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Overview

There are several interacting systems in Best Practice to help manage patients:

e Reminders — this is where both RECALLS and REMINDERS are entered.

e Actions — This is similar to a “To-Do List’ that will alert you of actions or
follow-ups relating to the patient (clinical or non-clinical) that you should
address at the next consultation. These are non-urgent items that do not need
attention prior to the next consultation, unlike a Recall or Reminder.

o Preventative Health — These are items that will alert the doctor that a
particular preventative health item needs checking during the patient’s
consultation. If this item is deemed as being of particular importance and
reminder correspondence is necessary, it will need to be entered into the
Reminders section.

This handout focuses on the Reminders feature, which is useful to alert doctors and
patients when various treatments are due or of abnormal test results that need urgent
attention. It is important to note that although the feature is marked as Reminders in
Best Practice, it can be used for both Recalls and Reminders.

The |Hem|nders‘ button is located on the right hand side of the patient
screen. A reminder can be scheduled at any point throughout a consultation to
ensure that the patient is notified, for example, of the next Diabetes review.

£ Mr. Alan John Abbott Elg]
File ©Open Request Clinical View Help
BRI 28 LE CREQ =BG J | b B e (o )
Hame: Alan Abbott D.OB: 30706345 Age Blws  Sew Male [ 5_7,1_-. 55;@[:_
Address: 12Jogger 5t Albany Creek 4035 Phone: 07 50505050 Mobile: 0427556232 Work: 07 BO503339
Medicare Noo 4133180467 -1 12408 Fiecord No.: 101 Pension No. Comment: O warfarin
Occupation Tobacco: Alcohol Elite: sparts:
Blood Group:
Allergies / Adverse Drug Fieactions. Actions/Feminders Provertive Hodth | [ fciors [ Fremindms
Iterm Reaction Severity Type Due Reason ~
Hoouse dust mite Bronchospasm Sewverg | Reminder dus 08/117/2008  BP Check
Trifle Mausea Severe | Reminder sent 16/10/2008  Diabetes review
Alurminium Hydroside | Freventive health 07/11/2008  Influenza waccination should be considered! b ||
| Preventive health 07/11/2006 A Heakh Asssssment should be cansidersd! ~
) | ) S ~ . >
CETC e ) pdee [ Bin ]
'5'%‘ 1 Mir. Alan John Abbott ‘." Script date: 2008 - Tick the boxes of the items that you want to print
E'-T} Today's notes I :
Diruug name Stengh | Daose Quartty = Fpts  Sorptiype | Regular
[’ Past visits (] Flisatide 250 CFC-Fres 250meg Il 250mea 2 puffs Twice a day 17120 dose 5 PBS Yes
= Losec 20mg Tablet 20y 1 Dail an 1 FBS Yes
i Cunent R 0O g o by
p Jlont [] Venlolin CFC:-Fres 100msg/dose | 100mea/dose 12 pulfs Every 4 hows i 27200 dose 5 PBS Yes
|# Flixotide 250 CFC-Free 250mcg Inhaler 2 puffs Twice
|5 Loses 20mg Tablet 1 Daiy
| “entolin CFC-Free 100mcosdose Inhaler 1-2 puffs Eve
=] ('\ Past history
\#  Noninsulin dependent Disbetes Mellitus
[ 1997 Left Athiossapic Meniscestomy
| 02/03/2004 Asthma
| 09/06/2004 Uri
| 23/02/2006 tdg
i g7 Immunisations
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Adding a Recall/Reminder
1. Within a patient’s record click on the Reminders button to bring up the Reminders
window. Select the New button screen to set up a reminder for Diabetes review.

£ Reminders Y

The following reminders are in the databaze for this patient: |:| Shaow zent reminders

Bue Reazon

|_ e ] | Edit l [ Remave | | Claze ]

2. Select the doctor's name from To see list. Scroll down the Reminder reason list
and highlight the reminder required. Free-type in any additional notes in the Other
reasons field. Use the calendar to find the Reminders date.

Reminders can be sent at regular set intervals by selecting the Automatic update
checkbox and selecting the reminder interval e.g. every 6 Months. For Recalls this
will need to remain unchecked as they relate to a specific result.

£ Reminder

To zee: Reminder date:

August 2006

Mon Tuewed Thy Fri Sat Sun
1 2 F ¢+ B B
E S e i

[31/08/2008 =

| Dr. Frederick Findacure

Remindsr reazar:

Reazon

2rth Immuisation
4By | mmurization
Armth Immunisation
Brth Immunisation
Azthma review

14 18 168 17 18 19 20

2 22 2324 2 27
2 23 a0 B !

[ Today: 24/08/2006

BF Check.
Breast check Autarmatically update thiz reminder
Care plan when zent to patient

Cholesteral check

Colonoscopy

Diabetes review

Dty review

Full medical ~|

Ewery g |

) wleeks
) Months

_ (] Yem:/
- / : [ Save J [

For Recalls it is a good idea to differentiate them by using CAPS or marking them
with a character (* or #) and typing them into the Other reasons box e.g. *BP
ABNORMAL. The next chapter will cover saving these recall reasons into the
database as so they appear in the Reminder reasons list.

Other reazan;

Cancel I
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Note: If you are logged on as a doctor the new reminder screen will display your
name automatically. If you are logged on as practice staff you might select the
appropriate doctor on the system. This name will appear on the reminder letter.

3. Once finished, select the[__%2 _|button to record the reminder — it should appear

in the list of reminders for that patient.

4. Click on Close to finish setting up the Reminder. In future if you wish to make any
changes to the Reminder, you can highlight the particular Reminder and click Edit to

make changes. If you wish to delete the Reminder, highlight and click Remove.

X

£ Reminders

The following reminders are in the database for this patient: [ Show gent reminders

Due _F! ea_son
3/0B/2008  Diabetes review

— 4
Mew | | Edit | [ Remove J | Cloze |

The Reminder type, date due and reason will appear on the right side of the patients

file under the Actions/Reminders heading.

Actions/Reminders: [ Preventive Health ] [ Actions ] [ Reminders ]
Tepe Due Reazon ~
Action 03052003 Skin check
Reminder due 03/11/2008  BF Check
Feminder sent 16102008 Diabetes review
Preventive health 0v/A11./2008 Influenza vaccination should be considerad! v

The reminder will only appear in the patients file within 30 days of due date.

Reminders/Recalls which blue are due within 30 days and overdue reminders/recalls

will appear in red. Preventative Health reminders are in green.

March 2010

Produced with Acknowledgement to Central Sydney General Practice Network (CSGPN)

Page 5



WENTWEST

Adding Recall Reasons

By adding as many recall reasons into the database you will save time in typing other

reasons each time and will make searching for recalls (separately from reminders)

easier.

1. From the main screen select Setup

? Best Practice

File Clinical

Lkilities

BR® ®Q 0

> Configuration.

(s Help

Prinkers

Practice details

Configurakion Shift+F3
sers Shift+F4
Preferences Shift+FS
Sessions Shift+F&
Practice fees Shift+F7

Immunisation batches
Labels

Cuskom preparations
Drug combinations

2. Select the Reminders icon on the left then click the Add button to add Reminder
Reasons.

£, Configuration

R A Reminder reazon A Add
T 12rath | mmuniz ation W -
2mth Immunization
) 4-Bwy Imnuniz aticn
Results import drth Immunizatiot
Ernth Immunization
Azthma review
BP Check v
Databass Fieldz to be printed an Rerminder list:
MHame Size [mim) &dd
Mame 50 -
Reazon 40
Date Due 20
Doctor 15
Fhone 25
M obile 28
Address 120
= Send as: b ail rerge w |
T Check Mark az sent’ box az default
Care plans D efault reminder list interyal:
."/.' Dizplay Actions/Reminders less than EI months old
l.( I
E -mail
A, ¢ | [ Cance
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3. Type the Reason and delete any numbers appearing in the Default Interval box,
otherwise for reminders specify the interval.

-] 5
£, Reminder reason

Reason: “BP ABNDRMAL |
Diefault interval: ) wWeeks

) Months

) Years

[ Save ][ Cancel ]

4. The recall reason will now appear in the Reminder reason list. This can be
repeated to add as many reasons as necessary, either recall or reminder.
Remember to differentiate between them with either a symbol (* or #) or by using
CAPS so that searches are easier.

Reminder reason ” Add
“BP ABMORMAL = :
12mth Imrunization
2mth Immunization
4-5y Immunization

4mth Immunization

Now when entering a recall or reminder in any patients record the new reason(s) will
appear.
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Generating a Recall/Reminder List
1. Go to the main screen and click Clinical > Reminders.

£ Best Practice

(g[8 Management |

Actions

Cervical smears

Diabetes register

Pregnancy list
Reminders

2. Click on Select patients button.

File- Wiew Help

3 4@

| Select patients J remenea fram lis [alet= remn

Mame Action

3. The Select Patients for reminders window allows you to select the reason, the
user and the interval of the reminder. Make sure to only select either reminder or
recall reasons depending on the task being performed.

£ Select patients for, reminders

Select reazong: Select uzers:
Reazon [Jzer
[] “BP ABMORMAL Oir. F. Findacure

BP Check

Diabetes review

Flurvas

Hepatitiz B Immunization
Immunization

Influenza Waceination Select al ] [ Deszelect al
Pap Smear
Preumovvay Due between: | 1241/2008 «

and: |19/11/2008

[ Inchude overdue reminders.

[ Include inactive patients

Select all ] [ Dezelect all ]

Cancel

4. Select the interval using the date settings. You can decide to include overdue
reminders or reminders on inactive patients by ticking the appropriate box. Once
finished click OK to generate the list.
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5. The Reminders list shows the patients due. Click on Send reminders button if
you wish to contact the patients about their reminders.

£ Reminders

File. Wiew Help

3§

I Select patients | l Remaove from list J l Delete reminder I I_ Send reminders _]

IfJL_Je Doctar Addr
4| 240R72008 . Dl : 45715
Adams; Felis /0872006 Dir. F. Findacur AYal

6. Chose one of following options:
e Mail merge

e Printed list

e Labels

e Save as file

Select the appropriate option and click Send.

t. Send reminders

e
%) Mail merge
{72 Printed fist
Labels

O
) Save azfile

[#] Mark as sent

[dsaves cupyye/patient's chart

[  sSend | [ Cancel ]

7. Mail merge option will open the word processor and you can select the reminder
letter template (or any other appropriate template). By clicking on Open you send
the reminder letters to the printer for all patients on the reminder list.
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@Al (1 Custaorn ) Supplied

Template name
Care Plan
Case Conterence
Continuing care referral
D904 Veteran's Affairs
Division referral
DkMA -Forml
DMMA - Form2
EPC Dental care
EPC Referal
M edical Certificate
Medichlert
Mental Health dszessment
tertal Health Plan
Fermitider lsiter

Specialist referral

~
K"

I o p’en J I Cancel ]

The reminder letter will be customized to each patient and the reminder reason will
also be specific according to the reminder reason that was placed on the patient. If
the Mark as sent box was ticked the Reminder sent message will be recorded in
the patient’s record. If Save a copy in the patient’s chart was ticked, a copy of this
letter will be saved in Correspondence Out within the patients record.

24/08/2006

M. Felix Adamns

35 Yarrabine Road
Landsborough 4550
35 Yarrabine Road
Landsborough. 4550
Dear Felix.

Our records show that you are due to see the doctor for Diabetes review.

Could you please ring the practice on 07 7785 0777 to make an appointment.

Yours faithfully,

In this case Mark as sent was ticked and a Reminder sent notification was recorded
in the patient’s record.
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& ctionz/Reminders;

Preventive Health ] |

Tupe Dive Reason
Heminder sent 24082006 Diabetes review

8. Printed list option prints a list of patients due for reminder including their name,
reason for reminder, date due, doctor, phone, mobile and address. This is
commonly used for daily recalls when contacting patients with abnormal results.

Reminder list
Hame Reason Ciate Due Doctor Phone Mobile Addres
Bartholomew, Fay Influenzs Vaccinaton Ta3200d Tr. F_Findacure 07 25 6060 354 WiEin
Alfreds, David Diabetes review OTioarzne Dr. F. Fndacore 07 45750654

451 Spen

9. The Labels option allows patient contact details to be printed onto sheets of
adhesive labels. These labels are set up using Setup > Labels from the main

menu.
Allen, Ken Bryant, Leonard
8 Grey St 32 Lonely Lane
Fremantle. 6160 Bankstown. 2200

10. Save as file option saves the reminder list as a file onto your system. Saving

reminder lists is useful if you wish to generate the list in future or to create an
audit trail.

Save As E”'x

Savein: | L BPS ¥ Q2@

iy |3 ErReports

e |=1BrUpdate
My Recent ||i'__JSpeIIing
Documents |25 Temp

|

_:-_.11 Unprocessed

Desktop

L2/

My Documents

q

by Cornputer - K
File narme: IBPS Flennder izt 20 2 y{ Save J
‘.'11 Save az pe: IXE File l Caricel I
. ekl i =
by M etk

The file is named BPS Reminder List and reversal of the day it was created, e.g.
20060824 by default. You can rename this file by highlighting the default filename

and deleting it. It is saved in XML format, but can be saved as a text file also by
clicking the drop-down arrow.
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11. Once the patient arrives for their consultation, from within their record, right-click
Reminder sent on the appropriate recall/reminder and choose the Mark item as
performed option. Alternatively, double-click on the Reminder Type directly.

sctions/Reminders: [ Freventive Health ] [ Actionz ] [ Reminders
Type D Reazon

Fleminder sent 23/08/2007 SaMPLE RECALL

r.__tn Iﬂn_l:-nn? TEST

Fre  Add action ¥ B4R - 45 vear old Health Check thould be considersd|

Add reminder
Mark itemn as performed

Delete item - -
i v e [ Pt |

e |

12. Following prompt will appear. Click on Yes. Reminder will be removed from the
patient’s file.

Reminder

‘:.f) Are you sure you want‘tyzrk this reminder a5 having been performed!

s J[ me |
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Previously Sent Reminders
1. To follow-up on Reminders Sent go to Clinical > Reminders on the main screen.

2. Once in the Reminders screen select View > Sent Reminders.

Sent reminders  Chrl+3 l

Gr—ay

[ Select patients J B oy frem b Ciafsia femims

Sottby (33 Date due i Mame

. M arme Achion De I

Previously sent reminders will be displayed. You can filter the previously sent
reminders by date range, doctor or reason.

i Previously seni reminders

File Help
&
ol <4
E Show unactioned only EI Show all patients | Mark | | Send adain

Senton or after |19/09/2008 e | Senton orbefore: (19092007 e | By doctor |AII :| Reason |4 ‘:|

Mame Reasan Duoctar Sent Sent as Actioned A
Adams, Feliv Alasander Diabetes review Dr. F. Findacure 0B/06/2007  Savedfie 4
Bartholomew, A aymaond Influenza Yaccination Dir. F. Findacure 0E/06 /2007 Saved file i
Adamnz, Felix Slexander Full medic:al 20/06/2007  Printed list ot
Abbatt, Alan John BP Check 22/08/2007  Printed list e
Abbott, Anastasia Rose GARDASIL 22/08/2007  Savedfile s
Abbott, Benjamin James GARDASIL 22/08/2007  Savedfile Fa
Abbatt, Madeline Jane GARDASIL 22/08/2007  Savedfis A
Ackermann; Ashley Franciz GARDASIL 22/08/2007 Saved file A
Ackemant, Maree Aleisha GARDASIL 2200872007 Savedfile A
Ahern, Jason Patiick GARDASIL 22/08/2007 Saved file A
&hern, Rhonda.Jaan GARDASIL 22/08/2007  Saved file i
Aldidge, Alfred Charles GARDASIL 22/08/2007  Savedfils b
Albemda Predid Clardmn ADMACH aTIno MannT e d Bl d ok

3. Previously sent reminder can be deleted from this screen by clicking on
or alternatively the option will take you back to Send Reminders

(page 9).
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