
 

Last updated: 09/04/2025  Page 1
  

Linking Patients and Appointments 

In letter view, open the 
Home banner by 
clicking the down 

arrow on the right-
hand side 

 

Click ‘Link’ 

 

Type in your criteria.  

 

Appointment ID or 
Patient ID are the best 

search fields to use 
here 

 

Type in your details 
and click ‘Search’ 
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Linking Patients and Appointments 

In the window that 
opens, change the date 

range if needed and 
click ‘Search’ again. 

 

If you’re linking to an 
Appointment – Select 

the appointment in the 
list and click ‘Link to 

appointment’  

 

 
 

If you’re only linking 
this to the patient e.g. 
an Ad Hoc letter rather 

than a clinic related 
letter, just click ‘Link to 

Patient’ 

 

Once linked, the mail merge fields and addressee details will fill in for this patient. 
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Unlinking Patients and Appointments 

If the wrong patient/appointment has been linked to the letter then you can unlink the details. 

In letter view, open the 
Home banner by clicking 
the down arrow on the 

right-hand side  

Click ‘Unlink 
appointment’ 

 

This will remove all patient details from the letter/mail merge fields. 

 

You would then need to Link this to the correct Patient/Appointment. 


