[bookmark: _k856zv6bf6zm]Step 3: Follow-up Instructions
[bookmark: _lzgzbjoiolb2]Sample Follow-up Emails
For larger EMR vendors (Epic, Oracle/Centene, MEDITECH, Allscripts, etc.) or for EMRs not on the specific list below, we recommend using the standard template below: (click to jump to template)
· Standard Follow-up Template
For other, common ambulatory EMR Types: (click link to jump to respective template)
· Amazing Charts
· Aprima
· Athena Health
· DocuTAP
· DrChrono
· eClinicalWorks / eCW
· Elation EHR
· MD Synergy
· NextGen Office
· Office Ally
· Practice Fusion
· Triar Q Health
· Webedoctor
As a reminder, these are the fields Mabel uses to successfully execute alignment campaigns and process SVA responses:

Original Medicare FFS patients seen in the last 24 months
Please upload a .csv or .xls file

· Patient ID (unique identifier assigned by EMR or billing system)
· Patient Name
· Patient Address
· Patient Email
· Patient DOB
· Medicare Beneficiary Identifier (Patient’s 11 digit MBI)
· PCP Name
· PCP NPI


[bookmark: _x77vbx7d08it]

Standard Follow-up Template
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system. Please generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
Original Medicare FFS patients seen in the last 24 months
Please upload a .csv or .xls file

· Patient ID (unique identifier assigned by EMR or billing system)
· Patient Name
· Patient Address
· Patient Email
· Patient DOB
· Medicare Beneficiary Identifier (Patient’s 11 digit MBI)
· PCP Name
· PCP NPI
[bookmark: _xxlandno76wq]
[bookmark: _zhaf3csp1vdm]

[bookmark: _gyahvli3b2mj]AMAZING CHARTS
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
[bookmark: _gguirzuw2wf1]Amazing Charts
Click on the “reports” button at the top of the main page and when that opens you will need to:
· Under category select “demographics”
· Under field select “age in years”
· in the “operator” select >=
· In the value, type in 20 (NOTE: This is because there are some Medicare patients who are less than 65 years old)
· Click Add to criteria

Next:
· Under category select “demographics”
· Under field select “Street Address”
· in operator select “<>”
· Nothing needs to be put in the value and click on add to criteria
 
Next:
· Under category select “demographics”
· Under field select “City”
· in operator select “<>”
· Nothing needs to be put in the value and click on add to criteria
· Now do the same for City, State, and Zip

Next:
· Under category select “demographics”
· Under field select “State”
· in operator select “<>”
· Nothing needs to be put in the value and click on add to criteria

Next:
· Under category select “demographics”
· Under field select “Zip”
· in operator select “<>”
· Nothing needs to be put in the value and click on add to criteria

Next:
· Under Category select “demographics”
· Under field select “email”
· In the operator select “<>”
· Nothing needs to be put in the value and click the added to criteria.
Next:
· Under category select “demographics”
· Under the field select “date of birth”
· In the operator select “>”
· Now in the value you want to type in 01/01/1900
· Then click added to criteria

Next:
· Under category select “demographics”
· Under field select “ insurance”
· In the operator select <>
· Then nothing in the value and then click on the add to criteria button.

Next:
· Under category select “demographics”
· Under the field select “Insurance Policy number”
· In the operator select <>
· Nothing in the value and then click the add to criteria button

Last one
· Under category select “demographics”
· Under field select “preferred Physician”
· In the operator select <>
· Nothing in the value and then click add to criteria

Now you can click “Run Report.” The report will show. At the bottom right, click the box that says “Show All Query Results.” Then look to the right, you can click “Export it.” Please download as a .csv or .xls file and upload to getmabel.com/upload



APRIMA
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
----
Aprima - Patient List Export instructions
1. General Reports > Patients by Insurance
2. Click save button, choose Excel as file format, and upload file to getmabel.com/upload
Notes:
· Mabel will take the whole patient list and filter out only the Medicare FFS patients based on date of birth and insurance type. 
· Please review your Medicare patients before uploading and remove any patients who have moved or passed away.


Athena Health
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
[bookmark: _8h4xqmsnjntg]Athena Health
 
1. Open the Report Builder page: Main Menu > Reports > Report Builder
2. Select Report Type: Patient Demographics, click Next
3. Click Choose Display Columns
4. Search and Choose the following Display Columns (to choose, select each field listed below and click the right arrow to move over to the Selected Display Columns; repeat for all of the fields)
1. Under Patient:
1. Patient ID
2. Patient Name
3. Patient Date of Birth
4. Patient Email
5. Patient Address1
6. Patient Address2
7. Patient City
8. Patient State
9. Patient Zip Code
2. Under Payer
1. Patient Primary Insurance Package Name
2. Patient Primary Insurance Policy ID Number
3. Patient Secondary Insurance Package Name
4. Patient Secondary Insurance Policy ID Number
3. Under Provider
1. Primary Provider
2. Primary Provider NPI Number
5. Click Choose & Set Filters
1. Under Patient:
1. Patient Last Seen Date
1. Relative Date Range:
1. Custom - Beginning 2 Years ending 0 Days Ago
6. Click Run Report
7. Choose Report Format
1. Select Comma Delimited Text (CSV)
2. Check “Hide Report Name”
3. Uncheck all other options (including Show Totals)
8. Click OK
9. Upload to getmabel.com/upload
 

 



DocuTAP
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
DocuTAP

1. Click Reports
2. Click Report Builder
3. Add the following fields:
a. Patient First Name
b. Patient Last Name
c. D.O.B
d. Patient Address
e. Patient Apt
f. Patient City
g. Patient State
h. Patient Zip
i. Payer Name

Notes:
· Mabel will take the whole patient list and filter out only the Medicare FFS patients based on date of birth and insurance type. 
· Please review your Medicare patients before uploading and remove any patients who have moved or passed away.



DrChrono

Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
DrChrono

1. Go to Patients > Patient List
2. In the top right corner of the page, you will see a button that says Export (CSV) please click on it.
3. You will see a confirmation message on the top left, then Navigate to the message center by clicking on the envelope icon.
4. The message will appear in your incoming messages.  Click on it to view the report. 
5. From here you can view/download the CSV file, and upload to getmabel.com/upload

Here are instructions with photos: https://support.drchrono.com/hc/en-us/articles/200031075-Exporting-Patient-Demographics



eClinicalWorks / eCW
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
[bookmark: _9wp49i52v2d]eClinicalWorks / eCW - must have access to EBO Reports
1. [bookmark: _zfdyiku1ac9x]Navigate to EBO Reports and choose “41.01 Patient Demographics report” under the Administrative Section
2. On Right Hand side of screen:
a. Click Payer tab (fourth from right)
i. Filter by: “Medicare” (or however you label Original Medicare in your EMR, such as “Noridian” or “Medicare Part B” etc)
3. [bookmark: _2mxj9m3y4szg]On the left, select a time range (last 24 months)
4. [bookmark: _a8x1d7mkhvi0]On the left, select various fields to add to the report:
a. [bookmark: _z8f49f82m2rn]Patient Basic Info:
i. [bookmark: _xz2fv776swzb]Account Number
ii. [bookmark: _qom139vqgc8]Patient Name
iii. Patient DOB
b. Patient Address Info:
i. [bookmark: _jim1aznu6sfb]Address1, Address2, City, State, Zip
c. Demographic Level Providers
i. Demographic PCP Provider Name
d. Other Patient Info:
i. Patient Language
ii. Patient Deceased Date
e. Patient Email/Web Enabled Info
i. Patient Email
f. Primary Insurance Info
i. Primary Insurance Name
ii. Primary Insurance Subscriber Number
5. Scroll to bottom and click OK to generate report
6. Scroll to top of report bar (above the blue row that says: “41.01 Patient Demographics Report”)
a. Click the HTML button (it looks like a piece of paper with blue HTML on it)
i. Click: View in Excel Options → View in Excel 2007 Data
b. Once it opens save to Downloads (or another place where you can find it to upload it to Mabel via getmabel.com/upload)


Elation EHR
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
[bookmark: _yinbd7cuwk5]Elation EHR
1. Open the Reports page: Main Menu > Reports
2. Select Patient List
3. Filter Patients By:
a. General > Last Seen (select “On or After” and enter a date from 2 years ago (e.g. “11/01/2020”)
4. Click Generate List
5. Check the “Select All” checkbox (it’s the empty checkbox with “0 selected” beside it)
6. Click Download > Download CSV
7. Once your CSV is ready, click Download CSV
8. Upload the CSV file to getmabel.com/upload




MD Synergy
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
[bookmark: _hsd4wzk2yqds]MD Synergy
1. [bookmark: _lgob6hfspbl2]Click “Reports” on left navigation bar
2. Click “Patient Lists” under “PRACTICE MGMT & FINANCIALS”
3. Under Financial Class, de-select all boxes and only select “MCR”
4. Under Payer, de-select all boxes and only select the boxes for “Medicare” or the boxes that represent Original Medicare / Medicare FFS (not Medicare Advantage)
5. Change Appt Date Range to the last 24 months 
6. Click the green button the right that says “Search”
7. Once the report shows, use the dropdown that says “Select a Format” next to the export button to select “Excel.” Then click “Export.”
8. Go to Messages, and click “Report” and you will the Excel file. Download the file and upload it to getmabel.com/upload



NextGen Office
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
NextGen Office 
1. Click Practice Management tab
2. Click Reports
3. For Report Type, select “Demographics”
4. Click Report Name, select “Patient”
5. Click Generate Report
6. Click “CSV” 
7. Upload .csv file to getmabel.com/upload

Notes:
· Mabel will filter out only the Medicare FFS patients based on date of birth and insurance type. 
· Please review your Medicare patients before uploading and remove any patients who have moved or passed away.
· NextGen Enterprise requires submitting a support ticket to customer support.



Office Ally
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
Office Ally

1. Under the "Manage Patients" tab or "Patient Charts" tab, click Reports, then click "Patient List (CSV/Excel Report)"
2. Choose the following:
· Account type = Primary Insured
· Status = Active
· CSV Output Format = Long Record
3. Click Go and then Click "Export to Excel"
4. Upload the .csv file to getmabel.com/upload 

Notes:
· Mabel will take the whole patient list and filter out only the Medicare FFS patients based on date of birth and insurance type. 
· Please review your Medicare patients before uploading and remove any patients who have moved or passed away.

Practice Fusion
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
Practice Fusion
Report #1: Patient List Report
1. Click "Reports" on black navigation bar to left
2. Click "Patient list report" (do *not* use NEW)
3. Click “Start a new query…” and choose “Age” under the dropdown
4. Enter Age >= 20 and click the orange “Run report”
5. Click "Export to CSV" on the upper right hand corner and the file will download
Report #2: Payer Report
1. Click “Reports”
2. Click “Payer Report” 
3. Click on the insurance type that represents "Original Medicare" or "Medicare Fee-for-Service" (this would be how your clinic codes patients who have Original Medicare and are not on an HMO or managed care plan)
4. Click "Export to CSV" on the upper right hand corner and the file will download
Upload both files to getmabel.com/upload
Notes:
· Mabel will merge the two reports and filter out only the Medicare FFS patients based on date of birth and insurance type. 
· Please review your Medicare patients before uploading and remove any patients who have moved or passed away.





Triar Q Health EMR
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
Triar Q Health EMR 
1. Reports > Advanced Reports > Patient List Report
2. Click More
3. Change Dates to be within last 2 years (e.g. 10/01/2020 to 10/01/2022)
4. Select the following boxes:  
· DOB, Pri Ins Plan, Sec Ins Plan
· Address, Address Line 1, Address Line 2, City, State, Zip, Email
· Patient First Name, Middle Name, Last Name
· Please make sure that "Single Row Per Patient" is checked
5. Click Generate Report
6. Click Export and save as .csv file
7. Upload to getmabel.com/upload



Webedoctor
Step 3: Follow-up Email
Subject: <ACO Name> - Medicare List for Voluntary Alignment (<Practice Name>)
Hi <Name>,
 
As a follow-up to our conversation, we are partnering with Mabel to help us mail and process our Voluntary Alignment campaigns. The number of patients we can align to your practice will directly increase the revenue to your practice. In order to send these campaigns, we need a list of your active Original Medicare FFS patients from the last 24 months as soon as possible. Please also share your logo if you have one.
 
The information we need can be retrieved from your EMR or billing system; please follow the instructions below to generate a report(s) and upload the .csv or .xls file to getmabel.com/upload
If you need assistance, you can schedule time with the Mabel team at calendly.com/getmabel/aco.
Thank you,
<Your name>
------
Webedoctor 

1. Go to Patient List
2. Select DOS range (last 2 years, e.g. Oct 1, 2020 - Oct 1, 2022)
3. Select Insurance Provider (which in this case, will be "Original Medicare" or "Medicare FFS")
4. Scroll to bottom, and click Export to Excel 
5. Upload the file to getmabel.com/upload


