each field code must be typed EXACTLY as Practice Manager expects it, otherwise it will not know which piece of information you want it to insert.

If two field codes are used next to each other, they MUST be separated by a space.

There is a complete list of all valid field codes in the next section of this guide.



NOTE: 	The curly brackets are typed by holding down the "Shift" key and pressing the keys to the right of the letter 'P'.   Using normal brackets or square brackets will not work.

�

Changing  Headed Stationery ….

Practice Manager uses a system of "linked files" for headed stationery.  This allows you to change the headed stationery in one place, instead of having to change it for every single layout.

To edit Headed Stationery, click on the "WP Menu, Layouts, Headed Stationery" option.  There will normally be two types of headed paper, one used for accounts and the other used for letters. 

The required stationery will now be displayed in Microsoft Word and can be edited as required.

Headed stationery can NOT contain any field codes.  If you attempt to insert field codes into headed stationery, the codes will not be replaced by the correct text, and the code itself will be printed instead.

Please do not change either the "Page Settings" or "Margin Settings" for the headed stationery, as this will have an adverse effect on the other layouts.

Once you have made any necessary changes to the layout, press CTRL & X together to save the changes and return to Practice Manager.





How To Change Other Layouts….

To do this, click on the "WP Menu, Layouts" option and select the type of layout to be changed. Highlight the layout that you wish to edit, then click on the "Edit" button. The required layout will now be displayed in Microsoft Word.

Note: Please do not attempt to change the headed stationery from within a layout.  Any changes made to the headed stationery will not be kept.  Instead, please see the section on "Changing Headed Stationery" above.

Once you have made any necessary changes to the layout, press CTRL & X together to save the changes and return to Practice Manager.



�

Adding New "Letter" Layouts ….

Most of the layouts types in Practice Manager have a finite number of layouts.  For example, there are a set number of different invoice types, as there only a certain number of categories of invoice (Patient, Insurer, etc).  This does not apply to Letters, where you can create as many different layouts as you wish.

To create a new letter layout, click on the "WP Menu, Layouts, Letters" option.  

�



Although there is a "New" button, this creates a brand new layout starting with a blank page.  You would then need to add in the headed stationery, address details and sign-off details from scratch.  Instead, you may wish to use the "Copy" button.  This will allow you to copy the content from an existing letter template, give it a new name and then make alterations to the new copy.  In this way, you can take an existing "Patient Letter" template, complete with headed stationery, patient addresses field codes etc, add new paragraphs and save it as a "Admission Letter" without effecting the original version.

To do this, click on the letter layout to be copies, then click the "Copy" button.

Enter a name for the new layout. Then, select the type of label or envelope required (depending on your setting in the Main Menu Preferences screen). You may select the type of label/envelope that you wish to accompany this new layout. Click on the down-arrow to see a list of available options, or leave it set to "None" if not required.

The new layout will then be displayed in Microsoft Word for editing.  Press CTRL & X to save once you have made the necessary changes.

Section
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Valid Field Codes

Most of the following field codes apply to all types of layout.  Some only apply to certain configurations of Practice Manager.



Patient Detail Fields



Field�Replaced With��{Surname}�The patient's surname��{Initials}�The patient's initials��{Forename}�The patient's forename��{Salutation}�The patient's salutation (Mr/Mrs/Miss etc)��{Sex}�The patient's sex/gender M or F��{Age}�The patient's age (in years)��{Months}�The patient's age in months��{Date Of Birth}�The patient's DOB in dd/mm/yy format��{Patient Number}�The patient's unique patient number��{Address Line 1}�The first line of the patient's address��{Address Line 2}�The second line of the patient's address��{Town}�The town in which the patient lives��{County}�The county in which the patient lives��{Postcode}�The patient's postcode��{Telephone 1}�The patient's first telephone no.��{Telephone 2}�The patient's second telephone no.��{Ins Company}�The name of the patient's insurer��{Date Entered}�The date the patient was entered into Practice Manager��{Last Visit}�The date the patient last visited��{Next Visit}�The date of the patients next booked visit��{User Field 1}

to

{User Field 7}�Data stored in 'user-defined' fields 1 to 7 for this patient – see "Misc Menu, Preferences, Patient Preferences"��{NHS Number}���{Marital Status}���{Ethnic Origin}���{Maiden Name}���{Referral Source}���{Accident Date}���{Occupation}���

�

Fields which are dependent on the Patient's sex



Field�Replaced With



Male�



Female��{He/She}�he�she��{HE/SHE}�He�She��{Him/Her}�him�her��{His/Her}�his�her��{HIS/HER}�His�Her��{Lady/Gentleman}�gentleman�lady��{Man/Woman}�man�woman��{Boy/Girl}�boy�girl��{Son/Daughter}�son�daughter��

Date Fields



{Today's Date} or

{Todays Date}�Note that the apostrophe is a straight one.  Check that Words option to replace straight quotes with smart quotes is turned off !  If in doubt, omit the apostrophe.��{Date Dictated}�Applies to Letters only.��



Alternative Billing Address (ie, parents etc)



Field�Replaced With��{Alt Salutation}���{Alt Forename}���{Alt Surname}���{Alt Initials}���{Alt Relationship}���{Alt Address Line 1}���{Alt Address Line 2}���{Alt Town}���{Alt County}���{Alt Postcode}���{Alt Telephone}���

Letter Sign-Off  / Consultant Details

Consultant details are set via the "Misc, Preferences Consultant Details" screen, where as Secretary details are taken the "Misc, Preferences, Users, Edit User" screen.



Field�Replaced With��{Consultant Name}�ie, "Mr Smith"��{Consultant Fullname}�ie, "Mr John Smith"��{Consultant Speciality}�ie, "Consultant Surgeon"��{Secretary Name} or

{Secretary Fullname}���{Secretary Title}���{GMC No}���{BUPA No}���{Consultant Ref}���{Secretary Ref} or

{User Ref}���

Next Of Kin Fields



Field�Replaced With��{NOK Name}���{NOK Relationship}���{NOK Address Line 1}���{NOK Address Line 2}���{NOK Town}���{NOK County}���{NOK Postcode}���{NOK Telephone 1}���{NOK Telephone 2}���



MedicoLegal Fields



Field�Replaced With��{Accident Date}���{Date Instructed}���{Date Examined}���{Date Report Dictated}���{Date Typed}������(For solicitor name/address details, see the ‘Solicitor Fields’ section)





General Practitioner Fields



Field�Replaced With��{GP Surname}�The General Practitioners Surname��{GP Forename}�The General Practitioners Forename��{GP Initials}�The General Practitioners Initials��{GP Salutation}�The General Practitioners Salutation��{GP Surgery}�The name of the surgery��{GP Address Line 1)�The first line of the surgery Address��{GP Address Line 2}�The second line of the surgery Address��{GP Town}�The town in which the surgery is��{GP County}�The county in which the surgery is��{GP Postcode} or 

{GP Postcode}�The surgery postcode��{GP Telephone 1}���{GP Telephone 2}���{GP User 1} or {GP UDF 1}�The text entered in the GPs first 'user-defined' field (usually used to record how you address the GP)��{GP User 2} or {GP UDF 2}���{GP User 3} or {GP UDF 3}���{GP User 4} or {GP UDF 4}���{GP User 5} or {GP UDF 5}���{GP Email}�Email address for GP��



Linked Clinician Fields



If using Multiple Clinicians (Misc Menu, Preferences, Main Menu Preferences) to store more than once clinician per patient, the field code {Select LC} at the beginning of a layout will instruct Practice Manager to ask you which clinician should be used.  If there is only one clinician, that clinician will be used without asking.  If your system uses multiple clinicians per patient (see Misc, Preferences, Main Menu Preferences) then the fields apply to the FIRST clinician unless otherwise specified by using the {Clinician 1} to {Clinician 10} fields, or the {Select LC} field.

 

Field�Replaced With��{LC Surname}�Clinician's Surname��{LC Forename}�Clinician's Forename��{LC Initials}�Clinician's Initials��{LC Salutation}�Clinician's Salutation��{LC Surgery} or 

{LC Practice}�The name of the Clinicians surgery/practice.��{LC Address Line 1}���{LC Address Line 2}���{LC Town}���{LC County}���{LC PostCode} or

{LC Postcode}���{LC Telephone 1}���{LC Telephone 2}���{LC User 1} or {LC UDF 1}�The text entered in the Clinician's first 'user-defined' field (usually used to record how you address the Clinician)��{LC User 2} or {LC UDF 2}���{LC User 3} or {LC UDF 3}���{LC User 4} or {LC UDF 4}���{LC User 5} or {LC UDF 5}���{LC Email}�Email address for Clinician�����{Clinician1}..{Clinican10}�Specifies which clinicians' details to use. All the above the above fields will then apply to that clinician.��{Select LC}�Activates a selection list  to select which clinician the fields apply to.��

�

Solicitor Fields



For each of the following fields, using LR refers to the solicitor shown on the Patient Details Screen.  If you wish to refer to solicitors on the MedicoLegal Information Screen, change the LR to either:

	LR1		Take details from the first solicitors listed (Instructing Solicitor)

	LR2		Take details from the second solicitor listed (Other Solicitor)

	Claimant	Take details from whichever solicitor is set to being "Claimant"

	Defendant	Take details from whichever solicitor is set to being "Defendant"

	Agent		Take details from Agent 



Field�Replaced With��{LR Surname}�The solicitors Surname��{LR Forename}�The solicitors Forename��{LR Initials}�The solicitors Initials��{LR Salutation}�The solicitors Salutation��{LR Firm} or 

{LR Practice}�The name of the Solicitors Firm / Practice��{LR Address Line 1}�The first line of the Solicitors address��{LR Address Line 2}�The second line of the Solicitors address��{LR Town}���{LR County}���{LR Postcode} or

{LR PostCode}���{LR Telephone 1}���{LR Telephone 2}���{LR User 1}���{LR User 2}���{LR User 3}���{LR User 4}���{LR User 5}���{LR Email}�Email address��{LR Ref}�Case reference��{LR Terms}�Terms And Conditions information��



Court Fields





Field�Replaced With��{Court}�Court name for this patient/client��{Court Address Line 1}���{Court Address Line 2}���{Court Town}���{Court County}���{Court Postcode} or

{Court PostCode}���



Insurance Company Fields



Field�Replaced With��{Ins Company}�Name of Insurance Company��{Ins Forename}�Forename of contact (if applicable)��{Ins Surname}�Surname of contact (if applicable)��{Ins Address Line 1}���{Ins Address Line 2}���{Ins Town}���{Ins County}���{Ins Postcode}���{Ins. Co. Text}�Provider number for this Insurer��{Ins Telephone 1}�Telephone number 1��{Ins Telephone 2}�Telephone number 2��{Ins User 1}..{Ins User 5}�Insurer user field 1 to 5��{Ins Email}�Email address for Insurer��

Surgeon Fields

Used in Group system to show information regarding the surgeon related to a particular invoice.



Field�Replaced With��{Surg Salutation}���{Surg Forename}���{Surg Surname}���{Surg Address Line 1}���{Surg Address Line 2}���{Surg Town}���{Surg County}���{Surg Postcode}���{Surg Telephone 1}���{Surg Telephone 2}���{Surg User 1}���{Surg User 2}���{Surg User 3}���{Surg User 4}���{Surg User 5}���{Surg Provider No}���

Anaesthetist Fields

Used in Group system to show information regarding the anaesthetist relating to a particular invoice.



Field�Replaced With��{Anaesth Salutation}���{Anaesth Forename}���{Anaesth Surname}���{Anaesth Initials}���{Anaesth Surgery}���{Anaesth Address Line 1}���{Anaesth Address Line 2}���{Anaesth Town}���{Anaesth County}���{Anaesth Postcode} or

{Anaesth Postcode}���{Anaesth Telephone 1}���{Anaesth Telephone 2}���{Anaesth User 1}���{Anaesth User 2}���{Anaesth User 3}���{Anaesth User 4}���{Anaesth User 5}���{Anaesth Email}���{Anaesth Provider No}���

Specialist Fields

These fields are used in letters for Group Practices, or on invoices if the "Record Specialist" is enabled in the "Billing Preferences" screen. 



Field�Replaced With��{Specialist Name}�Full name of selected specialist��{Specialist Quals}�Qualifications of selected specialist��{Specialist Title}�Professional title of specialist��{Specialist Initials}�Initials of specialist��{Specialist Signoff1}�First line of letter sign-off��{Specialist Signoff2}�Last line of letter sign-off��



Appointment Fields

Fields relating to Clinic List entries.  The "{Next" fields apply to the next appointment in the clinic diary for the selected patient.  If more than one appointment has been made, you can add numbers 1 to 9 before the '}'.  For example, {Next Appt Date1} to {Next Appt Date9}.

Field�Replaced With��{Next Appt Date}���{Next Appt Time}���{Next Appt Day}�Day of week��{Next Appt Comments}���{Last Appt Date}���{Last Appt Time}���{Last Appt Day}�Day of week��{Last Appt Comments}���{Appt Location}���{Next Appt Location}���{Last Appt Location}���

Supplier Fields



Fields�Replaced With��{Supplier Name}���{Supplier Address Line 1}���{Supplier Address Line 2}���{Supplier Town}���{Supplier County}���{Supplier Postcode}���{Supplier Tel} ���{Supplier Fax}���{Supplier E-mail}���{Supplier Account No}���

Hospital Fields



Fields�Replaced With��{Hospital Name}���{Hospital Address Line 1}���{Hospital Address Line 2}���{Hospital Address Line 3}���{Hospital Address Line 4}���{Hospital Postcode}���{Hospital Telephone 1}���{Hospital Telephone 2}���{Hospital Fax}������



Address Book Fields



Fields�Replaced With��{Addbook Name}���{Addbook Address Line 1}���{Addbook Address Line 2}���{Addbook Address Line 3}���{Addbook Address Line 4}���{Addbook Postcode}���{Addbook Telephone 1}���{Addbook Telephone 2}���{Addbook Telephone 3}���

Invoice Fields (applies to Invoices/Receipts/Reminders only)



Field�Replaced With��{Invoice Number}�Invoice number��{Account Date}�Date of the invoice��{Total Gross}�Total amount of the invoice��{Total Paid}�Total amount paid off��{Owed Gross}�Amount still owed��{Total Credit}�Total credit notes issued��{Total Writeoff}�Total write-offs issued��{Invoice To}�Who invoice was originally sent to��{Invoice Comments}�Any printable comments about the invoice��{Charge Band Name}�Name of "Charge Band" used��



Invoice Item Fields (applies to Invoices/Receipts/Reminders only)



You can have up to 30 items on an invoice.  The default templates only have 9 items.  If you add more lines into the templates, ensure that you increase the "Max Items On Invoice" setting in the "Misc, Preferences, Billing Preferences" screen.  Each item on the invoice can contain the following fields / information :-



{Service Descriptionx}�Description of  Operation/Procedure��{Scodex}�Code for Operation/Procedure��{Sdatex}�Date Operation/Procedure was performed��{Benefit Levelx}�Benefit level of the operation/procedure performed. i.e. MINOR1, CMO1 etc��{Hospitalx}�Name of hospital / clinic / rooms where the procedure was performed.��{Sfeex}�Fee for the operation / procedure��{Svatx}�VAT amount of item��{Snetx}�Nett amount of item��{Item No.}�Number of current item on invoice��{Specialistx}�Name of specialist for this item��{Specialityx}�Speciality of specialist for this item��

Please note that the 'x' should be replaced with the number of the item required.

eg. {Service Description 2} would give the description of the 2nd procedure on the invoice.





Itemised Payment Fields (applies to Invoices/Receipts/Reminders only)



Field�Replaced With��{Date Paid1} to

{Date Paid9}�Date payment was received.��{Amount Paid1} to

{Amount Paid9}�Amount of payment��{Paid By1} to

{Paid By9}�Who payment was made by��{Payment Type1} to

{Payment Type9}�Type of payment (cash/cheque/etc)������������

Statement Fields (apply onto to Summary Statement layouts)



Invoice lines

{StDatex}�Account date of invoice��{StInvNox}�Invoice number��{StDescriptionx}�Description of invoice items��{StAmtx}�Total amount of this invoice��{StDuex}�Total outstanding for this invoice��

Total/Summary lines

{Total Deposit}�Total deposits paid for this patient��{Total Refund}�Total refunds issued for this patient��{StBalance}�Overall statement balance��{Currect Debt}�Total outstanding less that 30 days old��{30 Debt}�Total outstanding between 30 & 59 days��{60 Debt}�Total outstanding between 60 and 89 days��{90+ Debt}�Total outstanding over 90 days overdue�����

Please note that the 'x' should be replaced with the number of the item required.

eg. {StInvNo2} would give the invoice number of the 2nd invoice.





EDI (Electronic Claim) Fields - only applies if you have the EDI module.



{EDI Membership No} or {Membership No}���{EDI Consent}���{EDI Valid Until}���{EDI GP Visit}���{EDI Admitted}���{EDI Discharged}���{EDI Discharge Code}���{EDI Diagnosis}���{EDI Symptom Date}���{EDI Pre-Auth No} or

{Pre-Auth No}���

Reminder Letters (Applied to Reminder layouts only)



{Last Reminder Date}�Date most recent reminder letter issued��{Reminder1 Date}�Date first reminder letter issues��{Reminder2 Date}�Date second reminder letter issues��{Reminder3 Date}�Date third  reminder letter issues��{Reminder4 Date}�Date fourth reminder letter issues��{Reminder5 Date}�Date fifth reminder letter issues��{Weeks Overdue}�Number of weeks since invoice issued��



Recall Letters  (Applies to Recall Letter Layouts only)



{Recall Date}�Exact date of recall��{Recall Type}�Type of recall��{Recall Comments}�Additional comments for recall��{Recall Month}�Month of recall��

Mailshot Letters (Applies to Mailshot Letter Layouts only)



{Mailshot Salutation}�Short name of person (ie, 'Mr Smith')��{Mailshot Address}�Full name + Address of person��

Additional Fields



{Select Photo}�Select a photo from Click'n'Store and paste into current document.��{Select Operation}�Allows you to search for an OPCS code and automatically type the description.��



EPR Screens – The following section only apply if you use the Electronic Patient Record (EPR) screen in Practice Manager.





EPR – Procedures



{PDate1} to

{PDate9}�Date of procedure 1 to 9��{PDescription1} to

{PDescription9}�Description of procedure 1 to 9��{PCode1} to {PCode9}�Procedure Code 1 to 9��

EPR – History



{HDate1} to

{HDate9}�History Date 1 to 9��{HDescription1} to

{HDescription9}�History Description 1 to 9��{HCode1} to {HCode9}�History Code 1 to 9��

EPR – Management



{MDate}�Date of Management entry��{MText}�Management Text��{MNotes}�Management Notes��



EPR – IOP Measurements



{IOP L Measurement1} to

{IOP L Measurement9}�Left eye IOP Measurement 1 to 9  (Replace 'L' with 'R' for right eye)��{IOP L Date1} to

{IOP L Date9}�Date of IOP Measurement 1 to 9 for Left Eye.  (Replace 'L' with 'R' for right eye)��



EPR – Visual Accuity 



{Vision L Date1} to

{Vision L Date9}�Visual Accuity date 1 to 9  for Left eye.  (Replace 'L' with 'R' for right eye)��{Vision L Snellen1} to

{Vision L Snellen9}�Snellen reading 1 to 9 for Left Eye.  (Replace 'L' with 'R' for right eye)��{Vision L Logmar1} to 

{Vision L Logmar9}�Logmar reading 1 to 9 for Left Eye.  (Replace 'L' with 'R' for right eye)��



EPR – Medication



{Medication Name1} to

{Medication Name9}�Name of medication 1 to 9.��{Medication Qty1} to

{Medication Qty9}�Quantity of medication 1 to 9.��{Medication Freq1} to

{Medication Freq9}�Frequency of medication 1 to 9.��{Medication Route1} to

{Medication Route9}�Route of medication 1 to 9.��{Medication Duration} to

{Medication Duration9}�Duration of medication 1 to 9.��{Medication Notes1} to

{Medication Notes9}�Notes of medication 1 to 9.��{Medication Dose1} to

{Medication Dose9}�Dose of medication 1 to 9.��







EPR - Operation Record / Op Notes



{Op Date}�Date of surgery��{Op Hospital}�Hospital where performed��{Op Stay}�Length of stay��{Op Surgery Type}�Type of surgery��{Op Specialist}�Name of Specialist/Consultant in charge��{Op Surgeon}�Name of Surgeon��{Op Anaesth}�Name of Anaesthetist��{Op Assistant}�Name of Assistant��{Op Surg Grade}�Surgeon Grade��{Op Assist Grade}�Assistant Grade��{Op Anaesthetic}�Type of anaesthetic used��{Op ASA Grade}�ASA grade of patient��{Op DiagCode1} to

{Op DiagCode3}�Diagnosis codes��{Op DiagText1} to

{Op DiagText3}�Diagnosis text/descriptions��{Op Start}�Start Time��{Op End}�Finish Time��{Op Duration}�Duration of operation��{Op Position}���{Op Padding}���{Op Prep}���{Op Incision}���{Op Findings}���{Op Code1} to {Op Code4}�Operation procedure code (1 to 4)��{Op Desc1} to {Op Desc4}�Operation description (1 to 4)��{Op Complications}���{Op Prosthesis}���{Op Closure}���{Op Drain}���{Op PostOp}���
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Filename For Layouts



Normally, Practice Manager layout templates are accessed using the "WP Menu, Layouts" option.  This will automatically bring up the correct template name based on which options you select.  However, as all of the templates are simply Microsoft Word documents, you may wish to edit them directly through Word, as this will allow you to open several templates at a time, and copy/paste information between them.



To find the directory name where your layouts are located, go to "Help, About" from the Main Menu.   The "LayoutDir" entry indicates the location of the templates.





Invoices:~			Reminders:~



0.bil	-	Ins Company	*.ins	-	Insurance Co

1.bil	-	Patient	*.rmd	-	Patient 

2.bil	-	Alt Address	*.arm	-	Alt Address

3.bil	-	Solicitor	*.lmr	-	Solicitor

4.bil	-	GP Address	*.gp	-	GP

5.bil	-	Hospital	*.hos	-	Hospital

6.bil	-	Linked Clinician	*.lc	-	Linked Clinician

			*.non	-	Non Insured Patient

Letters:~			

			Receipts:~

1.pat	-	Patient Letter	

2.pat	-	GP Letter	1.rec	-	Patient Receipt

3.pat	-	Solicitor Letter	2.rec	-	Parent Receipt

4.pat	-	Linked Clinician	3.rec	-	Solicitor Receipt

5.pat	-	Parent Letter	4.rec	-	Insurance Receipt

6.pat	-	Blank Headed	5.rec	-	GP Receipt

7.pat	-	Fax Letter	6.rec	-	Hospital Receipt

8.pat	-	Cover Sheet	7.rec	-	LC Receipt

9.pat	-	Medical Report	8.rec	-	Patient Shortfall

10.pat	-	Missed Appointment	9.rec	-	Parent Shortfall

11.pat	-	Insurance Company	10.rec	-	Solicitor Shortfall

12.pat	-	Hospital Letter	11.rec	-	Insurance Shortfall

13.pat	-	Address Book Letter	12.rec	-	GP Shortfall

14.pat	-	Appointment Letter	13.rec	-	Hospital Shortfall 15.pat	-	Medico Legal Appointment	14.rec	-	LC Shortfall

16.pat	-	Admission Day-Case

17.pat	-	Admission In-patient

18.pat	-	2nd Solicitor Letter

		

Headers:~			Statements:~



acchead.doc		1.stm	-	Patient Statement

lethead.doc		2.stm	-	Alternative Address





Labels:~			Envelopes:~



0.lbl	-	Patient Details Label	

1.lbl	-	Patient Address	1.env	-	Patient Address

2.lbl	-	GP Address	2.env	-	GP Address

3.lbl	-	Solicitor Address	3.env	-	Solicitor Address

4.lbl	-	Linked Clin Address	4.env	-	Linked Clin Address

5.lbl	-	Alt Address	5.env	-	Alt Address

6.lbl	-	Ins Company Address	6.env	-	Ins Company Address

7.lbl	-	Patient Address ??	7.env	-	Patient Address ??

8.lbl	-	Hospital Address	8.env	-	Hospital Address

9.lbl	-	2nd Solicitor	9.env	-	2nd Solicitor



Estimates:~		Recall's:~



0.est	-	Ins Company	1.rcl	-	Patient Recall

1.est	-	Patient	2.rcl	-	Alt Address Recall

2.est	-	Alt Address

3.est	-	Solicitor	

4.est	-	GP Address

5.est	-	Hospital	

6.est	-	Linked Clin	



Other Layouts:~



1.crd		-	Patient Credit Note



RecCen.doc	-	Centre section of receipts

RecFoot.doc	-	Footer section of receipts 

Invcen.doc		-	Centre section of invoices

Invfoot.doc		-	Footer section of invoices



1.op		-	Operation Note



Important:



If you edit layouts directly through Microsoft Word, ensure that they are saved with the correct file extension, as shown above.  Some versions of Word automatically try to add the ".doc" extension to all files, so editing "1.bil" may be saved as "1.bil.doc".   To get around this, always try to use the File Save command instead of File SaveAs.
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Additional Information

Start Position

When a "New Letter" is generated by Practice Manager, the relevant field codes are completed and the finished letter is displayed in Microsoft Word ready to be edited.  Practice Manager will look for a field called {START} and will place the cursor at that position ready for you to begin typing.  If no {START} field is found, the cursor is left at the end of the last completed field code.  NOTE: The {START} field code only applied to Letters, and only works with Microsoft Word version 97 or higher.



Multiple Headed Stationeries on Letters

	If you use more than one type of headed stationery for your letters (ie, depending on where the patient was seen, or who they were seen by), there are two ways to achieve this. The first method is to create a copy of each letter with each possible type of headed stationery.  An alternative way is to create each headed stationery as a separate file via WP, Layouts, Headed Stationery, Copy (or new). Once each headed stationery has been created, edit each of the Letter Layouts and add the field code {$Select Header} to the position where you want the stationery to appear.  When the letter is generated, Practice Manager will give you a list of available stationeries to select from. This will then be inserted into the letter.

In the same was as {$Select Header}, the field code {$Select Footer} can be used to insert a footer.

Capitalisation

Any fields can have an exclamation mark before the '{' in order to make the text capitalised. For example, the field code {!Surname} would be replaced with "SMITH" instead of "Smith".



Currency Signs



	Inserting the field code {£} in front of any currency field (such as {£} {Total Paid}) will instruct Practice Manager to insert the correct currency symbol for your computer, based on the Regional Settings section of your computers Control Panel.





Titles



	Text can placed within quotation marks at the beginning of a field code.  If the result of the field code is blank, then the text is not printed.



	For example, if the code {"DOB: "Date Of Birth} is used in a letter, the text (in this case 'DOB:') is only displayed if there is a date of birth to be displayed.  If the patient does not have a date of birth registered, then nothing will be shown.



This can be of use in a wide variety of situation, such as in invoice layouts. If a surgeon sees a patient for a consultation then there is no need to print the anaesthetist name on the invoice, but you may want it to print for in-patient procedures.  In this case, using the following field code will only show the anaesthetist if one is assigned :      {"Anaesthetist :- "Anaesth Fullname}



	If you use this facility, please check the following setting in  Microsoft Word:   Go to Tools, AutoCorrect, AutoFormat As You Type, and ensure that "Straight quotes with Smart quotes" is NOT ticked.



Barcodes

If using barcodes, place a '^' sign after the initial '{' in order to convert the result into barcode format. The '^' symbol is types using Shift and the number 6 key.  The only extra step with barcodes is that once the field code has been typed, you must change its font to the name of the barcode required (for example "Code 128 Medium"). 



Forms



	Letter layouts can also become "forms".  The difference between a normal letter and a form is that the user is restricted to only entering information into specific areas of the form (such as certain lines or boxes) and can not type anywhere outside of those areas.  To do this, instead of placing your field codes directly into the layout, first insert a "Text Form Field" (from the Forms toolbar in Word), then right-click the form field  and select "Properties".  Now, add the Practice Manager field code into the "Default Text"   box in the normal way.  It is advised to add a space before the '{' and a space after the '}', otherwise when Word generates the form it will delete the entire box if the field code is empty (for example, if you use a {Date Of Birth} field code and the patient doesn't have a date of birth entered).  Also, set the "Maximum Length" to the number of characters you wish to allow the user to enter. (leave empty for unlimited).



	You can also add into the form additional "Text Form Fields" for the user to fill in form fields which Practice Manager can not complete itself, as well as adding in "Check Box Form Fields", which will allow the user to check or uncheck boxes.



	To specify that this layout is a form rather than a normal letter, you must place a {#} field code anywhere in the layout.
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Sample Layouts

Sample content for a GP Letter

This is an example of a GP letter.  In this example, the {GP User 1} field inserts the GP "Know As" (ie, 'Dr Smith', or 'Tony'), and the addition of the exclamation mark in the {Surname} field will force the surname to be printed in capitals.

As the layout is a standard Microsoft Word document, the content can be formatted in any way you choose. In this example Bold and Underline formatting has been applied to the "Re:" section.  Any additional formatting, such as justification, font changes, tabs, paragraph spacing, page numbering, can also be applied as you would for a normal Word document. 

��ref  SHAPE  \* MERGEFORMAT ���

�ref  SHAPE  \* MERGEFORMAT ���Result :�Sample "Admission Letter" using Gender-Dependant Codes



The following example shows the use of "Gender Dependant" codes to correct insert the word 'he', 'she', 'his', 'her' etc into the layout, depending on the patients gender.  This particular example is addressed to the parents, re a child.



�ref  SHAPE  \* MERGEFORMAT ����



Result: (if the patient is female)

�

�

Example of "Titles"



This example, a "Patient Details Letter", combines information from the Patient Details screen with information from the Electronic Billing screen. 



By putting titles inside quotation marks, the title is only printed if there is information for that field.  For example, the words "Initial Diagnosis: " will only be printed if there a diagnosis has already been entered.  Equally, insurance details will only be printed if the patient is insured.



The '^' symbol at the start of the Patient Number field instructs Practice Manager to return the patient number as a barcode instead of plain text.  This example also prints the patient number in normal print below the bar-coded version.





�ref  SHAPE  \* MERGEFORMAT ����

�

Example Invoice Layouts



This example shows a standard invoice layout.  The invoice will be addressed to the patient, with the account date and invoice number shown alongside.  By putting the top section into a table, the position of the details on the right hand side will not be effected by the details on the left.  For example, if the patient has a very short address, the position of the "Membership No" will be unaffected.  Normally lines surrounding the table would not be visible.



The "{£}" field before the {Total Gross} will be replaced with the correct currency symbol for your computer (pounds, euros, dollars, etc).



This example only allows for up to 9 items on an invoice.  If more items are required, additional lines must be added into the table (up to a maximum of 30), and the correct line number codes inserted, ie {Sdate10} to {Sdate30} and {Service Description10} to {Service Description30}.  Any service items which are not required will automatically be deleted when the invoice is printed.



The "For Professional Service" section can not be edited as it is a linked file, similar to the headed stationery.  To change it, use the "WP Menu, Layouts, Headed Stationery" option as this will change it on all layouts.



�ref  SHAPE  \* MERGEFORMAT ����

�

Example Receipt Layouts



This example, similar to the Invoice layout, allows for a maximum of 9 items.  It also allows for a maximum of 5 payments, which can also be increased if necessary.



In this example, the {Total Paid} field is used to show the total amount paid against this invoice so far, and the {Owed Gross} field to show the total amount still outstanding.



�ref  SHAPE  \* MERGEFORMAT ����

�Example "Statement" Layout



Statement layouts work in a similar way to Invoices and Receipts, however each line refers to an invoice instead of an item.  This example allows for up to 10 outstanding invoices, but can be increased to 60 if required.



The "Account Age Analysis" fields at the bottom of the layout show the breakdown of the balance into Current, 30 Days, 60 Days and 90+ days.



��Sample "Recall Letter"



This "Patient Recall Letter" automatically fills in the month in which the appointment is due, along with the type of appointment.



The sign-off section of this letter demonstrated how Practice Manager can automatically sign-off letter based on who logged into the system.  In this case, the name and title will change depending on which secretary prints the letter.



�ref  SHAPE  \* MERGEFORMAT ����
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{Date Dictated}



{GP Salutation} {GP Forename} {GP Surname}

{GP Surgery}

{GP Address Line 1}

{GP Address Line 2}

{GP Town}

{GP County} {GP Postcode}



Dear {GP User 1}



Re:	{Salutation} {Forename} {!Surname} dob {Date Of Birth}

	{Address Line 1},  {Address Line 2},  {Town},  {County}.  {Postcode}



10th January 2001



Dr Anthony Smith

The Surgery

21 High Street

Leighton Buzzard

Bedfordshire  LU7 ABC



Dear Tony



Re:	Mr John JONES dob 10th June 1973

	16 The Road, Leighton Buzzard,  Bedfordshire. LU7 2DE





{Date Dictated}



{Alt Salutation} {Alt Forename} {Alt Surname}

{Alt Address Line 1}

{Alt Address Line 2}

{Alt Town}

{Alt County}

{Alt Postcode}



Dear {Alt Salutation} {Alt Surname}



Re: {Forename}'s Admission



This is to confirm your {Son/Daughter}s admission to the New Hospital on {Appt Date}.



{Forename} should be at the hospital by 10am, so that Mr Jones and the anaesthetist can examine {Him/Her}prior to surgery.  



{HE/SHE} will require an overnight stay, so please ensure that {He/She} brings {His/Her} night attire with {Him/Her}, along with a wash-bag.  



Please also bring any medication that {He/She} may already be taking.









Dear Mr & Mrs Smith



Re: Alison's Admission



This is to confirm your daughters admission to the New Hospital on 17th April 2001.



Alison should be at the hospital by 10am, so that Mr Jones and the anaesthetist can examine her prior to surgery.  



She will require an overnight stay, so please ensure that she brings her night attire with her, along with a wash-bag.



Please also bring any medication that she may already be taking.





Patient Name: {Salutation} {Forename} {!Surname}	{^Patient Number}

		{Patient Number}

Address:{Address Line 1}	

	{Address Line 2}

	{Town} {County}

	{Postcode}



{"Home Telephone :"Telephone 1}

{"Work Telephone :"Telephone 2}



{"Date Of Birth: "Date Of Birth}



{"Insured By :"Ins Company}

{"Insurance Membership Number :"EDI Membership No}



{"Initial Diagnosis : "EDI Diagnosis}

{"Date Of Initial Symptoms : "EDI Symptom Date}

{"Date GP Seen : "EDI GP Visit}







{Salutation} {Forename} {Surname}

{Address Line 1}

{Address Line 2}

{Town}

{County}

{Postcode}

�

Account Date: {Account Date}

Invoice Number: {Invoice Number}



{"Pre-Authorisation No : "Pre-Auth No}

{"Membership No :  "Membership No}

��

For Professional Services



{Invoice Comments}



{Sdate1}�{Service Description1} �{Scode1}�{Sfee1}��{Sdate2}�{Service Description2}�{Scode2}�{Sfee2}��{Sdate3}�{Service Description3}�{Scode3}�{Sfee3}��{Sdate4}�{Service Description4}�{Scode4}�{Sfee4}��{Sdate5}�{Service Description5}�{Scode5}�{Sfee5}��{Sdate6}�{Service Description6}�{Scode6}�{Sfee6}��{Sdate7}�{Service Description7}�{Scode7}�{Sfee7}��{Sdate8}�{Service Description8}�{Scode8}�{Sfee8}��{Sdate9}�{Service Description9}�{Scode9}�{Sfee9}��

	——————

	Total   {£}	{Total Gross}

	——————	



{Salutation} {Forename} {Surname}

{Address Line 1}

{Address Line 2}

{Town}

{County}

{Postcode}

�

Account Date: {Account Date}

Invoice Number: {Invoice Number}



{"Pre-Authorisation No : "Pre-Auth No}

{"Membership No :  "Membership No}

��

Receipt

{Invoice Comments}



{Sdate1}�{Service Description1} �{Scode1}�{Sfee1}��{Sdate2}�{Service Description2}�{Scode2}�{Sfee2}��{Sdate3}�{Service Description3}�{Scode3}�{Sfee3}��{Sdate4}�{Service Description4}�{Scode4}�{Sfee4}��{Sdate5}�{Service Description5}�{Scode5}�{Sfee5}��{Sdate6}�{Service Description6}�{Scode6}�{Sfee6}��{Sdate7}�{Service Description7}�{Scode7}�{Sfee7}��{Sdate8}�{Service Description8}�{Scode8}�{Sfee8}��{Sdate9}�{Service Description9}�{Scode9}�{Sfee9}��

	                                                            Total 	£ {Total Gross}



{Date Paid1}�Payment of £{Amount Paid1} received from {Paid By1}��{Date Paid2}�Payment of £{Amount Paid2} received from {Paid By2}��{Date Paid3}�Payment of £{Amount Paid3} received from {Paid By3}��{Date Paid4}�Payment of £{Amount Paid4} received from {Paid By4}��{Date Paid5}�Payment of £{Amount Paid5} received from {Paid By5}��

	                                                            Total Paid 	£ {Total Paid}

	                                                            Balance Due 	£ {Owed Gross}



{Salutation} {Forename} {Surname}

{Address Line 1}

{Address Line 2}

{Town}

{County}

{Postcode}

�

{Todays Date}



��

Dear {Salutation}  {Surname}



Please find listed below a statement of your account.  I would be most grateful if you could settle this matter by return.

STATEMENT



Date�Invoice No�Details�Amount�Due��������{StDate1}�{StInvNo1}�{StDescription1} �{StAmt1}�{£} {StDue1}��{StDate2}�{StInvNo2}�{StDescription2} �{StAmt2}�{£} {StDue2}��{StDate3}�{StInvNo3}�{StDescription3} �{StAmt3}�{£} {StDue3}��{StDate4}�{StInvNo4}�{StDescription4}�{StAmt4}�{£} {StDue4}��{StDate5}�{StInvNo5}�{StDescription5}�{StAmt5}�{£} {StDue5}��{StDate6}�{StInvNo6}�{StDescription6}�{StAmt6}�{£} {StDue6}��{StDate7}�{StInvNo7}�{StDescription7}�{StAmt7}�{£} {StDue7}��{StDate8}�{StInvNo8}�{StDescription8}�{StAmt8}�{£} {StDue8}��{StDate9}�{StInvNo9}�{StDescription9}�{StAmt9}�{£} {StDue9}��{StDate10}�{StInvNo10}�{StDescription10} �{StAmt10}�{£} {StDue10}��

{"Total Deposit	"£Total Deposit} 

{"Total Refund	"£Total Refund}

Balance	{£} {StBalance}







Account Age Analysis��Current�30 Days�60 Days�90+ Days��{£Current Debt}�{£30 Debt}�{£60 Debt}�{£90+ Debt}��









{Salutation} {Forename} {Surname}

{Address Line 1}

{Address Line 2}

{Town}

{County}

{Postcode}

�

{Todays Date}



��



Dear {Salutation} {Surname}





I note from our records that you are due for appointment in {Recall Month} for a {Recall Type}. 



I would be grateful if you contact me in order to arrange a mutually convenient date.





Yours sincerely









{Secretary Fullname}

{Secretary Title}










