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

| Multi-Patient List MPage Perioper, racking Tracking £

. Depart | AT patient Education

Communicate

Gender:Male

e Directive

t % Multi-Patient List MPage Perioperative Tracking

2. Choose “Patient
Letter” from drop-down

@ Message
[@] Reminder
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r
lergies: erythromycin, acetaminophen, mino... ML EEEIRINY drop-down menu

— beside “Subject” to
dbject: | E<Select ‘Excuse Letter” :

J

DOB:02/11

5/12/14]

stient Mes s dministrative Letter
=15 Letter
irial Letter to Patient @ ..,‘., cli'E E% Bgf 'S'
Letter to Provider
Summary of Care Letter

2atient Message

e - - @ ee 8

Following your visit on _ your condition requires tl

[_] refrain from work for _ days.
[_] return to work on _ with no restrictions.
[_] return to work on _ with the following restrictiol

This may be presented to your employer as a woi 4. Once template appears
highlight and delete
sections/paragraphs not

needed.

>4

Results
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Following your visit on _ your condition requires that you- 5. Place curser at the beginning of letter and
~ press F3 to move through document (do not tab)

[ ] do not attend school for days. marking as you go. .
[ ] return to school on _ with no restrictions. 6. If specifying restrictions for the patient use
[ ] be excused from pa_rticipating in physical education clas free text below the “following restrictions” line

[ x] return to school on _ with the following restrictions:
Mo PE classfor 7 days

This letter may be used as your school excuse.

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

@ Print Now Do Not Print Now

Addibonal — A[-H

lme«d Action: REVIEY (Limit 5) 1L x| ] IlHI
Comments:
(Lmit 255)

*Not Printed On Letter

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:

£ Provider External Vi “Olink” Cling
& == " “Cl!ck” Clinical Npte§
Clhinical Hotes ® Commuvaten | Click” Communication
o MPage 4 (] Letter to Patent” “Click” Excuse Letter

4 () Letter to Provde
3 P Excuse Letter

B o4/17/20158
) Messaces 1

. m L]

© By type m Health Care

By statu
By date

- -

Universiey of Missouri Health Syitem

ALAN ZTEST

1007 W BROADWAY
COLUM BIA MO 652032121
April22 2015

Dear ALAN ZTEST

Followng your vist on _ your condibon reguises thal you

L] do not atiend school Br days

[ retum © school en _ wih no restnctions

L] be excused from pertcipating in physical education classes for _ days
[ retum 10 schooion _ with the Bllowng resincions

No PE dass for 7 days

This letter may be used a8 your $Ch00| excuse

"1
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