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Job Aid 3.2: Clinical Letters 

You can use the letters provided in HHLPSS or you can continue to use your own letter templates. The HHLPSS 

letters are in Word format so you can edit or copy and paste them into your own letterhead. 
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Step 1:  Use the Clinical Letters screen to view and edit selected letter templates for patient communications. 

After you have selected a patient record [see Job Aid 3.1: Find a Patient and Patient Information 

(P-02299-3.1)], verify you have the correct patient by looking at the information at the top of the 

screen (highlighted in yellow).  

The page lists the different letter templates available for automatic generation. These clinical letters can be 
downloaded and edited by clicking the Select hyperlink next to the desired letter name. The letter template 
will be populated with the selected patient’s information and made available to download. 

Step 2:  Click the Open button at the bottom of the screen to open the document for immediate editing, or 
click the Save button to save the document in your file storage area to use later. 

Questions 

Please contact the HHLPSS coordinator at 608-266-5817 or email DHS Lead Poisoning Prevention. 

mailto:dhsleadpoisoningprevention@wi.gov?subject=HHLPSS-Job_Aid_3.2-Clinical_Letters
https://www.dhs.wisconsin.gov/publications/p02299-3.1.pdf

