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Customizing the Template of the Communicate Patient Letter 

 

 

 
 

 
 

 

 
 

1. From Message Center, 

select Inbox > Manage 

Preferences 

2. Select Reminder/Letter 

3. Click the Header / Footer button 

4. Select Patient Letter 

Template 
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Important: This top portion of 

the letter has been spaced 

and formatted so when the 

letter is tri-folded, the 

Patient’s Name and Address 

will be visible inside a window 

envelope for mailing 

Scroll down under the shaded fields to 

add any information you want to include 

on every Patient Letter you send  

 

The information in the red square has 

been added for demonstration purposes 

When you have added your 

information, click the OK button 

Modify within the 

window.  
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Click the OK button on the 

Preferences window 

Then click the OK button on this 

window and exit the Preferences 

window in Message Center 


