DRAMEeRS

Instructions for sending Patient Information on Exact




Set Up and Options

* First set up an email template in Exact

* This message can either be the text of the study’s “Welcome
message” or your own message.

* If you choose your own message, both the study’s “Welcome
message” and the patient information sheet should be included as
attachments

* If you use the “Welcome message” as the text of your email, simply
include the patient information sheet as an attachment.
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Make sure that the documents to be included as attachments have been saved to the
PC that you are working from — not somewhere else on the network. Here, they are

saved to the desktop.
Yours will obviously be called “Patient Information Sheet” etc.
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In Exact, access your list of contacts by opening the Administration drop-down, then

selecting “Contact Lists”
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This will take you to any contact lists that have already been created. To create a new
list click “Create List” at the lower right of the screen, as highlighted above.
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Clicking the menu button circled above will allow you to select your email template
created at the setting up stage.
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You may have called this e.g. “DRAMeRS” or a name that makes sense to you.
In the examples shown, it is called “BC Project”
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Select your email template, and then in the box marked “Description” enter a name
of your choice. In the example shown, the description indicates the date of the week
commencing when the relevant patients’ appointments are scheduled for.
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Enter the appointment dates for which you want to send out the message. Depending
on how many patients you have booked in, and whether you intend to repeat the
process each week etc, you can select dates “to” and “from”. These dates are
inclusive, and so patients booked in on the first and last dates will receive the
message, as will all those in between.
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Leave the check boxes for failed and cancelled appointments UN-TICKED.
Click OK.
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This will generate a contact list. It may take a while if you are not on the server
computer.
Once completed, click “Yes” to view the list.
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A list will appear, and at the bottom right of the screen, contact options will be

displayed. Click the email button as shown.
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Contact by Email

BC Please select a contact method (7]
O Single email

® Multiple email

BC [ Group by family
BC [ Tick as complete when emailed

Leave “Multiple email” checked.

If you want to have names disappear from the list once they have been contacted,
check “Tick as completed when emailed”. This is probably advisable to avoid
duplicate messages.

Another screen will appear which will allow you to limit the people who are to be
contacted. You can click “OK” to include everyone, or use this to exclude people from
the trial if they don’t meet the criteria.
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Click the menu button (circled above) to open your email templates.
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Select the relevant template from the list
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Click OK
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Click “Attach” to browse to the relevant documents. As above, this will either be the
welcome message and the patient information sheet, or only the latter if your email
contains the text of the welcome message already
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Browse to the document)s) you wish to attach.

NB: Exact may default to allowing only pictures to be attached, so when browsing
for the attachments, remember to select “All files” rather than just “Images” when
browsing for the attachment in Windows.
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Select the relevant document(s)
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We hope you will feel able to contribute to this project. To do so please
read the attached information sheet and complete the project consent

Click “Finish”
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