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¢ RxWorks will automatically calculate two
weeks into the future as the time period
to run the reminders for but you are able
to change the date to suit you.

e Once done, click OK.

Reminder Summary (#13,

04/04/2020 To 17/04/2020)

I|Exam|nanon5 -Health Assessment ~ |I ‘ < Prew ‘ | MNext > |
Date Range Letier Name Number
First ‘uawauzuzu t017/04/2020 HHea\th Check - Wellnes first reminder.doc || u|
Second ‘u:wa,fznzu tn 17/03/2020 H(Llst Onty> || u|
Thirel ‘nq/negenzn to 17/02/2020 H(List Only> || 1 |
Safaty ‘wuagzm 91 17/08/2019 H(List Only> || u|

[ Merge I ‘ Close

e All of the reminders due in that time
period will appear in a box for you to
have a look through.

e It will show how many first, second, third
and safety net reminders are due.

e You can go through each type of
reminder by either clicking on the drop-
down list or click Prev/Next.

¢ Once you have had a look at these, click
on Merge. (even if you are not merging
into any documents, you still need to do
this.)

Page 1 of 4



Generate Reminder Documents — g -
‘Generate Reminder Letters for Run 13
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Do you want to
Normal Reminders
g ® Preview the reminder letters on the screen and print them yourself manually
&b O Print the reminder letters directly to the printer
Email Reminders

2 O Email the reminder letters to the clients
[T Bec Emails to Clinic Email

Fl O preview email reminders as part of the normal reminders document
generation (no emails will be sent)

®x ® Nothing (no emails will be sent)
Options

2] [ preview a reminder listing for this run
[[] use the "All Reminders' letter for every reminder
¥ Restrictto
@ ciinic @ O clinic Group
v
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If you have your reminders configured to
send out a letter, you can still process
this as usual through this process this as
usual through this screen.

If you do not want to E-mail all the clients
that are due the reminder, due to the
restrictions on which reminders
can/cannot be done at the moment, you
can leave Emails as set to nothing and
they will not be sent from RxWorks.

Previewing the reminders will generate a
PDF document to show you how many
reminders are due.

Click OK when you are finished.

~ 1 Generate Reminders
“ " Produce all reminders from 17/04/2020 up until Friday, 1 May, 2020 OK

2 Reminder Summary

* View a summary of all the reminders generated on 16/04/202010:4313 (13) v OK

Once you have had a look/sent out the
reminders, you will see that the screen
has refreshed the reminder dates for
you.

[Configure Automated Message Rules

<3 New Ruleset | [ CopyasNew | ki Save | X Delete | 73 TestRules | Close
Only Send Messages Between 08:30 AM  ;ng {09:00 PM Non-Appointment messages sent at 9am
S Appt-1do ¥ Details Task is disabled * ~

Type Reminder V| | Enabled 7 ]

r
Name |Overdue Vaccination 2 wa

Wnen ToAdion [ [Week(s) ¥] O Befoce ® After
Action
SMS Template  [Reminder overdue |V

Emal Template [ ™

Twitter Template [T

Filters

| Reminder Types

If you are using Automated Message
Manager for your reminders and you
disabled your rules, you’ll need to re-
enable them.

Go to the Task Panel, module
Management, Automated Message
Manager then, Automated Message
Rules.

Ensure the Enabled tick box is ticked.

Before you enable the rule, you can click
Test Rules and select the date range
you want to preview. This will provide an
Excel spreadsheet of all clients that are
due to get an SMS or Email.

Note, for those who did not turn the rules
off, the SMS messages or emails would
have still been going out to your clients
during this time.
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Configure Message Templates
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TR e If you are looking to create a new rule tot
e T include a new template, you need to
5 Appointment create the template first.
et et o et T e
5 Rominder overue e For example, this could be if you are
e o b e i vt o o e e e wanting to produce a specific COVID-19
template to send to clients.
e Goto Task Panel, Module
Management, Automated Message
Manager then Message Templates.
e Lo e - e If you do not want to perform an entire
Evergieen yeterinary Hospital reminder run in RxWorks and would
rather highlight specific animals, you can
e, use Queries, Mail Merges and Listings
. to do this.
A courversae ® Lab Manager ] rescriptions Y soarting
"4 Reports B it sarking D ccounts L perinders
Em Fees & Prices LL Procedures. E'" Options & Setup @mw Wizards
T — e Set Option 1 to Patient Details to run
» the query.
e . B[
Fastictons g E:n*:-z-::n-w
o] e |
o |
Inckade deactveted items 0 results found. oo
. Exacuts. |
3. Select Output Style
® % Report Listing. 3] Word Mail Merge O[S Spreadshaat O F Sand SMS O 33 Send Emall
—
2. Build Selection Criteria e In Section 2 - Client, Patient, Consult
Odlient ® Patient O Consult O Financial and Financial have different options that
Species you can add to query. In this example,
e v]ea v/[_amo you can search for all cat records.
et e Ca
e Using the drop-down list, select your
criteria that you wish to add.
e When you have selected the field you

need, click ADD.
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2. Build Selection Criteria

O Client ® Patient O Consult O Financial

[accinations - Fefine Immunodeficiency Vi hex Due-Cat v
[1ess than or equai o ~ 3042020 [lv ADD
Restictions ) Open Saved Query
Species equal Cat AND % Delete Line
Feline Imimunodeficiency Vins Next Due areaterhan or equal L. AND Cloas ALl
Feline Immuncdeficiency Virus Next Due less then or egual ta 3. A Clear
( ) AND
OR
b Sawe
[Jinclude deactivated items 0 results found.
Execute I
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In this example, the species is cat and
have chosen if the cats have a reminder
due between a certain date period.

2. Build Selection Criteria

® Client O Patient © Consult O Financial

Allow Account Statements via Email

Allow Automated Messages via Email
Allow Automated Messages via SMS
Allow Autornated Messages via Twither
Allow Direct Marketing

Allow Document Emailing

Allow Event Messages via Email
Allow Event Messages via SMS

Allow Event Messages via Twitter

If you change the radio button back to
client, you can select the criteria
surrounding contact preferences.

Once you have selected the option you
need, click Add to add it to the search
criteria.

2. Build Selection Criteria

®Client OPatient O Consult O Financial

Once you have built your search criteria,
click on Execute.

Allow Diract Marketing v|
is tue v | ADD
Restrictions \_J Open Saved Query . n -
e D gL | | X oweien This will search all records and bring
Mo Drecingimaie e A0 o] e back a total for Yyou.
b save
[Jinclude deactivated items 0 results found.
| Execute I
elect Listing . . .
—— To bring the client contact details through

2. Build Selection Criteria

®Client O Patiert O Consult O Financial

[

vara
ADD

5 Open Saved Cuery
i X o
AND W e
nEEs
=
M Seve
Clinchioe Ssactrvated items 0 results found.
e
3. Select Output Style
% Ropert Licing O] Woed b berge (38 Spraacehact O Sond SMS ® 51 Sand Email
TR —
Tunptao |
i .
* Delote

1/ Chserts will be emaied ¥ they have phane type sel to Emal_ Use Thiseit > Allow ' selaciion crleria sbave o restrict further

onto an Excel spreadsheet or a PDF
document, change option 1 to show as
Client Details but do not press Execute
again as this will change the total results
found.

3. Select Output Style

“E Report Listing O [#] Word Mail Merge O[] Spreadsheet O [ Send SMS ® 33 Send Email l

139 Send Selected Email Template

Template :]
Attach File

/~Browse
X Delete

Y Clients will be emailed if they have phone type set to ‘Email. Use ‘Client > Allow_." selection criteria above to restrict further

Section 3 allows you to select the
method you wish to see the results in,
i.e. Excel, PDF, Work Mail Merge or to
send an SMS or Email.

If you want to send and SMS or Email,
ensure you have set up your template
first from the Message Templates
section of Automated Message
manager.
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