Z' _ C | 3 rlty The Marketing Module

i-Clarity Version 3.3.2

To access the marketing module, click on the yellow arrow on the right-hand side of the module
icons at the bottom of the page.

]
I

This will display a new set of icons.

Click on the new icon called ‘Marketing'.

Uses of the Marketing Module

By default, when you open the marketing module it is set to marketing mode which means it will
only list and communicate with patients that have the appropriate communication preferences.

You will need a marketing communication set up to use the module in marketing mode. (see
page 17)

e |If aletter communication is selected, any patients who have ‘stop all marketing’ will not be

shown in the marketing targets list.

| @ ereting - o

The list of patients who match the filters and
communication preferences are considered
‘Marketing Targets’ and will be listed here.

[0 Mo son 0 M. Soh

e |f an email communication is selected, &
then only patients who have an email B [ D o
with “Yes’ selected to the option ‘Email el
news updates’ will be listed. (Email news | oo -
updates is an option on the front tab of Doemim

Records Selected: 0 You can view a patient record by double-clicking.

Analysis Code: [PLEASE SELECT] v]

. . . . ] Brthday To : wmcmh,
the patient record). Patients with ‘stop all | 2o FoamaomgTagels ™S patans
marketing’ will not be shown in the Do — o

[ Patiort Source: (Exeting Fatert) Clear Marketing Targets Export Marketing Targets I:—]

marketing targets list.
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Email News Updates Yes e

If an SMS communication is selected, then only patients who have a mobile number with ‘Yes’
selected to the option ‘Contact by SMS?’ will be listed (Contact by SMS is an option on the
front tab of the patient record). Patients with ‘stop all marketing’ ticked will not be shown in the

Contact by SM37 Yes w

marketing targets list.

To use the marketing module to send an information communication to all your patients and
ignore the marketing communication preferences then tick the box at the top of the screen
called ‘lgnore Communication Preferences’.

: D Marketing

[ 1 Cazrmh Potiart Mot akacs
Please select a marketing communicatior

Ignnre—CDmmunciatiDn Preferences
|L||:u:|ateu:| Opening Hours (Email) w | Preview

ra

e |f aletter communication is selected, then all patients with an address will be shown in the
marketing targets list.

¢ If an email communication is selected, then patients who have an email address with either
‘Yes’ or ‘No’ selected to the option ‘Email news updates’ will be listed.

e |f an SMS communication is selected, then patients who have a mobile number with either
‘Yes’ or ‘Recall Only’ selected to the option ‘Contact by SMS?” will be listed.

Researching your patient database. You can also use the marketing module to research your
patient database and see how many, and which types of patients fall into different demographic
selections. To ignore all communication preferences and search the patient database tick the
‘Search Patient Database’ box. All patients will be included in the list.

O Marketing
1 ~| Search Patient Database
1 Please select a marketing communication: g e
i Updated Opening Hours {Email Preview
Please choose vour criteria to identifv marketing taroets:
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Selecting a communication

The available marketing communications that can be sent from module are listed in the drop-
down at the top of the screen.

| D Marketing
1"SearciiPatient Databas
[] lgnere Communc stion Preference. Click on the arrow in the
|L||:u:|ateu:| Opening Hours (Email) e : R drop-down to show a list of
available communications

Please select a marketing communication:

Please choose your criteria to identify marketing tangets:

1 s [ 1 sa [

Clicking the ‘Preview’ button next to the drop-down list will show a preview of the
communication that is going to be sent.

: O Marketing

Se-rch Patient Datab
Please select a marketing communication: [] Seare = Fhase

|L||:u:|ateu:| Opening Hours (Email) w | Preview

Flease choose your criteria to identify marketing tangets:

M1 =z u M1 za u
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Filtering the Marketing List

The criteria available down the left-hand side allows you to use your patient demographic

information to create a targeted marketing list.

O Marketing

Please select a marketing communication:

[1 Search Patiert Database
[ Ignore Communciation Preferences

|Updated Opening Hours (Email}

> |

NI T

1 Min. Age

O

[1 Postcode Area

[1 No Eye Exam Since
[1 Has Eye Exam Since
[1 Eye Exam Due From
[1 Eye Exam Due To
[1 No CL Checkup Since
[1 Has CL Prescription
[1 Min. Sph

1 Min. Cyl

] Min. Add

[1 No Recall Since

[1 No Recall Due Before
[1 No Appoirtment After
[ No Appointment Before
[] Min. DOB

[] Max. DOB

[1 Bithday From

[1 Bithday To

[ Fallen Off Recall From
[ Fallen Off Recall To
[ Joined From

[1 Joined To

[ Patient Source

m—

[ Maxne

19 May 2020
19 May 2020
19 May 2020
19 May 2020
19 May 2020
] Max. Sph

[ Max. Cyl

[ Max. Add

19 May 2020
19 May 2020
19 May 2020
19 May 2020
19 May 2020
19 May 2020
19  May

19  May

19  May 2020
19  May 2020
19  May 2020
19  May 2020
(Existing Patient)

Preview

Save
Campaign

Load
Campaign

View Sales /
Analysis
Criteria

Both Ey =

D

Ticking the box next to a criterion will activate it

in the demographic search and allow you to
add a value to the search.

Clicking on the ‘View Sales/Analysis Criteria

button will show more criteria options linked to
sale information and analysis codes.

[] No Eye Exam Since

[[] Has Eye Exam Since
[] Bye Exam Due From

| ] Eye Exam Due To

[! No CL Checkup Since
[] Has CL Prescription

[ wn. Sph

[ mir, cy

[] Min.2dd

[] Mo Marketing Since

[] No Specs Purchased Since
[] Specs Purchased Since

[] Purchased Specs Costing Between

[] Purchased Sunspecs Costing Between

15
13
13

May 2020
May 2020
May 2020
May 2020
May 2020
Max. Sph
Max. Cyl
Max. Add
May 2020
May 2020
May 2020
And
And

[] Purchased Products From Supplier

[] Purchased Products Called

[] Purchased Products From Range

Has these analysis codes:
100% Optical 2018

100% Optical 2015

AlD

Beta Site

BML Rep -CG

Campaign

View Mare
Criteria

Bath Eyes
O
O
O

Has none of these analysis codes:

e 100% Optical 2018
100% Optical 2015
AlD
Beta Site

v BML Rep -CG
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Criteria Details of calculation of criteria

Field name

Postcode Looks for patients whose postcodes start with this value (e.g. CF or CF1)

area

No eye Looks at patients most recent prescription date not counting re-test, non-

exam since | sight-test, and non-sight-test-valid-rx.

Has eye Looks at the patients most recent prescription date not counting re-test, non-

exam since | sight-test, and non-sight-test-valid-rx

Eye exam Looks at the next due date of a patient’s most recent prescription, not

due from counting re-test, non-sight-test, and non-sight-test-valid-rx

Eye exam Looks at the next due date of a patient’s most recent prescription, not

due to counting re-test, non-sight-test, and non-sight-test-valid-rx

No CL Looks at the patient’s most recent CL prescription of any type (unless

check-up created from the trials form and not brought through to CL rx)

since

Has CL Looks at patients with any CL prescription of any type (unless created from

prescription | the trials form and not brought through to CL rx)

Min sph Patient’s most recent prescription not counting re-test, non-sight-test, and
non-sight-test-valid-rx

Max sph Patient’s most recent prescription not counting re-test, non-sight-test, and
non-sight-test-valid-rx

Min cyl Patient’s most recent prescription not counting re-test, non-sight-test, and
non-sight-test-valid-rx

Max cyl Patient’s most recent prescription not counting re-test, non-sight-test, and
non-sight-test-valid-rx

Min add Patient’s most recent prescription not counting re-test, non-sight-test, and
non-sight-test-valid-rx

Max add Patient’s most recent prescription not counting re-test, non-sight-test, and
non-sight-test-valid-rx

No Will only include patients in the list that have not received a marketing

marketing communication since the specified date, looks at the patient communication

since tab and the communications sent and marked as marketing and not part of a
recall scheme

No specs Looks for patients that have not had a transaction with a 'SPECS' reference

purchased since the specified date

since

Specs Looks for patients that have had a transaction with a 'SPECS' reference since

purchased | the specified date

since

Purchased Looks for patients who have had transactions with a 'SPECS' reference that

specs have a value between the amounts entered

costing

between
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appointment
after

Purchased | Looks for patients who have had transactions of a product group of
sunspecs Sunspecs with a value between the amounts entered

costing

between

Purchased | Looks for patients who have transactions of a product that is linked to the
products supplier entered

from

supplier

Purchased Looks for patients who have transactions with a product description
products containing the text entered

called

Purchased | Looks for patients who have transactions of a product where the product
products range contains this text

from range

Has these Looks for patients that have this analysis code selected. If more than one
analysis analysis code is selected in this box, then the patient must have all the codes
codes to be included in the marketing target list.

Has none of | Patient is excluded off the marketing target list if they have any of the
these selected codes assigned.

analysis

codes

No recall No recall communications sent to the patient since the specified date
since

No recall Patient has no unsent recall communications due to go before this date
due before

No Patient has no appointments booked after the entered date. Looking at the

appointment diary for all branches.

No
appointment
before

Patient has no appointments booked before the entered date. Looking at the
appointment diary for all branches

Fallen off Patient's recalls are not stopped, there is no recall communication due to be

recall from sent, the last recall was sent on or after this date, and the patient has no
appointment booked today or in the future

Fallen off Patient's recalls are not stopped, there is no recall communication due to be

recall to sent, the last recall was sent on or before this date, and the patient has no
appointment booked today or in the future

Joined from | Looks for patient records who have a join date (auto created on further
details tab of patient record) after the entered date

Joined to Looks for patient records who have a join date (auto created on further
details tab of patient record) before the entered date

Patient Patient has the selected patient source option selected on their patient

source record (further details tab)
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Once you have selected all your relevant criteria. Click the button ‘Find Marketing Targets’.

Analvais Cnda |[[FLEAY

Find Marketing Targets =

Clicking this button will search your patient database for patients whose demographics fit the
selected criteria.

Once complete the marketing targets will be listed in the box on the right had side and the

number of patients listed will be shown just below.

it Database
Preferences D Name Address Line 1 Postcode ~
=it 3 _ Ben Thomas-Davis 36 Dan Y Bryn Avenue CF15 8AH
2081 Jonathan Khan 9 Bryn Coed CF15 55D
Save 2884 Anna Sommers 10 Plas * Mynach CF5 6HT
Campaian 2886 | Mabon Jones 1 Edward Clarke Close CF15 8GB
Load 2852 Lucy Sykes 5 Windsor Road CF52RW
Campaign 2895 Leo Matthews 15 Ael-Y-Bryn CF18Dd
2527 Joshua McCusker 45 Bryn Derwen CF15 8GA
\iiew Mare 2532 Lity-May Hughes Cheriton CF15 35w
Critetia 2552 Milo King Px Booked via Eyecare Plan CF157PX
2581 Ella Simpkin 18 Station Road CF15 8FL
3036 Jacob Kerswil 1 Regent Gardens CF15 8ET
Both Eyes 3039 Dylan Matthews 84 De Clare Drive CF158GA
[l mz Olivia Kidd 70 Cwrt Pen Y Bryn CF15 3GA
O 3185 Anes Hamy 41 Heol Bemy CF56HR
O 31593 Mia Price st 2, 38 Richmond Road CF15 85w
3237 Brooke Olah 57 Dongola Road CF15 85w
3250 Evan Pughe 16 5t Peters Road CF15 8GA
3263 Hafren McMamara 6 Gilian Road CF15 8FN
3309 Tia Barker 3 Heol ¥ Bort CF159H]
3356 Lilly Rose Chamberlain 67 Hamiet Street CF38 2JH
3365 Imogen Duddridge 22 Clive Road CF15 8AE h
Records Selected: 198 You can view a patient record by double-clicking.
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Append Marketing Targets

Append Marketing Targets

The append marketing targets button allows you to create one marketing target list from two
different sets of criteria.

Select your first set of criteria and click find marketing targets, this will generate a list of patients
who fit the search. Then reselect the criteria for your next search and click append marketing
targets. This will add the new list of patients to the original list, creating one set of marketing
targets to send communications to.

This feature is especially useful when using the analysis code criteria to select patients.

If you are trying to create a target marketing list of patients who have one analysis code OR
another analysis code, you will need to use the append marketing targets button.

This is because if more than one analysis code is selected at the same time when you click find
marketing targets, only the patients who have all these codes assigned to their record will be
listed as marketing targets.

To create a list of marketing targets that have at least one of the required codes assigned to
their record, select one analysis code only, then click find marketing targets.

Then untick your original selection and tick the other analysis code you would like to search,
now click append marketing targets to add the patients from this search to the marketing target
list. You can repeat this process as required.
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Sending Marketing communications

To send the selected communication to the patients in the marketing target list, click the send
communications button.

| @ Marketing - O
Please select a marketing communication: 0 Ignore%‘ofni‘lal::z:ti wer;re[:':::::z -
D Name Address Line 1 Postcode [l
Upcsted Opzning Hours (Enai) V] FIELED » Ben Thomas Davis 36 Dan Y Bryn Avenue CF15 8AH
| Please choose your criteria to identify marketing targets: 2081 Jonathan Khan 9 Bryn Coed CF15950
’ fmnAe o | B Save 2884 | Anna Sommers 10 Plas Y Mynach CF56HT
[ Gender L 2836 Maban Jones 1 Edward Clarke Close CF158GB
| [] Postcode Area Load 2852 Lucy Sykes 5 Windsor Road CF5 2RW
2020 Campaign 2895 Leo Matthews 15 Ael-Y-Bryn CF180J
i ; 2527 | Joshua McCusker 49 Bryn Derwen CF158GA
Selected communication Ve S/ 2932 | Liy Moy Fogres Cporton CrisaoW
. Criteria 2952 Milo King Px Booked via Eyecare Plan CF157PX
[ Eve Bxam Due To 19 May 2020 2981 | Bla Smpkin 18 Station Road CF158FL
[ No CL Checkup Since 19 May 2020 3036 |Jacob Kerswil 1 Regent Gardens CF158ET
[] Has CL Prescription Both Eyes 3039 Dylan Matthews 84 De Clare Drive CF158GA
] Min. Sph [ Max. Sph O 3117 | Olivia Kidd 70 Cwrt Pen Y Biyn CF158GA
] Min.cyl [ Max. Gy O 3185 | Anes Hany 41 Heol Bery CF56HR
] Min. Add ] Max. Add O 3153 Mia Price Flat 2, 38 Richmond Road CF1585W
[] o Recal Since e 3237 Brooke Olah 57 Dongola Road CF15 85W
= 3250 Evan Pughe 16 5t Peters Road CF15 8GA
LRSS 19 May 2020 3268 | Hafren McNamara 6 Giian Road CF158FN
L1 No Appoirtment After 19 May 2020 3309 |Tia Barker 3 Heal ¥ Bort CF155H
] Mo Appaintment Before 19 May 2020 3356 Lily Rose Chamberain 67 Hamiet Street CF38 2JH
[ min. DOB 19 May 2020 3365 |Imogen Duddridge 22 Clive Road CF15 8AE v
D Max. DOB 19 Ma';' 2020 Darnrde Salactad- 108 W moan wioam o r—-ulin-l A I-?- I ol 2
] Bithdar = Analysis Code: |[PLFASESELECT] v|
Oeméa  Marketing Target List — Assign Analysis Code to
[ Fallen ¢ 9 1arg Selected Patients
[] Fallen Off Recal To 19 May 2020
(] Joined From 19 My 2020 Append Marketing Targets Send Communications
] Joined To 19 May 2020
] Patiert Source (Existing Patient) Clear Marke*.1g Targets Export Marketing Targets H

Send Communications
Button

After clicking the ‘send communications’ button the following pop up will appear.

Send Marketing After clicking yes, please wait while i-Clarity sends
the communications or creates the marketing
o Are you sure you want to send these marketing |etter8,
communications?

Both Eyes

Yes Mo

This operation may take a few moments. Please wait while your communication is generated.

T Way 2020

Once complete you will be shown a message to advise the process has been completed.
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Exporting Marketing Targets

The other option to sending communications directly though i-Clarity is to export the marketing
information into a spreadsheet and use this information outside of i-Clarity to send the
communications.

Once you have generated your list of marketing targets click the ‘Export Marketing Targets’
button.

Export Marketing Targets

Once you have clicked the ‘Export Marketing Targets’ button you will be presented with the
following message.

DUl Cyes I

When you send a marketing
communication through i-Clarity it gets
recorded on the communications tab
Do you wish to record marketing communications against .
these patients? This will enable you filker them out of future of the patlent record so that you can
campaigns use the ‘No Marketing Since’ feature
effectively. If you are exporting the list
there is no communication to record,
therefore i-Clarity gives you the option
to record the export so you can still effectively use the No Marketing Since criterion.

Record Communications? *

Yes Ma Cancel

Clicking Yes or No to this message will move you on to the next step.

A windows explorer window will open allowing you to choose a location to save the excel
document and create an appropriate name for your file.

@ saveis X
<« v o |‘:E'| s This PC » Documents v 0 Search Documents =
Organize » MNew folder == - o
s
PSK Codes L Mame Date medified Type Size ~
22 Dropbox Custom Office Templates File folder
) Cyberlink File folder
& OneDrive Development Schedule File folder
~ [ This PC Downloads File folder
“J 3D Objects Expenses File folder
I Desktop Fax File folder
. Marketing File folder
> & D te
£ st My Data Sources File folder
‘ Downloads Mewsletters File folder
J’ Music OneMote Notebooks File folder
&=/ Pictures v Onsite Training File folder he
File name: ~
Save as type: | Excel Files (*.xlsx) ~
» Hide Folders Cancel

Once the excel file has been created it will automatically open for you to view.
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Marketing and Analysis Codes

There is a feature within the marketing module that allows you to assign an analysis code to the
patients listed as marketing targets.

o - o e wa_ Firstly, make sure the analysis code you want
ected: 7 v 2>-cl ! , .
Analysis Code: [IPLEASE SELECT] 7] to assign to the patients is on the system.
larketir g Targets ASSSIQT At"eiij'yslst_Cmtie to Ifit is not, then an anq/yS/s code can be
eiected Fatients added to the system in the maintenance
Marketina Taraets Send Communications module in the ana/y sis code tab.

Once you have created the list of marketing targets using the search criteria in marketing,
select the analysis code you would like to add to their record from the Analysis code drop down.

ected: 5 You can view a patient record by dor’..e-cli
Analysis Code: |[PLEASE SELECT] =] Once selected click the ‘Assign Analysis

_ Assign Analysis Code to Code to Selected Patient’ button, this will

larketing Targets : . . .
Selected Patients assign the analysis code to all the patients
in the marketing target list.

Marketina Taraets Send Communications
Examples/Ideas.

e You could use this feature to categorise your patients into different spectacle spend groups
and then apply an analysis code to their record e.g. Gold Patient, Silver, Bronze. This
analysis code would then be on the front of the patient record to alert i-Clarity users of the
spend level of this patient.

o |f you are sending a lot of communications through the marketing module and you want to
prevent some communications being sent to patients who have had similar marketing but not
prevent all patients from receiving two or more marketing communications, the criteria ‘No
Marketing Since’ maybe too generic.

You can create an analysis code for each of the marketing communications you are sending
in maintenance. Before sending your marketing communication you can apply this related
analysis code to all the patients in the marketing target list.

This means that if required you can prevent patients who have received a specific type of
marketing communication from appearing in the marketing target list of another campaign.

To prevent these patients appearing in the marketing target list, tick the box next to the
analysis code in the box titled ‘Has none of these analysis codes’.

Has none of these analysis codes:

Detailz Updated ]l
Diabetic ]
Different email ]

The Marketing Module v3 3 2001 Last edited: 03 08 2020
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¢ The ‘Has none of these analysis codes’ feature is also useful to prevent sending a duplicate
communication to a patient. For example you may have a communication that you want to
send to a large list of marketing targets but you want to do it in smaller groups over a period
of time rather than all in one go.

Apply an analysis type to all patients listed in the smaller group before sending.

When sending the next small group select the applied analysis type from the ‘Has none of
these analysis codes’ before clicking find marketing targets to ensure you do not send a
duplicate to a patient. Then before sending apply the analysis type to the next group of
patients.

The Marketing Module v3 3 2001 Last edited: 03 08 2020
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Campaigns

A campaign is thought of as a selection of criteria. If you feel there is a certain selection of
criteria that would be useful to use again in the future or on a regular basis then you can save a
campaign. This eliminates the need for manual selection of criteria again in the future.

Saving a Campaign

Once you have selected all the required criteria, click on the ‘Save Campaign’ button.

o Marketing

| ) N [] Search Patient Database
Flease select a marketing communication: W

| |alLstter) v| | Preview

. Please choose your criteria to identify manketing targets:
] Min. Age ] Max. Age Save
0 G Cosr
(] Postcode Area Load
] Mo Eye Exam Since 200 May 2020 Campaign
(] Has Eye Exam Since 20 May 2020 View Sales /
[ Eye Exam Due From 20 May 2020 . Analysis

Criteria

(] Eye Exam Due To 20 May 2020
1 Na €1 Checkun Since W Mo HWYHY

This opens a new save window.

By default, the system is configured for you to save the selected criteria as a new campaign.

sy Type the name of your campaign in the ‘Save

Save Marketing Campaign / aS, ﬂeld

] Save As New Campaign . . ,
Then click on the ‘Save’ button.

MName: |

Or Save As:

Campaign Branch If you would like to update the criteria against
6 Month Follow Up S Series Bristol Eyecare

Summer SunspecSals | Sristol Eyecare an already saved campaign, tick the box next to
the existing campaign and then click ‘save’.

OrSave As: \
Campaign Branch \
& Month Follow Up S Series Bristol Eyecare O
Summer Sunspec Sale Bristol Eyecare

Save || Cancel |

e S S S i ) S S

Save | | Cancel

The Marketing Module v3 3 2001 Last edited: 03 08 2020
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Loading a saved Campaign

To load a saved campaign, click on the ‘Load Campaign’ button.

o Marketing

[] search Patient Database
[] lgnore Communciation Preferences

[a (Letter) v| | Preview |

Please select a marketing communication:

1 Please choose your criteria to identify marketing targets:
] Min. Age [ Max. Age

Save
0 G Coree
] Postcode Area Load
] Mo Eye Exam Since 20 May 2020 Campaign
] Has Eye Exam Since 20 May 2020 View Sales /
] Eye Exam Due From 20 May 2020 _ Analysis
Criteria
] Eye Exam Due To 20 May 2020
1 Na €1 Checkun Since M Mau HWYHY

A load marketing campaign window will open.

Click to highlight the campaign you would like to

Load Marketing Campaign load.

Then click ‘Load’

® Justthis branch
() All branches

his will automatically close the window and select
the relevant criteria on the main marketing form.

& Month Follow Up S Series

Summer Sunspec Sale

You can now continue with the process of creating
a marketing target list by selecting a
communication.

[ Search Patient Database
[ lanere Communciation Preferences

V] | Preven |

Please select a marketing communication:

Please choose vour criteria to identify marketing targets:

Clicking ‘Find Marketing Targets’.

g mm —m

Find Marketing Targets

Then Sending or Exporting communications.

Cancel

J | LW LWL AL [ B LR LY | - |

3 Send Communications

Export Marketing Targets

The Marketing Module v3 3 2001 Last edited: 03 08 2020
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Deleting a saved campaign

To delete a now obsolete saved campaign, click on the save campaign button.

o Marketing

Please select a marketing communication:

[] Search Patient Database

[ lgnore Communciation Preferences

[a (Letter) v| | Preview |

Please choose your criteria to identify marketing targets:

[ Min. Age [ Max. Age Eave

0 o Coen

S

[ Postcode Area ]

[ No Eye Exam Since 20 May 2020 =] Campaign

[] Has Eye Exam Since 20 May 2020 ] View Sales /
Exam Due Fro Analysis

[] Eye Exam Due From 20 May 2020 [ —

[ Eye Exam Due To 20 May 20200 [

1 No €1 Checkun Since n M= WV =]

Then click the delete button on your keyboard.

In the new window that opens, click to
highlight the campaign you would like to
delete. \

Save Marketing Campaign

[] Save As New Campaign

MName: | ‘ |

OrSave As: \

Campaign Branch

6 Month Follow Up S Series Bristol Eyecare

Summer Sunspec Sale Bristol Eyecare E

Save | | Cancel

The Marketing Module v3 3 2001 Last edited: 03 08 2020
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Creating a marketing communication

Marketing communications are set up in the ‘Ad Hoc Comms’ tab of the maintenance module.

| @ Maintenance

Password/Backup Ad Hoc Comms  Adjustment Reasons  Analysis Co

| | Communication

Content

Adding a new communication

Neates

A new communication is added to the ‘Ad Hoc Comms’ tab by completing the bottom line.

JE— [
I cLCan |CL Card doc

L | (L expired letter. [(Lexpredletterdoc | T

]

|t

L U
R 0 |Letter A Banches v | |

Aad | | | |

SRR=RE=RR=RN=N
| I .- | All Branches i |
| 000000 El ] [Bomim ]

Lreate Merge helds lext Fie

Password/Backup v

I

Close

Step 1 Type the communication name e.g. Summer Marketing

Password/Backup Ad Hoc Comms  Adpy ment Reasons Analysis Codes  Analysis Types Appointment Types Barks Branches Brands Cancellation Reasons Collection Methods (4 | *

CLPx Due Linsesa..

CL Wearers Due Lense...

pmmunication Cof ent Notes E’E‘La Mdg Px  Re CL  Pam  Save Type Branch =

» ENEEFIN - ocTrE HTMLPU. Covid-19 H E 0O 0|00 ena v |Al Branches |~
Newsletter < JOCTYPE himl PUBL iCatyNews..| (4 B | O | O | O | O |Emal ~ |IClaitty Users |~
Ortho K EMail 4DOCTYPE HTML PU... maematv.. ] | O O O O | O |Emal | Bistol Eyecare -
Fx Email IDOCTYPE HTML PU.. O O O O/gl 0O ena | Ml Branches v
Spece Ready SV [DOCTYPE HTML PU... ecSatation. | [0 M | 0O | O O [ |Emai | Al Branches v
Specs Ready Varfoc... | <IDOCTYPE HTML PL... pere<sabt.. | 0 M O 0O | 0O O |Email ~ | Al Branches v
.Te-leL .c'DOCTYPE HTML PU [ | [ O | 1 O [ O | O [ [0 |Email ~ | Al Branches v
Xmas 16 Gfts dod§ Xmas 16Gfs |UptoS0%of.. | B4 | OO0 O 0O | O | O |Emal ~ | Al Branches
¥mas 16 sunglass LF | fhikh for LP patients | ddkgm M O O O O 0O |cnal ~ | All Branches
a Test Letter M| O O 0O 0O O |teter * | Al Branches
Avery 21 Labels | Avery 21 Labels docx g0 0 0O 00 et v MBranches v
Bupa Old Format BUPA Old Format doc O O O O O & |eter | Al Branches v
Bupa Referal BUPA docx L T e Y e [N s N e S o R C LSS i
Bupa report CEC BUPAdoc .
s o s Step 2 This is where you enter the content of the
CL expired lete CL expred letter doc communication, either the file name for a letter, or
CL front cover CEC CL Bx Front Page docx

the content of the text or email. Leave this blank

CL Px Due | nses C

CL Wearers Due Lense

until after you have added the new communication

CL Rx Patient CL Rx.docx
Add
Create Merge Fields Text File
Ad Hoc Comms w

The Marketing Module v3 3 2 001
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Password/Backup Ad Hoc Comms  Adustment Reasons Analysis Codes  Analysis Types Appontment Types Banks Branches Brands Cancellation Reasons Collection Methods (€ 4| *

Spmmunication Content Notes g["bﬂd CL  Pit Save Type Branch 2

» ADOCTYPE HTML PU.. Covid-19 Emai | Al Branches v
Newsletter ADOCTYPE htmi PUBL i-Clarty News Email o |IClaty Usens |~
Ortho K EMail <IDOCTYPE HTML PU.... An Atemativ... Email ~ |Brstol Eyecare v
R Emal ADOCTYPE HTML PU Email v|MBonches |~
|Specs Ready SV | <IDOCTYPE HTML PU... <<Saltation... Emal v|MBanches |~
Specs Ready Varfoc... | ADOCTYPE HTML PU... Dear <<Sak.. Emal © MBmnches v
[TemtCL [apocTyPE HTMLPU.. | | Emai v M Branches v
Xmas 16 Gfts dgds ¥mas 16Gfts | Up to 50% of. Emai Ml Branches v
Xmae 16 s imalnes | B ke B e | D o oatimets dﬁkw El'llﬂ s | Al Besmskhas (")
a Letter

Step 3 Select the tick box Step 4 Select the

Ay

O/0ooooojoooooraR oo ?

N0 000oooReEEEROOCODR R §

=SNooooooooooooooooooo| ®

uEDD@DEDDDDDDDDlDDDDDD

DZDDDDDDDDD.DDDDED.DDDD

DHDDDDD.DEED.DDDDED.DDDD
]

& for marketing. Letter communication type
Bu Letter .
5 — from the Qropdown list.
a Letter e.g. Email or SMS or
CL expired |stter CL expired letter doc Letter
CL front cover CEC CL Rx Front Page docx Letter Letter'
CL Px Due Lensesa... |CL Wearers Due Lense .. Letter * | Al Brancnes ~
CL Px Due Lenses C... | CL Wearers Due Lense.. Letter ~ | All Branches w
CL Bx Patient CL Rx.docx [1 letter /| Al Branches - s
Add | | | [ ] J [ 000000 [DocMai V| [MBenches |

Create Merge Fields Text Fie

Close
Step 6 Click Step 5 If the
add. communication is

specific to one
branch you can
select that branch
from the dropdown
list.

After clicking add, the communication will be added to the grid above.

To add the content to your communication, double click on the content box.

Communication
L
Name Cortert Motas

Mewsletter I

Because you have already added the communication with a communication type, double
clicking on the content box will open the applicable window for the content you are adding.
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Adding Email Content

1 Edit Email X L
b
E -
i Email Subject Edit Raw HTML |
0 [Newsletted Add Merge Field L
1 EmailBody o
g B I U = = = Font Color Background Insert - :
t_ E
i Type your email content in this main
i section.
n
; E
Save Cancel Add Merge Field Add Animation

Misc3 Misc4 Misc5 Misc6 Misc7 Occupations Password Protection Patient Sources Price Lookup Product Gid Products Promations Recal Communications

— Edit Email X
Com L Note
12m - ; .
T s R | You can insert merge
5 e e Use e blark merga feld | fields into the main body of
for a single line break 18 . , X
o3 18 I U E B W Fort Coor Backgpound bumt - Al the email by clicking the
124 — I Add Merge Field” button.
12m ((BranchAdd2))
((BranchAdd3)) i H H
Z P I A list of available merge
2e ({BranchEmail)) I : ;
12d Pt i fields will appear.
) ((BranchiD)) —
((Branchinfo)
oo EEmm— Drag and drop the
((BranchPostCode)) i 1 H
o Filsasibiaet required merge fields into
((DateOfBirth)) |
e it the email content.
Prefersy ((Forenames))
Conten ((Gender))
({GOCNa:
" LineTel)
Add Lifinitialiy
Save Cancel Add Merge Field Add Animation
Once complete, click the save button.
The email subject can be typed into this field on the grid.
Communication Email
Name Cortent Motes Gubject Mitg |
Mewsletter
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Adding SMS Content

Specs 12 Month 52 59 3 5

Specs 12 Month 52 5C SMS 150 1 E

Spec= 17 Manik ©3 O sl 1RO k] I <l

Sped 5 Type your text message content in this

Please enter the content or path of this communication . .

Sped - main section.

Spec ! S

Spec H

Spec | 5

Spec 5

| Fa
h Se0ed - You can insert merge
= B fields into the main body of
Select Merge Fiskd oK Cancal ] | the text by clicking the
| . “Select Merge Field”
button.

rby Recall Scheme: 12 months v

A list of available merge
fields will appear.

Double click on the merge

Once complete click the ‘OK’ Button. field to enter it into the text
message content.
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Adding a Letter

If your communication type is a letter, type the file name of the document, including the file
extension, directly into the contents box.

Communication
MName

MNewsletter

Cortent Motes

(If you have not already set up and saved your document please see “word document set up”
below)

You can find the file name by following these steps:

Firstly, Open the file location but do not open the document.

Lhpboard uUrganize New Upen

&= » ThisPC » Documents

MName Date modified
=

Custorn Office Templates
loud Files CyberLink

Development Schedule

Fa Pa

g

Downloads
Expenses
Fax
Marketing /08
My Data Sources 11/12/2019 12:43
MNewsletters
nts OneMote Motebooks
ds Onsite Training
Photos

2
3
3
3
3

s

Postcodes

Pricelists

nght C||Ck on the Recruitment 2
document and select Scanned Documents :

Screencast-0-Matic

properties.

SOL Server Management Studio 11/02/202

EOo RS

Tamp User Docs

User Grown

Fa o

User Guides
Visual Studio 2010
Zoom

E@ Christmas Card Mewsletter.docx
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@ Christrnas Card Newsletter.docx Properties

General Securty Detalls Previous Versions

@ |Christn1as Card Mewsletter.

Type of file:  Microsoft Word Documer ; (.docx)

Opens with: [ Word Change...

Location: C:\Usershchar\Documents
Size: 255 KB (261,325 bytes)
Size on disk: 256 KB (262,144 bytes)

Created: 06 December 2015, 17:02:58
Modified: 11 December 2015, 12:12:.07
Accessed: 11 December 2019, 12:12:07

Attributes: ] Read-only [ Hidden Advan

Cancel

File Name

File Extension

Type the file name followed by the file
extension into the content field of the Ad Hoc
Comms tab in maintenance.

Communication Er
Name Content Notes 5

Ppply

letter test Christmas Card Newsletter docx
|
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Word document set up

Save your word document in your ad hoc folder. You can find out where this is by going to your
branches tab in maintenance:

CL Form Path

Adhoc Communications Path lC:\Tarp\M Hoc Docs\

Recall Communications Path |C‘.\Tm\icaI Letters',

When you have your content for each of your patient letters saved you need to input
“placeholders” in order that the patient’s details will be mail merged into the document. You
need to export a sample mail merge file from i-Clarity to use in your document.

S Step 1 Log in to i-Clarity and go to
the “further details” tab in patient

@ Fatients Records for Bristol Eyecare

e DONOTUSE Patient Communications (1) PatientActivity Further Details Appointments

Selected Analysis Codes Available Analysis Codes re CO rd S .

Diabetic 100% Optical 2018 ~ urmoer ! }
100% Optical 2019
Patient Source (Existing Patient

= Beta Site

BML Rep-CG Occupation

BMLRep-RW NHSN

BML Rep-SM 3 Munnber

BMLRep - SS College Radyr Comprehensive Scho

Business Partner 9° MBS (Redys Compratiénsive Sc
<< Select Classroom Training - 2017 CLs Stopped on

Classroom Training - 2018

Classroom Training - 2019 Ethnicity  Unknown
Remove >> Details Updated

Different email

Director

emrense s Step 2 Click on the “Create
EQP - CT-800/800

seasweno £ cmre - Sample Merge Files” button.

1 EQP - BASE (Toj
Patient |  Spectacle | Document | Create Sampic Sales  Anonymise b
History History History Merge Files Summary Patient
P
Save New Copy Patient
Famiy Fter
2B Move Famy
Lock || Refrsh Delete P
19 9> 9@ IMOG B &
24 \9 . 4 o L Patents
Aopts  Wekin R Dapense Clens PxSde SendMote Cmcal CLMgnt magng  Ovdens
Trrter | | Mewe | 000y
T Eacue 2]

Classroom | raiming - 2018
Classroom Training - 2019 Ethnicity  Unknown
Remove>>  |patails Undated

Complete X

[ Y — o Step 3 Take a note of the file path
—_ — that the file has saved to.

ument | Create Sample Sales Anonymise
story Merge Files Summary Patent
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file ~ Home Insert Design Layout References
Step 5 Click “select R

Use an Existing List.
recipients” then “use existing A2 Choase from Outlook Contacts.
list”.

Create an interactive outline of your document.

It's a great way to keep track of where you are or quickly
move your content around,

I Il Select Data Source

- « 4 T > ThisPC > Windows-SSD (C) > Temp
Organize = Newfolder
= This PC fame

| AdhocMergeields
] AdhocSsmpleMerge
] RecalisampleMerge

¥ 3D Objects
I Desktop

xcel Co,

3/03/2020

223
= Documents ==

¥ Downloads
o Galaxy A5 (21 7.

D Music

Step 7 Select the merge file you
are working on. Either
RecallSampleMerge for recall
letters or AdhocSampleMerge for
ad hoc communication. Then clicik
open.

~| | Ml Data Sources

ds = [ open

File Home Insert Design Layout References Mailings Review View Help
DRRE B B B IR a4
[Exa| & ER £ 2% Mateh Fields =)
. . & Matc
Emvelopes Labels | StartMail  Select Edit Address Greeting Insert Merge -
Merge ~ Recipients v Recipient List Block  Line Field ~ [ check e
Create Start Ml Merge write & patientid Preview Rest
Navigation A Branchid
DateOfBirth
Search documer o v
SchemeName
Headings  Pages  Results
—_ Sumame
Title
Create an interactive outline of your document.
Forend | Merge Fiel
It's & great way 1o keep track of where you are or quickly nsert Mail Merge Field
move your content around, Salutation
To get started, go to the Home tab and apply Heading styles PatAdd1
to the head your de t
o the headings in your documen .
Pathddl
Pathdd4
PatPostcods
BranchAdd1
BranchAdd2
BranchAdd3
BranchAdd4
BranchPostCode
BranchPhone
Branchinfo
IntervalToNext
PositioninScheme
LastVisitCLens
page1of1 owords [ & Accessibility: Good to go -
88 O Type hereto search O H @ n B = U o3 O

You can now save changes to your document.

Document2 - Werd

Mailings

Microsoft Excel Co

Cancel

Wiite & Insert Fields

Step 4 Go to your word document
that contains your letter, click on
“mailings”.

Jiew  View  Help

.

Write & Insert Fields

Step 6 Find the file using the file
path you noted from step 3.

Jreview Resutts A

Preview Results Finish

File Conversion - RecallSampleMerge ? *

Select the encading that makes your document readable.
Text encoding:
(O windows (Defaul) (O Ms-DOs @) Other encoding: | Turkish pwindows) 1

Ukrainian (Mac)
Unicade
Unicadte (Eig-Endlian)

Step 8 Click OK.

Preyiew:

“atientIa”

“SranchId”

“DateGEBirth" "SchemsName" "Surnam -
"PatAddll
P b

"IntervalToNext”
"Lastvisitclub®

LastVisitClens”
"LastVisitspees" -

oK Cancsl

Step 9 In “mailings” go to “insert
merge fields” and select the field
you want from the list.

B B - FE———

1235
NS E 0 =

™ Focus
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