iFastrack v8.09 Tutorial

Follow-up Letters

This tutorial provides an overview of the iFastrack Letter processing including creating
templates, printing letters, envelopes and labels.
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Follow-up Letters displays a drop down menu for selecting a letter activity. This includes
printing/emailing follow-up letters and envelopes/labels, reprinting past letters/envelopes,
adding/editing letter templates and envelope templates and viewing letters printed by print session.
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The Insurance Follow-up Letters To Be Printed screen contains the list of Vendor Certificates that are non-compliant
and require follow-up letters to be printed or emailed. If a letter has cc copies, these will also be listed for processing.
The print process is in groups of 250 letters. If there are more than 250, go to the next page and process the next
group until all letters have been processed. Printed letters appear on the screen in MS Word format and can be
changed before printing (note that changes are not saved in the PDF history). Emailed letters are sent out immediately
and do not appear on the screen. Be sure to ‘Mark as Printed’ all letters processed or the system will not know the
letters were printed and will continue to display the letters in the list.

V/CC column — V (vendor letter), CC (cc copy of letter).
P/E column — P (print letter), E (Email letter)



Reprint Past Letters/Envelopes
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The Reprint Follow-up Letters screen displays the list of vendor letters already printed. The last
follow-up letter printed/emailed for a Vendor Certificate is saved in PDF format and accessible from
this screen, the Vendor and Insurance Certificate screens and the Print Sessions screen. Letters can
be viewed and printed by clicking the Last Letter PDF file. To re-process a letter, delete it from this
list. The letter will reappear on the main Print Follow-up letters screen.



Letter Templates Screen
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The software comes with a default Letter Template which can be copied and Edited. We recommend
not changing the master default letter, but instead creating a new template by copying the Default
Template (see Add Template). Each Company level and Group can have a unique template.
Templates are in MS Word format and edited using MS Word protocols. Templates can be changed
by adding Mail Merge fields (see User Guide for list of field names), text and graphics. The detail non-
compliance list is computer generated and not available for editing.



Add Letter Template Screen
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Add a new MS Word template by either selecting an existing template saved on the computer via the
Browse box or copying the Default Letter and then editing the copied template. Note that the template
uses specific mail merge words that must match the software names (see User Guide for available
Mail Merge fields). Add/delete Merge fields, add/change/delete text, add graphics, change fonts and
spacing. The template is restricted to one page. The edited template must first be saved to the
desktop and then selected in the Browse box for saving into the iFastrack databases.



Edit Letter Template Screen
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After editing your letter, save your updated Word document onto your workstation and note the saved file name and location.
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Edit a letter template using MS Word. Note the directions listed under the Edit Letters button prior to
clicking the button. Your letter template will be opened in MS Word where you can make your
changes. The template uses specific mail merge words that must match the software names (see
User Guide for available Mail Merge fields). You can add/delete Merge fields, add/change/delete text,
add graphics, change fonts and spacing. The template is restricted to one page.

Save the MS Word template onto your computer first (note the file name and location), then use the
Browse box to locate the template just saved and Save on the iFastrack screen to load into the

software.



Envelope/Label Templates Screen
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The software comes with default Envelope and Label Templates which can be copied and Edited. We
recommend not changing the master default template, but instead creating a new template by
copying the Default Template (see Add Envelope/Label Template). Each Company level can have a
unique template. Templates are in MS Word format and edited using MS Word protocols. Add Mail
Merge fields (see User Guide for list of field names), text and graphics.



Add Envelope/Label Template Screen

|] B ©  AddEnvelope / Label

* Description |

I |[ Browse... |

'C}' Upload New (use Browse to locate)
@' Copy from Default Envelops

{3‘ Copy from Default Label

Add a new MS Word template by either selecting an existing template saved on your computer via
the Browse box or copying the Default Envelope or Label and then editing the copied template. Note
that the template uses specific mail merge words that must match the software names (see User
Guide for available Mail Merge fields). Add/delete Merge fields, add/change/delete text, add graphics,
change fonts and spacing. The template is restricted to one page.



Edit Envelope/Label Template Screen
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After editing your letter, save your updated Word document onto your workstation and note the saved file name and location.
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Edit an envelope/label template using MS Word. Note the directions listed under the Edit Envelope
button prior to clicking the button. The envelope/label template will be opened in MS Word. The
template uses specific mail merge words that must match the software names (see User Guide for
avallable Mail Merge fields). Add/delete Merge fields, add/change/delete text, add graphics, change
fonts and spacing. The template is restricted to one page.

Save the MS Word template on your computer first (note the file name and location), then use the
Br?twse box to locate the template just saved and Save on the iFastrack screen to load into the
software.
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The Print Sessions screen displays each print session including the letters printed in PDF format,
date/time printed and the User who printed the session. Access a Print Session by clicking the PDF
file under the Session Letters column. Note that duplicates of the letter will appear if cc copies were
also printed/emailed.
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