How to Send Letters

=4 Try It Out

Launch Letter from the Button on the Work queue

=1
Send Letter

Enter the provider’s name in the encounter window, and Click New

~

4+ | Order for Radvalidate Chloe [97392483]
- [Order® 3836575 [ ] 9]
. Order Date: 1172472020 = - ‘BWH CENTRAL RAD SCHEI |
K~ | Priority Routine
3 |Standing Status Future Expires: 11/24/2022
Ordering User. Staunton, Jeanne, RT
& | Auth Provider: KAUFMAMN, JULIE View Letters Cancel

Diagnosis: Breast mass
Referred to Provider

Request Summary [3835575]

Note: the first time you do this workflow, you will have to set your letter
preferences (Jump).

Send a New Letter
To send a new letter, click New Communication

(&) Communications

s New Gommltéicaﬁun F

Restare

(1) Select 1-Patient as the recipient. This will direct the letter to Patient Gateway,
if they have an active account. Notice the little symbol beside the patient’s name
in the screenshot, indicating she has patient gateway/MyChart. (Note the letter
will print to an Epic network printer if the patient isn’t on PG).



(2) Confirm that the letter selected is the one you want. Since you saved off your
preferences, you could click the corresponding button to pick the desired letter.
When you set “template display name” it makes the buttons easier to read.

Communications
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|Ee:~-':-':~ contacts |-|-Add| |1Patient| 2 Print For Patient| |3 Care Team 4 PCP| |5 Referring| |6 All Referring | |7 OB H

> Too Kathryn Radvalidate (Patiengy[$1 3¢

> Internal Provider External Provider Excuse Work Mo Show
E' Letter: Internal Provider 3¢
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Press F2 to fill in any Smart Texts in your letter. This varies by letter. In the
example we have a (1) Modality field (type of exam ordered), and a (2) free text
field.

If your letter contains *** you need to enter the necessary information. In this
case, we need to enter the date the order will be discontinued (as determined per

policy).

Kathryn Radvalidate
399 Revolution Drive
Somerville MA 02145

° a Cat Scan (CT)

an MRI
5/18/2021 an Ultrasound (US)

a Mammogram

a Bone Density Test (DXA)
Dear Kathryn, ﬂ\luclear Imaging Test
John Roger Smith, MD ordered PHS AMB MGH Imaging Exam Outreach (Optional) for you and

our records indicate that you have not yet had this test performed. It is important for your medical care that
you complete this test and John Roger Smith, MD receives the results.

At this time, we have made three unsuccessful attempts to reach you by telephone to schedule your exam.
The order will be active until ***_ at which time it will be cancelled. Please call 617-732-6248 to schedule
before the above date.




Click the Send Now button.

B Preview +¥2Pend E&SEﬂdﬂﬂw % Send at Sign Visit | 3 Cancel

| Senv::\lbthis communication now (At+ M) |

Set Letter Preferences
Set your default letter and any additional letter preferences. Click the Wrench.

Communications

& Communications

=k New Communication| J&

You can set a default letter, and the additional letters. Ask your manager or team
lead which letter template you should use.



r~Default Actions When Closing Communications - | - Letter Templates

When not routing to support staff Default letter template: |PHSAMB BWH RAD UNSCHE |
& Always pend the communication;

Template display name: |Intemal Provider |

 Always send the communication

Additional Letter Templates|DispIa§.r MName |
) 1/ PHS AMB BWH RAD UNS! External Provider
When routing to support staff: )
~ Always pend the communication —
& Always route the communication
—Support Staff Options
[” Route to support staff by default Default support staff: |
Encounter Department Default Support Staff |

Accept | Cancel |

Template display name field causes the buttons to be easy to read:
g

External Provider

Internal Provider

When you’re done, click Accept.

Click here to jump back up and send a letter.




