AMBULATORY CLINICIANS

LETTERHEAD SETUP

HOSPITAL INFORMATION SYSTEM (HIS)

Step One: Downloading NH Logo to your PC

1. OnSourceNet, navigatetothe Forms

and Templates drop down menu, and
select Communication Guidelines.

d Safety ¥  Forms and Templates ¥ = Resour

Access EFR
. Access EFR Resources | ——
Clinical Forms
Communication Guidelines
Non-Clinical Forms i
Patient Order Sets A
Travel and Expense Claims r

Fmernency Cndes

2. Scrolldownto the NiagaraHealth

Logos, and rightclick on one of the
primary logos.

. Open link tab
Niagara Health Logos 0 Opentinkinnew iz
Please follow the guidelines in the ( B Open ink in new wine
Manual when using our logo. B2 Openlinkin InPrivate
Primary NH Logos 0 Open fink in split scre

(click on logo to download)
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Extraordinary Caring. Every Person. Every Time.

Save link as

Copy link
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Open image in new te

Extraordinary Caring. Every Person. Every Time.
% Save image as

Select Savelmage As to download the
logo to any desired location onyourPC,
which can be selected on the left-hand

side of the pop-up window.

Optional: Rename the file “NH Logo” or
a title or your choice for easier retrieval.

Click Save.
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How to doa one-time setup toinclude acustomized letterhead and NH logo for patient and providerletters.

Step Two: Setting up Letterhead in PowerChart

1. From Message Centre, select Inbox and
click Manage Configuration from the

drop-down menu.
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2. Selectthe Behaviour Preferences Tab,
then click on Reminder/Letter.
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3. Clickon the Header/Footer button on
the bottom right of the window.

Provider Letter Sections
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4.

Verify thatthe templateissettothe
desired lettertype.

Insert Fields
Template

Patient Result Letter Template v

Patient Result Letter Template

Place yourcursor directly above the
Patient’s Name field, then select the
Add Columnsicon.

v Adal v 12 ~|B I U |E|E

Patient Adhoc Letter Template
Provider Letter Template

[Full Patient Address]
[Date]

Dear [Patient's First Name],

Ensure that Columnsissetto 2, and
Rowsisset to 1. Click OK.

Insert Table

Columns: Rows:

2 1 ] Show Border

Ensure that yourcursoris inthe column
of your choice. Select Import Graphic
underthe options bar. This will open

the File Explorer window.
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8. Clickon This PCon the right menu, then
select Permitall access when the
security pop-up window appears.

Citrix Workspace - Security Warning

F'—? An online application is attempting to access
files on your computer.

—> Block access
Do net permit the application to read or change your
files.

—> Allow reading only

The application cannot change files.

—» Permit all access

9. Nextselect This PCfrom the right-hand
menu. Double-click on Local Disk under
Disks and Drives.

Select the image file
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10. Double-click on Users.
11. Double clickonyour username.

Select the image file
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12. Selectorsearch forthe file name. If you
did not manually rename the logo,
search for “NiagaraHealth_Primary”.

13. Double-click onthe file thenclick Open.

14. The template will appearlikethis. For
patientletters, you may choose to
include credentials oradditional
informationinthe second column.
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Extraordinory Caring. Every Person, Every Time.

[Patient's Name (full formatting)]
[Full Patient Address]

[Date]

Dear [Patient's First Name],

Below are the results of your recent testing. For any questions please contact the office.

Sincerely,

[Ordering Physician's First Name] [Ordering Physician's Last Name] [Ordering Physician's

Pradantialel

niagarahealth

LETTERHEAD SETUP

HOSPITAL INFORMATION SYSTEM (HIS)

15. To preview yourletter, clickon the

Preview button on the lowerleft corner
of the

. Dr.A. Broski MD. (FRCP)

niagarahealth retweas
1200 Fourth Avenue, St Catharines, L2S 0AS

Extiaordinary Caring. Every Person. Every Tme.  pone: 805 478 3647

Dee, John Q.

AptT

1234 EvergreenTem.

Amtown, XX 99399

04-5ep-2024

DearJohn,

Below are the results of your re cent e sting. For any questions please contact the o fice.

[Result Name | Current Result [Previous Result [Nomal Range_|
Total [H) 205 (B1008) |H) 211 BE0S) 125-200
Cholesteml 1M ER0T)

Sincerely,

John Smith 1.0
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