5 Year Letter
Click on Reports

· Marketing

· Choose report type “Purchase Dates”

· Select date 5 years earlier

· For example…If you are running this letter for the month of March 2008, choose March 1, 2003 to March 31, 2003.

Annual Audio Letter
Click on Reports

· Marketing
· Choose report type “Tested Not Sold”

· Run report for one year earlier

· For example….If you are running this letter for the month of March 2008, choose March 1, 2003 to March 31, 2003.

· You can also choose report type “Last Hearing Test Date”, which may pull patients that were not captured in the “Tested Not Sold” report.  However, these are patient who possibly purchased HAs and there is some overlap.

3 Year Insurance Letter
Click on Reports

· Marketing

· Choose report type “Purchase Dates”

· Select date 3 years earlier

· For example…If you are running this letter for the month of March 2008, choose March 1, 2005 to March 31, 2005.

· Download report to Excel

· Sort data according to insurance company

· Highlight all of the cells
· Select “Data” and choose “Sort”

· A window will pop up and in the first pull down menu choose “Ins 1 Source.”  If you do not highlight all of the cells before doing the sort the insurance company will not match up with the patient and their address.

· Once data has been sorted, look for patient with the following insurance companies and delete the rest.

· BC/BS – 03, 06, 07

· Cigna – 07

· MPlan – 05, 06, 10, 11  (Beginning in 2011, MPlan should no longer occur on reports as the company dissolved at the end of 2007).

· Please let us know if we need to add any more companies to this list.  
Warranty Letter
Click on Reports

· Marketing

· Choose report type “Warranty Expiration”

· Select dates for 11 months earlier

· For example…If you are running this letter to send out in March 2008, choose April 1, 2007 to April 31, 2007.
