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Generate Reminder Letters

Diabetes Review Recall List Mail Merge

The list of patients who are identified from the search recall database step on previous page can then be merged and printed with a document template ready to send out the reminders to each patient
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· On MD Main screen click 

Search then Recalls

· Make sure the Add recalls to action list is ticked 

Note: All patients in the list will be printed 

Note: To remove a patient from the list, click on the patient’s name and press the Delete key on the keyboard 
· Click Mail Merge
· Click on User Defined templates

· Select Diabetes Review  

Note: You can use the standard recall letter available under Supplied Templates in Medical Director

· Click Open

Note: Clicking Open 

will print ALL the recalls

· Click Update on the Update 

recalls screen to generate 
Outstanding Actions

On completion of a mail merge, a copy of the letter generated is stored in the patient’s letters file as a record of the recall letter being generated. Also an outstanding action is generated which notifies the doctor that the patient is due for a diabetes review when a patient’s record is opened.

STEP 5








