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Quick Reference Guide - Recalling Patients by
Email

Creating an Email Template

Before you send emails to patients you must set up an email template, to do
this:

1. From the Windows Notification Areaq, right click Vision+ n and select
Practice Reports:

I ., Practice Reports
Tenplate Designer

Download Web Files

Pathway Developer

Senk SMS Messages

1t 8

Pseudonymised Patient

=
=

Practice Mode

(o3

Settings

2. Vision+ Practice Reports opens by default on the QOF/QAIF page:

Practice Reports T -B8X
| QOF Version 47 [England]
Practice Lisks al
Lask Run Asthma Atrial fibrillation Blood preszure
Cancer Cervical screening Chronic kidney disease
Extract:
wraes Chronic: obstructive pulmonary disease Coronary heart diseaze Dementia
\WarFarin Depreszion Diabetes mellituz Epilepsy
Heart failure Hypertension Learning dizabilities
Appoinkments X X X i
Mental health problenms Mon-diabetic Hyperglycaemia Obesity
Patient Groups Osteaporasiz Fallative care Peripheral arterial dizeaze
Rheumatoid arthritis Smoking Stroke and tranzsient izchaemic attacks
Waccination and [mmunization Guality Improvement
[Extra indicators] [Prevalence searches] [Fegister checks]
Using Confract Manager you can view your
ﬂ t point's totals, track aspirations, plan monthly £ High “alue Patients are a list of the top 25
wiorkloads, compare year-on-year performance, _l;EI patients with outstanding indicators that have a
Contract shiow your practice prevalence and provide you HighValue | corragponding high points/financial vale,
tanager X oo X Patients
with financial information.
I_TE Create, edit and delete mail/SMS merge @2} Create, edit and delete SMS question
Merge templates. SMS Question | Bmplates.
Templates Templates
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&

Merge
Templates
3. Select Merge Templates
. o | = Email
4, The Merge Templates screen displays, select Email fo create a

new email template:

i Merge Templates X

& i | gl Word [=] LibreOffice Docmail | SMS | = Email Prefic | 2 Edit | % Delete | & Preview Letter 7,
EXTRACTFIXELETTER |

Ok-2485 MS WORD ATTACHEMENT SE‘|ECT qull

Ok-2485 2 MSWORD

OmM-2919VERSION 4 “Word

Ob-2977 EralL TEMPLATE. “Wwhord

Okd-3036 S WORD “Wwhord A
OM_2486_M5wWORD word 3
QOF MS WORD CATEGORY AMD INDICATORS Wiard

SASAS “Word

ValLPROATE wWiaRNING “Word

LIBREOFFICE TEST 2 Libre0ffice

LIBRECFFICE TEST JUNE LibreOffice

LIBRECFFICE TEST LibreOffice B
MCFE Ckd -23R5 | ihraffire b

¥ Training Tip - You can also Edit or Delete a template from the
Merge Templates screen, see Editing or Deleting an Email
Template in the Vision+ Help Centre for details.



https://help.cegedim-healthcare.co.uk/Visionplus/Content/G_Full_Help_Topics/Practice_Reports/Creating_and_Managing_Recalls/Email/Edit_Delete_email_template.htm
https://help.cegedim-healthcare.co.uk/Visionplus/Content/G_Full_Help_Topics/Practice_Reports/Creating_and_Managing_Recalls/Email/Edit_Delete_email_template.htm

5. The New Email Template screen displays:

Add merge fields

- Vision+

Enter a et 21|
template name

Type the email
content here

v

=1 New Email Template oy

i3 Add Mail Merge Field =

oK | | Cancel

Complete as follows:

¢ Name - Type a name so that you can distinguish your template
type in the Merge Templates screen. The patient does not see
this text when they receive the email.

e Description - Add the email content. This is what is included in the

email to your patient(s).

¢ Add Mail Merge Field - The following merge fields are available:

= Mew Email Template

&g Add Mail Merge Field =

Motes Kept At
Title
Surname
Forenames

DOB

i

Mail merge fields

»

Ok

| | Cancel

¢ Notes Kept At
o Title

e Surname

e Forenames

« DOB

* Training Tip - Set the email subject line and signature in the
Seftings screen, see Setfings - Email in the Vision+ Help Centre for

details.

6. Select OK to save the email template to the Merge Templates list.

b 4

7. Select Close to close the Merge Templates screen.



https://help.cegedim-healthcare.co.uk/Visionplus/Content/G_Full_Help_Topics/Settings/Settings_Screen/Email.htm
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Attaching an Email Template to a Vision+ Practice

List

To use email templates in Vision+, for example, Seasonal Flu Vaccination
Programme, that are downloaded fromm Download Web Files, you must
attach the required email template to the relevant Vision+ practice list. This
process is the same as attaching letters and SMS templates.

/ Note - You do not need to do this for mail merging Patient

Groups or QOF/QAIF pathways.

1. From Practice Reports, select Practice Lists:

Practice Lists

Practice Lists

J All Practice Lists

SM5 Question | EMplates.
Templates

Practice Reports T - EmX

All Practice Lists

Last Run
Run Date
Extracts F@ Erhanced Services AT .
Warfarin
g SIGn Search for practice lists P ox
Appointments -
K. Challenge [Vision] E
Patient Groups m MNICE Accessible Information Standard
Active Patients List
5, Cither Acute Mental Distress [MHS Wales)
Admizzions Risk Stratfication and Register Manager
Advance Care Planning - 8C5 Pathways [Cardiff and % ale UHE]
-
Iy )
7% Create, edit and delete mail/SMS merge =] ptachlvoonimail Shiclrerse templatgs t: :
downloaded protocols to manage patient invite
Merge templates. Attach Merge | gyanee
Templates Template '
|:’..‘$.\|

Dd Create, edit and delete SMS question

© Synchronisation last started: 21 Jul 2023 12:24

Iy
EE
Attach Merge
Template

Select Attach Merge Template

Next, from the User Protocols screen select the Vision+ pathway you
want to apply the email template to and select Attach [ ].

[ User Protocols x
2 & Aktach 2
Pratocol | i
ABI Data Extract

At Risk of Falls [ACE Plusz]

COPD [ACE Excellence]

End of Life Care - Current Patients [ACE Excellence)
Frail Older People [ACE Excellence]
Heart Failure Extract [4CE Excellence]

Irteqgrated Cornrunity Suppart - Mental Health [ACE Foundation)
bertal Health Fytract (ACF Forallence)
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4. The Letter Templates screen displays. Select Email
| oy Letter Templates ¥
2 G| | Letter ] SMS | = Email Remove 2
|Template Hame Template Type Obsolete |
| Ok, | | Cancel |

5. Select the email template, you want to attach to the pathway, from

the list provided and then select Open:

3 open X
Look in: | Templates v| @ ? ] v
FaY
Name Date modified Type Size
|j EMAIL 1.email 13/04/2023 13:49 EMAIL File
|| EMAIL 2.email 04/04/2023 10:59 EMAIL File
|| EMAIL 3.email 04/04/2023 10:59 EMAIL File
|| EMAIL 4.email 04/04/2023 10:59 EMAIL File
£ >
File name: || v | I Open
Files of type: | Email files ~ Cancel

4 Note - This list only displays email templates as defined by the

file type.

Vision+

6. The email template is now added to the Letter Templates screen for the

selected Vision+ pathway:

o Letter Templates

3 @b |Letter  F SMS = Email

7 Remove

Email

Template Type

| | Cancel

7. Select OK to close. You can now select the email template when

sending an email for this Vision+ pathway.

/ Note - You must do this for each new email template you

create and each new/updated Vision+ practice list.




Recalling Patients by Email

You can send a recall email fo a group of patients using specific reports in
Vision+ Practice Reports. This is particularly useful when recalling patients for
specific QOF/QAIF or enhanced areas.

To recall patients by email:
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1. Practice Reports opens by default on the QOF/QAIF page but you can

select any report. Select the required report to run it:

QOF

Practice Lists

Last Run

Extracts

“Warfarin

Appointments

Patient Groups

Practice Reports

QOF Version 47 [England]

Al

Aszthma

Cancer

Chronic: obstructive pulmonary disease

Depression

Heart failre

Mental health problenms

Osteaporasiz

Rheurnataid arthritis

“accination and Immurization

[Extra indicators]

s

Contract
tanager

e

Merge
Templates

Atrial fibrillation

Cervical screening

Coronary heart diseaze
Diabetes mellitus
Hypertension

Mon-diabetic Hyperglycaemia
Faliiative care

Smoking

Quality Impravement

[Prevalence searches]

Using Confract Manager you can view your
point's totals, track aspirations, plan monthly
wiorkloads, compare year-on-year performance,
show your practice prevalence and provide you
with financial information.

Create, edit and delete mail/SMS merge

termplates.

S

High *alue

Patients

g2

I:\.1D

Blood preszure

Chronic kidney disease
Dementia

Epilepsy

Learning dizabilities
Obesity

Peripheral arterial dizeaze

Stroke and tranzient ischaemic attacks

[Fegister checks]

High “alue Patients are a list of the top 25
patients with outstanding indicators that have a
corresponding high points/financial value,

Create, edit and delete SMS question

SMS Question | Bmplates.

Templates

@ Synchronisation last started: 21 Jul 2023 12:24

2. When you select a Practice or QOF/QAIF List 'Do you want to run this
practice list now for the report date dd/mm/yyyy, or schedule it to run

in the next 24 hourse' displays:

Confirm

|| Schedule || Cancel |

| Do you want to run this practice list now for the report date 20/10/2022,
‘&Y' orschedule it to run in the next 24 hours?

To run areport for call and recall invite purposes you must select Run
now. The report screen displays with the progress bar as normal.




Highlight a cohort line of patients that you want to send an email to

and select either Merge Category L <=v | or Merge Indicator | ndeter

depending on your selection:

Select Merge

= -
Merge Merge
g 9
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Indicator

o : Register [COU 3
[#] Description | AF008; CHADS24WASC nat recorded [COUNT=103)

[#] Category : [Extra indicatars]
[# Category : [Prevalence searches]

[#] Description : AF007: Anti-coagulation therapy nat recorded [COUMT =26)

=y Atrial fibrillation - 01 Apr 2021 T E-B8X
File Horne Appearance l
& & || = )
Print Print [ait3 Merge | Category  Add Patient nghllghT a
Preview File: Indicator | Analysis Group .
Patient List repDrT ||ne *
| Patient Name DOB Sex NHS Number |T$eph0ne No [Mobie Mo Email &
(=) Categary : Atrial fibrillation

The Mailings screen displays, select the Email tab:

Select the
Email tab

= La® ¥

Mailings SMS SMS Questions Email Calculator

g 8
%{ P% Please select an email template:-
AL

3

Open  Select  Random
Patient Al Select
Action Send Email

Register

Bulk Insert Appearance

) &

59

- | Email Mo | Validated Email  Invalid Emai
Filter Addresses Addresses
Email Filters

s

| Declined Log
Emails

Email

]
o,
1
"

b4 ail

Irvite Status Invite Date © |Usual Surgery

Telephane Ma

tabile Mo Email &ddress

ABDUL-LATIFF, MANAARS 09/07/2009 15t irvite required 2B4
ABDULLA, NAZIRAH THAARITA 09/08/1985 13t invite required 10K
ABDULOADER, FARHAANA MUHSIMA 261141997 15t inwite required 289!
ABDULOADER, SAAMIDA 10/06/1340 15t irwite required 10°F
EE7 Selected Count=0
-
»

4 i
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5. Filter the email addresses if required:

I Filter the email addresses I
eg

B AaH R

Mailings 5MS 5MS5 Questions Email Calculator Bulk Insert Appearance l

_’: % ﬁ’% Please select an email template:- Y/ :% Ii;d ;g
~ | Email No

Open  Select Random EMaIL 1 Validated Email  Inwvalid Email  Declined Log
Patient  All Select Filter Addresses Addresses Emnails
Action Send Email Email Filters Email 3

T = B8 X

Email Address -

AR -

ABDUL-LATIFF, MANAARS 09/07/2009 st invite required 2Ba

ABDULLA, MAZIRAH THAABITA 03/08/1985 13t invite required 10K
ABDULQADER, FARHAANA MUHSINA 264111931 Tt invite required 289
ABDULOADER, SAAMICA 104051340 1zt ireibe required 10F1
| EEY Selected Count=0
w
4 [ »

You can filter by:
¢ No Filter - Select to view all patients.

e Validated Email Addresses - Select to view patients with a
validated email address.

e Invalid Email Addresses - Select to view patients with invalid
email addresses.

e Declined Emails - Select to view patients that have declined
contact by email. This is done by adding the clinical code
9Ndy.00 Declined consent for communication by email
(Read) or 835231000000104 Declined consent for

communication by email (finding) (SNOMED) to the patient
record.

6. Select the patients that you want to recall:

Ef" L &@ Register ?TEBAX

Mailings SMS SMS Questions Email Calculator Bulk Insert Appearance

Select all

pOTienTs 77’ ﬁ\/ f?é Please select an email ternplate:- ?’,
Email o

Open | Select | Random

& B &g [

Validated Email  Invalid Email  Declined Log

Patient All Select Filter Addresses Addresses Emails
Action Send Email Email Filters Email &
[ ] Mail |Pati i Irwite Date © |Usual Surgery | Telephone No | Mobile Mo Email Address -
Select ARDLIL-LATIFF, MANAARA, 094072009 1 st invite required 2BA
individual [=» SBOLILLY, HAZIRAH THALEITA D9/06/19685 1t invite required 10K
patients 4BDULIADER, FARHASNA MUHSINA 2671141391 Tatinvite required 289
4SBDULOADER, SAAMIOA 10/05/1340 13t invite required 10F
EE? Selected Count=0
-
4 [ 3

¥ Training Tip - If you want to select or clear all patient
selections, use Select All from the toolbar, this is useful for
managing larger lists.
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7. From Please select an email template on the toolbar, select the

Email

required template from the available list and then select Email

Select an email template
and then select Email fo

send the emails

? 3 @ @_] Register

Mailings SMS SMS Questions Email lCaIcuIator Bulk Insert Appearance

; % Please select an email template:- ﬂ V3 ‘E !;_d |§a
Open | Select | Random EMAIL 1 - | Email Mo | Validated Email  Invalid Email  Declined Log

Patient All Select Filter Addresses Addresses Emails
Action Send Email Email Filters Email

T = B X

Irvite Status Invite Date © |Usual Surgery © | Telephone Mo = | Mobile Mo Email Address

| Mail

4 il |

ABDELLAOUI, WADHA 07101331 (13t invite required 35
v ABDUL-LATIFF, MANAARA 0370772003 13t invite required Z2Bal
v ABDULLA. MAZIRAH THAABITA 03/05/1385 13t invite required 10Kl
¥ ABDULOADER, FARHAAMNA MLUIHSIMNA 2641141931 13t invite required 289¢
¥ ABDULOADER, SaaMIDA 10/05/1340 13t invite required 10FE
| EE7 Selected Count=667
b
»

8. The email details automatically save in the patient's record along with
the relevant clinical code 9N3C.00 (Read)/401271004 (SNOMED CT) as

a history enftry:

Date Description Clinician
14/06/23 Hd Email zent ta patient Hella thark s for being a patient here FiHwWH

Mizs Janis Aaron Phctive Patients List}

The Invite Date, Invite Count, Next Due Date and Last Invite Type columns
update accordingly.

oSee also Settings - Email and Email Consent in the Vision+
Help Centre.



https://help.cegedim-healthcare.co.uk/Visionplus/Content/G_Full_Help_Topics/Settings/Settings_Screen/Email.htm
https://help.cegedim-healthcare.co.uk/Visionplus/Content/G_Full_Help_Topics/Settings/Settings_Screen/Email_Explicit_Consent.htm

