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Tips 

There are various tips on using PatientChase on our website. 

Visit www.patientchase.com/?cat=3 for additional help. 

 

 

http://patientchase.com/?cat=3
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The main menus and screens of PatientChase 

 

This section helps you: 

 Familiarise yourself with the main menus and screens of PatientChase: 

o Search menu 

o Library menu 

o Admin menu 

o Advanced menu 

o Results views 
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Creating a Search 

 

The Search menu gets you started. 

From here you can: 

 Sync the latest EMIS data with PatientChase. 

 Create a new search. Click the Add button and the Search Builder screen loads up. 

 Run a Threshold search.  This is a prebuilt search which looks at ALL the QOF targets 

where your practice has not yet achieved the threshold %. 
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Your Library  

 

By default, PatientChase automatically creates a default library for you on your hard drive and a 

prompt asks you whether you wish to save it whenever you exit PatientChase. 

Only use the Library menu if you plan to change the location of where you save your searches. 

From here you can: 

 Create a new library. 

 Change the location of your library. 

 Share a library over your network. 

  



The main menus and screens of PatientChase 
 

5 
User Guide v2.0  

The Admin menu 

 

This menu is where you customise PatientChase and run reports. 

From here you can: 

 Customise you letter template/s. 

 Customise your label template/s. 

 Report on letters inserted into EMIS. 
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Advanced (Support staff only) 

 

The Advanced menu is primarily for use by PatientChase Support for diagnostics. 

From here you can: 

 Reconfigure PatientChase if you are using a version of Microsoft Word older than Word 

2007. Go to the Options menu to do this. 

 Create the log file for sending to support@patientchase.com should an error occur in 

PatientChase. 

  

mailto:support@patientchase.com
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Results views 

 

Once you’ve built a search, right click over its name to be presented with a set of options. 

From here you can: 

 Modify the search. 

 Print letters and record them in EMIS. 

 Export data to Excel. 

 Create Repeat Prescriptions recall labels. 
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Right clicking over the patient grid gives you some other options. 

From here you can: 

 Filter your search with other search criteria (e.g. housebounds). 

 Manually select patients then print letters and record them in EMIS. 

 Auto-delete or manually delete patients from your search. 
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Creating a letter template 

 

In this section you will be shown how to: 

 Modify a preloaded PatientChase letter template with your preferences. 

MODIFY YOUR LETTER TEMPLATE BEFORE YOU START CREATING MAIL MERGES. 

 

PatientChase is preloaded with 2 main letter templates. One to use as the basis for your QOF 

letters and an alternative one if you recall your patients using month of birth. 

Both templates are fully customisable and this section shows you how to add your own practice 

header, your own wording and alter the automated prose in some of the merge fields. 

This section uses the QOF letter template as the example. If you prefer to recall via month 

of birth, follow exactly the same steps, except: 

Step 2 - select the register.doc template. 

Step 4 – decide whether you wish to modify the terms in the [Condition] field only. 
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Step 1 – Open System Administration 

  

To do this, go to the Admin menu then click ‘Edit’. 
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Step 2 – Select the ‘Letters’ tab. 

 

Click on NotInTarget.doc. 

Click Open. 

The template opens in Microsoft Word.  
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Step 3 – Modifying the wording in Microsoft Word. 

 

In the example above a practice letterhead and signature has already been added. You’ll need to 

add your own. You can simply copy and paste one from any of your Word documents. 

If you wish to change the wording or layout of the template, feel free to do so. 

Once you’re happy with your template click Save. 
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Step 4 – Modifying the [Condition] and [Text] fields. 

 

The [Condition] field tells the patient which condition they are being recalled for. 

The [Text] field details which QOF targets apply to the patient. 

 

This is how the [Condition] and [Text] fields can look in a mail merged letter: 
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Should you wish to remove either merge field from your template, simply delete it in Step 3. 

Should you wish to keep either field, but change the wording, do the following: 

Open System Administration by going to the Admin menu then clicking ‘Edit’. 
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Click on the ‘Prose’ tab. 

 

In the ‘Prose for Letters’ column click on the term you wish to change and retype the entry. Run 

through the list to see if you wish to change any other terms. 

If you are running month of birth letters, focus only the Register terms appearing in the 

‘Type’ column. 

Once you’re happy with all the terms that could appear on your letters, click ‘Back to 

PatientChase’. 

From now on, your modified terms will appear on your patient letters. 
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Mail Merging – Creating QOF letters 

 

In this section you will be shown how to: 

 Create QOF patient invite letters ready to send to patients. 
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Step 1 – Sync with EMIS 

 

 

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

status. 

This will include: 

 Patient registration data such as names, addresses, DOB etc 

 All outstanding QOF targets from all clinical domains (e.g. Asthma, COPD, CHD etc) 

 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 
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Step 3 – ‘Select Not in Target’ search 

 

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

 

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. 

 

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

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

 

 

Click ‘OK’ to continue. 
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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 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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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. 
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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).  
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Creating searches to export to Excel 

 

In this section you will be shown how to: 

 Search for patients and then export their details to Excel. 

 

This section uses a QOF ‘Not in Target’ search as the example. If you prefer to recall via 

month of birth, follow exactly the same steps, except: 

Step 3 – Select ‘Register’ search and choose a month of birth. 
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Step 1 – Sync with EMIS 

 

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

status. 

This will include: 

 Patient registration data such as names, addresses, DOB etc 

 All outstanding QOF targets from all clinical domains (e.g. Asthma, COPD, CHD etc) 

 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 
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Step 3 – ‘Select Not in Target’ search 

 

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

 

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

patients to be identified.  

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. 

 

Before viewing the list of patients in your search, decide what order you’d like them displayed in. 

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 appear first when you export to Excel. 
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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 the patient has QOF targets in Stroke, COPD and Asthma. 

Clicking on any other patient will display their relevant targets. 
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Step 9 – Exporting your results to Excel 

 

Right click over the word ‘Results’ and select ‘Export Search Results to Excel’. 

This process will export this list to Excel.   
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Example: 

 

The spreadsheet in the image above is cropped on the right hand side. The full spreadsheet 

would show all the patient’s outstanding targets and conditions. 
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Filtering or merging a search with other data 

 

In this section you will be shown how to: 

 Filter or merge a PatientChase search by another set of criteria.   

Examples: 

o Housebounds 

o Nursing home patients 

o Recently deceased patients 

o ‘No more letters’ patients 

o Usual or registered doctor 

o Branch site patients 

o QOF+ patients 

o CKD patients with PVR 

Any criteria can be chosen, provided it is Read coded in EMIS. 

 

To complete this section you will need to build a PatientChase search and also produce an 

export from EMIS Search & Statistics. This export will then be merged with the PatientChase 

search. 

Filtering or merging can be applied to any type of PatientChase search, whether it is a QOF 

search or a month of birth search. 

The example followed in this section will remove housebound patients from a list of 

patients with CHD, Stroke, COPD and Asthma QOF targets. 
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Step 1 – Create your PatientChase Search. 

If you are unsure how to do this, read one of the following sections: 

 Mail Merging – Creating QOF letters - steps 1-6 

 Mail Merging – Creating month of birth recall letters - steps 1-6 

 How do I create searches which I can export to Excel? - steps 1-6 
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Step 2 – Run a housebound search in EMIS. 

The only field required in your search is Patient Number. 

Export this list to Excel. 

It should look something like this: 

 

 

Make sure the first column is the Patient Number field. 

Make sure the first cell (A1) is not blank nor contains a header. 

Save the file as a CSV file on your desktop. 

Close Excel. 
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Step 3 – Open the results view of your PatientChase search and locate your EMIS export 

 

Right click anywhere in the right panel and click ‘Select Patients from Excel Export’. 

 

 

A box will appear reminding you of the required format of the file you created in Excel. 
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Step 4 – Select the EMIS Export (i.e. Excel file) 

 

Click Open. 

 

 

PatientChase will highlight in blue those patients matching your criteria.  
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Step 5 – Removing the housebound patients. 

 

Right click over any highlighted patient and select ‘Delete Patients from Search’. 

 

 

Click OK. 

Your search now has housebounds removed. 
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Creating invite labels for repeat prescription patients 

 

In this section you will be shown how to: 

 Print automated invite labels for repeat prescriptions patients. 

 

The label printing tool runs alongside EMIS while a receptionist is printing the day’s repeat 

prescriptions.  

It enables you to produce labels for adhering on to repeat prescriptions which highlight to the 

patient what they are being invited for. 

You can target any group of patients requiring a review. 

For example, target those coming in to collect their repeats that require a flu jab, those who 

require a blood pressure or cholesterol check or perhaps those who are due a review of their 

chronic disease/s. 

 

The label printing feature can be used as a supplementary way of recalling your patients for 

review, in addition to sending them PatientChase letters. 

The example in this section uses patients requiring any combination of CHD, Stroke, COPD and 

Asthma QOF targets but labels can be created for ANY PatientChase search. 

 

NOTE: You will need access to a label printer. 
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Step 1 – Open one of the supplied label templates in order to customise it. 

 

Click on the ‘Admin’ tab then Click ‘Edit’. 

 

Click the ‘Letters’ button then open one of the 3 label templates. 
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Step 2 - Customise the label template. 

 

The default wording is shown above. 

Change the layout and wording how you see fit but remember there is very little space on a 

label. 

Step 3 shows you how to change the automated terms in the [Text] field. 

Click ‘Save’ and exit Microsoft Word when you are happy with the look of your label. 
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Step 3 - Changing the automated terms in the [Text] field. 

 

In PatientChase, click on the ‘Admin’ tab, click ‘Edit’ then click the ‘Prose’ button. 

The short text column contains the terms which may appear on the labels. 

Run through the column and change any you wish by clicking on the term. 

When you are done, click ‘Back to PatientChase’. 
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Step 4 - Create a PatientChase search for the group of patients you wish to create labels for. 

If you are unsure how to do this, read one of the following sections: 

 Mail Merging – Creating QOF letters - steps 1-6 

 Mail Merging – Creating month of birth recall letters - steps 1-6 

 How do I create searches which I can export to Excel? - steps 1-6 
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Step 5 - Open the label printing tool. 

 

Right click over the search name and select ‘Display Popup for this Search’. 

 

 

Click OK.  
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Step 6 - Set up your Options. 

 

Click on the ‘Options’ button and select the template you customised earlier and also select the 

label printer you will be using.  

Click the ‘Insert into EMIS’ box if at a later date you wish to be able to search medical records for 

labels sent to patients (many PCTs allow a label to constitute being a method of contact with a 

patient). 

When you have finished with the options, click the ‘Options’ button again.  
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Step 7 – In EMIS, begin your repeat prescription printing as normal. 

You will notice that the ‘Focused Alert Message’ remains in the foreground and is semi - 

transparent. 

You may wish to drag this pop-up box to the top right of your screen in order to maintain your 

full view of EMIS.  
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Step 8 – Printing a label for a matched patient. 

Each time you go into a medical record, PatientChase will check to see if the patient matches 

your label criteria. 

If they do, the Focused Alert Message box will populate with their details: 

 

Simply click the ‘Print Label’ button and a personalised label will print to your label printer. 

It will look something like this: 
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Whenever you go into other patient records where they match the PatientChase search then the 

Focused Alert Message will populate with the new patient’s details. 

Simply click the ‘Print Label’ button whenever the details change. 

Whenever you come across a patient in EMIS that does not match the criteria of your 

PatientChase search, the Focused Alert Message goes blank, like in this screenshot: 

 

In those cases, there is clearly no label to print. 
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Step 9 – Matching the labels to the repeat prescriptions. 

 

Once you have finished running off all your repeat prescriptions, simply match the printed 

adhesive labels with the printed prescriptions, ready for signing and then collection by the 

patient. 
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Reporting on letters inserted into EMIS (inc. Exception Reporting)  
 

 

In this section you will be shown how to: 

 Use PatientChase’s reporting tool to identify which patients have PatientChase letters in 

their medical records and how many they have been sent. 

The reporting tool facilitates very easy exception reporting for the QOF year. 

NOTE: The reporting tool will only work if you have been previously ‘inserting into EMIS’ 

patients in your PatientChase searches.  
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Step 1 – Open the reporting tool 

 

Click on the Admin tab, then click the ‘EMIS Inserts’ button. 
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Step 2 – Select your search criteria  

 

You’ll need to decide: 

1) What date range you wish to focus on. The example above has a date range of only 1 

day but typically surgeries search from the 1st April to the present day. 

2) Whether you want to view the optional information for each patient. If so, click the 

relevant box. 

3) Whether you wish to filter the results by a minimum number of letters. In the example 

above, only patients who have received 3 or more letters will be listed. 

Click Submit. 
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Upon clicking ‘Submit’, Excel opens displaying the patients matching your search criteria. 

The example above shows those patients who have been sent 3 or more letters by PatientChase. 

Notice the patient highlighted has two entries. This is because they were sent a co-morbidity 

letter 3 times.  In other words the each time the letter was sent it highlighted to the patient they 

were being invited in for both CHD and COPD review.  

For exception reporting purposes, the patient can be excepted for both CHD and COPD. 
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Sharing your Searches 

 

In this section you will be shown how to: 

 Share your searches on the network so they can be accessed by other computers 

running PatientChase. 
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Step 1 – Familiarise yourself with ‘My Searches’ 

 

All your searches are stored within a library. 

You can have many searches stored within the library. Notice the library above has two searches 

in it. 

By default, your library is saved on your PC’s hard drive in the patientchase2.0 folder. 

By default, the library is called ‘default’.  Notice the title at the top. 

  



 Sharing your searches 

77 
User Guide v2.0  

Step 2 – Sharing your library on your network. 

 

Sharing, saving and opening your library is done in the same way as you do other files in 

Windows. 

In other words, to share your library (and therefore your searches) on the network, click the 

Library tab, click ‘Save As’ and save the file to your network/shared location. 
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Step 3 – Opening the library from another PC. 

 

Click the Library tab, click ‘Open’ and locate the file on your network. Click ‘Open’. 

 

Remember, to avoid a ‘network sharing violation’ you’ll need to save a local copy of the file to 

your PC or close your copy of PatientChase if another PC is accessing the file. 


