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How to pre-populate the Lipid MDT A+G template via SystmOne letter

1. Right-click on “Communications & Letters” and then select “New Letter” from the popup
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2. This appears:
[image: ]
· Sender is your organisation (your practice). 
· Recipient: select “A textual recipient” to allow you to manually type a name (see next step)
· Then select “Ok”





3. The following pop up will appear:

· For the recipient type “Lipid MDT template” or “Lipid A+G request” etc	
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4. In the “Writing” box:
a. Editor – select “MS Word”
b. Template – select “Choose Template”
[image: ]

5. Search “lipid” and the template will appear, select this.
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6. “Write Now” or “Create Task To Write Later” if you wish to do this later or intend on forwarding on to another colleague to complete the word document
[image: ]


7. If selecting “Write Now” the word document below will appear. The boxes should be pre-populated through existing coding. Please add or remove information if relevant.  
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8. Once complete:
a. “Save for future editing” if you wish to add more information at later date
b. “Save final version” if you do not wish to edit. You can then email via accuRx or ask admin staff
c. “Email” opens the document in your Outlook app to email
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How to pre-populate the Lipid MDT A+G template via EMIS letter

[image: ]
1. From your patient record, choose ‘Documents’ from the tabs above.
2. Then click ‘Add’ and choose ‘Create Letter’.
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3. When this window pops up, select ‘New Document’ and click on the ‘magnifying glass icon’. (Please note: the letter may be available from the list below if used previously.)

[image: ]
4. In the search bar, type “Lipid MDT” to find the document ‘Lipid MDT Case Discussion Template (A+G template for STF project)’.
5. Click on the file to open it.

[image: ]
6. One the document is open, pre-set information will be auto-populated. Please check details and manually insert any missing relevant information

[image: ]
7. Once A&G template letter is filled out, click ‘File’ from the left column, and click ‘Save and Close’.

[image: ]
8. Fill in this ‘Document Properties’ pop-up window as per your practice process and click ‘OK’

9. It will then be saved and appear on the patient’s document list. 
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10. Right click on the saved ‘Lipid MDT Case Discussion Template’, then select ‘View Document’.
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11. Then, you can choose to ‘Export’ to save it as word document and send it via AccuRX or choose ‘Send via email’ to email it via Outlook to the LTHT Lipid Team for A&G.
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