Run Mail Merge from Appointment Scheduler

Perhaps the easiest way to create letters, reports, or super bills for your patients is from the
ClinicPro appointment scheduler. This scheduler feature allows you to quickly generate
super bills, reports, mailing labels, or letters for your scheduled patients. You can also pick
from the entire patient database.

=
From the Scheduler click on the Label icon|Lakel

A window will display:

s Label Print Options

Fatient Critera | Lahel f Report Selection

Appointment: [ |DayList on: | 02102010 &
Ayailable Patients: & Find Name | Selected Patients:

Hame Patient Ho. SSH ES Pl |
BEAR, SMOKEY Qoo0o00s SMOKEY i ]
BUFFALD, ERWIM, E Qo00o00s ERAAM
BUFFALD, GARY D Qooooooy GARY I
BUFFALC, JOHM Qoonooos JOHM E]
BUFFALD, LARGE, E Qoonoa10 LARGE E]
BUFF AL, WiINMRIE Qoo0oa1- WIkMIE
BURMDY, AL, S Qoo0o02: Al = '
BUNMDY, BUD, F Q0000025 BUD
BUMDY, FIDD, ¥ Qooooo2y FIDC
BUMDY, KELLY, J Q0000025 WELLY
BUMNDY, PEG, & Qoonoo24 PEG
CUMMIMGHAM, BETTY Qoonont 2 BETTY
CUMMIMGHAR, SCOTT, M Qoo0o01 4 SCOTT bl b’
Outpert Des tination
(%) Print Presview OrderBy: (3Last lame )
S o Superhill
() Save to File
{:} Save to Excel 5.0 File Humber of Copies: III

On the left side of this Label Print Options window are all your patients.

The right side of this window is reserved to collect the patient, or patients, you select to generate
a letter.
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There are arrow keys in between these two windows. You can choose the double arrow to send
ALL of your patients over to the “Selected Patient” window or the single arrow to send them one
by one. Simply highlight the patient you wish to generate a mailer for and then click the single
arrow. Repeat this process until you are satisfied with your selection.

There are also Patient Criteria fields located in the top right of this window that will allow you to
choose patients by their appointment criteria:

Fatient Critera
Appointment: [ |DayList on: | 02102010 3
Available Patients:
The reverse arrows will send your selected patients back to the patient list.

In this example, we have chosen two patients for the mail merge:

E x|,

Patient Critera Label i Report Selection

Appointment: [ |DayList on: | 0210:2010 e

Available Patients: Selected Patients:

Hame Patient Ho. SSH A A
BEAR, SMOKEY Q000000S SMOKEY CUHHINGHAM, BETTY [
BIFF &L, ERM, E Q0000006 ERfIt !
BUFF&LC, GARY, D Q0000007 GARY I
BUFF AL, JOHN Q0000003 JOHM m l

Click the “Superbill” button SUPEIPM_Ji5 execute the mail merge program.

The next display will be a blank word template where you will select the document from your
ClinicPro Letters folder. This folder is located in the VCPRO folder which is typically on the
computer C:\ drive. The mapping may be different if operating from a workstation or if you
have chosen to install the ClinicPro software on a different drive.

Remember the VCPRO folder is only stored on the Server (main computer) so you may use
the “finder” to access this drive from all stations.
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s Superbill

Safect Document To Load:
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Click on the “finder” )
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ICtemp

) webSys
I clinicdata
Iﬁ] Draka
|y datals
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0] skt

File narne: | » | [ )8 ]
Filez of wpe: *RTF w | [ Cancel ]

In this example, the VCPRO folder is immediately available for viewing in the “Look in” field
and consequently displayed in this viewer. Navigation through your computer system is easy

through this feature.

If you are having difficulty finding the VCPRO folder, a ClinicPro technician will be available to

assist you.
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Select the document by clicking on the file.

Click “OK”

s Superbill

Sefoct Document To Load:
O | (O] [C:W CPROWETTERS (CHIRO MISSED APPT.RTF @]
Aurial - 12 - B 5 U |g| E E E i= i= |Page v| |100°.-"o v|
B ] L L 2 L i " 4 M T ¥ 5, ¥, 4
e

February 11, 2010

GARY BUFFALD 1

2800 AURORA DR

LAMSIMNG, bl 48912

Dear GARY,

Oid wou forget yvour appointment” According to our records, wou were scheduled for a chiropractic

adjustment on  at .

To receive the full benefit of chiropractic corrections, regular checkups are extremely important. |

hawe found through experience that regular care is crucial to maintain optimal health.

Flease call our office at (203)5262-9363 to schedule another appointment. w
< >
Fage 1 Line 1 Cal 0O 100 % LI
Quipat Destination Qrientation:

() Edlit File () Save to File (=) Portrait e 1= = i+
(& Mail Merge () Send to Printer (O Landscape [[] Dot Matrix Printer Primt || Close
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The letter we chose for this example was the “Missed Appointment” letter. The demographic
criteria will automatically fill, merging patient, clinic, and document information.

The Output Destinations:

Crtpurt Destination

(%) Prirt Presview Order By : (%) Last lame

() Send ta Printer

() Sawe to File
i Humil f Copies: 1| -.

O Sawve to Excel 5.0 File umber of Copies s Close

These options are available before generating the mail merge allowing you to save your
document in various formats.

Page 1 Line 1 Zol 0 100 % LI
Output Destination Orfentation:
() Edit File () Save to File (®) Partrait Copies: 1% ) e
(3) Mail Marge () Send to Printer (O Landscape [] Dot Matrix Printer Print || Close

These destinations are available after generating the desired document(s) allowing you to chose
number of copies, change the printer landscape, or save to a file.
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