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University Hospitals Sussex

Search

Start by selecting
the Search worklist
on the left-hand side

Click Add in the top
left of this screen

Column
Add

Operator Value

Select your criteria
that you want to
search by

Column

Delete Authe

Add

Operator Value

r ~  Contains ~ | Steer

Column — Every column header that you can filter by

Value — Free text for what you wish to search for

Operator — Related to whether you want the value to be equal to or just be contained within your
search i.e. partial author name search

you to the correct
worklist if you have
permissions

Column Operator Value
Add more criteria by | Author ~  Contains | Steer
clicking add again or
click Search
Search
If the Status column status
has a hyperlink then Finalised
the document can
be edited still.
Finalized
Clicking the
Hyperlink will take Finalised
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Preview

After Searching for a
letter, click the
Preview button

Preview

When toggled to ‘On’
the Preview button
becomes Grey

Preview

Single-clicking a
patient row then
shows the preview

m
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Department of Obstetrics and Gynaecology SRH
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Tel: 01903 205111
Admin Letter
Dear

Youss sincerely
Eiestranically checked and signed by

Steer Zach [Western Sussex Hospitals)
IT Trainer

Change the size of
your preview by
clicking and dragging
the slider on the left
of the document

ile ID

Department of Obstetrics and Gynae

Dictated: 20/3/2025
Typed: 4/4/2025
Transcribed by:

Adr

Dear

Yours sincerely
Electronically checked and signed by

Steer Zach (Western Sussex Hospita
IT Trainer
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Preview

Turn Preview view off
by clicking the Preview
button again.

You may need to use
the slider to move the
document preview

Preview
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