
 
 

 
 

CREATING LETTERS IN INTELLECHARTPRO 

The purpose of this training is to create and fax letters directly from IntelleChartPRO 

Required Tools for This Training: IntelleChartPRO and referring provider list form your practice management software. 

Note: Via the HL7 integration, IntelleChartPRO uses your list of referring providers/contacts in your practice 

management software to successfully fax a letter.  If searching for a doctor results in either not being able to locate 

the provider or a fax number is missing please add this information into your practice management software and then 

search again (allowing a few seconds for the interface to refresh).  While you can create a contact in IntelleChartPRO, 

it is recommended that you make any additions or corrections to the contact in your practice management software 

to avoid duplicate contacts in IntelleChartPRO.  Any contacts created in IntelleChartPRO will NOT be sent to your 

practice management software. 

Permission: Depending on the vendor, users may need permissions given to add/edit referring provider contact 

information in your practice management software. 

Preferences: None 

 

1.   After completing all clinical data and follow up items select “Letter” to expand this section of the chart.  

Remember, letters are pulling information you have already documented in the chart in the exact format entered 

by the user so be cautious/aware when free typing for clinical, spelling, and grammar accuracy.   

 

 

 

 

 



 
 

 
 

2.  Under the contacts section you will see a list of patient specific contacts.  Users have the capability to change the 

letter/copy doctors within this screen directly from the contact choices already displayed.  To change this 

information simply check/uncheck the green box indicating the type of contact (P- Primay, R – Referring, L – Letter 

(who the letter is addressed to); C- Copy). 

For “how to” information on adding referring provider/building a contacts list refer to the training documents for 

“Patient Demographics”. 

Choose the type of letter you are creating from the drop-down list.   

Reminder: If you have changed the contact section of the demographic tab after already opening the letter, don’t 

forget to click on “Update” to show the changes to the patient’s contacts. 

 

 

 

 

 

 

 

 

 



 
 

 
 

3.   Once the letter type has been selected, a letter will be generated using practice specific report settings.  To 

change what elements are default to be included in your letters please refer to the how to guides for report 

settings. 

 

 

When a letter is created a visual is placed in the header for future reference showing you the last time a letter was 

created.  In the example below it is showing “U” for update letter created on 5/16/17. 

 

 

 

 



 
 

 
 

4.   To manually change the items included in the letter select the box next to the element.  This will turn the 

element BLUE and then click “Refresh” to see the changes.  In the example below “Anterior Segment” was not part 

of the defaults and was manually selected to be included in the letter.  

 

 

5.   To fax a completed letter click on “Fax”.  A window will display informing you that his action will not only queue 

the fax but also sign the chart note.  Click “Ok”. 

 



 
 

 
 

Note: Selecting “Letter Signed” will only sign the letter/chart note.  It will NOT put the letter in the fax queue.  You 

will see if selecting this option that in the pending letter notification the status for that letter will be “Not 

Scheduled”.  To fax the letter from the pending letters screen select “Send Fax” and you will notice the status will 

turn to “Scheduled”. 

 

 

 

 

 

 

 

 



 
 

 
 

Additional Information: 

When a letter has been created and signed a copy of the letter can be found in the “Reports” tab on the patient 

summary page.  To view a copy of the letter select “Letter” and a PDF copy of the letter will be displayed.  From this 

window the letter can eithe be downloaded, printed, or refaxed. 

 

 

For information on viewing the fax log in the administrative section of MDI please refer to the how to 

guide on “Managing Faxes”. 

For additional questions please contact support at 1-813-435-9200, option 1 then 2  


