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When a patient is referred for a 
consultation, it is important to prepare a 
report summarising the consultation 
findings and planned treatment to be sent 
to the referring practitioner. At OHCWA, a 
template in Titanium can be used to 
complete this. You must use a PC with 
Word installed.



Once you commence creating a letter in 
Titanium, you will not be able to click 
anywhere in Titanium. Before starting the 
process, copy and paste your clinical 
notes into a Word document.



It is also recommended that you open the 
original referral from the Documents tab, 
so that you have access to the name and 
address of the referring practitioner.



When you are ready to 
prepare your report, click on 
the “Create a Patient Letter” 
Icon in the Titanium Patient 
toolbar



The Letter Details Box will appear. You can 
no longer click elsewhere in Titanium.



Click the Magnifier Glass to search for the 
Practitioner that the letter is to be 
addressed to (usually the original referring 
practitioner).



You can either select the clinic from the list or search by Last Name.
- Adult DHS clinic codes will be preceded by a #
- School dental clinic codes will be preceded by a *



It is important to check that the Referrer is formatted correctly. Click the Pen Icon to edit.
- The clinic name must be in the Fax field due to Titanium limitations in letter templates. 

There is unfortunately a letter limit in this field, so enter as much as possible, and ensure 
the whole clinic name is correct on the letter itself.

- Adult DHS Clinics are already formatted correctly
- School Dental Clinics should be formatted as per the example on the right.

School Dental ExampleShortened Clinic Name in Fax Field



Once the “Specialist” (referring practitioner) 
has been selected, select the following:

- Letter template = Paedo Referral Report
- Tick “Save Copy to Documents”
- Set Document Type as “Admin Document”
- Tick “Edit letter before printing”

Click “OK”



The letter template will be created 
and populated with your patient’s 
information and the referring 
practitioner’s information 
(including clinic name, which is 
missing here). Check that the 
information is correct.
Then address the highlighted fields 
as follows:
1. Date of consultation
2. Copy and paste consult 

findings. Only enter pertinent 
findings or a summary, not 
findings such as Anomalies: nil.

3. Check that the plan is correct 
(i.e. if planned for recall, change 
this paragraph).

4. Enter your name (remove Dr), 
and your role (DMD3 Student, 
Paediatric Dental Registrar, 
etc.) underneath as appropriate



- Save your document with the patient’s name as the 
Title. 
- Change the document type to PDF.
- Save in an easy to find folder such as downloads.

This PDF can then be sent to the referring clinic from 
your student email. The clinic email will be listed on 
the letter template.

Delete the pdf from the folder that you saved it in 
once sent.

Close the word document. You will be prompted to 
save. Say yes. This will save the document in 
Titanium, which will then appear in the Documents 
tab.
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