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In the Patient tree, click Correspondence > Create document.

1. Change the document’s subject.

2. Change document margins, paper, and layout options.

3. To insert a database value, place your cursor where you want the value to display and select the
database field from the options in Merge fields.

1

U
se

 th
e 

do
cu

m
en

t w
rit

er

2

3

To save a draft, click the drop-down arrow for the option:

• An action will be added to Today's Notes.

• The document will be saved to Correspondence with the status of Draft. 
Click the ellipsis next to the document to print, preview, download, edit, 
move or delete.




