
Keep Patients Coming Back 
with Partner's Patient Recaller

RECALLER

You can use recaller to find and contact patients who 
need flu shots, patients due for physicals, or any 

other subset of your patient population

Also known as the “LIST” Report

RECALLER

We will cover the following in this class today:
- How to run a Recaller Report / List
- How to Recall Patients for Physicals
- How to save and restore Recaller Reports / Lists
- Criteria References
- Output References



How to run a Recaller / “List” Report
First things first... opening the Recaller Program!

Building your Report / “List”

Choosing your criteria (this is a “*” field!)

Building your Report / “List”

Select your desired criteria one at a time



Building your Report / “List”
Once you select your desired criteria:

Building your Report / “List”
<F1> to add your criteria to your list and to add your details:

Building your Report / “List”
Enter your details:



Building your Report / “List”
Press <F1> to “save/next” and you now have your 

LIST!

Building your Report / “List”
Let's narrow down this list!

Building your Report / “List”



Building your Report / “List”

We just narrowed our list by 75%!

Report / “List” Details
Press <F5> to view the report details:

OUTPUT Options
Press <F2> to select your output options:



OUTPUT Options

How do you want this list to present?

OUTPUT Options
Select Output Sorting Options:

(Birthday or Birthdate? If you are printing physical reminders or birthday 
cards, you may want to sort the patient list by their birthday, regardless of 

the year of their birth. If you are generating other materials, by age, you may 
wish to sort patients by actual birthdate, including the year.)

OUTPUT DESTINATION
Press <F1> to “Process” / Continue and then

Decide where you want to send your list:



REVIEW YOUR LIST

RECALL PATIENTS FOR PHYSICALS

Reminding patients and families about their 
physicals is good for your patients and good for 

your practice!

A healthy patient is a happy patient!

RECALL PATIENTS FOR PHYSICALS

Select “Include by Date of Physical Due”



RECALL PATIENTS FOR PHYSICALS
Enter the date range that will include patients who have recently missed their 

physical due date and / or those for whom the time for a physical is approaching 
(A patient's next due physical date is set, based on your office's custom physical 

schedule, whenever they are billed for a Well Child procedure)

RECALL PATIENTS FOR PHYSICALS

Let's narrow down this list for active patients only:

RECALL PATIENTS FOR PHYSICALS
Let's say patient's who have visited in the past three years:



RECALL PATIENTS FOR PHYSICALS

Let's exclude patients that are no longer yours:

RECALL PATIENTS FOR PHYSICALS
Use the two “Exclude by Flag” criteria to remove Inactive, Dismissed, 

Deceased, and / or other sets of patient and account flags that you do not 
want to recall:

RECALL PATIENTS FOR PHYSICALS

Exclude by Appointment Criteria to Avoid Patient's 
who are already scheduled for their Physical:



RECALL PATIENTS FOR PHYSICALS
Exclude by Appointment Criteria to Avoid Patient's who are 

already scheduled for their Physical:

RECALL PATIENTS FOR PHYSICALS
Exclude by Appointment Criteria to Avoid Patient's who are 

already scheduled for their Physical:

RECALL PATIENTS FOR PHYSICALS
At any time, press <F5> “Report Info” to review the specific details 

you have entered for each criteria in your recaller report / list:



RECALL PATIENTS FOR PHYSICALS

You can press <F4> to save and restore your 
criteria settings for this report if you like it so you 
do not have to take the time to build it again next 
time you want to recall patients for physicals due.

Press <F2> to select your desired output for this 
report / list.

SAVE & RESTORE LIST SETTINGS
Press <F4> after entering your criteria to save your list:

SAVE & RESTORE LIST SETTINGS
Name your report / list and add a description so you know 

what this list is and then press <F1> to save it:



SAVE & RESTORE LIST SETTINGS
Press <F3> to “Restore Criteria”:

SAVE & RESTORE LIST SETTINGS
Select which saved report / list you'd like to use: 

If you can't remember what the report is for you can press <F4> and / or 
<F5> to read the description or see the criteria details:

SAVE & RESTORE LIST SETTINGS
Press <F1> to “Jump to Output” and go directly 
to the report's output options:



SAVE & RESTORE LIST SETTINGS
Press <F2> if you'd like to “Walk Through” to tweak it and make 
any slight changes

Press <F7> to delete any reports / list that you no longer need

CRITERIA REFERENCE

● Age
● Appointments by Providers
● Procedures by Providers
● Next Birthday
● Date added to Partner
● Date of last physical
● Date of last visit

CRITERIA REFERENCE

● Date of physical due
● Diagnoses
● Ethnicity, Race
● Account and Patient Flags
● Insurance Plans
● Preferred Languages
● Procedures



CRITERIA REFERENCE

● Primary Care Provider
● Sex
● Zip code of Custodian

OUTPUT REFERENCE

● Output Types:

OUTPUT REFERENCE
● Patient Lists

– Includes basic information about each found 
patient



OUTPUT REFERENCE

● Form Letters
– Each patient on the list would receive their own 

letter

OUTPUT REFERENCE
● Form Letters

OUTPUT REFERENCE
● Mailing Labels

– Formatted to standard Avery sizes or your own 
custom label.



OUTPUT REFERENCE

● Mailing Labels
– Laser Labels

● PCC Configs this at 66 lines per page
– Custom Labels

● Enter your label dimensions and load the labels 
into your printer

– Multiple Sets
● Need more than one label per patient?

OUTPUT REFERENCE

OUTPUT REFERENCE

● Subtotal by Age and Sex Report
– View detailed totals of the patients based on 

your search criteria



OUTPUT REFERENCE
● Subtotal by Age and Sex Report

RECALLER SORTING OPTIONS
● Sorting your output

● Birthday or Birthdate
– If you are printing physical reminders or birthday cards, you may 

want to sort patients by their birthday, regardless of the year of 
their birth

– If you are generating other materials, by age, you may wish to sort 
patients by actual birthdate, including the year.

OUTPUT SELECTION
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