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 F. Maintenance    
The Maintenance menu item provides the following options:  
 
 
Find & Replace Patient City – Allows for a batch change of one 
or more spellings of a city to be replaced with one corrected 
spelling.  

1. Select the city (cities) by high-lighting them. 
2. Click the Search button 
3. Input the desired text in the field Replace with  
4. Click the Replace button to complete the task. 
5. Close the form by clicking on the red ”x” in upper right 

hand corner. 
 

 
 
Primary Clinician Conversion – Allows for a batch change of multiple patients to the 
desired physician.  

 
5. Select the physician from the "Update Patients of Physician" dropdown box. Once 

a physician has been selected, the "List of Patients" box will be refreshed with the 
selected physician's patients.  

 
6. Select the physician from the "Select 

Physician" dropdown box to whom the 
patients are to be transferred.  

 
7. Double click on each of the patients on 

the left side to move over to the right 
side to change the primary physician 
association.  

 
8. When at least one patient in the 

"Selected Patients" box and a 
physician has been selected in the 
"Select Physician" box, click on the 
"Update Patient Physician" button to 
change each selected patient's physician to the selected physician. 
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Modify ABC Action Steps – Allows the 
user to modify the text of the ABC action 
steps and customize them as needed. 

 
As you will note in the instructions, you 
may change the wording of any of the 
Action Steps listed. DQCMS also offers 
the ability to customize the 7th Action 
Step to the patient population to whom 
you will be sending this letter. 
 
Warning: Modifications to the action 
steps are permanent. 

 
 
Modify ABC Template – Allows the user to modify the Opening and closing text of the ABC 
letter. Any changes made are permanently saved to the ABC letter template. 

 
 
 
 
 

 
 

 
 
DQCMS offers the opportunity to edit the opening and/or closing of the letter. 

 
Opening of ABC Letter: 
Step 1: Click on Opening and make appropriate changes to text. 
Step 2: Remember to insert the clinic name in the text. 
Step 3: Click “Close” button when all edits are completed. 
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Closing of ABC Letter: 
Step 1: Click on Closing and make appropriate changes to text. 
Step 2: Remember to insert the clinic name in the text. 
Step 3: Click “Close” button when all edits are completed. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Modify Lost to Follow Up Template – Allows the user to modify the letter draft. To modify 
the template, type the changes to the text and click on the “Close” button and the changes 
will be saved. 
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Modify Vaccination Templates – Allows the user to modify letter drafts for specific 
influenza & pneumococcal activities. To modify the template, choose the letter of interest. 
Edit text. Click on “Close” button, and changes will be saved. 

 
Note: Be sure to enter your clinic phone number and Date and Time in the 
appropriate section of the letter if applicable. 

 

 
 

 
Update Clinic Name – Allows the user to modify the name of the clinic. The name of the 
clinic is required before exiting the screen. 
 

 
 
Update Quality Support Information – Allows the user to modify and update Quality 
Improvement support information.  By selecting Help >> Support from the menu bar, the 
user will know who to contact for help. 
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Update Physician Info – Allows for addition, correction, or deletion of physicians. 
 
 
Helpful Hint: You can only delete a physician after the patients that were 
assigned to that physician are reassigned to another physician. To identify which 
patients are assigned to a particular physician, go to Reports, then Population 
Lists, then Patient choose the physician whose patient list you would like to run. 
 

   
 

 
Update Payor Info – Allows correction of spelling mistakes and addition of payors to the 
list. However, the user will not be able to edit or delete the first seven items in the list. 
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Update Diagnoses – Allows correction of spelling mistakes and addition of clinical specific 
diagnoses to the list. The user will not be able to edit or delete the first four items in the list: 
Coronary Artery Disease, Renal Disease, Hypertension, or Neuropathy. 

 

   
 
Update Users– Allows the administrator to input, modify, and/or delete database users with 
their password and assign them to a user group for access to the database. 
NOTE:  Only users assigned to the user group, “Admin”, have access to this menu 
option. 
 

 
 
 


