How do | use the Best Practice Reminders?

This FAQ is intended to answer the common questions about configuring and using Reminders
functionality of Best Practice Software.

@ . . :
OTlp: There are a wide range of F.A.Q. documents accessible by browsing to the \FAQ folder on
the Best Practice installation DVD.

‘Reminders’ in Best Practice are notations that can be added to a patient’s record to allow the
practice to ‘remind’ the patient to do something at a certain time. The system will allow reminder
letters to be generated for the patient.

These should not be confused with ‘Actions’ which are notations to remind a staff member to
perform an action. Refer to the separate FAQ document ‘BP_FAQ-Actions.pdf’

Best Practice software also provides a ‘To do list’ which is a handy personal reminder system that
will pop up a message when logging in, logging out or closing Best Practice. Refer to the separate
FAQ document ‘BP_FAQ-To Do List.pdf’
Below is a summary of the steps to set up Reminders:-

= Configuration of Reminders

= Add 7/ Edit Reminders

= Sending Reminders

= Reprinting /7 Resending Reminders

= Creating / Editing Reminder Template Letters
Configuration of Reminders

Creating new Reminder Reasons

Best Practice is provided with a standard set of ‘Reminder Reasons’. This feature allows you to
create or maintain these ‘Reminder reasons’.

e To setup the reminders, select ‘Setup’ >

‘Configuration’ from the main Best

\ Practice screen.
Reminder reason ‘A Add e Scroll down on the left hand side to find the
12mth Immunization - ‘Reminders’ icon.
E_”;thlj:“n:”u”n?';a“‘fn” e The top section of the screen shows the
Arnth Iz ation “Reminder Reason’ list- this is the full list
Brmth I mmunisation of reminder reasons available when
gg*&fazéi\”ew o reminders are being created within the

patient record.

e You can choose to ‘Add’, ‘Edit’ or ‘Remove’ reminder reasons as required.

« Each reminder reason will have a ‘Reason’, ‘Default Interval® |t
and ‘Interval type’ (i.e. Wks, Mths, Years). This interval is Fiason i nnuristion
used when creating a reminder to calculate the date to be set Detautimerva: |3 Oweeks
for that reminder. © Morins
(O Vears
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e The ‘Clean up’ button allows you to view all
reminder reasons currently setup in the T E— ~ Add
system and allocate them to a more 12mth Immurisation
appropriate reminder reason. irgthllmmunisa;iun

-2y Immunization
i . . Arnth Immunization

e This process is handy for when you wish to Btk Immurisation
rename bulk amounts of reminders that were Asthma revies ’l/d
. Clean v
incorrectly worded. BF Lheck [ w ]

Allawy free test reminders.

®Tip: Ticking the “allow free text reminders” will allow your staff to type freely into reminders
when making them. Please note that free text reminders are not added to the list of reminder
reasons. For data consistency it is recommended to add new reminder reasons via the method
described above rather than allowing free text reminders.

Resvindats Fieks bo be prmted on Femndss bt

Fields to be printed on Reminder list

tien Sim ] e

Resn b et )

. . . . . G i (Coss ]
This function will allow you to configure the fields and @] i Z E
width of data to be displayed on the ‘Clinical’ = ’5 B &
‘Reminder’ screen. R i ———

M‘:’i" Dinplay Actions/Heminders lets than | fe——
Maragng v e Lweel |

Send as — to change the default “send as” option

E-mai Send ax

% .Che:kMalkas:?:::Lg:sdelault On the ‘Clinical’ > ‘Reminders’ > ‘Sent

[Ma-'g Detaul reminder Bt bervat (1 ok [w] remi_nders’ screen, select thg desired method of
‘{} Display Actions/Reminders less than | munlhso\d Sendlng from the drop down |ISt. The default

N selection is Mail merge.

Messaging || [ sae | m

‘Mark as sent’ - ticking the “mark as sent” option here will default the checkbox on the ‘Clinical’
> ‘Reminders’ > ‘Sent reminders’ screen to be ticked.

‘Default reminder list interval’ — this option will change the default date range when V|eW|ng

reminders via the ‘Clinical’> ‘Reminders’ screen. By default,

it will be set to 1 week. Seecteascns Seectusers
‘Display Actions/Reminders less than’ — this option allow to I Dibees e

alter how far back in the past actions/reminders are displayed A Hepats & rriaton

for. By default, the time period is set to show reminders less Lol
than 6 months old. You can change it to any monthly period i Freume Due et
that you wish, but keep in mind that that if you wanted to show DWZTV
the past 2 years of reminders (for example), you will need to put [ e nctce paterts

in 24 months.

Add 7/ Edit Reminders

(PR e v =28 Open the relevant patient’s record.

| Cpen Reguest Cited Yew e

| aR®e D zd 8O Vel MEL2 4

llodan, ) [ ] . You will notice in the middle section of the
T Baie s ion _
e i e ST e e WIS soreen a section called
e o A wee | tActions/Reminders’. This will show any

Aleugpes | bckversn Doy Fisacriors: [ Rastioni” | Action/Remeins (= prrTT— -

Actions / Reminders that have been
created for the patient that are overdue or
due within the next month.
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uapl Note: refer to the section on Configuration of Reminders for details on how to change the
duration that overdue reminders appear for.

# Reminders

The following reminders are in the database for this patient [ Show sent reminders Add Reminder:— Cllck on the ‘Reminders1 button in the
o L mlddle_rlght hand section of the patients files (next to
NS Lo i the actions button).

The ‘Reminders’ screen will appear showing all
reminders that are currently outstanding for this patient.
‘Blue’ denotes current or future and ‘Red’ denotes

overdue.
Mew | [ Edt | [ Bemove | [ Close
Toee Permind irc Crwiesis
‘ y . . y O Foeuiorick Frndacasn > [al
To ‘Add’ a reminder:- click on the New’ button. The . ey O
‘Reminder’ screen will appear. — owaneas | m
Mo R
To see: select the user to be seen. It will default to the [ RS RS
. . DP Check 1 yew B m @M 1
logged in user but can be changed to the appropriate user. e o ERARRE
Reminder reason: select the reminder reason to generate Fineded taw v
the reminder for. =
amm Lol

As soon as the reminder reason is selected, the system will fill in the ‘Remind in’ and ‘Reminder
date’ fields and move the calendar to this date. You will notice that each Reminder Reason has a
‘default interval’. This interval is added to today’s date to calculate the reminder due date. You
can change the date as required to any date in the future.

OTIp: You can also add a reminder from the ‘Clinical’ > ‘Reminders’ screen by going to the file
menu and select “Add Reminder”. You can open this Reminders screen by pressing the mail

= a
Elicon located on the main screen of Best Practice.

‘Automatically update this reminder when sent to patient’ — if this box is ticked, when a
reminder is sent to a patient via the ‘Clinical’ > ‘Reminders’ screen, a new reminder will be
created on the patient record for the next due date. This will save users from having to enter the
next reminder into the system.

Press the ‘Save’ button to create the reminder. It will now appear in the reminders section. If the
date or reason was incorrect, you can select the reminder, and press the edit button to adjust any
information that was incorrectly put in.

Sending Reminders

When processing reminders, you have the choice of Printing Letters, Printing a list, Printing Labels
or exporting the patient list to use in an external application.

. L .

OTIpZ If you are printing reminder letters, you should ensure that you have the relevant
template already created in the system. Best Practice supply a generic ‘Reminder letter’ template
which would suit most circumstances however you may wish to customise this for your site.

Step 1:- Generate a list of patients who require Reminders sent to them.
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Step 2:- Print a reminder letter, list, labels, or export the list as required

Step 1

[F m
Select Clinical > Reminders or press the mail EIicon located on the main screen of Best
Practice. The Reminders screen will appear.

# Reminder

/g

Sotby (O Datedus (& MName |

Name Acton Due Doctor Addess D08, Age | MedicaraNo. | Medcare exgiy | File Mo,
¥ Salect patients for reminders

Select reasons: Select users:

Reason || User

Breast check [¥] Dr. F. Findacure
Care plan

Diabeles review

Fluva

Hepatitis B Immunisation
Immuriisation

Influenza Yaccination Select al
Pap smear ?
Preumovas Dusbetween | 12/09/2008 ||

and [ 19/09/2008 ||

[[Jincluds overdue reminders

[Jinclude inaclive patients

[ Select patients |

- click on the ‘Select Patients’ button to display the ‘Select patients for
reminders’ screen.

gﬁ Note: This function will display only those reminders that have not previously been sent. If the
reminder is marked as ‘sent’ on the patient record the patient will not be displayed on this screen. If you
need to wish to print a reminder letter for a reminder that has already been marked as sent refer to the
section on ‘Resent Batch’ or ‘View Sent Reminders’ below.
e Tick the reminder reasons to be displayed
e Select the users/doctors to display the reminders for
e Select the range of dates to display the reminders for
e Tick ‘Include overdue reminders’ if there have been reminders that might have been missed
in earlier mail outs
e Tick ‘Include inactive patients’ if you wish to include patients who have been marked as
inactive

Click ‘Ok’ to generate and the list of patients who have reminders due for the criteria selected will
be displayed.

£ Reminders =Jo/ed
Elle Wiew Help
| Select patients | [ Bemave from list l [ Delete reminder ] [ Send reminders
Sotby  ODatedue (& Mame iﬂ records
Name Action Due Dactor Address DOEB Age Medicare No. Medicare expiry H
Ahem, Rhonda Joan Care plan 1240342008 Dr. F. Findacure 17 Sepmaur Ave, Bentlsigh. 3204 06/06/1338 T0ys 3800158284 - 2 30/06/2008 =
Alberts, Jackson Irnrnuinisation 16403/2006 Dr. F. Findacure 10Williams Road, D anin, 807 2040942000 7 s EBO0110601 - 8
Alberts, Lean Hepatitis B Immunisation  08/11/2007 Dr. F. Findacure 10'Williams Raoad, Dansin, 801 14/02/1990 18wz 6500110501 - 4 I
Alberts, Michaela Hepatitis B Immunisation  16/04/2004 Dr. F. Findacure 10%Williams Road, D arwin, 807 23/11/1928 19z 6500110601 -3 i
Alfreds, David Charles Diabetes review 07/03/2008 Dr. F. Findacure 481 Spence St, Oxley. 4075 13/03/1961 47 yis 4133180466 - 1 30/11./2006
Allen, Fay Ellen Pap smeat 19/06/2008 Dr. F. Findacure 8 Grey St. Fremantle. 6160 12/07,/1940 B8 2234567891 -1 30/06,/2005
Allen, Kenneth Fluvar 1640342008 Dr. F. Findacure 8 Grey St, Fremantle. E160 1040641928 80 yrs
Bartholamevs, R aymond Influenza Yaccination 04/03/2008 Dr. F. Findacure 354 Main Road, Bridgeman Downs. 4035 27/11/1928 AT 4133180466 - 1 31./01./2006
Costello, Tenance Breast check. 1640772003 Dr. F. Findacure 36 Reed Street, Bendigo. 3552 2640341931 T s 3500158281 -1 I
patriot, English John Irnrnuinisation 23/05/2008 Dr. F. Findacure 34 Cortinental Ave, Sydney. 2000 16/09/1975 2y 2297682342 -1 H
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Use this option if there are some patients that you do not wish to include in
| Bemovsfiomlst | this mailout, highlight their name and press the ‘Remove from list’
button. This will not remove the actual reminder so this patient can be
included in a future reminder mailout.

] Use this option if you wish to remove this reminder from this patient’s

[ Delete reminder
record

[ T ] Use this option to generate the reminder letters, list, etc.

When the ‘Send reminders’ button is pressed, the ‘Send reminders’ screen will be displayed.

There are four functions to choose from:-

. - . . . £ Send reminders 4
e Selecting Mail Merge will print out a reminder letter for each L : _
patient on the list using the selected reminder template (see ”'@Mamm
details below)
(O Printed list
e Selecting Printed List will print the list of patients displayed OLabes
on the screen. O Save asflle
e Selecting Labels will print the list of patients in label form to [ Mk s sert
place on envelopes.
Add a new reminder for thase marked for auto-update
o _Selepting Save as file will allow you to save the list of patients
in either an XML, CSV or Text format, which you can choose to

store or import elsewhere.

o
OTIp: The default selection will be determined by the default set in the Setup > Configuration >
Reminders as mentioned above in ‘Setting up Reminders’.

You will also see 3 tick boxes. All of those tick boxes are self-explanatory and will take effect
when you press the ‘Send’ button after selecting the sending option.

Mark as sent — the reminder on the patient’s Type Due Aeason

record will be marked as ‘Sent on “date” Action 22/05/2008  Test
. Reminder sent 02/09/2008  |Disbetes review  Sent on 12/09/2008.
showing the date sent. Outstanding requests ~ 18/05/2008  There is 1 outstanding request for this patisnt!
i i Freventive health 12/09/2008 A Medication Review should be considered!
Save a copy into the patient’s chart |

- will place a copy of the reminder letter into
the ‘Correspondence Out’ section of the patients record.

Add a new reminder for those marked for auto-update
- will add a new reminder to the patients’ records for the next reminder date where the reminder
is set to auto-update.

Mail Merge

®Tip: Perform a Test Print

If this is the first time you have printed reminder letters or you are using a new reminder
template, we recommend that you perform a test print for only 2 or 3 patients to ensure that the
letter prints as expected to save you from possibly wasting paper. Use the ‘Remove from list’
button discussed above to move all but 2 or 3 patient names and then follow the Mail Merge
process above. DO NOT Tick the options for ‘Mark as ‘Sent’ or ‘Add a new reminder for those
marked for auto-update’ when running the test prints.
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When the Mail Merge button is pressed, the # Ward Processor templates
‘Word Processor Templates’ screen will be Oa O Custom © Suppled

. | —
displayed. f

Medical certificate

Medical condition natification
Medichlert

Select the template letter to be used. Mo Limalh Ascessment

Mental Health Plan

MSw - Cremation Certificate

If you wish a copy of the letter to be stored in the | oy s,

patient’s record, tick the box ‘Save a copy in oo _
each pati ent’s record’. girw;eklc‘ue\tf::
Specialist referral
Tas - Worker's Compengation 1
. ‘ 5 . . . Tas - Worker'S Compenzation 2
Click ‘Open’ to begin printing the letters. Vie - TAE Catiicate
‘Yictorian Statewide Reteral Form [v]
i i [(I I | [)]
Printed List / Labels [ Save = copy in each patierts record

This option will print a list or print labels for all the patients currently displayed on the screen.

You have the option to select the ‘Mark as sent’ and ‘Add a new reminder for those marked
for auto-update’. Be careful if using this option that you only tick the ‘Mark as sent’ option if
you do wish to have all the patient’s reminders marked. If you are simply printing a list for
checking purposes you should ‘untick’ this check box.

You can customise the format of the labels being printed by selecting ‘Setup’ > ‘Labels’ from the
main Best Practice screen.

Save as file

This option will allow you to save the list of patients in either an XML, CSV or TXT file format that
can be used in an external application.

You have the option to select the ‘Mark as sent’ and ‘Add a new reminder for those marked
for auto-update’. Be careful if using this option that you only tick the ‘Mark as sent’ option if
you do wish to have all the patient’s reminders marked.

Reprinting / Resending Reminders
There are 2 cases where you may wish to Resend / Reprint Reminders

1. Reprint Reminders - there was a problem when you printed the previous reminders (i.e.
printer crash, paper jam, etc) and not all letters were printed or you forgot to tick the box
to save the letter into the patient’s file.

2. Resend Reminders - the next round of reminders for certain reminder types (i.e. pap
smears) need to be generated for those patients who have not actioned the reminder.

Reprinting Reminders (Resend Batch)

Each time that reminders letters or lists are printed, the # Reminder batch
system will record that a ‘batch’ number. This batch can be
i i i i i Batch Mo. | Sent date Sent time Sent by
displayed again so that all or individual letters can be printed. . kel Ll S
2 08/10/2007  9:34 am DCir. Frederick Findacure
. . . . . jic] 12/09/2008  171:46 am Dir. Fredenck Findacure
Select Flle > Resend Batch [CTRL+R]_ Thls WIII d|Sp|ay a IISt ................................................
of all previously sent reminder batches.
e Select the batch that you wish to resend and press the
Load button. (<] U |2
Load ] [ LCancel ]

e The list of patients who where included in that Reminders
batch will be displayed.
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e If all patients are to have the reminders letters generated for them again, click the ‘Send
Reminders’ button and follow the steps above for Mail Merge, Print List, etc.

e If you only want to print letters for certain patients, use the ‘Remove from list’ button to
remove any names that are not required, then click the ‘Send Reminders’ button and follow
the steps above for Mail Merge, Print List, etc.

Resend Reminders (Previously Sent Reminders)
Once a reminder has been printed and the ‘mark as sent’ tick box selected, the reminder will be

shown on the patient’s record as ‘sent’. As they are marked as ‘sent’ they will no longer appear
on the ‘Clinical’ = ‘Reminders’ screen when you use the ‘Select patients’ button.

For some reminder types, it is a requirement that a series of reminder letters be sent to the
patient. You can use the option ‘View’ > ‘Sent Reminders’ to identify reminders that have
previously been sent and have not been actioned.

Select ‘View’ > ‘Sent Reminders’ from the ‘Clinical’ > ‘Reminders’ screen.

‘ H H L = ”
The ‘Previously sent reminders’ screen 4 Previously sent reminders
. . File Help
will be displayed. 3 @
. . Show unactioned only Show all patients
By default the screen will display all SR - P
R R Sent on or after: |12/[|3me|] [ Senton or before: [ 1252008 [s] By doctor iA" |,,] Feason: iA”
reminders sent during the past year that — - —
Name Reason Doctor Sent Sent as A
are Stl II marked as ¢ Unact'oned’ . Abbolt, &nastasia Rose Immunisation Dr. F. Findacure 23/02/2006 Mail merge !
Barthalomew, R aymaond Health Aszessment 23/02/2008 Mail merge !
Abbott, Alan John Diabetes review Dr. F. Findacure 12/09/2008 Mail merge !
Ahem, Rhonda Joan Care plan Dr. F. Findacure 12/09/2008 Printed list !
H 1 Alfreds, David Charles Diabetes review Dr. F. Findacure 12/09/2008  Printed list 4
Varlous fllters can be used to Change the Allen, Fay Ellen Pap smear Dr. F. Findacure 12/09/2008  Printed list /
H H Allen, Kenneth Fluvas Dr. F. Findacure 12/09/2008  Printed list /
Sent remlnders dlsplayed on the screen. Bartholomew, Rapmond Influenza ¥ accination Dr. F. Findacure 12/09/2008  Printed list !
D F !

‘Show unactioned only’ - untick this box
to display all reminders sent over the selected range of dates

uTlp: Refer to the section below on ‘Mark as performed’ for details on how reminders are marked as
actioned in the patient’s record.

‘Show all patients’ — untick to prompt for an individual patient to show sent reminders records
for

‘Sent on or after’ and ‘Sent on or before’ — use these filters to display a list of sent reminders.
‘By doctor’ — use this filter to display reminders related to individual doctors

‘Reason’ — use this filter to display reminders related to individual reminder reasons

‘Mark’ — to mark a particular reminder record as performed, highlight that reminder and click the
‘Mark’ button. This will do the same as the ‘Mark as performed’ function within the patient

record (see section below for details)

‘Send again’ — this function can be used to send another round of reminder letters, etc. The
entire list of patients on the screen will be included.

‘Mark as Performed’
- when a patient visits with regard to a

Actions/Remindzrs:

reminder, the reminder should be marked

. Type Due Reason
as ‘Performed’ so that it no longer appears Reminder sent 12/03/2008  [Care plan Senton 12/09/2008. [ dd action
. . i 1 T i i i "
when checking for reminders that need to e THRA008  Thow et ae et pa et o i _Add reminder

Preventive health 12/09 niluenza vaccinalion is duel Markitem as performed

be resent.
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To do this, open the patient’s record and highlight the reminder. Right click and select ‘Mark item
as performed’.

=

Creating / Editing Reminder Template Letters

Refer to the document, BP_FAQ-BPTemplates_Reminders.pdf for details on how to created or edit
a Reminder Template letter.

MORE INFORMATION
For more information consult the Best Practice Help Library or contact us via:

< 07 4153 1277 a http://forum.bpsoftware.com.au
=D 0741532093 http://www.bpsoftware.com.au
> support@bpsoftware.com.au & sales@bpsoftware.com.au

Last Reviewed: 31/12/2008
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