
Mail merging – Creating month of birth recall letters 

Page 1 of 13 

User Guide v2.0 

 

Mail Merging – Creating month of birth recall letters 

 

In this section you will be shown how to: 

 Create patient invite letters based on their month of birth. 
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Step 1 – Sync with EMIS 

 

 

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

registers. 
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Step 2 – Add a new search 
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Step 3 – Select ‘Register’ search 

 

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 

 

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. 

 

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. 

  



Mail merging – Creating month of birth recall letters 

Page 7 of 13 

User Guide v2.0 

Step 6 – Name your search and click Finish 
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Step 7 – Loading your results 

 

Click the + sign next to ‘My Searches’. 

Next: 

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

 

Next, click on the word ‘Results’. 
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Step 8 – Viewing your results 

 

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 

 

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

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. 
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Click ‘OK’ to continue. 

 

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. 

 

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. 

 

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

Click OK. 
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Click OK. 

 

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. 

 

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

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).  

 


