Flu Appointment Cross
ReferenceSearch

Stepby-Step User Guide

Find patients that require a flu vaccination and cross reference them against those that have
already made a future appointmenin Vision 3

Instructions for Microsoft Office 208

Revised18/08/2007
Written by: Bradley Sieve (INPS Trainer)
Website: http://www.tailormadeit.co.uk/vision.htm

Email: bradley@tailormadeit.co.uk

This document ha been written by Bradley Sieve personallyTherefore INPS have not reviewed the
contents, if there are any issues please contact reectly by email: bradley@tailormadeit.co.uk



http://www.tailormadeit.co.uk/vision.htm
mailto:bradley@tailormadeit.co.uk
mailto:bradley@tailormadeit.co.uk

Flu Appointment  Cross Reference Search

Table of Contents

Flu Appointment Search Information ...t . e 2
Setting up the Vision Search ...t e e
RUNTE SEAICH it e eeree e s e e

MICIOSOft EXCEl oot ettt e e eeee e aeaa 4
Importing Vision  Search Data ........cccccccccveiiiiiiiiiis v areeeeeeeean 4
Importing Appointment Data ..o s eeenareee s 9
Excel formula to find appointments for patients ... e 14

Yo 0 E=T 0 1 AT o] o ST S ... 16
Mail Merge Template LEeter . irirrrrrrr e neeees vrerera, 16

Flu Appointment Search Information

This step -by-step guide will demonstrate how to produce a list of patients who have not
booked an appointment for their flu vaccination in Vision and show how to create a malil
merge letter for those with no appointment using Microsoft Word and Excel 200 3.

This guide presumes that you have read the step -by-step user guide in A $tting up your
workstation to import data from Vision into Microsoft Excel 20030 (as the FoxPro driver
and Microsoft Query must be installed) and you are familiar with basic Vision searches
and Microsoft Word and Excel

The instructions shown in this document are for those patients aged 65 and over , using
an ad -hoc search. However, you may use a group from clinical audit and import it into
an ad -hoc search as well

You may also wish to run another search for those patients over 6m and under 65y in
one or more risk categories or use an audit group . However as the search criteria will be
the only difference it has not been written into this user guide.

The process does not include special appointments, as these are free text appointments
and cannot be cross referenced against the patient list extracted from the Vision search.
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Flu Appointment

Settin g up the Vision Search

Please feel free to vary the criteria

requirements
require a flu vaccination.

of the search

show below to suit your specific
. The main objective of this search is to produce a list of patients that will

. SEARCHE FlurVaceination List - Patients over 65 years

File Edit Maintenance Help

Search Input
Group Input:

Report Output| S

Group Output:

Search Details  Selections

Add Entity |

Search Details
qﬁ Patient Details
Date of Birth
Lls Befare T-65p (INC)
Registration status
|z Equal To Applied
|z Equal To Permanent

|
Report Details Add E@
Report Details

Patient Details [Al)

Address [4ll)

Allergy and Intolerance non diug [Norne]

Allergy and Intolerance non drug [Exclude)

Read code for allergy
Of Type SMBB8000  Egg allergy

Of Type SMEE100  Egg protein allergy

(| Criteria haz been entered against this entity

Do you wish to include patients if a
match is found on any entity, or only if
matches are found on all selected ("
entities.

Save |

Save Az |

Select From Group:

[P=r&dditional Patient D ata oK

X
[ ]
oo |

Help

Commurication numbers
B Other identfiers
V1 [Bm Consultation
(B Froblerns
Therapy
Immunisations
Recall: and Reviews
Referals and Requests
&l other Clinical D ata
Test Data
los Data

AN

Allergy and'Intolerance non drug 1

Include or Exclude

Do pou wizh to include o exclude patients matching the criteria,
7 Include
* Exclude

[ Exclude patients with na records for this entity

T — Hel

The example shows those

patients that require a flu vaccination. |

drug entity has been used

Points to Note:

Search Details:

patients with an allergy to egg will be removed from the list of

t presumes that

the Allergy and Intolerence non

to record this data, please amend the search as nessassary if
you record t his information elsewhere.

e You may prefer to use an exact Date of Birth instead of the formula shown above

e Allergy and Intolerance non drug entity has (Exclude). This is done by right

mouse clicking on this entity and
(as shown above)

the tick mark

Report Details:

e The Address entity has been added to the Report Details ONLY

selecting Options

select Exclude and remove

(as shown above)

e The Allergy and Intolerance non drug entity in Report Details has been set to

(None).
None

e Report Output is set to Export Data (DBF File)

This is done by right mouse clicking on this entity and selecting Options

bradley@tailormadeit.co.uk
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Run the Search
When you click Run, you will be asked for a location to save the data, accept the default
location (unless you w  ant to use a different folder) and remember the folder location.

Which will normally be C:  \Extract or P: \Extract \ <usernumber>.<logon initials>

Duwnluad T
Select extract directorny:
ot

ok | Cancel | Help |

Click OK to start the search

Note: Please be patient as this may take sometime depending on the size of you pat ient
list. This is because it also has to extract all the patient address details as well

The search is finished when the mouse pointer returns back to an arrow and not the
hourglass, when hovered over the search window.

Once complete you may close the se arch and open Microsoft Excel

Microsoft Excel

As mentioned at the beginning of this guide, the workstation must be set up once to

import Vision data into Excel, if you have not done this please read the instructions

iSetting up your wor Hasatf @mn Vigom intb Micrasaft fxcel 200 30 whi ch
can be found at  http://www.tailormadeit.co.uk/downloads.htm under the heading:
Exporting Search and Reports to Excel

Note: if you are on the INPS Vi sion Enterprise solution (remote server), the relevant files
will already be installed.

Importing Vision Search Data
1. Click the cell A1, to set the focus.
2. Clicifthe Data tab > | mport External Data > New Database QL

@_] File EMit ‘Yiew Insert Format Tools || Data | [window  Help

DEHR SR T E| % Bzl oot i @ @ * il
Al - A Filker »
c D Subtotals... | J

Validation. ..
Text to Columns...

[id| PpivotTable and PivotChart Report...

| Impart External Data 3 | Import Data, ..

List:

-

“ML

-

B
(G Mew Web Query...
et

Mew Database Quety...

¥

=== A N B
m
m
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3. Highlight #nAViDsauaalb aFscexoPrion the I ist, click OK buttoc
Choose Data Soarce 'E'
Databases | Queries | OLAP Cubes | ok
<Mew Data Sourcer
dBASE Files” Cancel
E el Filesz®
M5 Access Database® Erowse...

Yizio [ atabase 5amples®
Yizual FosPro D atabaze®

Options...

Yizual FoxPro D atabaze®
Wizual FoxPro Tables® Delete
Wizual FoxPro Tables”

duas

@l v Use the Queny Wizard to creatededit queriss

4. Either type the path of the folder location or use the Browse button to locate the

folder where the Vision search data has been saved, as mentio ned earlier in AR
t he S e dNot:Hee Table directory should be selected)
Conhigure’ Connection 'E'

D atabaze ype

7 Wizual FoPro databasze [DBC) [ﬁ' Free Table directony }

i

Cancel
Help
Path:
qIE:'\EHtract Browsze. . | Optioney > |
5. Click OK button to display the source data in the Query Wizard
(Note: if you cannot see the exact same table s shown below , you have entered
the wrong path . You may see more tables in the list , but these two are the

important tables  for our current query )

Ouery Wizand - Choose Columns

What columns of data do you want toinclude in your queny?
Available tables and columns: Columnz in pour query:

patient

s

<<

Previesw of data in zelected column:

@l Prewview Mow Options... ¢ Back et = | Cancel I
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Search

Note : that if you see this message when clicking the OK button
The folder cannot be found: either check your spelling or use the browse button

Vistal Foxpro ODBCDriver

X

Irvalid free table directary specification

6. Expand the
7. Then double -click Apat _tiid,l e,
across to the right window, as shown below.

ipat i éwndickingtoratbelplas +fsign) s t
fornamel,

s 50 that they jampd
(Note: pat_id must be the first

entry in the list

) use the up/down arrows to change the order of your sejections

II:l_uner‘yr Wizard - 'Choose Columns W
What columns of data do pou want ta include in yaur quens?
Available tables and column: Colurnng in pour query: “l

sl |
HJ

+ newadd
- patient
address_id

f_code <4 dab
forenamez

soundname

dha M

Preview of data in zelected column:

forenamel
sUrname

@ Preview Mow Optionz... | Mewt > | Cancel
8. Now expand fi n e doabled®| i tcdk
|l ocal _name, town_name,

the right window. These will be needed

efinnbey Bouse_no, road_name,

for the letter mail merge later

(Note: you do not need to add pat_id from this table)

lZZl_u»zr:qr Wizand™- Choose Colomns

What columns of data do pou want toinclude in pour quen?

Available tables and columns:

Columnz in pour query:

x

Previesw of data in zelected column:

@ Preview Haw

Optians...

= newadd @ s pat_id - J
at_id title
e farenarme1 J
category sUrname
county_ham M dab
countiy_na hiouge_name
i hiouse_no -
=1 _natient M road_name M

Cancel

| Mext = |
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9. Click Next button

10. A warning message will be displayed, because you have selected fields from two
or more different tables and Excel does not know what the unique item is in each
table that will join the data.

Microsoft ueny

N

tables manually in Microsoft Query by dragging the fields to join between the tables.

The Query YWizard can not continue because it can not join the tables in your query. You must join the

Cancel
11. Click OK and Microsoft Query will open
== Microsoft Query’ : E @
Eile Edit W¥ew Formab Table Criteria Records ‘window Help
RS
*w'Query from Visual FoxPro Database
newadd patient
-~ ~
category | faccept
countiy_na 3 acceptance
county_nam address_id
house_name admin_note
house_na [" amend [
| | patid | title f | doh [ house_name | house no | oad_name | local «
| p | Mrs Diana Robinson 20/04/1328 Church &pproach Garforth
| |23 Mrs Lucy Herbert 16/01/1932 2 Church &pproach Garforth
| |37 et John Kiely 19/10/1924 22 Church Approach Garforth
| 127 et Simon Brown 07/05/1328 22 Church Approach Garforth
| [128 trs Agatha Wright 26/08/1923 22 Church &pproach Gartarth
| [130 b Michael Glass 0371141919 22 Church &pproach Gartarth
| 13 et Allan Wilsan 03/02/1935 22 Church Approach Garforth =
| 133 bt Ronald Claxton 11/04/1831 22 Church &pproach Garfarth
| |138 Mre Agnes Wwright 21/05/1938 22 Church &pproach Garfarth
| |14 rz Reita Crowther 19/06/1925 22 Church Approach Gartorth
| |153 s Diane Rabinzan 01/03/1938 22 Church Approach Gartorth
| |185 r Eric Perking 21/0441933 22 Church Approach Gartarth
| 190 r Jokn Kurunadalingam 121121929 22 Church Approach Gartarth
| 194 rz Dinah Robinzon 10/01/1938 22 Church Approach Gartarth
| 199 r Diesmand Robinsan 02111929 2 Church Approach Gartarth
I rs Dipti Robinsan 07/06/1927 2 Church Approach Gartarth
| | 268 Mr Anthony Walton 27/08/1934 2 Church Approach Gartarth
| | 269 Mrs Serina Burrow 22/09/1937 2 Church Approach Gartarth
| |352 Mrs Violet Atkingan 30/09/1940 2 Church Approach Gartarth
| |355 Mr Danald Robertzan 07/05/1927 2 Church Approach Gartarth
| |368 Mr Michael Gill 30/06/1936 2 Church Approach Gartarth
| |370 Mrs Angela White 24/06/1932 2 Church Approach Gartarth
| |378 Sir Sean Burtan 10/09/1941 2 Church Approach Gartarth
| |39% Mr John Larnbert 21/08/1928 22 Church &Approach Gartarth
| |402 Mr Michael Gilfillar 15101941 22 Church &Approach Gartarth
| 413 Mrs Vivienne Aston 194121919 22 Church &Approach Gartarth
| |442 b Michael Gilchrist 19/08/1327 22 Church &pproach Garforth
| |455 s Doreen Roach 21/03/1932 22 Church &pproach Garforth
| |456 b Jak M arshall 29/11/1923 22 Church &pproach Garforth
| |457 s Manprest Hayle 10/08/1928 22 Church &pproach Garforth
| [453 Miss Janette Lord 21/m /1922 22 Church &pproach Garforth a
FES b =3 Clad 0209 1 aac Clovele o G,
Drag field from one table to related field in anather | MUM

above the columns
Afpatiento.
ocate fApat _i

12. Two tables are shown
finewaddodo and
| i st and |

Table Criteria Records

13. Then drag one pat_id across into the
other table and drop it on the other

pat_id .

If you have done this correctly a thin line
will join the two items between
as shown

newadd

houze_name [4'\
ocal_name

pat_id

pdz_id

postoode

pref_pharm
prescribe [
pres_dob
prev_fhza

title | forena

Diana

bradley@tailormadeit.co.uk Page 7 of 18
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14. This has now sorted all the data from the two tables and aligned the correct

address fields to the patient details.

15. Click the File menu and Return Data to Microsoft Excel

‘== MiCrosoft Query
FIEM Edt View Format Table Criteria Records indow Help

Mew. ..

=] BE) [

Open...
Close
Save

Save As...

Table Definition, ..
Exerute SQL...

Cancel and Return to Microsoft Office Excel
b Office Excel

Return Data to Microso

surname

[

pat_id | title [ forenamel [
[AE] Mrs Diana
29 Mrs Lucy Herbert

Kial

Robinsan

16. Click OK button (as shown below)to paste the contents in the top most corner of
the spreadsheet
Impu rtData ]
where do wou want to put the data?
(%) Existing worksheet:
%
() Mew workshest
i3] Create a PivotTable report. ..
You now have a list of all patients over 65 years with their address details
o O

bradley@tailormadeit.co.uk
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Importing Appointment Data

1. Click Sheet 2 tab located at the bottom of the workbook
™

n v
Ju v onfy sheegl1 }.Sheet2 / Shfeta / 121 m I MJL
Ready UM

2. Clickthe Data tab > Import External Data > New Database Que ryée

E1"Microsoft Excel - Booki

File Edit Yew Insert Format Tools E‘ Wwindow  Help
DEEHR @@ TE & =zl = e B oo
Al = & Filter 3
A [ =] [ c [ D Subtotals,.. | I | J |

; ] Validation. ..

| 3 | Text to Columns...

% [id] PivatTable and PivotChart Repart...

T | Impart External Data >| é Import Data, ..

1 7 | Lisk 4 & Mew Web Guery...

% HML * | 3 mMew Database Query...
ﬂ ¥

| 11 ] ¥
3. Highlight #AVisual FoxPro Databaseo in the |i st

Choose [ata Source

I

Databases | Dueriesl OLAP I:ul:uesl ak,
<Mew Data Sourcer

dEASE Files® Cancel
E el Filesz®

M5 Access Databaze® Browse...

Yizio [ atabase 5amples®
Yizual FosPro D atabaze®
Yizual FoxPro D atabaze®
Yizual FosPro T ables® Delete
Yizual FouPro T ables” —

Options...

duas

@l ¥ Use the Queny Wizard to create/edit queriss

4. Eithertype 0 p\0 itha path text box (as shown below) or use the Browse button
to locate the P:\ drive (Note: Free Table directory should be selected)

Configure Connection X

D atabaze type

a

7 Wizual ForPro databasze [DBC) [ {* Free Table directony } Cancel

Help

i

Path:

*lp:'x Browse... | Optionzs > |

5. Click OK button
[ )

bradley @tailormadeit.co.uk Page 9 of 18 www.tailormadeit.co.uk/vision.htm
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6. This will now display all the Vision databases; Scroll down to the SLOTAPP table

Query Wizard - Choose Columns 1

Wwhat columnz af data do you want to include in wour querny?

Awailable tables and columng: LColumnz in pour query:

‘ - zlotapp [A] pat |
checkzum —

auditflag J

audited <

operat_id
spzdate
aushirne [v]

Preview of data in zelected column:

@ Preview Mow | Dptions. . | | Mewt » | Cancel

7. Expand #fAsl ot dhy glaking @ ke elus + sign) and double click each
required field so that it jumps across to the right window, as shown above.
(Note: pat_id must be the first entry in the list ) use the up/down arrows to
change the order of your selections
Note:
. pat_label = Patient details
. slotdate & time = Appointment Date and Time
. staff_id = Book Owner
. count = Appointment (1 = Booked)
8. Click Next
The appointment  data is much to big to import into excel as a whole , therefore we are

only going to import a specific date period and only appointments slots that have been
filled by a patient name.

9. Highlight fAslotdated and select Ais goapemawher t han
list, then type in the date period in reverse as shown below: (YYYYMMDD)

Ouery Wizand - FilterData

Filter the data to specify which rows o include in waur quen.
If wau dan't want ba filker the data, chick Mext.

LCalumt to filker: Only include rows where:
zlotdate

pat_id

l Eat bl |is areater than or equal tuﬂ |2EIEI?DSEI'I . ﬂ
time (o And O 0Or
shaff_id
count | j | J
i i
| = =
f'“

~

@ < Back | Mewt » | Cancel |
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10.Now highlight #Acount o,

select fAequal so and

Query Wizard' - Filter Data 1

Filter the data to specify which rows o include in waur quen.
If wau dan't want ba filker the data, chick Mext.

LCalumt to filker: Only include rows where:

pat_id count

pat_label |equals ﬂ |'|| ﬂ
tlotdate

Hime ¢ and O 0Or

| zkaff id | j |
T ('“

=]

=]

@ < Back | Mewt » | Cancel |

If you have used a specific book owner/ clinic in your appointment system to record all
the flu appoin tments under , you may want to enter the Alias name in the staff_id to help
define you data further. However this is not mandatory as we can filter i t out once the

data is in Excel. Alternatively, you [ Appointment Book Owners ]

may wish to search all future
appo|ntments for these par t|cu|ar Owner's Mame Alias Status Week[s] LastDate
. . . . ALISOM HILL AH Active 20 11/06/2006 |
patients, in which case skip the ASTHMA CLINIC WSTH  Active 52 21/m /2007
staff_id step. DAVID EURTON DB Active 20 10642005 | —
DISBETIC CLINIC “DIAE Active 52 21,2007
If you want to find the Alias name EILEEN CHESMUT EC Active 20 11062006
. FLU CLIMIC Active E 01,/01/1934
from your appointment system, YNE BURNS I 20 11/06/2006
click the Maintenance menu and IOHE BT LIETER: 1h4 i et} 11 MEAO0E
select Book Owners as shown Add Staff | Add Clinic ‘ / Edit ‘ H—lg'm
below:
v Digplay Active Dwners%ﬂy

BN

11.Hi ghl i ght Astaff _ido, s

ect Aequdaws o and

Cl_u»er‘_ml Wizard = Filter Data

Filter the data to specify which rows to include in vour quen.
If you don't want ta filker the data, click Mest.

Caolurnn ta filter: Only include raws where:
- ztaff_id

pat_id

pat_label | equals j “FLU ﬂ

glotdate

time (¢ And O Or

staft id |

count | j | J
i {

| = =

i {

@ < Back | Mext > | Cancel |

bradley@tailormadeit.co.uk Page 11 of 18
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12. Click Next button
13.Sel ect fApat _ido frAseendingeordeort | i st in

(Note: this is an important step , SO please do not skip it otherwise the
procedure will not work)

Query Wizand'=Sort Order :z!

Specify how vau want pour data sorted.
If wau dan't want ko zort the data, click Hest.

Sort by
@ pocendin (g
13l I e

" Descending

Then by
I  fzcending

= Descending

Then by
I LI  fzcending
 Descending

-
@I ¢ Back I Mewt > I Cancel |

14. Click Next button

Qoery Wizard™=Fimsh :z:

Wwhat would you like to do nest?
‘ & Retum Data to Microsoft Office Exeel Save Quen... |

" View data or edit queny in Microsoft Query

@l < Back I Finizh I Cancel |
15. Click Finish button to Return the data to Microsoft Office Excel

16. Click OK button (as shown below)to paste the contents in the top most corner of
the spreadsheet

X|

Import Data

—!
‘here do you want to put the data?
(%) Existing workshest:
ST
) Mew worksheet

[ig] create a PivotTable report...

Parameters. .. Edit Query, ..

bradley @tailormadeit.co.uk Page 12 of 18 www.tailormadeit.co.uk/vision.htm
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The appointment data is now
into a recognised number format that Excel can read, as the F
text.

any number in

17.Hi ghl i ght

&1 Fle Edt Wiew Insert Format Tools Data  Window  Help
DEHRISLAVE $RBR-F9- 2 z-3ilEoe aral
F4 - A1
A B c D] E F G H |

1 |patiid pat_label slotdate time staff_id coujt

2 194 |ROBINSON DIMAH 10/01/1938 20070320 930 “FLU

3 1284 HARRIS MARIA 04/04/1941 20070920 905 “FLU
4| 1577 KERR JOHN 090211941 20070920 | 945 “FLU

5 1760 SCOTT DAVID 26/05/1939 20070920 915 “FLU

B 1816 BOWERS STEVEN 15/01/1938 20070920 935 "FLU

7 1963 CLARKSON RORY 30/01/1937 20070920 | 1305 "FLU B rose

[ 2332 | JOWETT JOYCE 14/08/1942 20070920 950 "FLU -

9 2503 | GREEN MAUREEN 120141922 20070920 | 1355 *FLU ROt

10 3514 MOONEY HARPELL 02/01/1934 20070920 | 1330 "FLU Insest...

1 4984 HIRST LINDA 07/01/1930 20070920 | 1345 "FLU oeete

12 5117 BRADLEY STEPHEN 06/04/1940 20070920 910 "FLU [£.58m

13 5863 WROE ADRIENNE 22/01/1934 20070920 1336 *FLU Clear Copfents

14 5875 ROBINSON DIANE 09/01/1939 20070920 920 *FLU [ ——

15 5876 | GREEM MATTHEWY 10/01/1936 20070920 | 1315 *FLU

16 5363 | LUNN JANET 210141837 20070320 1300 *FLU & Format Celk...

17 5986 BACKHOUSE VINGENT 09/01/1937 20070820 | 955 *FLU S Edtcuery...

18 6161 HOAD LILY 26/01/1935 20070320 | 1325 *FLU

19 6250 WILSON ALISOM 17/01/1835 20070320 1320 *FLU ' DataRange Properties...
20 5494 BROOKS SIU 15/02/1933 20070320 940 *FLU

21 7221 BUXBAUM SARAH 10/01/1536 20070320 1310 *FLU ol forreshoete

2 7583 ' WALKER ARTHUR 130341541 20070320 900 *FLU —

n the spreadsheet,
oxPro database stores it as

A® alick nQopy thisaéllu mn (i

18. Click on the A column letter, to highlight the whole pat_id column, then right
mouse click ®asdSmaa edt (AINOT Past e)
£ Microsol 0]
&1 Fle Edt Vew Insert Formak Tools Data  Window  Hslp
DEHR SR VEH $BER-F 9- Qxr-4lillee Aial
A1 - A pat_id
A — C [D[E[F G H |
|1 |pat_id ] slotdate time staff id count
2 1gs - ooy 11011938 20070920 930 "FLU 1
T3 1284 pests 1541 20070920 905 "FLU 1
L4 | 1577 20070920 945 *FLU 1
B 20070920 915 FLU 1
B | 1BIE ;e W01 M358 20070020 935 FLU 1
T 1 pae 011537 20070520 1305 FLU 1
< 1542 20070520 550 FLU 1
9| 2803 @ Cercements ez 20070520 1355 FLU 1
10| 3514 Formarcels..  D201/1934 20070920 1330 FLU 1
I T A1 20070920 1345 FLU 1
2| osur ¢ v |0BaA9A0 20070020 510 °FLU 1
13| eme3 Hide 11111934 20070990 1335 FLU 1
4| B ks 111939 20070920 920 FLU 1
1A ARTR SR e T IM1193R N07NE20 1315 FLL 1
19.Select AMul tiplyo from the Operation section,
( ste’Specid ,
Paste
® al () All using Source theme
) Formulas ) &l except borders
() Yalues () Column widths
) Formats () Formulas and number Formats
() Comments () Walues and number Formats
() validation
Cperation
ONgne
O add O Divide
() subtract
[ kip blarks [ Transpose.
i (414 I ’ Cancel
@
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Excel formula to find appointments for patients

You have now successfully imported all the relevant data into two separate spreadsheets
within the Excel workbook:

e Sheet 1 has all the patients over 65y (that require a flu vaccinatio n)
e Sheet 2 has all the patients that have already booked a future appointment

We now need to cross reference this data:
1. Select Sheet 1 tab

\fﬂ‘ » wl Sheetl Y Sheet2 { Sheetz / I<] Im | MFV

Ready UM

2. Scroll to the | ast column in the spreadsheet and
row headeri.e.row 1l (as shown below ) \

E] Ble Edt Yew Insert Format ook Data  Window  Help

=] Vi %R v z - Ly =
il ~ X/ & =IF(ISERRORVLOOKUP{A:A Sheat2IA:A 1 FALSE)],"N","V")
G

A B c D E F H | J
1 'patiid title forename1 surname dobh house_name house_no road_name local_name
2 24 |Mrs Diana Robinson 20/04/1928 22 Church Approach Garforth Leeds
3 29|Mrs Lucy Herbert 16/01/1932 ] Clarkson View Leeds
4 37 [Mr John Kiely 19/10/1924 19 Grange Avenue Leeds

3. Click into the next cell (row) under Appointment and type in this exact formul
=IF(ISERROR(VLOOKUP(A:A,Sheet2!A:A,1,FALSE)),"N","Y")
(You can just copy the above code and paste it into the cell)

4. You must now drag this formula down to every cell, by moving the mouse pointer
to the bottom right corner of the cell until it changes to a crosshair (+), then hold
down the left mouse button and drag down to the last cell in the range

5. Itwill now display

. Y ifthereisa matching patient appointment
. N ifthereisno appointment
6. Click any cell in the list to un -highlight the appointment column, then c lick the
Data menu > Filter > AutoFilter

] Ble Edt Vew Insert Format Togs | D
DEHR SRQ|VE % GEz & W5 @ 2 e -0 - B I U= B E ey s w0

L2 - /& =IF{ISERROR Fiter Pl | Autofier

A B c Subtotals... H [ J K L M ~
1 pat [=]title [=]forenam{=]sumam Validation, ] A Filt d_name [*]local_name [=]town_nan[~]postcod{=|Appointme[~ l
2 24 Mrs Diana Rabins . R T o urch Approach Garforth Leeds 1525100 [N 1
& 29 Mrs Lucy Herbert Teod to Columns. .. ] Clarkson View Leeds LS62LB N 3

7. Click the Appointment Filter button and select N from the list to only show
patients with no appointment.

Ei"Microsoft Excel=Bool =

] Fle Edt Vew Insert Formak Tooks Data Window Hslp

DNEHR SRIVE| % 2@B-F Q= -4il e e 2| Al -0 - B U EESEE @y o w0 EE
L2 A f =IF{ISERROR{VLOOKUP{A:A Sheat2lA-A 1 FALSE)),"N","V")
A B c (8] E F G H | J K W
1 pat [=]title [z]forenam{=]sumame [=]deb [=]house_name [=]house_i=]road_name [=]local_name [=]town_nan[=]postcod(=|Appointme[~]
2 24 Mrs Diana Raobinson 20041928 22 Church Approach Garfarth Leeds LS26 1| Sort Ascending
3 29 Mrs Lucy Herbert 160141832 [ Clarksan View Leeds LS5 2LE{ 2ort Descending
4 37 My John Kiely 19410/1924 19 Grange Avenue Leeds LS7 4B (any
5] 127 Mr Sirnan Brown 07/05/1928 52 Woodacre Green Bardsey Leeds L317 94 (Top 10...)
3 128 Mrs Agatha Whright 26/08/1929 63 Kingsway Garforth Leeds L1325 1
7 130 Mr Michael Glass 03/11/1819 43 Carr Manar Avenue Leeds LE175Ey Y
8 131 Mr Allan Wilgon 03/02/1935 30 Qak Crescent Garforth Leeds L5285 1PN TH
[ 4 ®
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8. Highlight the
in the image) to view the
will count the header as well)

Flu Appointment

Cross Reference Search

Appoi nt ment

il 14M7/1940 [Flat 3 Quaker Hanse t harks Street

Al A0 hr Frtward Fa
|4« » whSheetl { cheet2 { Sheet3 /

Filter Mode

1«1

( by aslkshownki ng
Count : at the bottom of the spreadsheet (minus 1 as it

: I 1 2
I 529F0 N ] [)UL

Count=594

9. Save your Workbook

keyboard . (Note: Please remember the folder location)

in a f older by clicking the Save button or Ctrl+S on the

Save Ag

My Compuker

[

Iy Mebwork,
Places

Save in: | & VISIoN &I @ -3 ﬁ Xy B3 v Tools -
&3 Applications
! | Bitmaps For Guidelines
Py Recent EiData
Documents [ﬁannIDad
= |- Images For Attachments
L- I Install
Deskbop ) 1es
[ﬁPrngram
< [ Scanned TiF Files

File name: |F|u Mail Merge List|xls

]

I Save I

Save as bype: |Miu:ru:usu:uft Qffice Excel Whorkbook (*,xls)

]

Cancel
|

10. Close the Workbook

bradle:
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Flu Appointment  Cross Reference Search

Microsoft Word

Mail Merge Template Letter
1. Open Microsoft Word

2. If you have a Practice Letterhead document open this now or we will just type the
letter out now

3. Click fiToolso tab > Letters and Mailings > Mail Merge é

(]

4. Select documenttype: Letter s

5. Click Next: Starting document (for the next step)

6. Select fiuse the current
document 0 (click Next: Select
recipient s)

7. Select fiUse an existing list 0o,
and then click the Browse
button to locate the Excel
spreadsheet you saved earlier,
Click Open button
located

8. Highlight: Sheet 1 $, click OK
button
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