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The Batch Letter Writer is used for batch processing a practitioner's clinical letters (write, review, distribute) and
for writing on-demand clinical letters in Zedmed.

Process a batch of letters

Batching enables practitioners and administrative staff to review all patient attendances since the previous batch.
Users can generate clinical letters for these attendances and assign each a status to track its readiness for
distribution. Once the entire batch has been reviewed and approved, it can be distributed in bulk.

Step 1 - Create a batch of letters
To identify the practitioner's patients and write their letters:

1. Select the Batch Writer icon from the main menu inClinical.

The Batch Letter Writer will open on the Existing Batches tab.
2. Select the Doctor the batch is for.

¥4 Batch Letter Writer

Search Letter Section

Existing Batches  Write Letters Selected Patient
Search Criteria Name: | |
Address:
Doctor: |Phillip, Dr Davis “ } }
Status: | ot Complete -
DOB:
Batch created date  From: [22/04/2026 T To: |22/04/2026 7]
Letter Details
Search
Date: l—

Search Results

Tor |

22/04/2026 00028 (New)

Co

Subject:

Additional Details

Ref, Date: Examination Date:

View Letter... Edit Letter... Write Letter...

New Batch é Distribute

Close

3. Select New Batch.

This will display the Write Letters tab.
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¥4 Batch Letter Writer - a x

Search Letter Section
Selected Patient

Existing Batches Write Letters

Search Criteria Name: ‘Andraws, Cor'Nelius ‘

Appointment Date - |From: [22/04/2026 |5 |6:00 AM Address: \5 Crystal Ave \
To: [22/04/206 | [11:59PM 2 [HUNTERS HILL 2110 ]
Add Patient [include Cancelled DEB|Z E i
Selected Batch Details Letter Details
Doctor: Phillip, Dr Davis Batch No.: 00028 Date: | 22/04/2028 24
To:

Search Result ‘ ‘ Q

22/04/2026 08:45am  Andrews, Cor'Nelius (3 Q

22/04/2026 0%:15am  Flinders, Jacob
22/04/2026 10:30am BLAIR, BEVERLY
22/04/2026 11:15am  Barker, Emily

Subject: |Letter

Patients who had appointments Templiate: 33332 e
with the practitioner in the Summary: (=%
selected data range

Additional Details

Ref. Date: |30/12/1899 | 7] Examination Date: |22/04/2025 %]

View Letter... Edit Letter... Write Letter...

New Batch . Distribute Close

4. Select the From and To period for the batch period.

This should be the period during which the practitioner saw patients who require a letter written. e.g., that
day.

5. Select the Search criteria the date range will use: date of Appointment or date of Attendance.

6. Select Search.

All applicable patients will be listed. Add and remove patients using right-click > Delete and the Add patient
button.
7. Select the first patient to write a letter for.

The letter configurations on the right will become active and auto-populate.
8. Add the letter's recipient:
a. Select the searchicon nexttoTo.
b. Openthe Zedmed Address Book

Contains practice-defined addressees, which can be set up for secure messaging.
c. Inthe Address book, locate and select the practitioner to add them as anAddressee
9. Optional: CC other practitioners in the Address Book.
10. Review the Subject and update as required.

This becomes the letter title in Summary Views. It is not included in the letter.
11. Choose a template for the letter.

Select the Template searchicon to display all available templates, then double-click a template to add it to the
letter setup.
12. Select Write letter.

The letter will open in the Zedmed editor.
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Data Toabar
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Addressee

f Clinical Details
Treating Doctor
Head of Famiy
Miscellangous

H Melbourne Clinic Patient Demegraphics
- Practice
z Level 3, 60 Albert Road Copy To Dactors
z SOUTH MELBOURNE 3205 Pregnancy
- Phone: 03 9383 3300 Extra Cinical Data
z - . Other Contacts
- Dr Phillip Davis Current Measurements
z Health Fund
: Medical Certificate
THIS IS TO CERTIFY THAT

Andrea Holloway

IS RECEIVING MEDICAL TREATMENT AND FOR THE PERIOD

7 April 2026 TO 10 April 2026 INCLUSIVE

She WILL BE UNFIT TO CONTINUE her USUAL OCCUPATION

This Certificate was completed on 7 April 2026

Kind Regards,

Dr Phillip Davis

I D

13. Update the letter's content.

The Data Toolbar may be used to insert existing patient information into the letter.
14. Close the letter using the X at the top right or File > Close.
15. You will be asked if you wish to Save it using a document status dialog.

The default status is To be Reviewed and the letter will be added to the Letter Batch with a? implying it
requires review.

Save *
Is the status of this document correct?

Yes Mao Cancel

Current Letter Status
7 (@ To be Reviewed

¥ () Meeds Correction
« () Correct

Completed letters will appear in green text in the batch list.

Step 2 - Review the letters

Toreview the letters and prepare for distribution:

1. Open the Batch letter writer.
2. The Existing Batches tab displays:
a. Review the batch search settings: Doctor, batch status and date range for the batch creation.
b. Select Search.
c. Expand the applicable batch to view the letters (which will show their status).
3. Review each letter and update its status:
a. Select the letter.
b. Select Edit to open and make the required changes.
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c. Close the letter.

. Select the new status when prompted e.g, Correct.

Note: You can also update the letter's status within the Batch by right-clicking the letter >Change
letter status.

¥4 Batch Letter Writer

m}
Search Letter Section
Existing Batches  Write Letters

Selected Patient
Search Criteria

Name: |Flinders, Jacob
Doctor: |Phillip, Dr Davis

Address: |28 Central Avenue
Status: [y

RICHLANDS 4077

DOB: |14/03/1981
Batch created date  From: |2303/2026 | ] To: |23/04/2026 ]
Letter Details
Search
Date: | 22/04/2026
Search Results 7o
23/04/2026 00029 (New)

Bl 22/04/2026 00028 (New) =
+ Barker, Emily Letter to Benson, Greg
¥ Andrews, Cor'Nelius Letter ta Dr Vivian Mortier
7 BLAIR, BEVERLY Letter
* Flinders, Jacob Letter

New Batch

Subject: |Letter
Edit Letter...

View Letter...
[ Distribute Letter...
[ Print Envelopes
[z Print Envelopes for CCs

Additional Details

Ref. Date: |30/12/1899 Examination Date: |22/04/2026
Change Letter Status ~ +
e S
Cancel Distribution
Delete Letter..

New Batch é Distribute Close

Step 3 - Print or distribute the letters
To distribute the batch of letters:

1. Open the Batch Letter Writer.
2. Locate the batch on the Existing Batches tab:

a. Select the search settings: Doctor, batch status and date range for the batch creation.
b. Select Search.

3. Right-click the batch and select Distribute batch.
4. Select Yes on the warning.

5. Use the Print/Send options shown below. All options may be used at the same time.
a. Option 1 - Print:

i. Select the Print Document radio button and Document Printing Preference.
b. Option 2 - Send electronically

i. Check that Send electronically to all electronic recipientsis selected, then select OK.

Important: When using Secure Messaging, the addressees must be set up in the Address Book

with the secure messaging service they use and the practice sending the letter must have the
same secure messaging service as the addressee.
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¥4 Batch Letter Writer

Search
Existing Batches  Wirite Letters

Search Criteria

Doctor: |Davis, Dr Phillip >~ |

Status: ot Complete -

Batch created date  From: |14I06.|’2026 = To: |14I07I2026 =

Search Results
1= 03/07/2026 00021 (Mew)

=5 7 Hollywood, Diana Letter to Reed, Dr Brenda
= 09/07/2026 00020 [New)

r‘_, +" Hollywood, Kate Letter to Reed, Dr Brenda
[= 09/07/2026 00019 (Under Review)

E +" Box, Anna Letter to Reed, Dr Brenda

r“_, +" Marsh, Mary Letter to Dr Brenda Reed

Envelope icon means

addressee is configured for
Secure Messaging

New Batch é Distribute

c. Option 3 - Use Secure Send
i. Select the recipient's Email or Mobile.
ii. Use Copy to add other recipients.
6. Select OK.

(®) Distribute Now

E Send electronically to all electronic recipients

[ print Document [ Print Envelopes
Document printing preferences Envelope printing preferences
@ Print one copy if there is a paper recipient @ Print an envelope for each paper recipient
O Print one copy O Print an envelope for primary recipient only
(O Print a copy for each paper recipient (O Print an envelope for CC recipients only
(O print a copy for each recipient () Print an envelope for every recipient

[ Frint a copy for file
[IResend
Send to Patient

This will send a download link for the selected file to Patient/Payer via Email and/or SMS. The
download will prompt for a one-time password on the respective email/mobile no.

Patient Campbell, Michael

Payer Campbell, Michael -

Notifications to be sent

] Recipient Email imcampbell@email.com ‘

[A Recipient Mobile |0422555555| |

[] Pin not required (Less secure)

Send a copy to
Copy To Email Copy To Mobile

Q Q

O Print envelopes without tracking

v ok X cancel ? Help

Printed/Distributed letters are saved in Summary View > Documents > Letters.

NOTE: If you need to reprint letters, select the Resend checkbox otherwise the software will take no action
as it knows you have already printed.

7. Once all letters are distributed, right-click the batch and select Change Batch Status > Complete.
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8. To monitor distribution, right-click the batch and select Batch Distribution Status.
9. The Batch Distribution status screen has an icon legend to show the status of each letter.

The functions at the bottom can be used to action specific letters.

¥4 Batch Distribution Status [m] ®
View
Viewing bateh number 28 for user PDAVIS (T [
=[] Batch 28 Not Queued
=[] 22/04/2026 To: Greg Benson Patient: Barker, Emily Re: Letter to Benson, Greg [ Not Queued
[ (g To: Greg Benson Prow:
=) [] 22/04/2026 To:  Patient: Flinders, Jacob Re: Letter Secure Messaging
[ (g Free text addressee Prov: [ Needs to be sent
=] D 22/04/2026 To:  Patient: BLAIR, Miss BEVERLY Re: Letter L Sent
[ (g Free text addressee Prov: L& Cancelled
=[] 22/04/2026 To: Dr Vivian Mortier Patient: Andrews, Cor Nelius Re: Letter to Dr Vivian Mortier L+ Successfully received
[ [ To: Dr Vivian Mortier Prov: 2121331W L Failed to be received
Printout
(=l Needs to be sent
L] sent
(& Cancelled
Distribute All Expand All Hide Legend
Failed Acknowledgments
Distribute Selected Cancel Selected Has been noted and processed.

Write a single letter
The Batch Writer can be used to write a single on-demand clinical letter.
To write a letter:

1. Select Batch Letter icon from the main menu inClinical.

The Batch Letter Writer will open.
2. Select the Write Letters tab (if it is not already selected).
3. Select Add Patient.

Use the Find Patient screen to locate and select the patient the letter is about.

2 X @ | L
Open Family Close Patient Waiting room Results inbox M Address 3
74 Batch Letter Writer - O t
Search Letter Section
Existing Batches| Write Letters Selected Patient
Search Criteria name: | ‘
Address: | ‘

Attendance Date « | From: |07/04/2025 Z| 600 AM =
To: |07/04/2026 |TF] [11:59PM (5 | ‘
Add Fatient Search o[ |

Selected Batch Details Letter Details
Doctor: Davis, Dr Phillip Batch Mo.: 00001 Date:
To: |
Search Result
Ca
Subject: | ‘

Template: |Re| Letter - Standard ‘

Summary: | |

View Letter... Edit Letter... Write Letter...

New Batch . Distribute Close

4. When the patient is selected, the letter configurations on the right will become active and auto populate. If
the patient has a referral recorded, the referring practitioner's details will display in the To field.
5. Add the Addressees:
a. Select the searchicon next toTo.
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b. Open the Zedmed Address Book

Contains practice-defined addressees, which can be set up for secure messaging.
c. Inthe Address book, locate and select the practitioner to add them as anAddressee.
6. Optional: CC other practitioners from the Address Book.
7. Review the Subject and update as required - this becomes the title of the letter in Summary Views, it is not
included on the letter.
8. Choose a template for the letter.

Select the Template searchicon to display all available templates, then double-click a template to add it to the
letter setup.
9. Select Write letter.

¥4 Batch Letter Writer - O X

Search Letter Section

Existing Batches Write Letters Selected Patient

Search Criteria Name: |Ho|loway, Andrea ‘

Attendance Date « |From: |07/04/2025 |77 6:00 AM
To: [07/04/2025 [ 11:59 M [BEnowa 4217 ‘
Add Patient Search DOB: (26/12/1943

Address: |5 Kingsley Gr ‘

A

Selected Batch Details Leior DEme
Doctor: Davis, Dr Phillip Batch No.: 00003 Date: |07/04/2026 )
To: |Dr Vivian Mortier
Search Result [ ] ‘ Q

07/04/2026 09:56am Holloway, Andrea Cc Q

Subject: [Letter to Dr Vivian Mortier l ‘
Template: [Medical Certificate 1 ‘ Q

Summary: | ‘@

View Letter... Edit Letter... Write Letter...

Mew Batch o Distribute Close

The letter will open in the Zedmed editor.
10. Update the letter's content. The Data Toolbar may be used to insert existing patient information to the letter.

|4 Letter Writer
Ed\t View Insert Format Voice Tools Table

CEEY.

w | T Times New Roman

R RN ERR R TR R RN

Data Tool

Addressee

Clinical Details
Treating Doctor
Head of Family
Miscellaneous

Patient Demographics
Practice

Copy To Doctors

Melbourne Clinic

Level 3, 60 Albert Road

EEEEEEEEEEEEEE

- SOUTH 3205 Pregnancy

~ Phone: 03 9984 3300 Extra Clinical Date

Z i . Other Contacts

- Dr Phillip Davis Current Measurements

- Health Fund
Medical Certificate

I

THIS IS TO CERTIFY THAT

Andrea Holl oway

IS RECEIVING MEDICAL TREATMENT AND FOR THE PERIOD

7 April 2026 TO 10 April 2026 INCLUSIVE

vagr g gl

She WILL BE UNFIT TO CONTINUE her USUAL OCCUPATION

This Certificate was completed on 7 April 2026

Kind Regards,

oo Do oo g |

14

z Dr Phillip Davis
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11. To manage distribution of the letter select theFile menu > Print or Distribute to Send the letter electronically
as explained below.

@ Distribute Now

E Send electronically to all electronic recipients

[ Print Document [CJPrint Envelopes
Document printing preferences Envelope printing preferences
@ Print one copy if there is a paper recipient @ Print an envelope for each paper recipient
O Print one copy O Print an envelope for primary recipient only
O Print a copy for each paper recipient O Print an envelope for CC recipients only
(O Print a copy for each recipient (O Print an envelope for every recipient

[ Print a copy for file
|:| Resend
Send to Patient

This will send a download link for the selected file to Patient/Payer via Email and/or SMS. The
download will prompt for a one-time p onthe ive I/mobile no.

Patient Campbell, Michael

Payer Campbell, Michael v

Notifications to be sent

[[] Recipient Email imcampbell @email.com |

El Recipient Mobile ﬂAlZSSSSSEI |

[1Pin not required (Less secure)

Send a copy to
Copy To Email Copy To Mobile

Q Q

O Print envelopes without tracking

' ok X cancel ? Help

12. Print the letter:
a. Select File > Print
b. Select the printer and Ok.
c. Whenyou close the letter, select the 'status' on the Save dialog.

13. Send the letter electronically using Secure Messaging:
a. Select File > Distribute.
b. Check that Send electronically to all electronic recipientsis selected.

c. Select OK.
d. When you close the letter, select the 'status' on the Save dialog
e. The letter will be sent. Use the Outbox Viewer to see the status of distributed letter.

Important: When using Secure Messaging, the addressees must be set up in the Address Book with the
secure messaging service they use, and the practice sending the letter must have the same secure
messaging service as the addressee.
14. Use Secure Send

a. Select File > Distribute.

b. Select the recipient's Email or Mobile.

c. Use Copy to add other recipients.

d. When you close the letter, select the 'status' on the Save dialog.

Completed letters will be saved in Summary Views > Documents > Letters.
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