How to Load Tonig Templates

Loading .WPT Tonig Template Files
1. Save the Template to C:\Toniq Users\Notes\Templates:

“« - 4 » ThisPC » Local Disk (C:) » TonigUsers » Motes » Templates v O Search Templates »
‘i Local Disk (C2) () MName Date mod‘i}ied Type ol
Temp [ ] safety In Practice SSRI Checklistwpt 21/09/205:32 pm.  WET File
Toniq Users [] safety In Practice Opioid Checklist.wpt 21 5:20p.m.  WPT File

327 pm.  WPT File
323 pm.  WPT File

0 517 o.m WPT File

tonigbackups D Safety In Practice NSAID Checklistwpt 21
D Safety In Practice Med Reconciliation Checklist.wpt 21
[} Safety In Practice Anticoagulant Checklistwpt 2

TonigFiles

2. Load the Saved Template into Toniq

a. From the main menu, go to 9. Other > 5. Edit note templates:

Staff Toniq Green Help
Library Papers | Desk Mana

F2 F3 F4 F5 F
1. Grouped repeats
2. Bulk edit patients
3. Bulk edit prescribers I
4. Bulk edit medicines |

{ 5. Edit note templates

ESC

Enter search criteria and/or press ENTER for a list of note templates

c. Then press F10 Other and select 4 Load from template file (.wpt):

LTC Patient Other Format Format Edit/ Insert Table/ Other Accept
field field field Font Paste Grid Details

F2 F3 F4 F5 F6 F7 F8 F9 F10 F12
Il select option

1 Save to RTF file
2 Load from RTF file

Highlight the required template, e.g. Safety In Practice SSRI Checklist.wpt.

Note: use <Backspace> to get to exit out of folders and get to a higher level of file
location if you saved the template to a different place.

d. Press F12 Accept Details to save the template.
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Loading Word Documents as Tonig Templates
1. Save the Word document as an .RTF (Rich Text Format) to C:\Toniq Users\Notes:

N [ D: > Templates > Safety in Practice
@ Recent
Safety In Practice Example Checklist
— Rich Text Format (*.tf) _J) v [ save
[l misec Tiareoprome=
New Fold
O ranamac v T
B B Name T <« ~ 4 | > ThisPC > Local Disk (G > ToniqUsers > Notes ; v & | Searchh
Organize v Newfolder
£ 201 Temp. A Name Date modified Type Size
Print
o Toniq Users B2 Safety In Practice Anticoagulant Checklis.. 5 Rich Text Format 908 KB
S Account Bxpe B Safety In Practice Medicines Reconciliati. Rich Text Format 899 KB
D Older estatements B Safety In Practice NSAID Checklist.tf Rich Text Format 912K
r— o B Safety In Practice Opioid Checklistrtf Rich Text Format 904 KB
orts
" B Safety In Practice SSRI Checklist.itf Rich Text Format 04 KB
Notes
Transform
Pafs

2. Load the Saved Template into Toniq

a. From the main menu, go to 9. Other > 5. Edit note templates:

Staff Toniq Green Help
Library Papers @ Desk Mana

F2 F3 F4 F5 F
1. Grouped repeats
2. Bulk edit patients
3. Bulk edit prescribers I
4. Bulk edit medicines

i 5. Edit note templates

b. Press F3 Add:

ESC  FlHelp
Add Show

Hidden
F3 F7

Enter search criteria and/or press ENTER for a list of note templates

c. Then press F10 Other and select 2 Load from RTF file:

LTC Patient Other Format Format Edit/ Insert Table/ Other Accept
field field field Font Paste Grid Details

F2 F3 F4 F5 F6 F7 3] F9 F10 L

Select option

Load from RTF fi
3 Save to template file (.WPT)
4 Load from template file (.WPT)

Then choose the required template.

Note: use <Backspace> to get to exit out of folders and get to a higher level of file
location if you saved the template to a different place.
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d. Once loaded, use the options in F3 Patient field, F4 Other field, and F8 Insert to add
parameters — patient details (first and last names, NHI, DOB, address, phone number
etc.), note date, and interactive tick boxes respectively:

LTC Patient Other Format Format Edit/ Insert Table/
field field field Font Paste Grid

F2 F3 F4 F5 F6 F7 F8 F9
Name \Example Checklist \

£ safe Waitemard
Z -

Checklist
Date: C«NOTE_DATE»
Patient Name: € «FIRST_NAME» «LAST_NAME» ’ NHI: :(N@

Process measures

1. Is there documented evidence of something or another?

( Oves) No

e. Press F12 Accept Details to save the template.

Using Toniq Templates

o To use the template, select a patient, open their diary (F10 Other > Open patient diary),
then press F7 Use Tmplate:
View/ Add Add Add Add Use Add Repeat Other Accept

Edit [Qk Note| Int'vent Note Incid'nt Tmplate Task Remind Details
F2 F3 F4 F5 F6 F7 F8 F9 F10 F12

Patient diary: Active items for patient Miss Test Patient

Active items log

Date Description Importance Status Staff

e Begin typing part of the template’s name to find it:

Name

‘examp |
‘ 1 Example Checklist ‘

o Toniq will automatically fill in the patient details, note date, and you can also use the tick

boxes:
—Note &
Description Example Checklist |
£ P tattemerd
Importance |N0rma| ‘ suEKLAND m o
Status [N progress Cheeklise oneCononrao 52
Patient |MiSS Test Patient ‘ Patient Name @"““D TGS
Process measures
Staff | ‘ 1 sthere documented evidence of something or another?
X Yes ONo

Landscape O
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