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The Reminder/Recall feature in CHIRP is a valuable tool to use when a CHIRP user wants to notify patients
about upcoming or past due vaccinations. This feature only pulls patients affiliated with your CHIRP user
facility and provides several options for notification:

d Patient Listing

. Mailing Labels
d Postcards

. Autodialer File
o Mail Merge File
. Email Reminders

Each of these options will be discussed in detail in this manual.

For the purpose of this manual, a Reminder is for a patient who will need a vaccination in the future and a
Recall allows patients to be notified when they are past due for a vaccination. CHIRP also allows notification
of patients who have been deferred for vaccination or patients who have received a compromised vaccine.
For ease of use of this Manual, all patients pulled by Reminder Recall will be called a recall group regardless
of whether the patient needs to be reminded of a vaccination in the past or the future.

There are several methods for shaping a recall group to fit your needs including limiting the patients notified
by birth date, physician, county and vaccine. This allows you the luxury of being very specific in sending out
notices to your patients.

A recall group can also be used to create notices for other events such as birthdays. Parents of patients turning
15 months old may need to be notified that the next few months are critical for up-to-date vaccinations.
Patients could also be notified as they turn 60 that shingles or pneumococcal vaccine is an option.

CHIRP users will find the Reminder Recall as a menu option on the sidebar after logging into CHIRP (see Figure
1). The Reminder Recall screen may seem overwhelming at first sight, but this manual is designed to walk a
CHIRP user through each section, field by field, so that they will be able to create Reminder Recall documents.



CHIRP Reminder Recall Manual

Figure 1
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The Reminder Recall feature is designed to help CHIRP users to make an accurate list of patients to include in
a recall group. This is done by setting parameters. It is easier to set parameters if you understand what the
result will be. The table below provides a list of the parameters and results expected for Figure 2.

Parameter Description

Do Not Increment Recall Count This should always be checked. Initially Incrementing a Recall Count
(Run Recall) was designed to help only recall a patient a limited number of
times. If left unchecked a patient may have missed opportunities.

Preview and Select Patients It is recommended that this box be checked. If checked, this
parameter allows the ability to review the reminder recall patient
list prior to sending out notices. Patients may be included or
excluded in the review process. If this box is left unchecked, all
patients in the grouping will receive notice.

Reminder/Recall Date Range The From and To dates are the most important part of creating a
recall group. The date range is based on the patients’ vaccination
forecasting. To find patients who are behind in vaccinations the
From date needs to be in the past. If the recall group should
include patients who are behind vaccinations for the last 12-
months, then set the From date back to one year ago. The To date
is for patients who are going to be due in the future. To include
these patients set the To date to a time in the future. If the recall
group needs to include patients who need vaccinations in the
upcoming three months, set the To date to three months ahead.

Figure 2 which was created on 04/16/2009 will pull all patients
who are past due for vaccinations since 01/01/1990 and who will
need vaccinations into the future through 10/16/2009.

Maximum Recall Tries This parameter is tied to Do Not Increment Recall Count. It is
suggested that this be set to the maximum of 20 so that patients
will have fewer missed opportunities.

Valid Addresses If recall group patients are going to be notified via mail, then use
Valid Addresses Only. If the recall group patients will be notify via
phone or email, then you will want to check All Patients.

Include Inactive Patients Some patients may be inactive since they moved away or changed
providers. If the CHIRP record has not been accepted by the new
Provider the patient would still be in the recall group. This feature,
if checked, allows notification of all patients affiliated with the
facility.
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Figure 2

Logged in: PEMNNY LEWIS Date: April 16, 2009

Reminder/Recall
Do Mot Increment Recall Count {Run Recall)
Preview and Select Patients

808-227-4434% ;
ReminderiRecall .. 01/011990  To: 10MB/2008
Date Range:

= Maximium Recaill 0 -
¥ Main Tries:

H :

Lg;f ) Valid Addresses Only

Logout Valid Addresses: () |nvalid Addresses Only

Select Application @ All Patients

Select IRMS -

Select Faciity || Include Inactive Patients

= AT i DomindecDocallronals
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Parameter Description

Patient Birth Date
IRMS

Facility

Physician

Program
Health Plan

State

County/Parish

Zip Code

Health District/Region
Association

Appointment Date

Deferred Vaccinations Only

Compromised Vaccinations

Use this field to limit the recall group to certain patient ages.
This field is typically pre-selected for CHIRP Users.

This field is typically pre-selected for CHIRP Users. If not, make a
facility choice from the drop down. If facility is not limited patients
will be pulled from all facilities associated with the CHIRP User
account.

To limit the recall group to patients of a specific provider select
from the drop-down menu. For this feature to work appropriately
physician must be selected on the patient demographic screen.

Not used.
Not used.

Use this field to limit the recall group by a specific state. For this
feature to work appropriately state must be selected on the
patient demographic screen.

Use this field to limit the recall group by a specific county. For this
feature to work appropriately county must be selected on the
patient demographic screen.

Use this field to limit the recall group by a specific zip code. For
this feature to work appropriately zip code must be completed on
the patient demographic screen. Zip +4 may effect results
adversely.

Not used.
Not used.

Use this field to limit the recall group by a specific appointment
date. For this feature to work appropriately appointment date
must be completed on the patient demographic screen.

Use this field to limit the recall group by vaccine deferrals. For this
feature to work appropriately the deferral information must have
been completed on the Patient Vaccine View/Add Screen.

This is used if vaccine was recalled for any reason. The CHIRP
Inventory Management System must have been used for this
feature to function correctly.

From - To: This would be when vaccine was administered.

Lot Number: Enter the lot number that was compromised.
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Figure 3

Select VFC Pin

b Favorites

w Patient
Search/Add
Demographics
Remote Registry

¥ Vaccinations
View/Add
Forecast
Summary

b Lead

» IRMS

P Facilities

F Physicians [
Vaccinators

} Lot Numbers

} Reports

b Settings

= CASA Export

= Reminder Recall

» Imports

P Exports

» HEDIS

= Scheduled Reports

= Job Queue

= Change Password

= Administration

» Campaigns

= Serology

n Heip

Limit Reminder/Recall Group By:

[/| PatientBith  From: 01/01/1995

Date

@ IRMS ISDH TEST IRMS (99)
Do Mot Limit

: Facility Lo

@ Do Mot Limit

|| Physician —select—

| Program —select— -

[ Health Plan —select—

[4] State N -
[ CountyiParish —select—
["] Zip Code

| Health
District/Region
[ Association —select—

| Appointment  From:
Date

|| Deferred
Vaccinations Only

| Compromised ' From:

Vaccinations ' Lot Mumber:

ki H = HE PR arees LAL

To:

Tao:

04M15/2008
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Parameter Description

Optional Needed Dose Number This parameter works the same for all the vaccines listed below. If
the recall group needs to include patients who need a dose of
vaccine, regardless of dose number, then leave this parameter
blank, but check the box next to the vaccine. If the recall group
needs to include patients who need a 3™ dose of a particular
vaccine then check the box next to the vaccine and put a 3 in this
parameter for that specific vaccine.

If the boxes are left checked and dose limits are not added, the
recall group includes patients who need any dose of any vaccine.

Dtap/DT/Td/Tdap All Tetanus family vaccines are seen as one in CHIRP for Reminder
Recall purposes. This means it is not possible to pull a list of
adolescents who need a dose of Tdap. The recall group could be
limited to a list to children born between certain dates who are in
need of a dose of Tetanus vaccine, but if they had received a DT
in the last 5 years they would not appear on the list as their
Tetanus would be seen as up-to-date.

Hep B There are two choices for Hep-B. There is a Hep-B 3-dose and a
Hep-B 2-dose. Please use the proper parameter to limit the recall
group.

Flu All flu vaccines are seen by CHIRP as the same family.

HPV HPV will only pull females who are due. HPV pulls females who

have received at least one dose of HPV, as HPV is forecasted only
for females who have received at least one dose.

Name of Person Running Please complete this field so if a problem arises, the CHIRP staff
Reminder/Recall will be able to identify to whom the report belongs.

Once you have all the parameters set as you need, then click the Run Reminder Recall
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Vaccine Families:  and Optional Needed Dose Number:
|
DTaP/DTTdTdap*
¥ HiB

@] PoLIO

[¥] HEP-B 3
DOSE**

7] MMR

[¥] VARICELLA
|
MENINGOCOCCAL
[¥] HEP-A

¥ FLU

[¥] PNEUMO
(PCVT)
[¥] HEP-B 2
DOSE™
[¥] PNEUMO
(PPV23)

[¥] ROTAVIRUS
¥ HPV
[¥] HERPES

ZOSTER

*DTaP or DT should be given to patients under 7 years of age. Td should be given to patients aver 7
years of age. Patients over the age of 11 should receive one dose of Tdap.

**If an adolescent has already begun the routine 3 dose Hep-B schedule, they should not be changed
to the 2 dose schedule.

Name of Person Running Reminder/Recall:

Clear . Run Reminder Recall
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Once the Reminder Recall is run a small box will appear and tell you haw many patients are in your recall

group (See Figure 5). Click the OK button to continue.

Figure 5

Logged in: PEMNMNY LEWIS (IRMS: 99) Date: April 16, 2009
Reminder/Recall Qutput Select
Select Output Type:
select Patient Listing
select Mailing Labels (Avery 5160)
(@ Postcards (Avery 8387) () Letters
Sddn Output Language: EMGLISH -
Please enter the Facility Return Address information below:

¥ Main select Facility Name:

Home Preview

Login Street:

Logout

Select Application City, State, Zip Code:

Select RMS ]

Select Facility Phone Number:

AR B et Windows Internet Explorer | & ]
} Favorites select
" Patient

Search/Add

Demographics There are 2 patients in your recall group.

Remote Registry
¥ Vaccinations select

View/Add

Forecast

Summary
} Lead L
F IRMS
} Facilities

Now a screen appears that offers several options and displays the parameters selected on the previous screen

(See Figure 6).

The available options for a recall group are summarized on the pages that follow along with samples of each

selection.
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Figure 6
Logged in: PEMNMNY LEWIS (IRMS: 89) Date: April 16, 2008
Reminder/Recall Output Select
Select Qutput Type:
select Patient Listing
select Mailing Labels (Avery 5160}
@ Postcards (Avery 8387) () Letters
dEi e Output Language: EMGLISH -
Please enter the Facility Return Addrezs information below:
v Main zelect Facility Name:
Home Preview
Login Street:
Logout
Select Application City, State, Zip Code:
Select RMS ]
Select Facilty Phene Number:
Select VFC Pin select AutoDialer File
P Favorites select Mail Merge File
* Patient Email Reminders
SearchiAdd Fiease enter the Facility Return Address information below:
Demographics = :
Remote Registry Facility Name:
¥ Vaccinations celegt Street:
View/lAdd
Forecast City, State Zip Code:
Summary
b Lead Phone Number:
k IRMS
b Facilities
P Physicians / | Back |
Vaccinators
} Lot Numbers
P} Reports 3 e
b Settings Reminder/Recall Criteria Used
= CASA Export Limit By IRMS / IRMS 1D Yes [/ 99
® Reminder Recall Do Mot Increment Recall Count? Yes
F Imports
P Exports ReminderiRecall Date 01/01/1930 to 10/16/2009
P HEDIS Maximum Recall Tries 20
A Schefuies Reporis Include Inactive Patients No
= Job Queue
= Change Password Limit By Patient Birth Date Range / Patient Birth Range Yes [ 01/01/1995 to 04/15/2008
= Administration Limit By Appointment Date Range No /
} Campaigns S = =
= Serology Limit By Facility / Facility Name No /
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PATIENT LISTING

Click on the Select option next to Patient Listing. This provides a listing of all patients in the recall group along
with needed vaccines. (See Figure 7)

Figure 7
Logged in: PENMNY LEWIS (IRMS: 99) Date: April 16, 2009
Reminder/Recall Output Select
Select QOutput Type:
select Patient Listing
select i Z B i =
€ Reminder Recall Patient Recall Group Listing - Windows Internet Explorer

Eeg el ) I.\,/I |é https://chirp.in.gov/reminder_recall_patient_listing.jsp - E] | s | X | Go
[ Main select =

Home Preview il? al [ﬁ Reminder Recall Patient Recall Group Listing | | f;ﬂ 5

Login e

Logout

Select Application Patient Recall Group Listing

Select IRMS

Select Facility Report Criteria Report Date: April 18, 2008

Select VFC Pin SinaE
» Favorites S IRMS: 53 Facility: A1l
[w Patient Recall Date: 01011520 to 10162009 Health Plan: A1l

SearchiAdd Birth Date Range: 01 5 to 04152008 Physician: All

Demographics Include Inactive Patients: Mo Program: All

Remeale Heret State: IN County/Parish: All

e = High Risk Category: All Zip Code: All
['¥ Vaccinations
- select Deferred Vaccinations Only: No DistrictRegion Number: &1

il Vace. Families: VARICELLA

Forecast Person Generating Recall:

Summary
F Lead =DTsF or DT should be given to patients under T years of age. Td should be given to patients over 7 years of age. Patients over the age of 11 should
» IRMS e one dose of Tdap.
b Faciltios P adolescent has already begun the routine 2 dose Hep-B schedule, they showld not be changed to the 2 dose sc
» Physicians / Total Patients Selected: 2

Vaccinators
» Bar Code/ID FirstMame Middle Name LastName Birthday Guardian F.N. Phone Number Chart Number

Lot Numbers *755015* BROOKLYN BRIDGE 0B202000 SANDI (5T4)546-2211
» Reports =Eoe—

- eminaenkeo
P Settings i Vaccine Family Name Dose Number Recommended Date Minimum Date
= CASA Export Limit By IRMS /]| - =
"R inder R 1 VARICELLA 2 08202004 11202001
Do Mot Incremg |

P Imports Bar Code/ID FirstMame Middle Name LastName Birthday Guardian F.N.  Phone Nomber Chart Number
» Exports Reminder/Reci *900949Q* RACHEL LAUREN TEST123 10082004 LORI
b HEDIS ) . .
= Scheduled Reports Vaccine Family Name Dose Number Recommended Date Minimum Date
= Job Queue VARICELLA 2 100082008 D20E2006
= Change Password
= Administration =
» Campaigns [# + Trusted sites | Protected
= Serology
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MAILING LABELS

Click on the Select option next to Mailing Label. This will give you mailing labels that fit on Avery 5160 labels
or any similar label. (See Figure 8).

Figure 8

Logged in: PENNY LEWIS (IRMS: 99) Date: April 16, 2009
ReminderiRecall Output Select
Select Output Type:
select Patient Listing
select Mailing Labels (Avery 5160)

|1

aag-227-44349 E https://chirp.in.gov/ReminderRecallMailinglabels - Windows Internet Explorer |‘:'IEI7§3

uu |E‘ https://chirp.in.gov/ReminderRecallMailingLabels - E' |"y| X ‘ | Google el -|
e File  Edit o' T :
Home
= —— - " »
Login e e |§ https://chirp.in.gov/ReminderRecallMailingLabels ‘ | gﬁ i > (s v [i;h Page » {(j Tools v

i

el
@

Logout

BB © sofn eofm- g .
Select Facilty
Select VFC Pin

b Favorites

¥ Patient
Search/Add
Demographics
Remote Registry

¥ Vaccinations
ViewlAdd
Forecast
Summary

» Lead

» IRMS

} Facilities

» Physicians /
Vaccinators

P Lot Numbers

» Reports

} Settings

= CASA Export

= Reminder Recall

» Imports

¥ Exporis

P HEDIS

m Scheduled Reports

= Job Queue

= Change Password t 1

: Administration Limit By Appointment Date Range No /

mns Limit By Facility / Facility Name No J

To the parents of: To the parents of:
BROOKLYN BRIDGE RACHEL TEST123
125 PINEWOOD DR 1HARCOURT SPRINGS DRIVE
BREMEN, IN 46506 INDIANAPCLIS, IN 46260

Unknown Zone | Protected Mode: Off
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Click on the Preview option next to Postcards (Avery 8387) or Letters to bring up a screen (See Figure 9) allows
you to write a customized postcard/letter or to select a default message.

Please note that Output Language gives the option to store a Spanish version, but will not
translate an English paragraph to a Spanish paragraph.

Complete the Facility lines provided so that a return address will be printed on the
postcard/letter. Click save to exit.

Determined whether a default or customized paragraph will be used, then click on Select to
preview the postcards or letters. A sample of the postcard is in Figure 10.

gE88-227-44349

Figure 9
Logged in: PENNY LEWIS (IRMS: 99) Date: April 16, 2008
ReminderiRecall Postcard Options
Select Template Postcard Message
Dear Parent or Guardian, -

Our records indicate that your child may be due for one or more
immunizations.

Flease contact the clinic to discuss scheduling an appointment for
getting your child vaccinated.

Select Application
Select IRMS
Select Facility
Select VFC Pin

P Favorites

 Patient
Searchifdd
Demographics
Remote Registry

w Vaccinations
ViewiAdd
Forecast
Summary

P Lead

P IRMS

P Facilities

» Physicians /
Vaccinators

P Lot Numbers

F Reports

b Settings

= CASA Export

= Reminder Recall

(If your child has been vaccinated by another provider, oris no longer a
patient of this clinic,

please advise so that we may update our records.)

We look forward to hearing from you soon.

@ Default

I User Defined

Save & Print
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Figure 10

g88-227-4434

Logout
Select Application
Select RMS
Select Facility
Select VFC Pin
} Favorites
¥ Patient
Search/Add
Demographics
Remote Registry
¥ Vaccinations
View/Add
Forecast
Summary
P Lead
P IRMS
¥ Facilities
P Physicians |
Vaccinators
¥ Lot Numbers
» Reports
b Settings
= CASA Export
= Reminder Recall
¥ imports
» Exports
¥ HEDIS
= Scheduled Reports
= Job Queue
= Change Password
= Administration
} Campaigns

e

Logged in: PENNY LEWIS (IRMS: 99)
Reminder/Recall Output Select

Date: April 16, 2009

Select Output Type:

select Patient Listing

select Mailing Labels (Avery 5180)

@ Posicards (Avery 8387) () Lefters
Output Language: EMNGLISH b
Please enter the Facility Return Address information below:

select Facility Name: Johnson Medical

Preys

€& Reminder/Recall Postcards - Windows Internet Explorer

== =

2 -

B

o e | & Reminder/Recall Postcards |

212

i

bethad) |§, https://chirp.in.gov/reminder_recall_postcards,jsp?recall QutputType=POST = % |"'9| X ‘ | Google

= c »
- B v @b v [ Page v {(} Tools »

Johnson Medical

1 Ay Strest
Indianapolis. [N 45204
(315881212

=1
| return servicE REQUESTED
*2755015"
Ta the Parent Guardian of:
Dear Parent or Cuardian,
Qut recorcs indlcate it jour G My De AR or BROOKLYN BRIDGE
ON2 OF MATe IMMUAZToNS. 125 PINEWOCD OR-

Plese oontaot e olinks 1o discuss seheduiing an
Zpoointment for gelting jour ehlld vacorSted
{70t ol s besn vaogiated oy Enoer
provider, of I no longer a patient of s clikc,
phessa 30uis S0 Brat e M Updske cur TecHrs )
‘e ook Sarward %o hesaring from jou S00e

SREMEN, M 45505

Johnson Medical

1 Any Strest
Indiznapolis. IN 43204
(2T)8E5-1212

RETURN SERVICE REQUESTED

*2229499*

Dear Parertor Guardian

Cur records indlate 2t your child ma be dve for
one O More IMMUNIZINNS.

Plezse oontact e olink o dlscuss scheduling 2
=ppointment for gesing your crlkd vaosated

(O your ik miss Deen vacaiated oy oTer
provicer. of ks no longer 3 patlent of Fiks ok,
plesse 3vise 50 ISt Wa My Pt Dur records. )
W ook Sorward 1o Pearing from o oo

To the Parent/Guardian of

RACHEL TEST123
1 HARCOURT SPRMNGE DRVE
BIDANAPOUE, W 45260

[}1 J Trusted sites | Protected Mode: Off

@q5n -

Limit By Facility / Facility Name

No /
No /
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Click on the Select option next to the AutoDialer File if you have autodialer software in your office and need
to download a file to use with your software. (See Figure 11)

I=ldminisiation

TR — el s

Figure 11
Logged in: PENNY LEWIS (IRMS: 99) Date: April 16, 2009
ReminderiRecall Output Select
Select Output Type:
select Patient Listing
select Mailing Labels (Avery 5160}
@ Postcards (Avery B38T) () Letters
888-217-4434% <
(@ hitps://chirp.in.gov/GenerateReminderRecallAutodialerfile - Windows Internet Explorer |.7‘:' =] % |
lw Main el it e |g, https://chirp.in.gov/GenerateReminderRecallAutodialerfile v |"f| X || Google P~
Home Previ ” " »
Login E L ’ 2 I
Logout . i —, — »
Select Appication R |(é https://chirp.in.gov/GenerateReminderRecallAut... ‘ | #}i ~ B v dah v [ihPage v G Tools
Select RMS T
Select Faciity Right-click within the text area, choose Select All, and copy to atestfila =
Select VFC Fin sel 2755015, BRODELYN, BAIDGE, (574) 546-2211, 08/ 20/ 2000, SXKDT, , 125 PINEWOOD DR,EREMEN, IN, 4650f, Remind,
P Favorites = 2279488, RACEEL, TESTLZ3, , 10/08/2004,L0RI, ,1 EARCOURT SPRINGS DRIVE, INDIAKAPOLLS,IN, 46260, Remind,
(¥ Patient
Search/Add
Demographics
Remote Registry
[¥ Vaccinations seleq L
View/Add
Forecast
Summary
P Lead
b IRMS
P Facilities
P Physicians / -
Vaccinators
P Lot Humbers i : =
P Reports il ] | -
b Settings /| Done [ «/ Trusted sites | Protected Mode: Off 5% v
= CASA Export Limit B\ y
= Reminder Recall Do Mot Increment Recall Count? Yes
» imports
P Exports Reminder/Recall Date 01/01/1980 to 10/16/2009
» HEDIS Maximum Recall Tries 20
= Scheduled Reports = .
N
e Include Inactive Patients o
= Change Password Limit By Patient Birth Date Range / Patient Birth Range Yes [ 01/01/1995 to 04M15/2008
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MAIL MERGE FILE

Click on the Select option next to the Mail Merge File if you want to create a mail merge file to use in your own
word processer (See Figure 12).

988-227-44349

¥ Main
Home
Login
Logout
Select Application
Select IRMS
Select Facility
Select VFC Pin

P Favorites

¥ Patient
SearchiAdd
Demographics
Remote Registry

W Vaccinations
View/Add
Forecast
Summary

P Lead

» IRMS

P Facilities

P Physicians |
Vaccinators

P Lot Numbers

P imports

P Exports

» HEDIS

= Scheduled Reports
= Job Queue

= Change Password

Logged in: PENNY LEWIS (IRM3: 99) Date: April 16, 2009

Reminder/Recall Qutput Select
Select Output Type:
select Patient Listing
select Mailing Labels (Avery 5160}

@) Postcards (Avery 8387) () Lefters

) Mail_Merge[1] - Notepad

(=@ = |

File Edit Format View Help

4

2755015 | BROOKLYN | BRIDGE | 125 PINEWOOD DR |BREMEN|IN|46506|002A09CT46506END
2229499 |RACHEL | TEST123 |1 HARCOURT SPRINGS DRIVE|INDIANAPOLIS|IN|46260|002204FB46260ENS

~

—————
Maximum Recall Tries 20
Include Inactive Patients No
Limit By Patient Birth Date Range / Patient Birth Range Yes J 01/01/1995 to 04152008
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EMAIL REMINDERS

Complete the Facility demographics field and then click on the Select button next to Email Reminders to view
a list of individuals who will receive an email.

. The list will show all the patients and their associated emails. Alternative methods must be
used to contact those patients without email.
. A sample email is in Figure 13. Note that the Facility information matches the information

entered on the selection screen.

Figure 13

Vaccination Reminder for RACHEL TEST123
chirp@isdh.in.gov [chirp@isdh.in.gov]

To: Lewis, Penny

Cc

Johnson Medical

1 Any Street
Indianapolis, IN 46204
(317)555-1212

Dear Parent or Guardian,

Our records indicate that your child may be due for one or more immunizations.

Please contact the clinic to discuss scheduling an appointment for getting vour child vaccinated. If
vour child has been vaccinated by another provider, or is no longer a patient of this clinic, please

advise so that we may update our records.

We look forward to hearing from you socon.
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