CREATING AND CUSTOMIZING PATIENT LETTERS

Modifying Text Permanently

The text of the ABC or Vaccination letters may be permanently modified by
selecting the Maintenance menu option and going to the appropriate template.

ABC Letter

Make permanent changes to Opening/Closing Text
e Select Modify ABC Template under the Maintenance menu.

Maintenance Utilities  Window  Help

Find % Replace Patient Ciky
Prirmary Clinician Contversion

Modify ABC Ackion Steps
Madifw ARC Template

Maodify Lost To Fallow Up Template
Maodify Yaccination Templates

Update Clinic MName

£ Update I Info
IUpdate Physician Infio
i IUpdate Payor Info

: IJpdate Diagnoses

IUpdate Users

e From the drop-down box, select the letter type that is to be changed. Then,
make the modifications, and close the window. Do not forget to add the
name and contact number for your specific clinic.

Ffor hemoaglobin A1C, which measures your average bload glucase (sugas) aver the

st, s
llast 3 months The sug d target: below 7

[E is for blood pressure. High blaod pressure makes your heart work too hard. The suggested target: below
130720

[ is For cholesterol. Bad cholesterol also known as LDL, is more likely to build up and clog your arteries. The
suggested target: below 100

E-1



Make permanent changes to ABC Action Steps
e Select Modify ABC Action Steps under the Maintenance menu.

Maintenance Utlities Window Help
" Find & Replace Patiert City

Primary Clinician Conversion

a

Modify ABC Action Steps
Modify ABC Templake

Modify Lost To Follow Up Template

Modify Yaccination Templates

¢ Make permanent changes to any or all of the action steps. The text for each
action step is restricted to 60 characters (including spaces & punctuation). A
maximum of seven actions steps is allowed.

Edit ABC Actions

Edit ABC Action Steps

Modifications to the actions steps are permanent. You may have a total
of seven (7] action steps. Close |
Action Steps
Get physical activity every day :’
Take medications as prescribed
Follow & hesthy meal plan
Stop smoking -- ask your provider for help
Check your hlood sugar as suggested by vour praovider

Stay at a healthy weight




Vaccination Letters

Make permanent changes to Vaccination Text
e Select Modify Vaccination Templates under the Maintenance menu.

Maintenance Utiities ‘Window Help
" Find & Replace Patient City

Primary Clinician Conwversion

Modify ABC Action Steps
Modify ABC Template
| Modify Lost To Follow Up Template
1 Madify Yaccination Templates <

e From the drop-down box, select the vaccination letter that is to be changed.

After the modifications, select another letter from the Template Type or close
the window.

Vaccine Templates

Modify Vaccination Letter Templates

To Modify

Click. on the field and make the necessan changes. Any changes made on this form wil be permanent sawved ﬂl
ta the template.

Template Typs

Have you had {Influenza and Pnemaococcal
flu shot. Preumococcal

accine Clinic Day

It is important to get a I shot every fall FIU cam lead 10 more serious illness and even death, When you get a

flu shot, yow're not only protecting yourself, yow're protecting the people you spend time with — your family
and friends

ou Lo tell you about the impertance of gelling a yeady

When you go in for yout flu shot, you should also ask to receive the preumococcal vaccination if you haven’t
raceived it or if you're not surs yow've received it. This shot protects you against dissase caused by the
bacteria called Preumococeus, Cranted, it's another shot, but untike the flu shot that you get every year, one
pneumococcal prieumonia vaccination usually lasts for life

Please read the enclosed information and share it with your family. 1t tells why peopls aver the age of 65, those
in poor health, or those with chronic ilnesses such as dibetes should get a flu shot and what the shol will do.

Please contact our office at <INIERT FHONE NUMEER> prior to coming in for your shot and we will have your
medical record available for your arrival,

Sincerely,




Modifying Text Temporarily

Customizing Letters — Customize Letters allows a user to
temporarily change the text of ABC Letter or Vaccination Letter by
cutting and pasting or create a user-specific letter for the current
patient only.. To open the form, click Current and then Customize

Letter.

ABC Letter — Select ABC Letter under the Letters menu to
temporarily change the text of ABC Letter or Vaccination

Letter.

IPP Report
S4B Letker

Current Reports  Letters

araph Lab values

Customize Letker

Selecting ABC Criteria and Customizing Text

The selection criteria at the top of the form are similar to those on the PPP form. Select a
particular age group, office visit date range, and/or a physician. Any changes made to the
opening text, closing text, or the Action Steps on this form are temporary and will be in

effect for the selected population.

ABC Selection Criter

ABC Selection Criteria Labels 5|

Age [vears): [3 | l— Dffice Yisit: E ‘iew Letter |
Physician:l =] Signature: _I Modily signatures e

Customize opening text 4|

W are witing bo you a3 part of a special effort the << IMSERT CLINIC MAME>> iz undertaking to reach out to individual patients ﬂ
with diabetes. Research has shown that disbetes control can make a big difference in kesping people healthy. New studies have
emphagized that blood sugar [&71c), Blood pressure, and Cholesterol are all important in disbetes contral. That is why these three

tests are now called the ABC's of disbetes.

‘what do the “"4BCs" mean?

|4 iz for_the A1C test, short for hemoglobin A1C, which measures your average blood glucose [sugar] over the last 3 months The |

Select ABC Criteria Select Action Steps
Ale all 'I ¥ [Get physical activily every day
¥ |Take medications as prescribed
Blood Pressure = — o
ollow & healthy meal plan
spstolic all 'I s £
X i ¥ [Stop smaoking - ask your provider far help
tiastali al = [V [Check your blood sugar as suggssted by your provider
CholesterolLDL) [ &l =] v [Stay at a healthy weight
v

Customize clozing text

Aizk your healthcare provider what action steps are best for you to improve pour ABC values and to help deteimine what your ABC =
goals should be

w'e look forward to working with you over the next fevs months to help you set and attain appropriate health goals for the ABC*s of
diabetes. The [inzert clinic name] would ke to thank you for the opportunity to provide health care for yow and your Family!

ABC Letter

Yaccination Lekters #

Age (years) — to customize a query, select the age range for patients to be
included.

Office visit — to customize a query, select a date range. Then, only patients

who had one or more office visits during that time period will be included in the

query.

= ]
Letters DSME  Maintenance



Physician — to customize a query, select a particular physician name. Then,
only that physician’s patients will be included in the query.

Signatures — In order to modify the way a physician signature (name) appears,
click the box next to the "Modify signatures." Note that for a signature to
appear on the letter, the signature line for the physician name must be filled in.
This feature is also available by selecting Update Physician Info under the
Maintenance menu option.

Update Physician Information

-

To Add

Scroll to the wery last empty row and enter the last name, first name, and middle initial.
To Modify

Click. on the field and make the neceszany changes.

To Delete

Click on the amow [to the left of the lazt name] and press the delete button,

Last Name First Name Ml Signature

glIGRE ] [MEREDITH [ [Meredith Grep M.D.
[ROUSE [GREGORY [ [Gregoy House MD
[HOWSER [COOGIE [ [Poogie Howser MD
[ME [ASLDFKILE [

Cloze ﬂ

Record: 14| 4| 1 ¥ | w|r%|or 7

Customize opening text — The text defaults to the opening text for the ABC
template. Any changes made to the opening text in this part of the DQCMS
program will be valid for the current session only.

Select ABC Criteria — The ABC items in this box will default to “all.” The
customized choices are all, <, or =>. If < or => are chosen, the value box will
be visible, defaulting to the ADA clinical recommendations. The values may
be changed to further stratify your patient population.

Select Action Steps — Seven ABC Action steps are available:

0 Checkbox — All seven boxes are checked by default. Unclick the box
next to any step that you do NOT want to include in the customized
letter.

0 Action Step Text — The action step text defaults to the ABC Action
Steps template. Any or all of the steps may be customized here for the
current session. There is a 60-character limit for each step.

Customize closing text — This text defaults to the closing text for the ABC
template. Any changes made will be valid for the current session only.



Printing ABC Letters/Labels

e ABC Letters — When selecting criteria and customizing text is complete, click
the View Letter button to preview your letters. Margins may be adjusted by
selecting Page Setup under the File menu. To print letters or labels go to
File on menu bar, then click Print.

ABC Selection Criteria

ABC Selection Criteria Labels | =]

Age [pears]: [ =i Office Visit: = | @
Physician: =] Signature: | _I b odify signatures o |
Customize opening text i

Wie are writing to you az part of a special effort the << INSERT CLIMIC MAME »> iz undertaking to reach out ta individual patients ﬂ
with diabetes. Research hasz shown that diabetes control can make a big difference in keeping people healthy. Mew studies have
emphasized that blaod sugar [41c), Blood preszure, and Cholesterol are all impartant in diabetes control. That is why these thres

tests are now called the ABC: of disbetes.

e ABC Labels — When selecting criteria and customizing text are complete,
select the desired label size from the drop-down box. The labels will preview
for review. The label numbers correspond to Avery label products.

ABC Selection Criteria LabeI/s/
- . 5095
Age [vears): |2l | | Office Visik: =il e
Physician: | =1 Signature: | | bl audlify signatures 5161
Customize opening text \ 5162

Pafe are winting to wou as part of a soecial effort the << INSERT CLINIC MAME>> 1= undertaking to reach out to individual Daﬁbqts\/Al/

Vaccination Letters — Select the type of vaccination letter under the Vaccination Letters
option of the Letters menu.

Letters DSME Maintenance  Ubilities ‘Window  Help

| AFC Letter |d Rec # 09963 Sex F
| Vaccination Letkers # Flu Qnly

e Flu thad Preumococcal)
01/01./09

Prieumococcal Only

08/28/07 | 170 Ib Prieurnococcal (had Fliu)
07/11/05 f E Flu and Preumococcal

o4/04/08 [ 12 f E Waccination Clinic




Selecting Vaccination Criteria and Customizing Text
Any changes made to the text on this form are temporary. To make permanent
changes, select Modify Vaccination Templates under the Maintenance menu

option.

>

(ke Customize Flu Letter Labels
o Modify l——[

Click in the text and make the desited changes. MOTE: Changes made on this form are NOT permanently
saved to your template. To make permanent changes you must go through the Maintenance Menu.

Physician Signature “iew Letter

j ‘ _I Modify physician sighatures Close

Have you had yout flu shot this year? We are writing to you to tell you about the importance of getting a yearly
flu shot.

It iz important to get aflu shot every fall. Flu can lead to more serious illness and even death, When you getaflu
shot, you're not. only protesting yourself, you're protecting the people you spend time with — your Family and
friends.

When you go in for your flu shot, you should also ask to receive the pneumococeal vaccination if you haven’t
received it or if you're not sure you've received it. This shot protects you against disease caused by the bacteria
called Prewmococcus. Granted, it”s another shot, but unlike the flu shot that you get every yeat, one
preumococcal pneumonia vaccination usually lasts for life

Please read the enclosed information and share it with your family. It tells why people over the age of 65, those in
poot health, or those with chronic illnesses such as diabetes should get a flu shot and what the shot will do.

Please contact our office at <INSERT PHONE NUMEER> prior to coming in for your shot and we will have your
medical record available for your amival.

Sincerely,

Physician — To send letters to patients of a particular physician, select that

physician’s name. If this field is left blank, all physicians are included.

Modify signatures — To modify the way a physician’s signature (name)
appears, click this box to open a form for modifying physician signatures. This

feature of modifying signatures (name) is also available by selecting Update
Physician Info under the Maintenance Menu option.

Customize text — The text defaults to the permanent text on file. The text may

Update Physician Inform

Update Physician Information

To Add

Scroll bo the very last empty row and enter the last name, first name, and middle initial,
To Modify

Click on the field and make the necessary changes.

To Delete

Click on the arrow [ta the |eft of the last name] and press the delete button.

Last Name First Name Ml  Signature

¥ |[FORD [JEKE [ [Yake Ford MD
[HOWSER [DOUG [ [Doug Howser, MD. PRD
[JEFFERS [THOMAS [ [Tom Jeffers, PA, PN

*|l | [ 1]
Close |

Record: 4] « ] 1 k| rifre] of 3

|

be customized here. Any changes made will be valid for the current session

only.



Printing Vaccination Letters/Labels

e Vaccination Letters* — When selecting criteria and customizing text are
complete, click the View Letter button to preview the letters that are now ready
to be printed. Margins may be adjusted by selecting Page Setup under the
File menu. To print letters or labels go to File on the Menu bar, then click
Print.

FLU TEMPLATE
Customize Flu Letter

Patients who have NOT had a flu vaccine but have had a pneumo vaccine

To Modify

Click, in the text and make the desired changes. HOTE: Changes made on this form are HOT permanently Labels
zaved to pour template. To make permanent changes you must go through the Maintenance Menu. I "I
Physzician Signature ﬁ
| | | | _I Modify physician signatures Wiew Letter

Cloze

Have vou had ywour flu shot this weat? We are writing to you to tell you about the impottance of getting a yvearly
flu shot.

e Vaccination Labels — When selection criteria and customizing text are
complete, select the desired label size from the dropdown box. The labels will
preview for review. The label numbers correspond to Avery label products.

FLU TEMPLATE

Customize Flu Letter

FPatients who have NOT had a flu vaccine but have had a pneumo vaccine

To Modify
Click in the text and make the desired changes. NOTE: Changes made on this form are MOT permanently
zaved to your kemplate. To make permanent changes wou must go through the Maintenance b en. -
Physician Signature 5095
| j | | _I todify phyzician signatures g;‘ g?
5162

*Letterhead stationary — the margins of the document can be modified to
accommodate letterhead stationary. Select File, go to Page Setup and increase or
decrease the page margins accordingly.
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