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Edit and Create Letter Templates in Communications  

1. From Communications, click on New Patient Letter. 
 
 
 
 
 
 
2. Once you have chosen the Letter Template you would like to use and edit, click on Edit Template. 

 
3. Make any edits you would like to save to your new Letter Template.  
4. Name your Template, it will automatically default to your initials followed by the original template 

name. 
5. Click Accept. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Edit and Create Letter Templates in Communications 
Edit a Letter Template in Communications to make it your own. 
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A Speed Button with your new Template will be created automatically for you to use in the future. 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

Link Bubble – Learn More! 
Utilize Speed Buttons to Send 

Communications 
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