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CREATING AND CUSTOMIZING PATIENT LETTERS 
 
 
Modifying Text Permanently 

 
The text of the ABC or Vaccination letters may be permanently modified by 

selecting the Maintenance menu option and going to the appropriate template. 
 

ABC Letter  
 

Make permanent changes to Opening/Closing Text 
• Select Modify ABC Template under the Maintenance menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• From the drop-down box, select the letter type that is to be changed. Then, 

make the modifications, and close the window. Do not forget to add the 
name and contact number for your specific clinic. 
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Make permanent changes to ABC Action Steps  
• Select Modify ABC Action Steps under the Maintenance menu. 
 

 
 
 
• Make permanent changes to any or all of the action steps.  The text for each 

action step is restricted to 60 characters (including spaces & punctuation).  A 
maximum of seven actions steps is allowed. 
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Vaccination Letters  
 

Make permanent changes to Vaccination Text 
• Select Modify Vaccination Templates under the Maintenance menu. 
 
 

 
 
• From the drop-down box, select the vaccination letter that is to be changed.  

After the modifications, select another letter from the Template Type or close 
the window.  

 
 

 



E-4 

Modifying Text Temporarily 
 
Customizing Letters – Customize Letters allows a user to 
temporarily change the text of ABC Letter or Vaccination Letter by 
cutting and pasting or create a user-specific letter for the current 
patient only.. To open the form, click Current and then Customize 
Letter. 
 
 
 

 
ABC Letter – Select ABC Letter under the Letters menu to 

temporarily change the text of ABC Letter or Vaccination 
Letter.  

 
 
 

Selecting ABC Criteria and Customizing Text 
The selection criteria at the top of the form are similar to those on the PPP form.  Select a 
particular age group, office visit date range, and/or a physician.  Any changes made to the 
opening text, closing text, or the Action Steps on this form are temporary and will be in 
effect for the selected population. 

 

   
 

• Age (years) – to customize a query, select the age range for patients to be 
included. 

 
• Office visit – to customize a query, select a date range.  Then, only patients 

who had one or more office visits during that time period will be included in the 
query. 
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• Physician – to customize a query, select a particular physician name.  Then, 
only that physician’s patients will be included in the query. 

 
• Signatures – In order to modify the way a physician signature (name) appears, 

click the box next to the "Modify signatures." Note that for a signature to 
appear on the letter, the signature line for the physician name must be filled in.  
This feature is also available by selecting Update Physician Info under the 
Maintenance menu option.  

 

 
 

• Customize opening text – The text defaults to the opening text for the ABC 
template.  Any changes made to the opening text in this part of the DQCMS 
program will be valid for the current session only.   

 
• Select ABC Criteria – The ABC items in this box will default to “all.” The 

customized choices are all, <, or =>.  If < or => are chosen, the value box will 
be visible, defaulting to the ADA clinical recommendations.  The values may 
be changed to further stratify your patient population. 

 
• Select Action Steps – Seven ABC Action steps are available: 

o Checkbox – All seven boxes are checked by default.  Unclick the box 
next to any step that you do NOT want to include in the customized 
letter. 

o Action Step Text – The action step text defaults to the ABC Action 
Steps template.  Any or all of the steps may be customized here for the 
current session.  There is a 60-character limit for each step.   

 
• Customize closing text – This text defaults to the closing text for the ABC 

template.  Any changes made will be valid for the current session only.  
 



E-6 

Printing ABC Letters/Labels 
 

• ABC Letters – When selecting criteria and customizing text is complete, click 
the View Letter button to preview your letters.  Margins may be adjusted by 
selecting Page Setup under the File menu. To print letters or labels go to 
File on menu bar, then click Print. 

 

 
 

 
• ABC Labels – When selecting criteria and customizing text are complete, 

select the desired label size from the drop-down box.  The labels will preview 
for review. The label numbers correspond to Avery label products. 

 

 
 

 
 
Vaccination Letters – Select the type of vaccination letter under the Vaccination Letters 

option of the Letters menu. 
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Selecting Vaccination Criteria and Customizing Text  
Any changes made to the text on this form are temporary.  To make permanent 
changes, select Modify Vaccination Templates under the Maintenance menu 
option. 

 
 

• Physician – To send letters to patients of a particular physician, select that 
physician’s name. If this field is left blank, all physicians are included. 

 
• Modify signatures – To modify the way a physician’s signature (name) 

appears, click this box to open a form for modifying physician signatures.  This 
feature of modifying signatures (name) is also available by selecting Update 
Physician Info under the Maintenance Menu option.  

 

 
 
 

• Customize text – The text defaults to the permanent text on file.  The text may 
be customized here.  Any changes made will be valid for the current session 
only.   
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Printing Vaccination Letters/Labels 

 
• Vaccination Letters* – When selecting criteria and customizing text are 

complete, click the View Letter button to preview the letters that are now ready 
to be printed.  Margins may be adjusted by selecting Page Setup under the 
File menu. To print letters or labels go to File on the Menu bar, then click 
Print. 
 

 
  

 
• Vaccination Labels – When selection criteria and customizing text are 

complete, select the desired label size from the dropdown box.  The labels will 
preview for review.  The label numbers correspond to Avery label products. 

 

  
*Letterhead stationary – the margins of the document can be modified to 
accommodate letterhead stationary.  Select File, go to Page Setup and increase or 
decrease the page margins accordingly. 


