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Recall allows users to track specific procedure codes to generate reports for follow
up and patient retention. ETHOMAS Recall
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Recall Introduction

The Recall feature has been designed to allow users to track specific procedure codes for patients in order to call them
back to the office for future appointments and procedures. With Recall, the date to be recalled is automatically
populated during the posting charges process; allowing for a seamless and transparent recall process. This could

ultimately help retain patients and call patients back into your office that you may have lost otherwise.

Setting up Recall

Recall is set up initially through the procedure code. Access the procedure code(s) desired in which to recall patients.
When the procedure code is used through the posting charges process, the recall date will populate. The Procedure
Codes are accessed through Code Files | Procedure | Procedure.

Find the desired procedure code and open the procedure to the Procedure Edit.
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From within the Procedure Codes, enter the number of months in which to recall the patient. In the case above, the
recall is slated for 12 months; this means that the patient will be flagged to get a recall 12 months from the date of the

charges being posted.

Posting Charges to Acti

vate Recall

When posting charges for a procedure code in which a recall is entered, the Recall date field will be populated with the
future date calculated from the Procedure Code. In this case, it is 12 months from the date of the date of service.
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& THOMAS Posting Charges

T
Primary: i} 1)BC/BC DXAM|Z008  |DXGH Claim Type: ﬂ
Secondary: _ - [-]oxed DX Hg| Location:| 01 - GENIUS SOLUTIONS NAME c:|
TerET _ . []oxeq DX I1g| Doctor: | 02 - CHRISTINAYANG E|

Claim Status:|Unoilled ~~ |= | DX Dr4 DX J Header IOV | office visit
Route Slip: DX E/5| DX K] Bill Type: Either E|
DX F16| DX L Doclind: E" Doc Type: |Z|
Referral: liness:| |
Facility:

(wesees | omties | potes | towcum | e

DOSFrom| DOSToe |[Procedure| Dr |[DXPir|Posg
EI JEICUZEHEI EI /0912016 3 1.000 175.00 0.00 03/09/2017

------m-m----lil_

There is a System Setting that works in conjunction with Recall. RecallAddNote will add recall information to the Patient
Notes in the Patient Information. This could be a beneficial system setting to activate to see the procedure and the date
the procedure was performed when entering the Patient Information.

Alert

Motes  gg3gs MEW PT PREV 40-54YRS [«]
03/09/2017

Recall List

Recall Procedures are stored within Patient | Notes |Recall. From within the Recall List, users may view the list of recall
procedures for a specific patient. In fact, users may manually add a recall procedure without posting charges, if needed.
This may be beneficial if there is a patient that wasn’t treated in the office and the physician would like the patient to be
recalled into the office. From the Recall List, add the procedure code and indicate a date to recall the patient.

x

Drate Procedure Drescription —
03/09/2017 00386 MEW PT PREV 40-64YRS

There is a System Setting that works in conjunction with the Recall List. Without the System Setting eTHOMAS will
validate for a valid procedure code within the code files, and use that procedure code’s description. RecallNoValidate
will allow for the entry of any information within the Recall List. This may be useful if the office wishes to recall a patient
for a procedure that doesn’t exist in their system or would like to type something else.
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I_
Date:|[01/01/2017
Procedure:| EAR EX

Description:| EAR EXAM

x|

Recall List Report

The Recall List Report allows users to print off a list of Recall Procedure Codes within a specific date range. To access
this report, click on Reports | Financial |Recall List. From within the Recall List, enter the parameters.

ferccanosr B
N
O Print Report Explanation
Detail
Location: | System Summary ﬂ
Doctor Code: | System Summary E|

Date From: | 01/01/2017

Date To: | 12/31/2017

[l =

Selecting Detail will give you the results plus the patients address and phone number. This is useful information if calling
the patients from the Recall List or sending out post cards manually.

Custom Report

Another way to generate a Recall List is through a Custom Report. The benefit of running a Custom Report is that it may
be exported to Microsoft® Word to generate letters and mailings. You must have Microsoft® Word installed on your
computer and the Computer Setting UseWord activated in order to use the merging feature of the Custom Reports.

To access the Custom Reports, click Reports | Custom and click the plus sign to add a new report.

Genius Solutions, Inc. 5 eTHOMAS Recall Module



& Custom Report Edit

Name:( 99386 RECALL PRDDEDURE| | [ names in Proper Case
Document: |.
Patient Type: | a1l E"
Description: -
-
Combine [ Mot] Field From To Equal [«]
AND |=| O Recall Procedure Code - 99386

- X

In our example, the report criterion is going to be Recall Procedure Code Equal to 99386. Click the Add Field button.

Select the Field “Recall Procedure Code”. Save the Report. You will be brought back to the Custom Report List. Click to
highlight the report you just made and click the R button at the top of the screen. Once in the Custom Report, click the

Run button.

& Custom Report: 99386 RECALL PROCEDURE
|

Merge Document:

| Sort By:

Account

Merge Type:

List

-]
&l

]

Customize |

Merging to Labels in Microsoft® Word
Once it has generated the patients, you will get a prompt of the number of results returned. Click OK and click on the

MS Word button to open a Word document.
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i & Custom Report: 99386 RECALL PROCEDURE x|

i Merge Document: | .

| Sort By: | Account

Merge Type: | List

Merging Documents using Microsoft® Word ]

1. From the Patient list, Doctor Codes, Referring Doctors, and

[+

Insurance Codes screen, click on ‘_—:l the labels button.

Click on the Clear All button.

Click on the |REES Xl pel.
Click on the |

Click on the | /_Ié\ Report returned 1 records in a 3k file.

;om oA wN

Follow the st

Microsoft Word 2 OK |

| 1. Once Word loads, Click on the Tools menu, and select Mail
Merge.... |

You will be presented with a blank word document. In this case, | am going to create labels to affix to a recall postcard
for the patient.

Click on Start Mail Merge and select the Document Type desired. In this case, | am going to select Labels.

Edit Higt
Merge ~ |Recipients = Recipient List || Mearg

Letters |

E-Mail Messages
Envelopes...

Labels...

PAND L D@

Directory

Mormal Word Document

Step by Step Mail Merge Wizard...

Once you have selected Labels, you will be presented with the Label Options. Select the type of label desired from the
Label Options. If you have a generic brand of labels, they typically will list the brand equivalent somewhere. If not, you
can always measure the labels and find the most appropriate label.
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Label Options d A
Printer information
{* Continuous-feed printers
" Page printers Tray: IDEfauIt tray (Automatically Select) j
Label information
Label vendors:  |Avery A4/AS j
Product number: abel information
Type: Other Label
Height:  55.15pt
Width: 130 pt
Page size: 207.85ptX 854pt
Details. .. Mew Label. .. | Delete | K I Cancel

Once you have selected your labels you will be presented with what appears to be a blank word document. ltis,
however, not blank. There will be labels. It is recommended to show the borders of the labels. To do so, right click on

%
the crosshairs _||: to access the pop-up menu. Select Borders and Shading.

Insert Caption...

dh | Cut
) Borders | Page Border I Shading I
2 Lopy Setting: Style: Preview
[ Paste 0 |= Click on diagram below or use
dﬂ" None j buttons to apply borders
Insert b
1 Merge Cells |:| Box ||
4F Distribute Rows Eventy | B || T
4 By |-
o | Distribute Columns Evenly [ |
. . Color:
j Crraw Table E Grid | poE— H
O | Borders and Shading... — Width:
. g—ﬂ Custom apt -
Cell Alignment L4 e Apply to:
AutoFit » [Table [

Options... |

i [

Table Properties...

o]

Cancel |

From within Borders and Shading, select the All option to show all the borders of the labels.

Now you can begin inserting Merge Fields into the first label. Make sure to input a space and punctuation where

needed.
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] =P Rules -
- < 4 Match Fields

i [Insert Merge|
Field -

r PATIEMT,

2] Update Labels || pa

Patient_AcctMo
First_Mame
Mid_name
Last_Mame
Address

4 City L
State

Fin

For the labels, | use First, Last Name, Address, City, State, and Zip. Click the Update Labels to update all
sheet with the information.

References Mailings Review View

= =5 B e

Developer Design Layout

<«@c§3| [H 4|1 |

1 Find Recipient

=P Rules ~

5 Match Fields

labels on the

oM

Edit Highlight Address Greeting Insert Merge : Preview £ F
cipient List || Merge Fields Block  Line Field- 2] Update Labels || pesyps | ¢ Auto Check for Errors ||
g Write & Insert Fields Preview Fesults

wFirst_Name» «Last_MNamex»

whddress»
wCity», «State» «Zip»

wFirst_Name» «lLast_MName=» «Mext Record»«First_Mamex»

awhddress» wlast Name»
wCity», «State» «Zip» w«Address»
| wCity», «State» aZip»

«MNext Record»«First_Namex»
wlast MNamex»

whddress»
aCity», «State» «Zip»

«Mext Record»«First_Mamex»
wlast Mamex»

whddress»
w«City», «States «Zip»

«MNext Record»«First Namex»

«Mext Record»«First Namex»

Once the labels have been updated, click on the Finish & Merge, Merge to New Document.

Genius Solutions, Inc.

eTHOMAS Recall Module



lable 1ools Documentl - Microsoft Word

18 Design Layout

lules - iﬁ‘?%ﬁl [H 4|1 [ B M
viatch Fields ] Find Recipient g

Preview Finish &
Jpdate Labels || pagylts l—:lg Auto Check for Errars Merge ~

Preview Results Finish

" Merge records

If you plan on creating labels in the future, it is recommended to save the template so that you don’t have to create it

again later.
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