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Multi Appointment Letter 

 

 

Generating a Letter 
 
1. Locate an appointment related to the 

Oncology/Haematology Day unit in Scheduling 

Appointment Book (either on the grid or using a search). 

2. Right click and select the Modify action to bring up the 

appointment details 

3. From the Modify window, select “Yes” from the “Generate 

Multi-Appointment Letter?” dropdown 

4. Select OK 

 

 

 

 

This Quick Reference Guide will explain how to:  

Generate and print an Oncology/Haematology Day Unit Multi-Appointment Letter. 

 

The Oncology/Haematology Day Unit Multi-Appointment Letter is a unique template customised for use by the 

Oncology/Haematology Day Unit. The letter will list the upcoming appointments (maximum of 5) for a patient in the Day 

Unit. This has been limited to: CDU Inpatient Visit, CDU OP Review, Oncology Research, Oncology Symptom Urgent 

Review and Oncology Symptom Urgent Review Education appointment types 

 

To ensure appointment letters have the latest information, always re-generate a letter before printing. 
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Viewing/Printing the letter 
 
1. Double click the Oncology/Haematology Day Unit related appointment 

2. From the Appointment View window, select the Post Document tab 

3. Double click the letter that was most recently generated 

4. Select the  icon to print the document for the patient 

  

 

Important – Check Date and Document Type 

Check the Document Type is “OP – Appt Multi Conf 

Letter” and the date is correct. Other letters will also 

appear here 


