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Chapter 4: Appointment Scheduler

Section 7: Correspondence

Lesson: Printing Appointment Notices (Special User and
Local Agency Training)

Objectives:

Upon completion of this lesson the user will be able to:

$ understand all types of appointment scheduler correspondence;

$ use the correspondence print definition screens

$ modify the content of appointment scheduler correspondence; and
$ print appropriate appointment notices.

Overview:

There are nine different appointment notices in TWIST. Some are letters, some
are postcards, and some are both. All are available in English and Spanish. Below
is a list of the different notices:

Letters

Notice for Individual Appointments

Notice for Group (GS) Code Appointments
Notice of Clinic Choice to Reschedule
Notice for Group (GE) Class Appointments

Postcards

Call for an Appointment

Postcard for Group (GE) Class Appointments
Postcard for Individual Appointment
Postcard for Group (GS) Code Appointments
Wait List Notification

. Each notice contains “text lines” which allow the local agency to
customize their appointment notices and send agency specific information
to their clients. This information is entered in the “ Appointment
Notices” base table, which provides blank lines for each line of text that
is available for each specific appointment notice. The user will enter their
agency specific text onto the blank lines in the table, which will then
display on the specific notice.

. There are separate notices with Spanish text for each of the nine
correspondence types. Standard information is hard-coded in Spanish.
The user can then enter text information in Spanish as described above.
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. The appointment information (date and time) will pull from the system
automatically, as will the client information and the agency information.

. Bulk notices will print for up to four family members. If more than four
family members have an appointment an additional notice will be printed.

. If the appointment notice is for multiple family members, only the earliest
appointment time will print on the notice.

. Individual notices will only print for the individual client selected.

In this lesson you will learn how create the text for your appointment notices and
how to print appointment notices for both specific groups of clients and for
individual clients.

Instruction:

Understanding Appointment Correspondence Types

The starting point for this section is:
Appointment Scheduler + Outputs

1. Click on “Correspondence.”

3 Appointment Scheduler [_[&]x]
File Scheduling Wait List  Tables “Windzw Help

ﬂ[!, ‘ ? Aftendance D ocumentation [State] |
b

Attendance D ocumentation History (Local Agency]

Letters »
Daaf Clinic Appointment Prep Report Td&il b erge
Daily Clinic Schedule PostCards »
Daily Incomplete Appointment Attendance Document
Group Appaintment Sign-Up List
Interpreter Needed Report
Mo Show Client Begister
Projected Individual Appointment Requests
Projected GE Requests

Fiusal Flate for Second NE [Local Agency)
6 Refusal Rale lor Second NE [3fate)

Fregister of Clisnts to Manually Schedule

Show Rate Repotls s
Uniiled Appointment
Wait Lists

| August 26, 2002 12:3355 P | State: Lser 03 |Hamey CHD

| Ready

112‘5-3—15'5@H;.,;:g;g;z'ng‘gee\actMndu | SCawINNT | CESWINNTY. | B Coel WaidP | [E appointm... | @) NZAER80 1233 PM

Figure 1: “Correspondence” Drop Down Menu

. There are three options, Letters, Mail Merge and Postcards. You
will learn about Mail Merge in another lesson.

. There are two basic appointment notices: Letters and Postcards.

. Some types of notices may be both a letter or a postcard.
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. You may select the type of notice that best meets your agency’s
needs.
. Specific text for each of these notices can be created by the local
agency.
2. Select “Letters” from the drop down list.
. There are four types of letters available: Individual Appointment,

Group Screening, Clinic Reschedule and Group Nutrition
Education Class.

. The letters are also available in Spanish.
3. Select “Postcards” from the drop down list.
. There are five types of postcards available: Call for an

Appointment, Group Nutrition Education Class, Individual
Appointment, Group Screening and Wait List Notification.
. The postcards are also available in Spanish.

4. Exit the menu.

Creating Text Messages for the Notices

Before appointment notices can be printed each local agency must create their
own unique message information for the notices. This in done in the
“Appointment Notices” base table. Both the English and Spanish text must be
entered for each type of notice.

The starting point for this section is:
Appointment Scheduler + Tables

1. Click on “Appointment Notices.”
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-';fv"Appnintmenl Scheduler - [A54205 - Notices/Postcards]

File Edit i Help

O+ - [s@|ax s D@|S T

~[ppointment Notices,Postcards |

ice Form | Motice Type Language | Texk Line 1 Texk Line 2 Texk Line 3

ler [Eroup Education Appoinment  English

er faroup Education Appainment Fpanish

er [Graup Sereen Appointment English

er [Eroup Screen Appointment Epanish

er ndividual Appointment Enaglish

er ndividual Appointment Bpanish

er Reschedule Appointment English

er Feschedule Appointment panish

card IZall for Appointment Enalish

card  [call For Appoinkment Eparish

card faroup Education Appainment Enalish

card [roup Education Appoinment  [Gparnish

card faroup Screen Appoinkment Enaglish

card  [aroup Sereen Appointment Epanish

card ndividual Appointrment Enalish

card ndividual Appointment Fpanish

card 'ait: Lisk Motification Enalish I

card it List Motification Epanish e

i« | i
| August 26, 2002 12:36:22 PM | State User 03 |Hamey CHD

| Ready
1"2‘gg—rlzlaﬁ‘\;é”_-‘i‘gg-:zlnggqaactMndu | SCawINNT | CESWINNTS | B Coel WaidP | [Eappointm... | @) N2 1236 Ph

Figure 2: “Appointment Notices” Base Table

. Each row represents a separate notice, either postcard or letter, in
either English or Spanish.
. Each notice displays a different number of open lines for text.
. Use the scroll bar at the bottom of the screen to move through the
lines.
. Use the down arrow key on the key board to move down the list.
2. Click in the appropriate “Text Line” field and enter your text.
. Each line on a letter may contain up to 50 characters.
. Each line on a postcard may contain up to 38 characters.
. Lines may contain both numbers and letters.
. Use the tab key to move to the next line.
. Be sure to enter text for the Spanish correspondence in Spanish.
3. Save and exit.

Printing Bulk Appointment Letters
Once the text messages have been created, you will be able to print notices.

The starting point for this section is:
Appointment Scheduler + Outputs
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1. Select “Correspondence” from the drop down list.

There are three options, Letters, Mail Merge and Postcards. You will learn
about Mail Merge in another lesson.

2. Select “Letters.”
3. Select the notice you want to print.
3.1 The*“Correspondence Print Definition” pop-up is displayed.

This pop-up is the same for both Letters and Postcards.

% Appointment Scheduler _ & x|
Fle Scheduing ‘waitList Tables Dutput 'window Help
E— |
Comrespondence Print Definition
JCorrespondence Selected — Daté Range ——
"|Benanc Notice For A Individual Appotments | ‘ ’VDate Range: FromiRRef200z | Toiaizeran ‘
_Mait List Reason Code l—— _finic -
ait List Reason Code | setect | Clinic | select |
—
M-CALL WAIT LIST \arney Health Dept.
FON-CERTIFIED WWAIT LIST I— ailite Reservation l_
Select all Selact All
~ppointment Type | [rppoi Status ——
Appointment Type Description | select | il Appointment Status Description | sekect |
EV PREGRIANT WOIAN CERTIFICATION I QOKED [
[Ew CHILD CERTIFICATION u 10 SHOW u
vy POST PARTUM WOMAKN CERTIFICATION I FHOW [
=l
Select: All Select All
Cancel

| August 26, 2002 12:36:41 P | State: Lser 03 |Hamey CHD

| Ready

1"2‘g‘a‘j‘Jzﬁ“;é”_-‘i‘:;g'lzlnggqaactMndu | SCawINNT | CESWINNTS. | B Corel WaidP | [E appointm... | @) N2 1238 Ph

Figure 3: “Correspondence Print Definition” pop-up

3.2  The “From” and “To” dates in the “Date Range” section are used
to indicate which range of dates of appointments you want to print
notices. The “From” and “To” date may be the same date when
printing only one day.

3.3  The“Wait List Reason Code” section is for the user to select a
wait list for which to print a “Wait List Notification” postcard.
Check “Noncertified” or “On Call” to indicate which wait list you
want to print notices for.

3.4  The*“Appointment Type” section is for the user to indicate
what type of appointment(s) you want to print notices for. You
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may check multiple types of appointments or click the “ Select
All” button to check all appointment types.

3.5  The clinic for which you want to print appointment notices is
selected in the “Clinic” section. You may select multiple clinics
or use the “ Select All” button to select all clinics.

3.6 The status of appointments you want to print notices for is entered
in the “Appointment Status” section. You may select multiple
statuses or use the “Select All” button to select all statuses.

4. Click “OK” to process print parameters or “Cancel” to close
the pop-up.

The “Notice” window is shown, with the client, clinic and appointment
information displayed.

# Appointment Scheduler - [AS445R - Generic Notice For All Individual Appointments]
File Edit “iew Window Help

B = |2 stm@i|r «» & 2]

[ Belection ]
B
Harney CHD
752518 J
To the Parent/Guardian of: Iy
Hawk, Winter

Ind. Appt. Engl. Line1
Text Line 2

Hawk, Winter

Hawk, Winter

Friday, August, 23, 2002

09:00 AM : hd
| £ugust 26, 2002 12:42:05 P | State Uzer 03 | Harney CHD

4
Fleady

1:!2‘E'Z‘T'Ulsﬁ‘\z‘:érghglfﬁ'g‘ﬁi‘ﬁm CyCwiNg..| Cacwann.| BT corelwor.| [ Appoint . W NARun 1242PM
Figure 4: “Appointment Notice Letter”

. Use the scroll bar on the right to view all the clients.
. The “First,” “Next,” “Prior” and “Last” icons in the top tool bar
may also be used to scroll through the clients.

+NOTE: If there are no clients who match the criteria entered a message will be
displayed stating no data was found.

5. Click the “Print” icon to print the notices.
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+NOTE: Letters will print on the laser printer selected as the default printer for
the workstation.

+NOTE: The client’s written language will be used as part of the selection criteria
for appointment notices. If you select a Spanish notice only clients whose
primary language is Spanish and who match the other criteria will be displayed
and printed.

6. Exit.

Setting Up The Postcard Printer Table

Before printing appointment postcards in a FLPP environment, you must set up
your Lexmark printer in the Postcard Printer table.

The starting point for this is:
Appointment Scheduler + Tables + Postcard Printers

=l=]x|

File Edit ‘window Help

[#[+- o0 @]: a8

Postcard Printers |

Mame Swstern Identifier Effective Date |  End Date
UTCLINIC (COLUMBIA) LEXMARK 2350 PLUS, WINSPOOL,LPT1: 11j04j2003 0000000
} POSTCARD PRINTER LEXMARK FORMS PRIMTER 4227 PLUS, WINSPOOL, NEC1: 19{17{2003 0f000000

17},
ELVS TEST PRINTER: F50B2-N52-865-QL3 - DHR-TREE 9[0Lj2005  |pOf0g/o000

|5ave | Dctober 20, 2005 031446 PM | Susan Greathouse | Columbia CHD fammnet_tast / famnst

Bt () & B35 || B | B | o] v B | Bove.| [ENHEILBUO s14ry
Figure 5: Postcard Printer Table

1. Type in a name for your Lexmark postcard printer in the first
column under “Name”. It can be something as easy as
“Postcard Printer.”

2. In the column under “ System Identifier”, copy exactly the
name for the Lexmark that appears in the printer settings on
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the desktop. Check with your technical support staff person if
you need further assistance in setting up this printer.

3. Click “Save” and Exit.
+ Note: Do not set the Lexmark printer as your default printer on your workstation.

Printing Bulk Appointment Postcards

The starting point for this section is:
Appointment Scheduler + Outputs

1. Select “Correspondence” from the drop down list.
2. Select “Postcards.”
3. Select the notice you want to print.
3.1 The*“Correspondence Print Definition” pop-up is displayed.

This pop-up is the same for both Letters and Postcards.

i Appointment 5cheduler

File Scheduling Wat List Tables Output “Window  Help

Correspondence Print Definition

[Correspondence Selected D Dalti Range -
Maenenc Natice For AllIndividual Appaintments | ‘ [Date Range: From: 8/26/2002  Ta: Pajzefz002 ‘
_pwait List Reason Code ~[linic

| ‘Wait List Reason Cods | Select | Clinic | Select |
[-CALL WAIT LIST o jarney Health Dept. Tl
ON-CERTIFIED WAIT LIST r aiute Reservation [
Select: All Select All
 pppointment Type | [ Status -
Appointment Type Description | Select | ﬂ | Appointment Status Descripkion | Select |
BV PREGRNANT WOMAN CERTIFICATION I OOKED I
EW CHILD CERTIFICATION il O SHOW -
EV POST PARTUM WOMAN CERTIFICATION [ 'SHOW I
Select Al Select Al
T Cancel

| £ugust 26, 2002 12:38:41 P | State Uzer 03 | Harney CHD

Ready
el cavigposr | BT alect Hodu | CACAWINNTY.. | CHCWINNTA.. | Y Corelwarck..|[EAppointm. . [B) N0 1236 FM

Figure 6: “Correspondence Print Definition” pop-up

3.2  The “From” and “To” dates in the “Date Range” section are used
to indicate which range of dates you want to print notices. The
“From” and “To” date may be the same date when printing only

one day.
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3.3

3.4

3.5

3.6

The “Wait List Reason Code” section is for the user to select a
wait list for which to print a “Wait List Notification” postcard.
Check “Noncertified” or “On Call” to indicate which wait list you
want to print notices for.

The “Appointment Type” section is for the user to indicate
what type of appointment(s) you want to print notices for. You
may check multiple types of appointments or click the “ Select
All” button to check all appointment types.

The clinic for which you want to print appointment notices is
selected in the “ Clinic” section. You may select multiple clinics
or use the “ Select All” button to select all clinics.

The status of appointments you want to print notices for is entered
in the “Appointment Status” section. You may select multiple
statuses or use the “Select All” button to select all statuses.

4, Click “OK” to process print parameters or “Cancel” to close
the pop-up.

The “Notice” window is shown, with the client, clinic and appointment
information displayed.

'-;‘ Appointment Scheduler - [AS470R - Call For An Appointment]
Exit Edit Wigw “windos Help

|| B tmad | r e

’—geleztmn |

Salud WIC Program
PO BOX 66
WOCODBUERI, OF 97071

Please call to make an appointment
$0 you can continue to recieve
WIC services for:

Bring mcome, ID, address, diet

Tofi, Mommy

Phone hours: 9-11am, 3-dpm Q08580 [}3
Call.  (503) 982-2006 Tofis. Motamy

Salud WIC Program 123 MAN

HILLSBORO OF §7124

4l

|Ready

| Dctober 20, 2005 04:16:31 PM | Susan Greathouse | Salud WIC Frogram

st | & @G G || S| B B 5w | B |[Ea GNHED PP P s1sem

Figure 7: “Appointment Notice Postcard”
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+NOTE: If there are no clients who match the criteria entered a message will be
displayed stating no data was found.
5. Click the “Print” icon to print the notices.

6. Select your Postcard Printer from the drop down window.

3% Appointment Schedules - [AS. F =l5|%]
Exit Edit View ‘Window Help

Bl |[B $ BRI 44> M [S

’—Qelectiun |

M674 ﬁl

Multnomah CHD

MID COUNTY WIC
12710 SE DIVISION ST
PORTLAND, OR 97236

Youneed to call for an appointment

of mearmillnat racsime W nark o anth

[€3] 254955 - Select Postcard Printer

elect Printer
Printer: -
Pl DANS MICR TEST PRINTER =

DANS POSTCARD PRIMTER.

ECC-WIC-FI{,NT
C—ECC-WIC-FIRT-Z _] 4
Multnomah CHD |eccwcrron [
MC-WIC-FI-FNT _[PR 97233
al
|Pinks the item | Dectober 20, 2005031851 PM [ Susan Greathouse [ Multnomah CHD Farninet_test / Famnet

Hsan | & @G G || Suov| Wi | E e | K wor| Bsel |[Eap.. [ENHMBRRTUTD aepm
Figure 8: “Select Postcard Printer”

7. Click “OK” to close pop-up and you will get another pop-up
asking if you have loaded postcard stock. Click “OK” and
appointment postcards will print.
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=121 %]
LAY S ]
Belection |
MET4 :I
Multnomah CHD

MID COUNTY WIC

12710 $E DIVISION ST [A543s . Sal
A54955 - Select Postcard Printer - Msg # - 3354 F4

POETLAND, OF. 97236 5
Youneed to call for an appoint F @ Flease nad postcard stock into Fl printer

or you will not recetve WIC nex ——
HERNANDEZ, AMY

I
"y

Please have vour ID number ready. 235701

Call:  (503) 988-3503 HEENANDEZ. AMY
Multnomah CHD 23134 NE HALSEY ST #6
TEOUTDALE OF 97060
l
Prints the item | Dctober 20, 2005 03:25:52 P | Susan Greathouse | Multnomah CHD

Koo | WG| Oy Ew |Evi v |8 e, INHEODHPUTD azmen
Figure 9: “Postcard Stock”

(Practice Activity #1:

The starting point for this section is:
Appointment Scheduler + Outputs

Select “Correspondence” from the drop down list.

Select “Letters” and then select “Notice for Individual Appointments.”
Select “Pick-up Food Instrument” and “Follow-up Type 2.”

Enter the first and last day of the current month as the “From” and “To”
dates.

Select all clinics by clicking the “Select All” button.

Select “Booked” as the status.

Click the “OK” button.

Use the scroll bar to view all clients displayed.

To help save trees — Do not print the notices.

0. Exit the window.

e S

BoOoxo~NOO,

Y Skill Check:

Now that you have learned how to print notices, let’s practice one more time.

You want to send a reminder notice to all pregnant women who have a new
appointment in the next ten days for all clinics in the agency. Do a screen print of
the “Correspondence Print Definition” screen after you have completed it and
only view the “Notice” screen. Be sure to write your name on the screen print
before you turn them in to the instructor.
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Printing Individual Appointment Notices

The starting point for this section is:
Appointment Scheduler + Scheduling + Family Appointment Record

1. Click on the “open file” icon and retrieve a client from the
Client Primary.

2. Click in the “select” box next to the appointment to select the
individual appointment for which you want to print an
appointment notice.
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## Appointment Scheduler - [A52405 - Family Appointments]

Eile Edit “indow Help

EEEECIEE

Selection |
WIC ID: J0521507-01  Name: [Tofu, Max Risk: [ Language: [ Time Pref.: DOW: ‘
~[Pending Requests
cinic| WwICID |Month Appj Tapic Group/ |Tlme pow | Intr |Language | Auto | Ref [select WICID Select
Type Class Pref Schd |used
0521507-01
b |z [oszisor-or frar e [ fres [ u » L

(reste REqUEST Findlnpt:
Find Bepaintment | [y Request | e ey e Lo
[ Client i |

Clinic|  wICD | Appt | start | Appt Topic Group | Intrl Lang | mal | Status | Actual |Select
Date Time | Type Class Code Staff
Moz poszisor-or firzseaoz firasam fE | [ [ Br ek [ - &

Reschedule | CancelfRe-schedule Hstary |
| Ready

| Mowerber 25, 2002 03:37:48 FM | Susan Greathause

| Salud Medical Center
iﬂStall”J 3 Groupwise | [ Microsoft . | BE wiardPerfe | SeleclMod..l

B Anpointm_ B N z3en
Figure 10: “* Family Appointment Record”

3. Click on the Fast Path icon and select the type of individual

correspondence you want to send.

. You can select an individual appointment, a group education or a
group screening, but you can only put one participant
name per letter using this procedure.

You cannot print individual postcards from this function.
Postcards can only be batch printed.

-';fv"Appnintmenl Scheduler - [A52405 - Family Appointments]

File Edit i Help

B+ - [c@ & sb@|s 7

Selection |
WIC ID: J05Z1507-01  Name: [Tofu, Max Risk: [

Language: [ Time Pref.: DOW: ‘

—[Pending Requests

]
Clin\cl WIC ID Monthl Appt Tupicl Groupf Time DOWlIntrlLanguage Auto | Ref Tﬂ WICID Select
Type Class Pref Srhi | el
I 3 e o e P00 - Pt Pt m [ AT
—|Fast Path Dptions [ E—
J_ Destination I;I
JEnru\lment
__ |Fiatice For Group(GE) Class Appointmerts ||
EindAJp\gmtment | oty Fequse: | otice For Group(GE) Class Appointments(Spanishy ;uwn o —_—
I — ] otice: For Group(GS) Code Appointrents —I‘
Clinic|  wICID Appt starl otice For Group(GS] Cods Appaintments(Spanish) b | mal | status | Actual |Select
| Date | Time Jﬁutice for Individual Appointments Cods Staff
pJpz posztsoz-or fiizsmone [itis/ | |Fiotice for Individual Appointments(Spanisn) Fe e [l =l ¥
=]
&=

Rescheduls | Cancelffe-schedule Histary |

| Open Fast Path window

| Mowember 25, 2002 0338:23 PM | Susan Greathouss

| Salud Medical Center
histan|| | Wooupwise | WMisioson . | BT wordPerte. . | B Select Mod..|

E3 Appointm... Hm
Figure 11: “Fast Path” for Appointment Notices
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Click on correspondence type and the system will retrieve the
information and display the selected appointment correspondence.

If the information is correct, press the print icon and print the notice. This
will return you to the Family Appointment Record.

Practice Activity #2

The starting point for this section is:

N

Nookow

Appointment Scheduler + Family Appointment Record

Select the Client from your K Activity Sheet.

Select the booked appointment from the “Client Appointments” section of
the screen.

Click on “Fast Path” icon.

Click on “Notice for Individual Appointment”.

View the appointment notice.

To help save trees — Do not print the notice.

Exit the window.

N Notes:
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