Monthly Birthday Reminder Cards Mailing Process
Care Point Healthcare Application Suite
Courtesy of Fort Drum, N.Y.
1.  Monthly Birthday Reminder Cards are mailed out about one or two days prior the end of the current month for the following month.  

a. Example:  Birthday cards for April were sent out on 30 March

2.  The Birthday Cards are broken down by age and by gender.

a. Male under 50 (18-49)
b. Male 50 and over

c. Female under 40 (18-39)
d. Female 40 to 49

e. Female 50 and over

3. Log on to Care Point Healthcare Application Suite (CAC enabled)
4. Hold cursor over the Apps tab on the top left-hand side of the screen.  This will give you a drop down menu in which you want to select Proactive Patient Management (PPM requires specific keys)
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5. In the drop down menu, go to Proactive Patient Management

6. Select  your clinic and click on I Agree
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7. Once you are in the PPM application go all the way to the left of the screen to the Fly-Out Menu and select the “Other Lists/Letters” tab.  Next, select “Other Lists or Send Letters” tab.
8. There will be three tabs in the upper half of the page in the middle: 1) Selection criteria 2) Spreadsheet criteria and 3) Add Notes/Comments.

9. Click on the Selection Criteria.
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10. Under Demographic, select the birth month that you are working on; put in the age parameters that you are working on, and check male or female.

11. Click on the Spreadsheet Criteria tab
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12. Under Demographic Choices select; DOB,  Street 1, City State Zip, 1st letter of Last Name & Last 4 SSN, Last Name, First Name, Birth Month, and Ben Cat.  Click on Generate UD Spreadsheet.
13. Save the Spreadsheet to an Excel Workbook.

14. Repeat steps 8 through 11 for all of the age and gender categories.

15. Next, go through each of your spreadsheet pages and delete any active duty beneficiaries from the list.  They will be listed as ADA, ADN, and ADAF.  We do not send active duty beneficiaries Birth Month reminder cards.

16. For each spreadsheet create a “Prefix” column with Ms. or Mr.  for  address block.

17. Go through each spreadsheet page and copy and paste the Street and City State Zip columns to a word document and make all caps.  Be very careful to realign when pasting back to spreadsheet. (There is another way to do this but we find this the easiest)
18. Delete any out of area Beneficiaries from list.

19. Next, open Microsoft Word, click on the Mailings tab, then go to Start Mail Merge and select Step by Step Mail Merge Wizard
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20.  Select Labels under document type, go to next step.
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21.  Select Change the Document Layout and click on Label Options to ensure you have the correct label settings.  They should be :
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22.  Under Select recipients, select Use an existing list.  Then add the list from the Excel workbook that you previously saved.   Go to the next step.  You will have to do one list at a time.  
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23.  Next, click on address block to ensure that the address is listed the way you want it.  Click on OK on that pop up box.  Then, click on Update all labels.  Go to the next step.
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24.  The next step will let you preview the labels to make sure they are set up correctly.  If they are, click on the next step, Complete the mail merge.

25. Make sure you have the clear labels loaded into the printer properly and click on print (We use clear labels because we have a watermark of our clinic on the front of our postcards).
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26.  Repeat steps 15 through 21 for all of the lists in your workbook.

27. Once all of the labels have been printed, apply the labels to the appropriate birthday cards.

28. Once all of the cards are completed with their labels, take them to the mail room.

