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Excuse Letter Template Handout 
 
 

This handout reviews how to create the Work/School Excuse Letter Template in both inpatient and outpatient areas.  Please 
refer to Work Excuse Policy for further information about maintaining the privacy and safety of our patients. 
 
 

Creating Excuse Letter – page 1 Viewing Excuse Letter – page 4 

 
 
 
Creating and Excuse Letter in the Patient’s Chart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

1. Select small 
arrow next to 
“Communicate” icon 

2. Choose “Patient 
Letter” from drop-down  
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3. Use drop-down menu 
beside “Subject” to 

Select “Excuse Letter”  

4. Once template appears 
highlight and delete 
sections/paragraphs not 
needed. 
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5. Place curser at the beginning of letter and 
press F3 to move through document (do not tab) 
marking as you go. 
6. If specifying restrictions for the patient use 
free text below the “following restrictions” line 

7.  Select “Print Now” in the Action Pane 
8.  If needed you can “Forward” 
9.  Select “OK” to print 

NOTE: Document will print to printer defined 
by your computer. 
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Viewing an Excuse Letter in Clinical Notes 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

To view Letter in PowerChart:  
“Click” Clinical Notes 
“Click” Communication 
“Click” Excuse Letter 


