How to create a letter in Crystal

Step 1. Open up Crystal.

Step 2. Go to the records (EMR) page.

Step 3. On the right hand of the page. Click the button “Letter”
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Step 4. Within the letter page that shows up. Select the button “Admin Wizard”



lgr Patient Letters

Send to Word Save Letter
Type Of Letter [Exam Findings ~ | TRl | lnput Values  Show Values
["] do not print lego [ "] print invoice header
|East Main Vision Clinic 2732 Eas! ve #200, Puyallup WA 88372, Phone (253) 770-2732, Fax (253) 770-1023.

Eye Exam Findings

To: Dr.<PCP= L Date of report: <Today's Datex

<Patient Name=>, DOB: <Date of Bith:, was seen in our office on <Exam Date for a full eye health evaluation with <Dr. Day>. Afull case
review has been performed: the patients medical, social, family and ocular history was recorded.

Purpose for visit: <C.C.>

Patiert’s Health History: <Health Hx 13> <Health Hx 23 <Health Hx 3= <Health Hx 4> <Health He 5> <Health He 6> Surgeries and Hospitalizations;
<Health Hx 7=

m

if the patient iz Diabetic; Average blood sugars <Blood Sugars= and Last A1C: <A1C: as reported by the patient.
Initial Pretesting: Intra Ocular Pressures (I0P's), OD <IOP OD=mmHg, OS5 <IOP O5=mmHg; Blood Pressure: <BP Systolic= / <BP Diastolic:

Patiert’s Ocular history: <Oc Hx:, Surgeres: <Cce Sx=, Cument Drop therapies: <Cument Drops:

The findings reported below are displayed, Right eye, Left eye, additional findings. s

Exam Findings: Anterior Segment Evaluation: <5Slit Lamp:
Adnexa - <Adnexa QD> / <Adnexa 053, <Adnexa add>
Eye Lids - < Lid 0Dz / <lid 05>, «<Lid add:>
Conjunctiva - <Conj QD> / «Conj 05z, «Conj add>
Tears - <Tears 00>/ <Tears 05>, <Tears add>
Comea - <Comea OD> / <Comea 05>, «Comea add>
Anterior Chamber - <A/ 0D / <A/C 05>, <A/C add>
Inis - <lis QD / «Iis OS>, <Inis add>
Crystaline Lens - <Lens OD> / <Lens 05>, <Lens add>

Exam Findings: Posterior Segment: Evaluation: <Fundus Eval> with <Fundus Photo

Step 5. This will bring you to a page as seen below.

Side Note: Please be aware if you are on level 2 access. You will need to have the full admin
password or the limited admin password to acess this page.
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[fmblyopia ] Letter Mame  Amblyopia

Pattern Value Pattern Value Add Field

MName Here [—10_ First Mame v] [ Remove ]

MName Here [-2_ Exam Date v] [ Remove ]

MName Hers [-3 Last Mame V] [ Remove ]

“Do not use field ids for Medication or Allergy, use patient codes (-168 -> -171)

- -

Amblyopia (Lazy Eye) Il

Lazy eye, or amblyopia, is the lack of development of central vision in one eye thatis unrelated to any eye health =
problem and is not correctable with lenses._ It can result from a failure to use both eyes together. Lazy eye is often
associated with crossed-eyes for a large difference in the degree of nearsightedness or farsightedness between the =
two eyes. tusually develops before the age of 6. and it does not affect side vision.

Symptoms may include noticeably favoring one eye or a tendency to bump into objects on one side. Symptoms are
not always obvious.

Treatment for lazy eye may include a combination of prescription lenses, prisms. vision therapy and eye patching
WVision therapy teaches the two eyes how to work together, which helps prevent lazy eye from recurring.

Early diagnosis increases the chance for a complete recovery. This is one reason why the American Optometric
Association recommends that children have a comprehensive optometric examination by the age of 8 months and
again atage 3. Lazy eye will not go away on its own. If not diagnosed until the pre-teen. teen or adult years. treatment
takes longer and is often less effective
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Do not use previous medical record information
Save Letter Template | [ (qata from 1 gay only)

Ctrl and direction > (change position)
Shift and direction > (change size) [

Step 6. To start a new letter. Select the “Create New Letter” button.

s Wizard Patient Letters

| Amblyopia-

Create New Letter

Name Here [-10. First Name
Name Here [-2. Exam Date

Step 7. This will bring up a blank letter. With the ability to name the letter, edit the letter, and
insert information from that patients record.



& Waard Patient Letters =Ry X )

Leser e =) Leoec Nome Ty

Name your letter here Add a field

*Do not use field ids for Medicaticon o Allergy, use patient codes (<1685 -171)

Corl and dection > (change position) Do net use grevicus medical record infcemancn
Shit and direction > (change size) Save Lotter Temiate (data from 1 day cely)

Step 8. Within the light grey box. You will want create one of the 4 types of boxes to be chosen.
Choice 1- Header 1 (Bold, Size 14, Center) Header 1

Choice 2- Header 2 (Bold, Size 12, Underline) Header 2

Choice 3- Header3 (Size 10, Underline) Header 3

Choice 4- Textbox (Multi-line, Size 10)

Choice 5- Rich textbox

Choice6- Checkboxes



Header 1 (Bold, Size 14, Center)
Header 2 (Bold/Underling, Size 12)
Header 3 (Underline, Size 10)
TextBox (Multi-Line, Size 10)

Rich TextBox
CheckBoxes




Step 8. Different Types part 2.

Textbox- A text box is just a white box that allows an un-limited amount of text to be inserted
in. If the text goes beyond the textbox’s size. It will initiate the scroll bar, and will allow the
scroll bar within the box to allow you to scroll up and down to see the text. To change the size
of the textbox itself. Please see Step 12 to learn how to move and change the size. (Note: The
text cannot when printed if the text goes beyond the size of the box and scroll bar is needed)

RichTextbox- Allows the font to be changed. Along with the size of the actual text. This also
allows the ability for you to change the color of the text, Bold the text, Italtic the txt, and
underline the text. (Note: The editing buttons and selections next to the richtextbox. Will not
show up on the actual letter when being printed out and can only be viewed in edit mode
(Admin Wizard)

CheckBoxes- This allows you add checkboxes with the exact names that you want to use. To do
so, click the “Add Item” button and type the text that you want to be next to the checkbox
itself. You can also remove these checkboxes by selecting the checkbox/text, and clicking the
“Remove” button. To move the checkbox up on the listing. Select the checkbox/text and press
up. The same rule applies for moving the actual checkbox
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[Leﬂl‘ter Name - Letter Name Letter for examples|

Create New Letter Delete Letter

Pattern Value Pattern Value

*“Dio not use field ids for Medication or Allergy. use patient codes (-168 -=-171)

Header 1 () =

Pressing the B to my right. Bolds text
Example 1- Bold 120 £

Header 2 mee

| Click the B again. To deselect  |Agency FB -]

Bold. Like so. =

Header 3 Select the Capital i for kalics. This will
slant your text.

Hello Everyor‘le_. N Bxample 2- kafic [ Up wil move the bax up Add ltem &

| hope your having a great Sel h derine 1 derdi [] Add item will add check box

d d i thi + b elect the underine U to underine your Remaowe

3y and enjoying this step by besd . ] Remowve will remove boo

step process to help train

. Up
yourselfwith letters. Example3- Underding

] Down will move the box down

G

To choose a color for your text. Select
the blank button an the weny right.

Example 4- Colors. Brown, blue, pink,
black, =- Yes white will not show
up.

Ctrl and direction :> (change position) Do not use previous medical record information
Shift and direction = (change size) Save Letter Template ] o (data from 1 day only)

Step 9. Adding Field values into your letter.

To add values into the letter. You will need to press the “Add Field” Button.

" e Wizard Patient Letters | | ) ot
[_m-m-rm-pm = Latter Hame Laiar for sxarmoles
- Ramoyes ]
Field
Press to
M neit vimes fnld idm for Madicaticn o Allerme e mmrﬂdd‘l{‘.@:u'fﬂ

Step 10. As seen above. The add field button will bring in an area with a Pattern and Value.



Value- This is the information that will be brought into the section of the letter. When the field
itself is inserted. Please look at Step 11 for instructions.

Pattern- The Pattern is just the naming for the value. It will not show anything outside of the
Admin Wizard (Letters Edit Mode) and is only there to identify the information to you and your
staff. To help instruct you on what information is coming in. It also needs to be the same once
inserted into the letters itself.

Step 11. Choosing your Value.

Choosing the correct number is selecting it from the drop listings of the values. Please
keep in mind that all the positive FID numbers are the ones from your EMR/Records page, and
the negative FID Numbers are the hard-coded (cannot be changed) from the patients page.
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[Leﬂerfor examples

Letter Name | etter for examples

Create New Letter Delete Letter

Pattern Value Pattern Value

Name Here 0. Blank. | [ Remove
0. Blank o
1. Technician:
2. Occupation: [
3. Employer: .
4. Refered By:
5. Refeming Physician
&. Family Patients:
7. Hobbies:
8. Computer Use: “Do not use field ids for Medication or Allergy, use patient codes (-168 ->-171)
5. Problems with glass X

Header 10 0THER PATIENT -

11. Last Eye Exam: the B to my right. Bolds text D

12.CC
13, Primary Care Physi ¢ 1- Bold 120 |2
Header 2 14 Dacsay Core Prus
15. Eye Meds: he B again. To deselect |Agency FB hd

16. PATIENTOCULA ke so.

17. Systemic Meds:
Header3 18. PATIENT MEDIC/  he Capital i for Italics. This will

19. FAMILY MEDICAL  Lrtex.

20. Major Surgeries, b

m

Hello Everyone, 21. Mllergies: 2- kale ;
I hope your having a gi122. NOTES: [ tp “,q" mm‘ie the box up |
day and enjoying this ¢23.0ld CLOD: he underine U to undedine your [C] Add item will add check box

24 0ld CLOS: [ Remove will remove bax

step process to help ir: 25, Wear Tme Today

yourselfwith lefters. 25 Wearing Schedule 33 Underline [T Down will move the bax down

EE?E

27. Disposal:
28. Cleaner: s a color for your text. Select
29.CC: ~ |k button on the very right.
Example 4- Colors, Brown, blue, pinle,
black, <- Yes white will not show
up.
Cirl and direction > (change pesition) Do not use previous medical record information
Shift and direction > (change size) Save Letter Template ] [l (data from 1 day only)

As seen above. When selecting the drop down on value. The ability to the field of the
information that you want brough in.

Step 12. Changing the size of the textbox.
Select the text box that you want to have change in size.

1. To move the actual box follow the steps below.
a. Hold down Ctrl and use the arrow keys to move the box.
2. To change the actual box size. Follow the steps below.
a. Hold down Shift and use the arrows keys to increase the size of the box.
b. Up and down arrows will increase the box height.
c. Left and right arrows will increase the width



Step 13. Inserting the field .

To insert the field. You will want to name the pattern, and make sure the correct value has
been selected. From there you must select the area on the page by selecting the area of text or
area of any box to where you want the field to be insert. From there you can click “Insert”, and
this will drop the Pattern name into this area with <> around it. Look below for an example.

S o
Letter for examples Y Letier Nome  Letter for examples

“Do not use field ids for Medicabion or Allergy. use patient codes (-168-> -171)

Header 1 g
Pressing the B to my right. Bolds text @D
Example 1- 120 14
Header 2 o 7
Click the B again. To deselect | Agency FB v
Bold Like 5o 2
Header3 Select the Captal i for kalcs. This wil
slant your tend.
Hello Everyone. - Example 2- faic [”] Up wil move the bex up -

- Add ltem
I hope your having a great ;
day and enjoying this step by tS;;oc: the underine U to underine your :l‘ Add t: :: ;d:o d\eck" wbox

step process to help train F
yourself with letters. Exampled- Undadina || Down will move the bax down

To choose a color for your tead . Select

We are glad thak <Tech> lvas o e Sl o ol oy g

able to help you quttoday. Exampile 4- Colors, Brown, blue, pink
iblack, <- Yes white will not show
up.

Ctrl and direction -> (change position) Do not use previous medical record information
Shift and direction > (change size) [ SeveletierTempiste | [ (camm from 1 cay only) :




Step 14. Once your letter is complete. Click the “Save Letter Template” button and your letter

will now be saved under that letters name.

Step 15. Below is a picture of the letter. Out of “Admin Wizard’ (Edit Mode) and you can see

the insert field.

b Patient Letters

Type Of Letter [Leﬁerfnr examples

Header 1

Header 2

Header3

Hello Everyone,

| hope your having a great
day and enjoying this step by
step process to help train
yourselfwith letters.

We are glad that<Tech>was
able to help you outtoday.

Before Values inserted

* Patient Letters

Type Of Letter | Letter for examples
Header 1

Header 2

Header3

Hello Everyane, -
| hope your having a great

day and enjoying this step by
step process to help train
yourselfwith letters.

We are glad that Jennifer
Smith was able to help you
outtoday.

After Values are Inserted






