


Reminder and Recall Functions 

 

An imMTrax tool allowing the user* to generate a series 

of reminder and recall notices, including: 

 

0 Immunization Reminder/Overdue Letters and Cards 

0 Mailing Labels 

0 Client Lists (available in downloadable spreadsheet or 

report formats) 

 

 

 
* Read Only and Read Only with Consent imMTrax users do not have access to Reminder/Recall functions 



0 Client imMTrax status is Active 

0 Client is assigned as having a Primary or Secondary 
Care Association (site-specific) 

0 Client has Allow Reminder & Recall Contact saved as 
Yes 

0 A minimum of one Responsible Person assigned in the client’s record as Primary and designating approval 
to receive notices 

0 Primary Responsible Person has sufficient contact 
information 

 

 

Reminder and Recall Functions, 
Required Conditions 



Only clients designated as having a Primary or Secondary 

Association may be included 

Allow Reminder & Recall Contact is saved as Yes 

Reminder and Recall Functions, 
Required Conditions 



Recall Notices? is checked and saved 

At least one Responsible Person must be assigned in the client record as 

Primary and must have adequate contact information saved 

Reminder and Recall Functions, 
Required Conditions 



Reminder and Recall Functions, 
Navigating Options 

request reminder- choose parameters to 

generate new client or mailing lists 

 

check reminder status- return to a recently 

queued or generated list  



Reminder and Recall Functions, 
Selecting Parameters 

what? 

who? 

sort by… 



Reminder and Recall Functions, 
Selecting Parameters 

Choose the vaccine(s) or vaccination category: 

 

0 All Vaccines Groups 

0 Specific Vaccine Group(s) 

0 Clients with an immunization under Deferred Status     
(designation located under Client Comments)   

             example: HIB deferred- Vaccine Shortage  

 

 

 

 



Reminder and Recall Functions, 
Selecting Parameters 

Verify or modify the site(s) to be included   

Select the association(s) to be included:  Primary, Secondary or 

both 



Reminder and Recall Functions, 
Selecting Parameters 

Further refine your list by isolating a school, provider, city,   

zip code or county.   

If your organization/site does not have a school or 

provider affiliated, no options will be available to select.  



Reminder and Recall Functions, 
Selecting Parameters 

Target Date Range- clients that are due or overdue for immunizations within a period in time (may use a future date in the “To” field)   
 

Birth Date Range-  clients that are born within a selected period in time 

 

Patient Age- clients that are a specific age 

 

Weeks Since Last Notice- excludes clients that have received a notice within the selected number 

of weeks 

 

Exclude clients more than  ______ Month(s) Overdue  

 Exclude from-  Today’s Date or Target From Date 

 



Reminder and Recall Functions, 
Selecting Parameters 

Select sorting preferences 

Choose from: 

 

0 Last Name 

0 First Name 

0 School 

0 County 

0 Birthdate 

 

 

 

 

Review selections and 

select Generate 



Reminder and Recall Functions, 
Results 

Your search may take a few moments.  Click 

Refresh to check the status.  Once completed a 

blue hyperlink will appear.  Select the link to 

proceed. 

Return to view results by selecting                  

check reminder status 



Reminder and Recall Functions, 
Results 

imMTrax 

provides a    

step-by-step 

process 

summary 

showing how 

selections 

impacted overall 

results 



Reminder and Recall Functions, 
Results 

Unless imMTrax does not identify any clients matching your parameters, 

the following options will be directly under the process summary 

Name your 

report, add 

additional 

text or 

contact 

numbers 



Reminder and Recall Functions, 
Results 

Select the 

blue 

hyperlink 

to the 

format you’d like 
generated 

Once the “last reminder date” specifications have been chosen 
or set to default, choose the desired output 



Reminder and Recall Functions, 
Output 

Once your selection has generated, follow the blue hyperlink to 

view and print. 

Select the original hyperlink to create multiple formats or revised outputs 



Reminder and Recall Functions, 
Results 

Additional options impacting future outputs 

Set last notice date to today for all eligible clients when you select a report (default) 

 

Revert last notice date to previous notice date for all clients eligible for this reminder 

 

Revert last notice date to previous last notice date for all clients immunized by your 

organization 



Reminder and Recall Functions, 
Results 

To view the listing of eligible clients, select List all Clients 

eligible for Reminder.   

Selecting 

Generate Report 

will populate all 

information into 

a spreadsheet 



Reminder and Recall Functions, 
Output 

sample letter 

sample card 

sample address labels 



Reminder and Recall Functions, 
Output 

sample client query listing 

sample Reminder/Recall Extract 




