
Standard letters will appear 

with a padlock symbol and 

your letters without. 

Control who can print each 

letter by user permission 

levels (if none are selected 

the letter will not be 

available for any user). 

Highlight the data field you 

wish to appear in the letter 

and click ‘Insert Field’. When 

the letter is printed the 

relevant data will merge from 

the patient’s record onto the 

letter. 

Create a new, duplicate or 

delete an existing letter. 

(Letters with the padlock 

cannot be deleted). 

Edit selected letter 

content. 

Cancel unsaved changes. 

Give your letter an appropriate name and description for your users to find them (to rename an existing letter see bottom of the page). 

Free type your letter and format the text with 

the text toolbar. 

Rename previously created letter. 

Save the letter (all changes will be lost 

if you view a different letter, leave the 

letter management tab or log out and 

do not click save). 


