Create Recall Postcards

1) On the left side click on the Registry Band

2) [image: 1.gif]

3) Click on Patient recall

4) At top click on Protocol

5) At right of Protocol Box click on Misc
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6) Next to dates click on Date Range[footnoteRef:1] [1:  I usually do from the first of the month until the 15 or 16 depending on how many days there are in the month.
] 


7) Middle right of the page click on Lookup:  

i) This will give you the names of all the people who need recalls.

8) [image: C:\Documents and Settings\Stuart\Desktop\Recalls\recall window.jpg]

i) However, you need to go to each name to make sure that either they have not already had a check up or that they have one scheduled sometime in the future.

ii) To do this, click on the box next to their name (you can only put a check in one name at a time).

iii) Then click on Pt Hub (bottom middle of page)  

iv) Check in Encounters to see if they have had a check up or have one scheduled.


9) (For children over 5 they get one check up every 12 months.  For children 2 to 5 years it’s one check up every 6 months.  Children 1 to 2 years every 3 months and birth to 1 year every month)

i) If you see that they have already had a check up or have one scheduled, go to alerts at top of hub page, find the date that you want to take out, click on that line then click on suppress, click on yes and click ok.  Before you send the cards out you will need to exit ECW and then go back in to erase the suppressed patients.

10) To Run the RECALL POSTCARD:
i) Find recall cards in Letter Template, (pick the lastest version: -recall postcard Dec2011) click ok,
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ii) Click on Run Letter.

iii) Say yes you want to track the letter. (It will show up in letter logs on patients hub in case they say they never got the card) 

iv) Click Form Letter at bottom of the page then print.


11) To Print the Cards: choose the HP3005 Printer.

i) To print the card, which is done on the printer at front desk, put a check next to all the names of the first page. (I find it easier to do one page at a time)

ii) When the Printer window comes up,  click on properties, then  Under the Paper/Quality tab, change paper to recall postcards. [image: 5.jpg]


(a) The cards go in the front of the HP printer and come out the back, so be sure the back door of the printer is open before you start printing.  They sit with the printed picture side down. 
(b) Put the Postcards into Draw 1 lined up towards the left  but just tripping the paper detector.
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12) When that list is done, uncheck the ones on that page and go to the next page and repeat the procedure until the entire list is completed.


image3.jpeg
Appointment Date | Patient Protocal | All Labs/D1/tmm lerts | Dx | Rx |

p— &

Date(s) [12/03/2011 ~] To [12/03/2011 v| [Date Range v,

Fiter Patients

Age, To Sex [Both  v| I~ Deceased only [ Inactive Only  OverDue <] Oiagnesisep-e) [
Date of Service Filter  [01/01/2002 +| To [12/03/2011 + Search Criteria |Based on tests not ordered -

I~ tgnare Service Dates (Includes al the patients without encounters) Rendering Provider [l providers E
I~ Display All The Test Names Together T ieskus
~ HIDE ~

13v 7186595187

O carTv, oRIANNA check up 03/13/1990 F B /000
O ooraDoR, AN Immunizstions  05/16/19%¢ M 17 S16-561-1538 [ .
O HERWANDEZ JULANNA  checkup 03/07/2003 F B S16-340-5202 [ v
0 RAMANAND, ANDREW check up 11/24/1957 W 14Y  S16-350-923 B 01500 12/03/2011
1 Scaranting, kristen check up 12/13/2007 F oy 11 516759-1550 B 01500

feeter =1 | Runteterts)

ptvib | ow apo | sttt | Gcopy| < rev] it -| o





image4.jpeg
~recall postcard Decz011.doc 200
~recall postcard Nov2011.doc reca
“Request for Record Releass Fees  11/2

“return to gym
“return to wark
~school exsuse
~Scaliosis

uiew Template | Update Letter Template

Seal

Lotter

recal posteard Dec20

Run Letter(s) | Pt





image5.jpeg
I Paragraph o

Advanced | Papei/Qualty | Efects | Frishing | Services|

Print Task Quick Sets
Type new Ouick Set name here B

Foper Dptions
Sizeis 4.25 x5 5inches

[T Use Different Paper/Covers
Souceis

Automaticaly Select

Tpeis
Unspesified
it Qusly
FastFes 1200
[ Ecorchode

(May Save Pri





image6.jpeg




image1.jpeg
Registry

I

g
Regiskry RRRDLtS




image2.jpeg
nm alerts | Dx | Rx|

Due By

tocol List

ral Protacols

Patient Specific Protocols

cBC
cBC
Glucose
Lead level

Lead level
PPD





