monkey

SOFTWARE

Template Editors

Letter, Email & SMS Templates

V1.0

Author: Jonathan Seares
Published: 07.10.2022

Monkey Software Pty Ltd

10 Chelmsford Street, Williamstown North Vic 3016
P: 1300 650 295 | NZ Toll Free: 0800 666 539
Website: www.monkeysoftware.com.au



https://na01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.monkeysoftware.com.au&data=02%7C01%7C%7C2244679953b948d2523708d5f75aafe0%7C3510753d6c4048ae9b9e2fc672d5e5dd%7C0%7C0%7C636686891227345788&sdata=N%2FkWk6QGZ7FmIFj7WwdmE6BF6OOJ7tVlLUSBrgb61VU%3D&reserved=0

Template Editors

START HERE

LETTER & EMAIL TEMPLATES

Templates are used for bulk communications functions in Optomate Touch. This will include
Appointment Reminders, Lens Order communication, Marketing & Recalls.

Letter & email templates can be created via the Letter Templates editor module found
@ on the main screen of Optomate Touch.

Letter Templates

To create a new template, click on the New button. This will open the template editor

D window.

Click on the Page Layout button. The component used for the editor does not default the
template paper size and this needs to be set to the correct size for your requirements.
D The standard in Australia is A4, but you may be wanting to design a template on any paper
size available.
Page At this point you can also manually adjust the margins.
Layout  Once Paper Size and Margins are set, click on [OK].
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Template Editors

ﬂ Letter & Email Templates [Current User: MON]

0 0O | & K

Mew Delete Page Header/Footer Save Save & Close
| | Layout ‘ Close |

Template Type | - | MName 12 Month Recall Letter

:']I' arial Patient Letter g 100% . M %E@E@&

Patient Card
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Patient Label

Spectacle R Marketing

Contact B» Patient Orders

General Practitioners | Salutation ‘ | -

Select the type of communication that this template is intended for. The template will only be
available in the functions associated with the Template Type and give it a Name.

DESIGN TOOLS

"li' risl vlu vl. le le ULt EEE=E 100% .

Below the Template Type & Name, you will find the layout & design toolbar. These functions will
assist with creating a well designed template.

Font format options & Hyperlink creation

|'Zli" Arial V| L Vl. V||;| V|B ].r ufﬁ

.Text alignment Display Zoom Cut/Copy/Paste Find/Replace/Spell Check Options
100% . + B2HE FE A A e

Insert: Image/Symbol/Page No./Page Count.

et (O} 77 %

Insert & Format Tables Bullets & Lists

Tab Options & Text Indents & Page Margins
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Template Editors

MERGE FIELDS

Merge Fields . . .
? roday Date On the left of the template editor you will find all the
patient D available merge fields that can be inserted in to the
Title
Spectade Rx Given template.
Contact Rx Middle
Surname . : ’
<. -iion These fields are replaced by the data from the patient’s
Nickname [y records.
Referrers Birthdate
Age
Exam Gender To insert a merge field in to the document, double click on
Residential Address .
Branch Residential Suburb the field name.
) Residential State
Appointment Residential Postcode

Merge fields are denoted by the red double arrows around
the field name.

Postal Name
Postal Salutation
Postal Address
Postal Suburb
Postal State

«Patient Today Date»
Postal Postcade

H?fr_ne p:"”e «Patient Title» «Patient Given» «Patient Surname»

21 ';?l Ppﬁ”e «Patient Postal Address»

En?al_: & Fhane «Patient Postal Suburb» «Patient Postal State» «Patient Postal Postcode»
Last Initial . .

Last Consultation Dear «Patient Givens»,

Last Visit

Medicare Number According to our records
Medicare Reference

Medicare Expiry

Relation To

Branch Name

\Rranch Addrecs |

When you are happy with the design or need to take a break, click Save or Save & Close.
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Monkey Optical

PQBox 213

Williamstown, Vig 3016

P: 1300 650 295

E: support@meonkeysoftware.com.au

«Patient Today Date»

«Patient Title» «Patient Given» «Patient Surname»
«Patient Postal Address»
«Patient Postal Suburb» «Patient Postal State» «Patient Postal Postcode»

Dear «Patient Givens,
According to our records we recommended returning for an eye checkup after 12 months.

Now is the time |

Enter text to search...

| Find Clear

If you need to edit an existing template, double click on

MName

| the template name from the main screen.

Click here to define a filter

12 Month Recall Letter
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Template Editors

SMS TEMPLATES

SMS templates are created through the SMS Templates module.

Ly

SMS Templates

To create a new template, click on the New button. This will open the template editor

D window.

Mew
u SMS Template [Current User: MON] - * Similar to the Letter
N - & Email templates,
E E’j’ X give the Template a
name and select the
Mey Delete Save Save & (Close
i Type of template.
| | Only the templates
| il ield
Template Details Merge Fields that match the type
MName Recall SMS Recall Description

of communication will
Date Due .
Type Recalls T || Title be available through

Given .
Text | Surname that bulk function.

Salutation
Optometrist
I Branch
Branch Phone
Branch Appointment URL
Branch Website

Type your message, using the Merge Fields on the right.

SMS templates should be concise. While Optomate Touch allows for longer messages, they are
charged in character blocks. The first 160 characters is one message charge. The next 140
characters is a second message charge.

Remember, when counting the number of characters, spaces & returns, that the merge field contents
may be longer than the field name in the template.

> monkey Optomate :

Touch

“Better Service”, “Better Software”




	Start here
	Letter & email templates
	Design Tools
	Merge fields
	Sms templates


