Mail merging — Creating month of birth recall letters p§+|entghasea

Mail Merging - Creating month of birth recall letters

In this section you will be shown how to:

e Create patient invite letters based on their month of birth.
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Step 1 - Sync with EMIS
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pa+ientchase :}

Syncing with EMIS will pull into PatientChase details of patients who are on your chronic disease

registers.
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Mail merging — Creating month of birth recall letters

Step 2 — Add a new search
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Step 3 — Select 'Register’ search

Search Builder

p§+|entgnase :

Search Type
() Mot In Target

(3 Register Search

March -

Reset

() Reset Targets

Sort Type
() Emis No
() Surname

() Date Of Birth

MM/TD/YYYY

to
MM/DO Y YYY

Prioritise by Targets

(&) Prioritise by Condition

Search Name

Finish Search

P20 COQ

@Ceecad

CHD {14)

HF (3}
STROKE (0)
BP (47)

DM (14)
COFD (8)
EPILEPSY (1)
THYROID (7}
CANCER (10)
MH (0)
ASTHMA (23)
DEMENTIA (1)
CKDi11)

AF (1)
OBESITY (21)
FLD (0)

S

Heart Failure

Total Patients selected so far

0

From the drop down, choose the month of birth.

Notice that once you've selected the month, the numbers alongside each register name change.

These figures represent how many are people are on that register and born in that particular

month.

In the example above, 14 patients born in March have CHD.
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Step 4 — Select your register/s

5 Search Builder

Search Type CHD (14)
Mot In Target
o, 6w ()
(3 Register Search
1€y STROKE (0}
< obas
o Chronic Obstructive Pulmonary
feser “’ BP (47) Disease
25
Q’ DM (14) Total Patients selected so far
(%) Reset Targets
[ oma) 43
Sort Type € EPILEPSY (1)
O Emis No )  THWROD (7)
) surname @Y  CANCER(10)
O Date Of Birth ® MH (0)
(RS
to ()  DEMENTIA (1)
© ooy
AF Q1
Prioritise by Targets QH (
€y osesmy(21)
Prioritise by Condition
i y (o) PLD (0}
Search Name
Finish Search

In this example, CHD, Stroke, COPD and Asthma patients who were born in March were selected
to form the group of patients to be recalled.

PatientChase found there are 43 patients within this group.

Some of these patients will be on 2, 3 or even 4 of the registers selected.
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Step 5 — Determine the sort order to view your results.

F8 Search Builder

Search Type @ CHD (14)
) Not In Target
© J (9] HF (3)
(%) Register Search
‘\,;, STROKE {(0)
March b . Chronic Obstructive Pulmonary
‘:' BP (47) Disease
Reset
(ﬂ DM (14) Total Patients selected so far
(®) Reset Targets
O COFD (8) 43
TorTTUne & EPILEPSY (1)
VP =
©) Emis No )  THYWROD(7)
) Surname & CANCER (10]
O Date Of Birth ® MH (0)
(@  asmmaies
to (¢) DEMENTIA (1)
© oo
: AF (1)
Prioritise by Targets @
€)  oBEsITY(21)
(%) Prioritise by Condition
(o) PLD (0)
Search Name
Finish Search

Before viewing the list of patients in your search, decide what order you'd like them displayed in.
The display order will be the order your letters come out in the mail merge.
By default, ‘prioritise by condition’ is selected as this is the most popular among surgeries.

What this means is that the patients who feature on the most number of registers will be
displayed at the top of your results and therefore invited in first.
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Step 6 — Name your search and click Finish

Search Builder

Search Type @ CHD (14)
) Not In Target () HF @) W
(3 Register Search @d )
£ STROKE (D
= (’ BP (47) Heart Disease
ass
®R - (_ﬂ DM (14) Total Patients selected so far
eset Targets
COPD (8) 43
Sort Type (& EPILEPSY (1)
) Emis No (_‘_"} THYROID (7) Current % Current Points
O surname @%  CANCER(10)
A 0
O Date Of Birth (_) MH (D] Thrashold % :]
© nsnis
to () DEMENTIA (1)
MM/DD/YYYY x
(Q ) Patients req'd to reach Threshold
A AF (1)
Prioritise by Targets @ (
(&) OBRESITY (21)
() Prioritise by Condition C) T
[}
Search Name
|March recall |
Finish Search
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Step 7 — Loading your results

;
Library | Search | Admin Advanced Help

3 b =

© 48P & es
b v — |

Add Edit Delete | Refresh Emiis Sync Create

Search Synic Threshold

Likrary

= @ My Searches

,O March recall

Click the + sign next to ‘My Searches'.
Next:

Click the + sign next to the name of your search.

.E Library | Search | Admin  Advanced Help

OR2B™ & &

Edit Delete | Refresh Emis Sync Create

Search Synic Threshold

= p March recall

o §

Next, click on the word ‘Results’.

emis

User Guide v2.0

pa+ientchase :

Page 8 of 13



Mail merging — Creating month of birth recall letters patientchase D

Step 8 — Viewing your results

Datelns Conditions CHD STROK COPD ASTHMA SurMame Firsthame EmisN Title S DateOfBirth NHSR
b ---I
2 COPD ASTHMA COPD ASTHMA Winter Kerensa 6954 Mrs 24031928 575904
3 ASTHMA AZTHMA Edgell Benoit 19342 Mrs F 29003/1922 303858
4 ASTHMA ASTHMA Rafferty Paola 25203 Mr M 04/03/1938 504822
5 ASTHMA ASTHMA Sowter Vicki 22712 Mrs F 200031967 437282
] CHD CHD Bennett Annelize 24845 Mrs F 18/03M 922 302009
7 CHD CHD Taylor Micala 23743 Mrs F 09/03M1 963 237838
g CHD CHD Fox-Bregman Kaye 22736 Mrs F 16/03/1961 457227
9 CHD CHD Thornton-allen Leza 21637 Mrs F 12/03/11949 781913
10 CHD CHD Irons Antoinette 19350 Mr M 07031953 522504
11 COPD COPD Eskander Shauna 2504 Mrs F 24i03/1964 708374
12 ASTHMA ASTHMA Wabali Johanette 7829 Mrs F 130031927 459318
13 CHD CHD Hullah Jaimee 2120 Mr M 27031982 248138
14 CHD CHD Richings Abraham 6568 Mr M 07031934 795618
15 ASTHMA ASTHMA Woogara Cecile 25530 Mrs F 1540311956 BO356E
16 ASTHMA ASTHMA Lacey Morag 25278 Mr M 231031923 549037
17 ASTHMA ASTHMA Thornton-Allen Leza 24337 Mrs F 120031948 781813
18 CHD CHD Micholas Melinda 24455 Mrs F 20i031966 321428
19 COPD COPD Kwvan Mercedes 21542 Mrs F 104031960 5833868
20 CHD CHD Glynn Gwenda 12338 Mrs F D4i03/1951 EET427
{21 ASTHMA ASTHMA HMicklin Stanislay = 8264 Mr M 271031986 712827
O Date of Search: 07/12/2011 @ Mrs Lubomira Thoday
search :Register CHD1 - Patients on CHD Register
;sorted by Condition COPD14 - Patients on COPD Register
Emis Mo 19003 db
TDFal Patients Patient Mame:Mrs Lubomira Thoday
in Search
Address :Flat 13 Cabbage Parkway
43 Rhosneigr surrey CR4 410
TelNo :077946302002

Your results will be displayed in the order you specified in Step 5.

Details for the highlighted patient will be shown in the 2 boxes below the list (in this example
the patient on Row 1 is highlighted).

Notice PatientChase has identified that the patient is on two of the four registers searched —
CHD and COPD.

Notice also the date of birth column confirms all the patients were born in March.

Clicking on any other patient will display their relevant registers.
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Step 9 - Exporting to Word and Inserting to EMIS

.
N Exit )=

g Library | Search | Admin Advanced Help

p§+|entgnase 3

PatientChase Version Web Library Nam

= "“ Wy Searches

Right click over the word ‘Results’ and select ‘Export to Word AND Insert into EMIS'.

= ,O March recall

0
3 WDelete Search

5 = .
OR[> &
4 |
Add Edit Celete = Refresh Emis Sync Create
Search Symc Threshold

Likrary

Refresh Search
Edit Search
Duplicate Search

Export Search Results To Excel

Export Results to Word ONLY
Insert Results to EMIS OMLY

Export to Word AND Insert into EMIS

Display Popup for this Search
Filter Search via Diary Dates

Datelns Conditions

CHD STROK COPD ASTHMA SurName

FirstName EmisN Til

& [criocoro  okol coeol  JThoday Lubomira | 100031
2 COPD ASTHMA COPD ASTHMA Winter Kerensa 5554 Mr
3 ASTHMA ASTHMA Edgell Benait 19342 Mr.
4 ASTHMA ASTHMA Rafferty Paola 25203 Mr
5 ASTHMA ASTHMA Sowter Wicki 22712 Mr
-1 CHD CHD Bennett Annelize 24845 Mr
i CHD CHD Taylor Micola 23748 Mr
g CHD CHD Fox-Bregman Kaye 22738 Mr
9 CHD CHD Thornton-Allen Leza 21837 Mr
10 CHD CHD Irons Antoinette 15350 Mr
11 COPD CORD Eskander Shauna 2504 Mr
12 ASTHMA ASTHMA Wabali Johanette 7825 Mr
13 CHD CHD Hullah Jaimee 2120 Mr
14 CHD CHD Richings Abraham 8538 Mr
18 ASTHMA ASTHMA Woogara Cecile 25530 Mr
16 ASTHMA ASTHMA Lacey Marag 25278 Mr
7 ASTHMA ASTHMA Thornton-Allen Leza 24337 Mr.
18 CHD CHD Micholas Melinda 24455 Mr
19 COPD CORD Kwari Mercedes 21542 Mr
20 CHD CHD Glynn Gwenda 12338 Mr

<21 ASTHMA ASTHMA Micklin Stanislav G284 Mr

O Date of Search: 07/12/2011 . Mrs Lubo
Search :Register Q’E/ CHOA - Patients
:sorted by Condition COPD14 - Patiel

Total Patients

in Search

43

:Born in March

Emis No 219003

Patient Name:Mrs Lubomira Thoday

Address :Flat 13 Cabbage Parkway
Rhosneigr Surrey CR4 410

TelNo (07796302002

@

This process will create a mail merge (into Microsoft Word) of patient letters ready to print AND

at the same time put a copy of each letter into the relevant patient medical records.

Input Required

Word Export = EMIS Insert?

* Yes

) Mo

Find out about Inserting into EMIS

User Guide v2.0
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Click ‘OK’ to continue.

Input Required ]
Mumber of patients in this batch

E |

Decide how many patients you wish to invite at this time and type in the number.

(PatientChase will remember that it's sent out a first letter for that number of patients and
whenever you decide to do a new batch, it will show how many patients are remaining).

Click OK.

Input Required [%]
Seledt Letter to Print

|R5gi3t5r.dnc V|

Now select the letter template you modified/created when setting PatientChase up. (See the
'How do I create my own letter template?’ chapter).

Click OK.

!

Input Required

Choose Date ofInsert

|07 December 2011 v |

Find out about Inserting into EMIS

Select the date of insertion into EMIS using the calendar. The default is today’s date.
Click OK.

Input Required

Please note Patients already
inserted will NMOT bereinserted

Find out about Inserting inkto EMIS
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Click OK.

Creating Mail Merge x
Fullname: Benoit Edgell  Date of Birth: 25.03.1522

I ik to Concel

e

PatientChase will now create the mail merge for you and at the same time insert copies of the
letters into the patients’ medical records.
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Step 10 — The completed mail merge.

pa+ientchase 3

Above is a sample letter once the mail merge is complete and Word has opened.

I./E.;\ H9-48 - Documentl - Microsoft Waord - = X
e
k Home Insert Page Layout References Mailings Review Wiew L7
[ IDI_Ihldlllll'llcll|14|1I'Q|'1?'|13'@
General Practitioners High Street Medical Centre
Or. John Smith Dr. ) B London
r. lohn IT‘II'I r.lane Brown W111D
Practice Nurse Telephone: 0203 000 0000
Stella lones Fax: 0203 000 0001
www.internet.co.uk
OurRef/19003
Wrs. Lubomira Thoday
Flat 13 Cabhage Parkway
Rhosneigr
Surrey
£B4.410
a7/12/2011
Dear Mrs. Thoday,
This is an automated letter. As of the 07/12,/2011 our records show that:-
You have a history of a heart related condition.
You have a lung related illness (e.g. Emphysema or Bronchitis).
We are inviting patients for a yearly review of all the medical conditions they have at one time. By doing this
we are trying to svoid the inconvenience of patients with more than ane candition receiving severs|
invitations during the yesr.
I'd be grateful if you could contact one of our receptionists to make an appointment.
I'd also be grateful if you could bring this letter with you to your appointment. If you are housebound and
cannot make it to the surgery please let us know =o that our district nurse can look after vou. Thank you for
vour co-operation.
Yourssincerely,
, &
Dr. John Smith
Q@
¥
K I [
Pager1 of4 | Words: 384 | <5  English {U.K} uE HE == lm;g—wgi— ;@

Each letter is completely personalised to each patient and only the conditions relevant to that

particular patient appear on the letter.
An identical copy of the letter is stored as an attachment in the patient’s notes.

Remember, the ‘look and feel’, wording and level of content is entirely down to you.

(See the 'How do I create my own letter template?’ chapter to customise your own templates).
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