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How to - Copy and Paste
Scenario

When creating a letter in Document Creation, it is possible to copy text from another document for
example one created in Word or a previous letter for this patient that is in Document Store.

Copy Text from Word

1. Open the document containing the text you want to copy.

2. Using your mouse, highlight the text by holding the left mouse button down at the beginning of the
text and dragging your mouse to the end of the text.

| recently received a letter requesting me to arrange an appointment with you.

| would be grateful if you could contact this office, on the above telephone number,
Meonday to Friday, between 09.00 am 5.00 pm, to arrange an appointment.

We offer appointments at the
Molineux Centre

Molinuex St

Byker

Newcastle

NEG6 1SG

Or

Kenton Centre
Hillsview Ave
Kenton
Newcastle
NE3 3QJ

If you are unabkle to attend a clinic appointment a home visit could be arranged.

| look forward to hearing from you in the near future.

3. Release the mouse button and the text should remain highlighted

4. Use your keyboard shortcut Ctrl and C to copy the text (you can use your right mouse button in word
and select Copy from the list)

This will copy the text into your computer memory.
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Copy Text from Document Store

There are 2 options when copying text from a document stored on the patients record.
a) Use the Duplicate button at the bottom right of the page.

This copies the full text from the body of the document. You then select the Encounter you want to
use.

b) Use the PDF button from the Document menu bar.

This opens up a copy of the letter and from here you can copy the specific part of the text you
required.
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Paste Text

5. Goto your document in Document Creation
6. Clickin the text field

7. Paste the text into your letter. You can use your keyboard shortcuts Ctrl and V or you can use the right
mouse button and select Paste from the menu

2
Reference No: MSR007/CM/V1 Date: Feb 2018
© IT Training, The Newcastle upon Tyne Hospitals NHS Foundation Trust



