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CHIRP Reminder Recall Manual

The Reminder/Recall feature in CHIRP is a valuable tool to use when a CHIRP user wants to notify patients
about upcoming or past due vaccinations.  This feature only pulls patients affiliated with your CHIRP user
facility and provides several options for notification:

• Patient Listing
• Mailing Labels
• Postcards
• Autodialer File
• Mail Merge File
• Email Reminders

Each of these options will be discussed in detail in this manual.

For the purpose of this manual, a Reminder is for a patient who will need a vaccination in the future and a
Recall allows patients to be notified when they are past due for a vaccination.  CHIRP also allows notification
of patients who have been deferred for vaccination or patients who have received a compromised vaccine.
For ease of use of this Manual, all patients pulled by Reminder Recall will be called a recall group regardless
of whether the patient needs to be reminded of a vaccination in the past or the future.

There are several methods for shaping a recall group to fit your needs including limiting the patients notified
by birth date, physician, county and vaccine.  This allows you the luxury of being very specific in sending out
notices to your patients.

A recall group can also be used to create notices for other events such as birthdays.  Parents of patients turning
15 months old may need to be notified that the next few months are critical for up-to-date vaccinations.
Patients could also be notified as they turn 60 that shingles or pneumococcal vaccine is an option.

CHIRP users will find the Reminder Recall as a menu option on the sidebar after logging into CHIRP (see Figure
1).  The Reminder Recall screen may seem overwhelming at first sight, but this manual is designed to walk a
CHIRP user through each section, field by field, so that they will be able to create Reminder Recall documents.
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Figure 1
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The Reminder Recall feature is designed to help CHIRP users to make an accurate list of patients to include in
a recall group.  This is done by setting parameters.  It is easier to set parameters if you understand what the
result will be.  The table below provides a list of the parameters and results expected for Figure 2.

Parameter Description

Do Not Increment Recall Count
(Run Recall)

This should always be checked.  Initially Incrementing a Recall Count
was designed to help only recall a patient a limited number of
times.  If left unchecked a patient may have missed opportunities.  

Preview and Select Patients It is recommended that this box be checked.  If checked, this
parameter allows the ability to review the reminder recall patient
list prior to sending out notices.  Patients may be included or
excluded in the review process.  If this box is left unchecked, all
patients in the grouping will receive notice.

Reminder/Recall Date Range The From and To dates are the most important part of creating a
recall group.  The date range is based on the patients’ vaccination
forecasting.  To find patients who are behind in vaccinations the
From date needs to be in the past.  If the recall group should
include patients who are behind vaccinations for the last 12-
months, then set the From date back to one year ago.  The To date
is for patients who are going to be due in the future.  To include
these patients set the To date to a time in the future.  If the recall
group needs to include patients who need vaccinations in the
upcoming three months, set the To date to three months ahead.

Figure 2 which was created on 04/16/2009 will pull all patients
who are past due for vaccinations since 01/01/1990 and who will
need vaccinations into the future through 10/16/2009.

Maximum Recall Tries This parameter is tied to Do Not Increment Recall Count.  It is
suggested that this be set to the maximum of 20 so that patients
will have fewer missed opportunities.

Valid Addresses If recall group patients are going to be notified via mail, then use
Valid Addresses Only.  If the recall group patients will be notify via
phone or email, then you will want to check All Patients.

Include Inactive Patients Some patients may be inactive since they moved away or changed
providers.  If the CHIRP record has not been accepted by the new
Provider the patient would still be in the recall group.  This feature,
if checked, allows notification of all patients affiliated with the
facility.
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Figure 2
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Parameter Description

Patient Birth Date Use this field to limit the recall group to certain patient ages.

IRMS This field is typically pre-selected for CHIRP Users.

Facility This field is typically pre-selected for CHIRP Users.  If not, make a
facility choice from the drop down.  If facility is not limited patients
will be pulled from all facilities associated with the CHIRP User
account.

Physician To limit the recall group to patients of a specific provider select
from the drop-down menu.  For this feature to work appropriately
physician must be selected on the patient demographic screen.  

Program Not used.  

Health Plan Not used.

State Use this field to limit the recall group by a specific state. For this
feature to work appropriately state must be selected on the
patient demographic screen.  

County/Parish Use this field to limit the recall group by a specific county. For this
feature to work appropriately county must be selected on the
patient demographic screen.  

Zip Code Use this field to limit the recall group by a specific zip code. For
this feature to work appropriately zip code must be completed on
the patient demographic screen.  Zip +4 may effect results
adversely.  

Health District/Region Not used.

Association Not used.

Appointment Date Use this field to limit the recall group by a specific appointment
date. For this feature to work appropriately appointment date
must be completed on the patient demographic screen.  

Deferred Vaccinations Only Use this field to limit the recall group by vaccine deferrals.  For this
feature to work appropriately the deferral information must have
been completed on the Patient Vaccine View/Add Screen.  

Compromised Vaccinations This is used if vaccine was recalled for any reason.  The CHIRP
Inventory Management System must have been used for this
feature to function correctly.
From - To: This would be when vaccine was administered.

Lot Number:  Enter the lot number that was compromised.
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Figure 3
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Parameter Description

Optional Needed Dose Number This parameter works the same for all the vaccines listed below.  If
the recall group needs to include patients who need a dose of
vaccine, regardless of dose number, then leave this parameter
blank, but check the box next to the vaccine.  If the recall group
needs to include patients who need a 3rd dose of a particular
vaccine then check the box next to the vaccine and put a 3 in this
parameter for that specific vaccine.

If the boxes are left checked and dose limits are not added, the
recall group includes patients who need any dose of any vaccine.  

Dtap/DT/Td/Tdap All Tetanus family vaccines are seen as one in CHIRP for Reminder
Recall purposes.  This means it is not possible to pull a list of
adolescents who need a dose of Tdap.  The recall group could be
limited to a list to children born between certain dates who are in
need of a dose of Tetanus vaccine, but if they had received a DT
in the last 5 years they would not appear on the list as their
Tetanus would be seen as up-to-date.

Hep B There are two choices for Hep-B.  There is a Hep-B 3-dose and a
Hep-B 2-dose.  Please use the proper parameter to limit the recall
group.

Flu All flu vaccines are seen by CHIRP as the same family.

HPV HPV will only pull females who are due.  HPV pulls females who
have received at least one dose of HPV, as HPV is forecasted only
for females who have received at least one dose.

Name of Person Running
Reminder/Recall

Please complete this field so if a problem arises, the CHIRP staff
will be able to identify to whom the report belongs.

Once you have all the parameters set as you need, then click the Run Reminder Recall
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Once the Reminder Recall is run a small box will appear and tell you haw many patients are in your recall
group (See Figure 5).  Click the OK button to continue.

Now a screen appears that offers several options and displays the parameters selected on the previous screen
(See Figure 6).

The available options for a recall group are summarized on the pages that follow along with samples of each
selection.

Figure 5
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Figure 6
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PATIENT LISTING

Click on the Select option next to Patient Listing.  This provides a listing of all patients in the recall group along
with needed vaccines.  (See Figure 7)

Figure 7
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MAILING LABELS

Click on the Select option next to Mailing Label.  This will give you mailing labels that fit on Avery 5160 labels
or any similar label.  (See Figure 8).

Figure 8
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POSTCARDS

Click on the Preview option next to Postcards (Avery 8387) or Letters to bring up a screen (See Figure 9) allows
you to write a customized postcard/letter or to select a default message.  

• Please note that Output Language gives the option to store a Spanish version, but will not
translate an English paragraph to a Spanish paragraph. 

• Complete the Facility lines provided so that a return address will be printed on the
postcard/letter.  Click save to exit.

• Determined whether a default or customized paragraph will be used, then click on Select to
preview the postcards or letters.  A sample of the postcard is in Figure 10.

Figure 9
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Figure 10
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AUTODIALER

Click on the Select option next to the AutoDialer File if you have autodialer software in your office and need
to download a file to use with your software.  (See Figure 11)

Figure 11
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MAIL MERGE FILE

Click on the Select option next to the Mail Merge File if you want to create a mail merge file to use in your own
word processer (See Figure 12).
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EMAIL REMINDERS

Complete the Facility demographics field and then click on the Select button next to Email Reminders to view
a list of individuals who will receive an email. 

• The list will show all the patients and their associated emails.  Alternative methods must be
used to contact those patients without email.  

• A sample email is in Figure 13.  Note that the Facility information matches the information
entered on the selection screen.  

Figure 13
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