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EMIS – Creating Letters
Purpose 

This document provides guidance on how to create letters.

[bookmark: AddingNewReferral]1. Creating a Letter

Once you have accessed the patient’s EMIS record and navigated to the Document tab, click on the lower part of the ‘Add’ button on the far left of the ribbon and click on ‘Create Letter’ option (you can navigate to this via any tab in the Care Record, except ‘Medication’):

[bookmark: _GoBack] [image: ]

After selecting ‘Create Letter’ a New Patient Letter box will appear (please note this may not be populated with any template options if you have not created a letter before) to search for the template you require, click on the magnifying glass in the bottom-right hand corner:
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A ‘Find Document Templates’ box will appear – click on your Services folder below the ELFT Community Hierarchy list to view template options – select the template you wish to use:

[image: ]Click to expand service folder and choose template


The chosen template will now appear – enter details accordingly:
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When completed, select the ‘File’ icon on the top left-hand side and select ‘Save and Close’
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You will be returned to the ‘Documents’ tab of the Care Record where the new document will be listed:

[image: ]


2
EMIS Creating Letters 20171020
image2.png
New Patient Letter [ =

Please select either a biank document or a tempiate from
the st below, or find the template you wsh to use.

DSN Diabetes and mood information prescription
DSN generic Non response letter

DSN New Patient Response Letter (GP)

DSN: Appointment letter

oK | [ cancel |





image3.png
Find document tempiate or use the hierarchy to browse.

Hierarchy | preview.

[ DSN Documenttemplates.
v [ EpcT
b [ Teleheath

K4 Nodat) [/ MW@

Lo (o )





image4.png
e ¥ SMITH, Maureen (Mrs)

Mail Merge Fields <

Patient Details
Full Name
FullName(inc. midde)
Title
Calling Name
GivenName
Middle Name
Sumame
Previous Sumame
Title Iniial Last Name
Title LastName
Age
Date of Birth
Gender
Gender(ful)
Date of Registration
PatientType
NHS Number
Hospital Number
EMISNumber
PAS Number
Contact Details
Usual P
Registered GP.
Home GP
‘GP history summary
Professional contacts summary
© Patient Facing Services
Bith Sumame
Ethnic Origin
Date of Death
TransportNeeds -

K — E— 3

£ Clinical Content

% Organisation Details

@ iscellancous tems

1

it B Z U e x X

Clipboard

Female N 147 388 2676 U

Tnsert  Page Layout  References Review " View

WHailings

A Find -

2 Replace

& Select -
cating

0 AN R AaBHCeDd %
2 change
7 Stles~

Stytes 5

4aBbCeDe

Emphasis strong

Font 5 Paragraph 5

East London [I75]

NHS Foundation Trust

Mrs Maureen Smith
66 New Road
Eastbrook
Austonley

West Yorkshire
WF17

]
03-Jun-2016

Dear Maureen Smith

I'm sorry you were unable to attend your appointment on 15/05/2016 AT 15:00...

If you would like another appointment to see me about your diabetes, please
telephone 020 8586 5240 to leave a message and | will be happy to make another
appointment

~*PLEASE NOTE THATIF WE DO NOT HEAR FROM YOU WITHIN ONE MONTH
WE WILL DISCHARGE YOU BACK TO THE CARE OF YOUR GP.

1 look forward to hearing from you.
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