Mail merging — Creating QOF letters patientchase D

Mail Merging - Creating QOF letters

In this section you will be shown how to:

e Create QOF patient invite letters ready to send to patients.
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Step 1 - Sync with EMIS

- O Exit | s
-’ Library | Search | Admin  Advanced Help

= :
Ei A | E

| \ ¥

Add Edit Delete | Refres Emis Sync Create
Search Synic Threshold

Library

ﬂ Wy Searches

Syncing with EMIS will pull into PatientChase all the latest data with regard your practice’s QOF
status.

This will include:

e Patient registration data such as names, addresses, DOB etc
e All outstanding QOF targets from all clinical domains (e.g. Asthma, COPD, CHD etc)
e All chronic disease registers associated with the patients.

PatientChase uses the same data as EMIS Population Manager's LOOK AHEAD view.

The 'look ahead’ period varies from practice to practice but is typically set at 3 months or ‘end of
financial year'.

Check your own copy of EMIS Population Manager to see what yours is set to.

NOTE: If you change the look ahead view in PopMan, please allow until the following day for
PatientChase to reflect these changes.
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Step 2 — Add a new search

Q Library | Search | Admin  Advanced Help

=

© 48 & 5
\ Y2 =]
Add Edit Delete | Refresh Emis Sync Create
Search Sync Threshold
Library
@ My Searches
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Step 3 — 'Select Not in Target’ search

% Search Builder

Sgarch Tuoe @ CHD (100)
Mot In Target
® J (] HF (14) >e
() Register Search
Q‘:, STROKE (34)
feser ‘:' BP (477) Hypathyroid
2
Or - (_ﬂ DM (142) Total Patients selected so far
eset Targets
D COPD (51)
ot Tune ¢)  ePEPsY (20)
Vp
© Emis No (=) THYROID (101}
() Surname @ CANCER (54)
O Date Of Birth @ MH (29)
DR 50
to ()  DEMENTIA(7)
©  owme
& CKD (83)
(=) Prioritise by Targets &", ¢
¢y AF (35)
() Prioritise by Condition
{7 OBESITY (200)
S h N @ PLD (2) Key for Choosing Targets
Edle dime &’ SMOKING ted - below  'black - within 20%
| | 'g'reen-achieved f 'lu Jab Reqd
@ MEDICINE 's'ub Therauptic 't'ime Limited
o v'alue {(Blood or Urine) required
Finish Search @ FERLE Toad saved search (F& to save)

Numbers of patients within each register will be displayed by each register name.
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Step 4 — Select your targets

Search Builder

Search Type |@ CHD (100} ASTHMAZ - 1419 + NO smok hist (8)
Mot In Target -
® d @ HF (14) ASTHMAS- NQ Rav in last 15m (156)
() Register Search
Ib STROKE (34) ASTHMAS - >1/4/6+N0 rev tests (15)
iy BF (477) Asthma
Reset ‘;'
(_ﬂ DM (142) Total Patients selected so far
(*) Reset Targets
D COPD (51) 292
Sort Type €y  ePepsy 20)
© Emis No (=) THYROID (101}
() Surname (5 CANCER (54)
O Date Of Birth ©@ MH (29)
[ ssmaurcso |
to ()  DEMENTIA(7)
'y CKD (83)
(=) Prioritise by Targets &", ¢
0] AF (35)
() Prioritise by Condition
{ ) OBESITY (200)
Sperd B @ PLD (2) Key for Choosing Targets
@ SMOKING ted - below  'black - within 20%
| | 'g'reen-achieved 'f 'lu Jab Reqd
@.) MEDICINE 's'ub Therauptic 'time Limited
o p v'alue (Blood or Urine) required
Finish Search Q FEMALE Toad saved search (F& to save)

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

PatientChase found there 292 patients within this group.

Some of these patients will have targets in maybe 2, 3 or even 4 of the conditions selected.
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Step 5 — Determine the sort order to view your results.

Search Builder

p§+|entgnase 3

Search Type
(#) Mot In Target
() Register Search

Reset

(*) Reset Targets

Sart Type
() Emis No
() Surname

() Date Of Birth

MM/TD/YYYY

to
(=) Prioritise by Targets

() Prioritise by Condition

Search Name

Finish Search

Asthma

ASTHMAZ - 1419 + NO smak hist (8]

ASTHMAS- NO Rav in last 15m {156)

ASTHMAE - ~1,/4/6+NO rev tests (13}

© CHD (100)
© HF (14)
Qy STROKE (34)
(7] BP [477)
(&) DM (142)
) COPD (51)
€y  ePepsy 20)
(=) THYROID (101}
@%  CANCER (54)
©@ MH (289)
|€) Asthma 250)
()  DEMENTIA(7)
& DEPRESN
(D] CKD (23)
0] AF (35)
{ ) OBESITY (200)
() PLD (9)
& SMOKING
(“5] MEDICINE
(e FEMALE

Total Patients selected so far

292

Key for Choosing Targets

red - below ‘black - within 20%
'g'reen-achieved
's'ub Therauptic
v'alue (Blood or Urine) required
Toad saved search (F& to save)

'f 'lu Jab Reqd
'time Limited

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 targets’ is selected as this is the most popular among surgeries.

What this means is that the ‘'most complex’ patients 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 (100} ASTHMAZ - 14518 + NG smok hist (8)
©NotIn Target (*) HF (14) ASTHMAS- NO Rev in last 15m (166)
O Register Search ‘(,J STROKE (34] ASTHMAS - >1/4/6+NO rav tasts {15)

— © BP (477) Asthma

Reset Targets (_ﬁ DM (142) Total Patients selected so far
© O COPD (51) 292

EPILEPSY (201

-

Sart Type
THYROID (101)

Y

() Emis No

) Surname “ CANCER (54]

() Date Of Birth MH (29)
ASTHMA (250)

MM/ODYYYY

to DEMENTIA (7)

[0/ | oerREs
CKD (83)

(=) Prioritise by Targets ¢
AF (35)

() Prioritise by Condition
OBESITY (200)

FLD (9) Key for Choosing Targets

Search Name SMOKING ‘red - below ‘'black - within 20%
'g'reen-achieved f'lu Jab Reqd

MEDICINE 's'ub Therauptic 't'ime Limited
v'alue (Blood or Urine) required

Toad saved search (F& to save)

|C HD Strcke COPD Asthma re:al||

Finish Search FEMALE

ceeeceoroge
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Step 7 — Loading your results

—— ﬁ:
Smam W Exit | =
y.

e Library | Search | Admin Advanced Help

©2[2

Edit Delete

Search

s ﬁ
=] =
| \ %2 =
Refresh Emiis Sync Create
Synic Threshold

Library
= t‘- My Searches

2 CHD Stroke COPD Asthma recall

Click the + sign next to 'My Searches'.

Next:

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

T
/o N Exit | =
Y,

e — Library | Search | Admin  Advanced Help

© 4 (8

Add Edit Delete

Learch

- ﬁ
=) b=
| V'
Refresh Emiis Sync Create
Sync Threshold

Library
= "‘- My Zearches

v §

= ,'D CHD Streke COPD Azthma recall

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

pa+ientchase _}

L= R B R L

= s
=

12

<

Datelns Conditions

CHD ASTHMA
CHD,COPD ASTHMA
CHD,COPD
CHD,STROKE
STROKE

CHD
CHD,COPD
CHD,COPD
CHD

STROKE
COPD,ASTHMA
CHD

STROKE
ASTHMA
STROKE

CHD

CHD

CHD

CHD

CHD

CHD STROKE COPD ASTHMA SurMame

CHD
CHD
CHD
CHD

CHD
CHD
CHD
CHD

CHD

CHD
CHD
CHD
CHD
CHD

STROKE

STROKE

STROKE

STROKE

STROKE

ASTHMA

Beech

COPD ASTHMA Munns

COPD

COPD
COPD

COPD

ASTHMA

ASTHMA

Crilly
Alexandroff
Mytko
Martyn
Bream
Macvean
Manzoor
Herring
Juerss
Rousseau
Cockrell
Kelly
Backhouse
Wakefield
Mynett
Craven
Cullum
Pick

FirstMames EmisM Title 5

|___|STROKECOPDASTHM | ___|STROKE |COPD |ASTHMA [Channon ____[Lawa | 24181/1ar_|M | __15/07/1962 __[501394:

llana 25554 Mrs
Pierre 25248 Mr
Bridget 21785 Mrs
Carmen 19833 Mrs
Reid 23034 Mrs
Joel 10812 Mrs
Ping 11143 Mr
Maryanne G893 Mr
Tomas 23757 Mrs
Wesley 8017 Mr
Katie 22178 Mrs
Haossein 131 Mr
Bruno 24172 Mrs
Annette 25445 Mr
Terrence 24418 Mr
Masser 1181 Mr
Mellie 3256 Mrs
Bonita 23375 Mrs
Ffian 3733 Mrs
Briaitte 20852 Mr

F

M
F
F
F
F
M
M
F
M
F
M
F
M
e
M
F
F
F
M

DateOfBirth NHSMu

18111951 175482C
23/06/1940 1843360
20111957 8827250
11081959 BT7518¢
03M2M926 889601C
271031871 54528568
081111961 1152554
24101933 7956907
30/04M933 BORTE64
17081937 708971z
01MOM967 2037281
02/03/1940 063737¢€
15101948 518584z
09101985 194583¢
18/06M525 B78414¢
01/05/M1961 836220¢
2810211933 601115¢€
28/071948 7272858
17/05M931 T03359¢
28/06/1979 8081544

in Search

292

o
8

Total Patients

Emis No :24181

Patient Name:MrLaura Channon

Date of Search: 07/12/2011
Search :Notin Target

:Sorted by Target

Address :Flat 5 BElackberry Lane Witney

Surrey CRO 4UN
TelMo :34012267

Mr Laura Channon

STROKES - BP 150/90 or less

STROKEY - Chaolesterol checl in 15m

STROKES - Cholesterol 5.0mmaol/1

COPCA0 - FEW1 in last 15m
COPD13 - Had a MRC Scoring
ASTHMAS - Revin last 15m

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 the patient has QOF targets in Stroke, COPD and Asthma.

Clicking on any other patient will display their relevant targets.
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emis

Page 9 of 14



Mail merging — Creating QOF letters

Step 9 - Exporting to Word and Inserting to EMIS

(e \Exit ) =

—r Library | Search | Admin  Advanced Help

pa+ientchase _}

PatientChase Version Web Library Mame - default

ORRE D & -8

= "‘ Ny Searches
= ,O CHD Streke COPD Asthma recall

Y-

Delete Search
Refresh Search
Edit Search
Duplicate Search

Export Search Results To Excel

Export Results to Word OMNLY
Insert Results to EMIS OMNLY

Display Popup for this Search
Filter Search via Diary Dates

Export to Word AND Insert into EMIS

|
Add Edit Delete | Refres Emiis Sync Create
Search Sync Threshold
Likrary

Datelns Conditions

CHD STROKE COPD ASTHMA SurMame

Firstdames EmisN Titls

BN |STROKE.COPD.ASTHM | [STROKE |COPD [ASTHMA [Channon Laura | 24181/ |
2 CHD ASTHMA CHD ASTHMA Beech llona 25554 Mrs
3 CHD,COPDASTHMA CHD COPD ASTHMA Munns Fierre 25245 Mr
4 CHD,COPD CHD COPD Crilly Bridget 21785 Mrs
5 CHD,STROKE CHD STROKE Algxandroff Carmen 18633 Mrs
[ STROKE STROKE Mytko Reid 23034 Mrs
T CHD CHD Martyn Joel 10812 Mrs
g CHD,COPD CHD COPD Bream Ping 11143 Mr
9 CHD,COPD CHD COPD Macvean Maryanne 8693 Mr
0 CHD CHD Manzoor Tomas 23757 Mrs
11 STROKE STROKE Herring Wesley 8017 Mr
12 COPD,ASTHMA COPD ASTHMA Juerss Katie 22179 Mrs
13 CHD CHD Rousseau Hossein 131 Mr
14 STROKE STROKE Cockrell Eruno 24172 Mrs
15 ASTHMA ASTHMA Kelly Annette 25448 Mr
16 STROKE STROKE Backhouse Terrence 24415 Mr
17 CHD CHD Wakefield Masser 1181 Mr
18 CHD CHD Mynett Mellie 3258 Mrs
19 CHD CHD Craven Bonita 23375 Mrs
20 CHD CHD Cullum Ffion 3733 Mrs

(21 CHD CHD Pick Eriaitte 20882 Mr

O Date of Search: 07/12/2011 Mr Laura Channon
search :Notin Target STROKES - BP 150/90 or less
Sorted by Targst STROKE? - Chalesteral check ir
STROKER - Chalesterol 5.0mmal
Emis No :24181 COPD10 - FEVY inlast 15m
Toflilsla;if'?ts Patient Name:MrLaura Channon COPD13 - Had a MRC Scoring
Address :Flat 5 Blackberry Lane Witney ASTHMAS - Rev in last 15m
292 Surrey CRO 4UN

TelNo :84012267

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.

Input Required

Word Export = EMIS Insert?

& Yes (O MNo

Find out about Inserting inkto EMIS

Click ‘OK’ to continue.

User Guide v2.0
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Input Required [%]
Mumber of patients in this batch

= |

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 [
Select Letter to Print

|Nut|n“arg&t.:jud 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 “|

Find out about Inserting inkto 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 MOT bereinserted

Find out about Inserting inko EMIS

Click OK.
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Creating Mail Merge x

Fullname: Reid Mytka  Date of Birth: 03.12.1926

|I 2%. Click to Cancel

L8

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.

.'/- .3\' = R I Documentl - Microsoft Word - A x
e
- Home Insert Page Layout References Mailings Review View
N - N - N K [ R I ¢ I+ = I I L D A R
i High Street Medical Centre
General Practitioners London
Or. John Smith Dr. Jane Brown W111D
Practice Nurse Telephone: 0203 000 0000
Stellz lanes Fax: 0203 0000001

www.internet.co.uk

OurRef/24181

Mir. Laura Channon
Flat 5 Blackberry Lane
Witney

Surrey

CRA.ANMN

a7/12/2011

Dear Mr. Channon,

Thiz iz an automsted letter. As of the 07/12/2011 our records show that:-

“ou have had & stroke or mini stroke in the past.
Y¥ou have a lung related illness (e.g. Emphysema or Bronchitis).
“fou have g history of Asthma.

Your last Blood Pressure reading was too high.

“our Cholesterol Level has not been recorded recently.

Your Last Cholesterol Level was too high.

fou have not recently had a specific lung test to measure your lung condition.
We needto ask you a few guestions sbout your breathing.

Y¥ou have not had a review recently for your condition.

Ifyou are already seeing a doctor or nurse regarding the above or have a further appointment booked please
ignore thiz letter and treat it for information only.

Ifyou are not under any active appointment either with the nurse, doctor or hospital regarding your
condition, you may not be properly controlled and you need to come and =ee us. I'd glso be grateful if yvou
could bring this letter with you to your appointment. Also if you are housebound and cannot make it to the
surgery please let us know so that our district nurse can look after you. Thank you for your co-operation.

Yourssincerely,

Dr. John Smith

Page: 1 of 3 | Words: 492 @ English {L.Ej

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 and targets
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.
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Remember, the ‘look and feel’ 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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