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Version History

Date Version Contents Output

07/10/04 1 Choose and Book Referral HTML

25/01/05 DLM 189 Changes to problem create - HTML
SendNow/Send Later

12.10.05 DLM 193-825 Correction to GP scenario HTML
Choose & Book

Oct/Nov Choose and Book expanded to

05 include GP and practice admin
scenarios

12.12.05 DLM 194 Change dim 194 to dim 195

12.01.06 now DLM 195 HTML

16.01.06

23.01.06 DLM 195-907 Guidelines can be attached to HTML
referrals using Microsoft
Document Image Writer
Access to Choose and Book via
External Applications in
ConMgr

10.02.06 v2.3 CAB v2.3 functionality (see What's HTML
New)

21.02.06 v2.3 features freeze time, lead time

18.06.07 DLM 235 Referral Message Digest HTML

Copyright © In Practice Systems Ltd 2006
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Choose and Book (electronic booking/referrals)

What's New in Choose and Book

DLM 235 (14.06.07)

Referral Message Digest - The Choose & Book (CaB) referral
message has been streamlined and no longer relies on problems.

It will now be much easier to maintain and update the referral data
using the new Referral Message Digest. New Auto-selection
Options.

This User Guide has been modified to include only those parts
relating to Vision and Choose and Book. The user is referred to the
Training Manuals which cover the features and functions of the
web-based C&B on:

http://www.chooseandbook.nhs.uk/staff/training/index_html#endusermanuals

In Mail Manager, you will see a new C&B referral with a status of
Sent Awaiting Acknowledgement which changes subsequently to
Complete.

Note that the message is now called a C&B Referral (previously it
was eBooking Referral).

DLM 200 (27.03.06)

Whatever Urgency status is selected on Referral Add will now carry
through to Choose and Book. The Urgency status (eg Routine,
Urgent, 2 week wait) should be selected BEFORE pressing the
eBooking button, and if left at <None=>, you will be reminded "An
Urgency value must be selected.”

From Referral Add, having clicked on the eBooking button and
waiting to access Choose and Book, the hourglass will show unless
there is a timeout failure, in which the user is informed - "Vision
timed out when trying to send a message to the spine. The timeout
value is currently [x] ms" (ms refers to milliseconds) - and the
UBRN is not entered into the Booking Reference field.

If a secretary is making a proxy referral on behalf of their GP, they
can now select the GP for whom they are making the Appointment
Request.

If attachments are to be added to a referral message and the
patient books into an Indirectly Bookable Service before the
attachments are sent, it is not then possible to send (or amend)
any attachments. With web based Choose and Book, attachments
can be added but not amended after a patient has booked with an
IBS.
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DLM 195 (10.02.06)

o All active disease registers (ie those with a start date but no
end date) are now included in the referral message. These are
exported as 'Conditions’ in the same way as active problems.

e All active problems have always been included in the referral
message problem (the Read code from the problem header is
extracted and sent as a 'Conditions’ item). The change is that
there is now a Problems tab in Mail Manager which lists the
problems.

e The TP Specialty field is optional.

e The UBRN is displayed in the referral entry on the Journal along
with other details and free text. This makes is easily to
distinguish electronic and manual referrals, and easily identify
the UBRN with which they are associated.

e The text of the Send Now/Send Later message has been altered
to read: "Do you want to send the referral message on
deselecting the patient?”. Answering Yes is the equivalent of
Send Now, and answering No is Send Later.

e All letters added to Vision as correspondence are stored with
extension .cli regardless of what they were originally (.doc, .hed
(HiEdit), .txw (VizEdit)). Now .cli letters that were originally
.hed or .txw are converted to .rtf before sending.

e Choose and Book Home page has been added in Consultation
Manager to Add - External Applications - Launch - Choose and
Book. This means access to CAB without a consultation or
patient needing to be open (see "Access Choose and Book
Home Page and select patient" on page 31).

v2.3 Choose and Book (January 2006)

All sections of this manual have been revised and rewritten to reflect the new
functionality in R2.3 of Choose and Book. In particular, the new items are:

Patient Details screen has been updated to remove registered GP
details and address fields changed

Redrafted smartcard login section completely re-drafted
Patient postcode is automatically populated on the booking screen

NHS number and UBRN fields in the patient search section have
been divided into three fields

Advice about attaching Vision referrals in web-based Choose and
Book.
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12.10.05

Further detail in Choose and Book process. Release 2.2 CAB.

e The Appointment Priority is set on the Choose and Book booking
screen and overrides any Referral Priority. If a referral is marked
as Urgent or other status (other than Routine) under the Urgency
status in Referral Add in Vision Consultation Manager, this is NOT
carried forward to the Choose and Book booking screen. The
status needs to be re-selected under Appointment Priority on the
Choose and Book booking screen. It is possible for a referral letter
to be sent in with a Referral Priority that is greater than the
Appointment Priority, ie Referral Priority as a 2-week wait, and the
Appointment Priority as routine. The Appointment Priority needs to
be re-selected.

e Automatic password generation - Patient password automatically
generated by CAB when UBRN initiated

e Password printing - Print off password as well as appointment
request or booking

e Refer/Advice button - new button for referrers
¢ Update button - new button for referrers
e Postcodes - removed when searching for services

e New reports - for all roles

31.03.05

Word documents can now be attached to a Choose and Book Referral.

25.01.05

Send Now after Referral Add creates the referral message problem and sends it
when the patient is deselected and the consultation is closed.

Send Later does not create the referral message problem, allowing editing of the
referral (and eBooking to add or change the hospital appointment time). When you
click on Referral-Edit, this time you choose Send Now, creating the referral message
problem and sending it when the patient is deselected and the consultation is closed.
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Introduction to Choose and Book

Choose and Book is a national service that will, for the first time, combine electronic
booking (eBooking) and a choice of time, date and place for first outpatient
appointment. By the end of 2005 it should be available to all patients in England
requiring elective care (over 10 million each year). See also:
http://www.chooseandbook.nhs.uk/

Choose and Book enables a GP to refer or book a patient to a service commissioned
by their primary care trust (PCT), and to send an electronic referral letter with that
referral or booking

User guides and training material can be found at

http://www.chooseandbook.nhs.uk/staff/training/index_html#endusermanuals

GP functions in Choose and Book

The functions that a GP can do in Choose and Book when completing a referral and
booking are:
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Booking a hospital appointment

With Choose and Book, there is the facility to book a hospital outpatient appointment
electronically following your decision to refer. You make the referral in Vision as
normal and you are then offered the opportunity to book an appointment. If you
answer yes, the Choose and Book system is automatically launched, and the patient
details are automatically verified against the Personal Demographic Service (PDS). A
unique booking reference number (UBRN) is allocated to this referral.

You can now choose from four or five local hospitals and enter the specialty. This
should give a list of available appointments, from which you can book directly
following which an appointment confirmation letter can be printed. The clinical
referral details are transferred automatically in the form of pre-defined XML message
which can be updated later if required.

Booking done by administrative staff

This process does not have to be done by the doctor, though normally he or she
would instigate the original referral. It can be done by administrative staff or, if the
GP has exited Referral-Add without booking an appointment, once the UBRN has
been allocated, the patient will in future be able to make the appointment
themselves at their convenience via the internet. If the patient is unable to make a
decision there and then, perhaps because they need to check with family, friends and
at work, then once they have been given a unique booking reference number
(UBRN), if preferred, they will also be able to ring the Booking Management Service
and book an appointment through them.

The functions that a Practice Administrator can do in Choose and Book when
completing a referral and booking are:

Access Choose
and Book using
Smartcard

Y
Update patient
demographic |« Select patient
details
Y
Complete a
booking

|
+ v ¥ ¥

Cancel and
Create and send Rebook a
referral letter on Review Worklists L Review Reports
patient’'s
behalf of GP i
appointment

A 4

Update referral
letter on behalf
of GP
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Conditions for making an electronic booking

The conditions that must be met before making an electronic booking are:

e The GP must be a "referring clinician™ with authority to refer. This
implies the business function of "Initiate Referral” (see Example - GP
who also makes Choose and Book Referrals). If the GP makes a
referral but prefers that the receptionist completes the eBooking at the
reception desk, then that receptionist must be authorised to login and
have a business function of "Proxy initial referral" and "Perform clinical
booking management service."

e The referring clinician or receptionist must use Single Sign-on with a
smart card to the national services. If accessed from an unsecured
workstation, then all Choose and Book functionality is disabled. If a GP
makes a referral from an unsecured workstation, then the
receptionist/GP, if signed on with the smart card, can edit the referral
later and make an eBooking.

e The patient must not have expressed dissent to eBooking - this is
checked via a flag in PDS (Personal Demographic Service), and it is
assumed that the default status on eBooking is consent. If dissent is
expressed, then the eBooking option is still available (ie is not greyed
out) but an attempt to make a booking will result in an error explaining
the reason.

e PDS details must be up-to-date - At the point of selection of an
electronic referral, the user is reminded of the importance of ensuring
that demographic details are up-to-date.

Setting up Choose & Book

When a GP is given the role of General Medical Practitioner within the NHS CfH, this
allows him to carry out a number of business functions, which translated means
access to specific functions within Vision. Initiating a Choose & Book referral is NOT
one of the basic GP functions and must therefore be added to a GP's role profile as
an additional business function (see GP - Permitted areas and functions within
Vision). This is done by the practice's "sponsor"” using the RAO1 form (the initial
request to the Registration Authority) or the RAO2 form (update request to the RA).

The Choose and Book functions are:

B1101 Initiate patient referral (Choose & Book)

B1102 'Proxy' Initiate patient referral (Choose & Book)

B1103 Manage Appointment Bookings (Choose & Book)
Similarly, a role of receptionist will need two additional business functions:

B1102 'Proxy' Initiate patient referral (Choose & Book) - For patients
associated with the organisation of the user: manage appointment
requests and referral letters, and request advice and guidance on
behalf of a clinical user within the organisation, manage patient
demographics and manage bookings.

B1103 Manage Appointment Bookings (Choose & Book) - For patients
associated with the organisation of the user: Manage patient
demographics and manage bookings

Vision 3 and Choose and Book (18/06/2007) 8



Access Choose and Book via Vision using a smartcard

If you want to access Choose and Book without opening a patient
consultation, see "Access Choose and Book Home Page and select
patient” on page 31, which explains how to access using Internet
Explorer.

To access Choose and Book via Vision, you must first use your Smartcard to connect

you to the Spine of the NHS Connecting for Health programme.

The Smartcard looks much like a credit card, with a picture of the user, together with
their Unique ldentification number (UID) and a gold chip where all the information is

held.

© © N o O

11.
12.

To access Choose and Book, you should already be logged on to your
computer, so you see your desktop on your screen

Put your smartcard into the smartcard reader

Type in your PIN number (also called Pass Code) and click on Yes I
accept and wish to proceed, or press Enter on the keyboard.

You will now see a box in the bottom right corner of the screen with a
progress bar, detailing the remaining time before the card will be
authenticated. You may (or may not) now see a security alert.

Click Yes to proceed if you see a security alert.

Answer Yes to Do you want to close this window?

You are now logged on to the spine

If you have a problem logging on, see Failure to connect.

Double click on the Vision icon.

. If you have more than one role set up for you, you will now see the Select
Role box for Vision. Select your Role from the pick list of roles and click

in the Assigned Profiles box.
Click OK.
The Vision home page will be displayed.

Failure to connect

If your login to the Spine fails, an error message will display and you will be offered

the choices to Retry the logon, Cancel the logon or to Work Offline in Vision.

1.
2.

3.

Click Retry.

If the logon still fails, click Details>>> to check that there is not a
problem with the Smartcard reader connection.

If you still have problems logging on, contact your usual Help Desk.
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Add areferral and request a booking

This is a long section. You may want to print it out (if viewing in on-
screen help, click on the Print icon on the toolbar).

1. You need to sign on to Vision using the single sign-on with a smart card.
If you have not used your smartcard when logging into Vision, the on-line
booking functions will not be enabled.

Select the patient and start a consultation.
Start a referral in one of the normal ways:
e Add - Referral

e Select a referral from Default Referrals

e Click on bed

e Drag a medical history entry on to the bow-tie icon on the floating
toolbar.

19/04/05 & PAROXETINE sf susp 20ma/1

ST tabs 75mg Supply
M”o FUR tabs 30c Suppl

b/04/2005 Refer for |

:k * t Referral for further cz

f Death:
Make a rgfclial for |Died Emplovment |
L thisitem & Refenal for further ca

05/04/05 Recurrent acute tonsillitiz

' Hg O/E - tonsils grossly enlarged

Hg Sore throat symptom

— i .y B =)

4. On Referral Add, make sure you make these three entries of on-line
booking, Read Term for Referral Reason and TP Speciality:

¢ Tick the Online Booking box (only enabled if there is a valid Single
Sign On). This enables the E-booking button.

e The Read Term for Referral Reason is a required field but it can be
added either before or after the Choose and Book process. The Read
term should be as specific as possible as it will form the title of the
problem which becomes the referral message. Generic terms such as
"Referral for further care" should be avoided.

e Select the Urgency - Routine, Stat (Immediately), Urgent, 2 week
Wait. This should be selected before pressing the eBooking button. If
left at <None=>, you will be reminded "An Urgency value must be
selected".

5. Complete the Referral Add as you would normally do.

e All other fields on Referral Add are optional in terms of Choose and
Book but you would normally enter them. Many of the items detailed
will be selected during the Choose and Book process anyway, so it
makes sense to complete them after that process. Choices made in

Vision 3 and Choose and Book (18/06/2007) 10



Choose and Book are not fed back to fill the Vision fields. The only
field filled automatically is the UBRN (unique booking reference
number).

e The Provider Unit will be left blank as you select this from the Choose
and Book screen.

e The TP Specialty is optional. Note that the TP Specialty is not carried
forward into Choose and Book.

¢ Click on Notes if you want to include some free text to accompany the
referral; or to make an Advice and Guidance Request, type in Advice
Only.

* " Rhodriess THURLWELLS 2670471915 (M] 544 Treseifion Estate, Holyhead. Gwynedd. LLES 2MN - Community Partner Links
LConsultation  Summary Guidelines Add  List View Window Help

FlAsR(d| ¢ |26+ N0 0DEDD K eE|.. @3 F

i Initial Fiter = Guidelines Problems Links

183 Ernble;ﬂs Appointments | Patient Select I Patient Details | LConsultations * Joumal | Filtered List I Summany/Grid I Tests I Therapy
[]“'& A||e,gzr§n:;t|::;me Date | Diescription I Pliorityl Clinician I;
B¢ Recals and Reviews 0E/10/04 g EEI:BI LDI S}Lrlmge ea;lo r:move wan Action: 271042004 JDRO
F-Hye 35 Medical History ther Altachment  Attachment.

- & 1 Thera Pod] Refer for Has a squint Actior: 27/10/2004
E:ﬁ Lifeg[ylepy 05/10/04  Bed Refer for Springe ear to remove wax Action: 26/10/2004
-} Examination Findings Ppod Fiefer for Has a squint Action: 26/10/2004
-0 Immunisations 01/10/04  peg Refer for Has a squint Actior: 22/10/2004 =
-] 8 Miscellansous 30/09/04  pod Refer for 0/E - neck joint abnormal Action: #1./10/2004
w-E 3 A0 Test Resuls & FEV1/PVC ratio = 50 % Very High These are tests suppliad for Tim Tett..!
[]""I‘ New Registration Exam 29/09/04  pod Refer for Has a squint Action: 20/10/2004
-k Chid Heath Surveilance bod] Fisfer for Has a squint Action: 20/10/2004 JEVA
[]“'w* Maternity Bod Fefer for Syringe ear to remave wax Action: 20/10/2004 JDRO
[]"@ \wel Person F\in\c Bod Riefer for Springe ear to remove wax dction: 20/10/2004 JEWA
-G HP Interventions 27/09/04  Bed] Refer for Syringe ear b remave wax Action: 18/10/2004 JDRO
gﬁ EI“:::};E Registers | 24/09/04  pod Refer for Syinge ear to remove wax dction: 15/10/2004
-l Asthma Bed Refer for Has a squint Action: 15/10/2004
5@ Disbetes @ Other Attachment

&P Other Attachment Add Attachment.

- OV or Hypertension
[]___ Epilepsy ;I & Other Attachment test attach =
t2aéw |

ped Referral - Add MNotes | = Letter | Bnokmgl H Label | fpod Defau\tl & ok | X Cancel | © Help

* Incomplete Registration

@4 Allergy Status not recorded || Date of Referral: Cliricia: ™ Private I™ Online Booking  Read Tem for Referral Reasan:
Add Allergy [06 D ctaber 2004 DrJ Dromey =l : |
Add Mo &llergy | ¥ In Practice |
@ Health promotion Source: Referal Type: Attendance Type: Urgency: Cortract Status:
Cliriczal infarmation migsing GP Referal | [<Hores =| [<Mone> *| [Routine | |<Mane> =
[# Immunisations Due in Ne.. I = J I = J I J I J I J
Poliompelitis 15t 260641915 o/d | | Action Date: Status: Booking Reference:
Tetanus 1st 26/06/1915 o/d |27 Ditober 2004 I<Nnna> ﬂ I
Provider
Lnit: I j Department: I j
Consultant: I j NHS Specialty: |<None> j
TP Specialty: I j

&OO:.EElEEI‘LH:H:Fb F[DrJ Dromey |Consultation |06/10/04 [15:59 1500

Ready

6. Once a tick is put in the Online Booking box, this leads to a prompt to
check the patient details: Before invoking the online booking process, it is
essential to ensure that patient demographics are correct. If you think
these details may be incorrect, press Cancel and check them.

Betore invoking the online booking process it is essential to ensure that patient demographics are corect. If
you think, these detals may be incomect, press Tancel' and check, them.

;.mel|

[~ Dont show this dislog again
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Note We strongly advise that the receptionist booking patients in is
signed on with their smart card and makes this check of demographic
details with the patient beforehand, so that it does not hold up a GP in
consultation.

7. Either confirm details with the patient (check these at the top of the
screen on the title bar), and press Continue; or press Cancel.

Click on the eBooking button which will now be enabled.

Choose and Book is now launched in Internet Explorer and you will see the
Choose and Book Bookings screen where you can search for services to
which you can refer your patient. The patient is already selected.

10.You now need to enter the criteria against which Choose and Book will
search for appropriate services that your PCT has commissioned. The
Suggest Services button will remain inactivated until the user has selected
an option other than the Select options. This will ensure that the user
selects an appropriate priority when performing a booking.

11.The booking process is then carried on from the point where services
specialty and clinic type are selected. The Choose and Book functions of
adding a referral letter and adding attachments should not be used as
these functions are dealt with in Vision. This latter point is important
because only by carrying out these processes in Vision can the patient
record include all relevant material passed to Choose and Book.

M cBS (5 ]x]
Help DROMEY, 1 | Referring Clinician | IRELAND NI | Log Out
Fatiert: THURLWELLS, MR. RHODRIESS D Gorce Male D20 of G100 26/4{1915 111" 9223638895
Show Search
1) Referrer
EROADLAND PCT IRELAND ] DROMEY, )
2)Filter Service By: | Specialty
[ent =] Access Service Selection [Ent =1 [Male and Female =]
Routine v Within miesof LS 2NN posteods Suggest Services

3) Services / ]

Select  Mies  Service Name Location Lead Professional Staff Mix Appointment Type
{236 ENTOI McKesson G5 WEST SLFFOLK HOSPITAL Jones, Karla Male and Female First autpatient 710 ]y[2004
236 ENTOZ MeKesson GB WEST SUFFOLK HOSPITAL - Male and Female First outpatient ] i

advanced Criteria
Suggest Appointments

Cancel Request
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Note that immediately after opening Choose and Book, all that is
achieved by this is the provision of a UBRN - a unique booking
reference number. It is possible for the GP to close the Choose and
Book screen at this point - the UBRN fills in automatically in Referral
Add, and the GP clicks OK, and chooses Send Later. An admin member
of staff then returns to edit the referral later to complete the Choose
and Book screen, perhaps with the patient at reception.

12.You can search for services by different means. If you continue with the
booking process, you must select at least the yellow mandatory fields of
Clinic Type, Specialty and Priority (eg Routine, Urgent). This is a
strongly recommended option as it keeps all the clinical judgments in the
hands of the clinician and leaves the remaining work to admin staff. This
option would include the clinician initiating an Appointment Request and
the patient a print-out of the details to enable them to carry on the
booking process later with other staff.

You should now refer to the Choose and Book training guides
which give the latest features and functions for a Choose and Book
referral.

http://www.chooseandbook.nhs.uk/staff/training/index__html#endusermanuals

13. Once you have completed either the Appointment Request or Appointment
Booking, return to the Referrals Add screen and click OK.

14.0n accepting a CaB referral, the Referral Message Digest (RMD) wiill
automatically appear as a tab in the consultation pane. See "Choose and
Book - Referral Message Digest" on page 14.

15. Vision asks: "Do you want to send the referral message on deselecting the
patient?"
¢ If you answer Yes (ie Send Now), the booking request is sent when
you close the consultation and deselect the patient.

e If you answer No (ie Send Later), the referral message is held so you
can later review, add and remove clinical data or include a referral
letter.

Note To send a referral letter, you have to have completed an
appointment request, but you do not have to have made a booking of
date and time. See also "Send an electronic referral letter on behalf of
your GP by admin staff" on page 30.

Vision 3 and Choose and Book (18/06/2007) 13



Choose and Book - Referral Message Digest

Referral Message Digest replaces Message problem

The current workflow surrounding a Choose & Book (CaB) referral message has been
much improved with the introduction of the Referral Message Digest (RMD) in DLM
235. This no longer relies on the use of problems. It will now be much easier to
maintain and update a referral message for Choose and Book referrals.

The Referral Message Digest screen appears in the ‘consultation pane’ of the Vision 3
framework allowing it to be viewed side by side with other Vision 3 views and
allowing easier drag and drop and data.

The structure of the RMD is such that it easily allows you to choose what information
is sent in the referral message, including Free text, Accompanying Data from
Structured data areas, and Accompanying documents (eg referral letter)

You can choose whether or not to pre-populate the structured data area (using right
click within a RMD and selecting Management Options - see "Auto Selection Options
defining the population of the RMD" on page 15), and adding or removing data from
this area is easier.
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: g 1 mps S;m Hg, Pain i il quee LS4 £ 01/05/07 2IBUPROFEN mi cap 200mg Supply[ AM
3 D1/05/07 B tssue 1 ASPIRIN grans 500mg Supgly [10] sachel(s) TAKE 1 OR 245 NEEDED 8) capsulels) TAKE TWO MORN.2
O Superseded Records Repeat ASPIRIN grans 500mg Last issued: 09/05/2007 lssued: 2 masimum 3 alowed NIGHT
Supply (10 ) sachetls) TAKE 1 OR 245 NEEDED 01/05/07 [ElRepeat ASPIRIN grans 500mg Last  AM
< 5 & 1BUPROFEN mi cap 200mg Supply (8] capsule(s) TAKE TWO MORN.2 NIGHT ssued: 08/05/2007 lssued: 2
& Other Altachment questyul"£8% "t maximum 3 slowed Supply (10)

1, Mo known slergies of H/D: dug allergy sachells] TAKE10R 245 NEEDED

® lmmurisations Due in Ne... B e o Faradn therapy Actin: 22/05/2007 UBRIN: 000050019099 EACIT Laf oo et peelpell Bre v o
Preumococeal 15t 22/06/2004 ... |10 04/07 @A Elechonic Letter. Stahus Sent UBRN: DJ0D30018555 et Ug;igsé‘;ls ;:a;géﬁugﬁ?ﬁeam FLAGH
i bdpetan Pod P for Panin thacat Acton: 15/05/2007 sfeied UBRN: 000030016565 presaute readng

@7 Elechionic Letter. Status Sent UBRN: 000030018564 08/03/06 HgF aradism therapy FLASH

Pod Pt for P i thacst Action: 15/05/2007 Fiefened UBRN: 00030018554 06/03406 HyiCongenital sbsence of appendis  FLASH

Hag Pain in thioat queryuiop(I £ 5+ 3 08/03/06 HgH ay feves - pollens FLASH
08/03/06 & Other Attachment FLASH INRATAANG H T heran tn nrnmete wrwels FlacH ¥

& thes Attacheent Accompanying Documents

Ped Rt for Therapy lo promote vowes Action: 23/03/2006 UBRH: 00003001 4549 Do

Hg Therapy to promote vowel: 3 Thoacn i o dela to chepig:

& Wrine Sbumincreaiinine rafio = 0.2 g/mel Nomal
& Utine dipstick for blood Nil
;’ Urine dipstick for pH = 7 Momal

-
& HOL : LDL iatio = 1 ratio Potential Abnormal Help Q’ Sent 08/05/2007

& Sem electrolytes Normal Mot too salty, not too sweet

[=) Read Term - Add (= LS X Cancel
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Auto Selection Options defining the population of the RMD
You can decide what data to include automatically in the Referral Message Digest.
Note that this is on a login basis and does not apply globally.

There are three ways to access the Auto Selection Options - the first two do not
require a patient record to be open:

e From Consultation - Options - Setup - Management tab, new
Options button under Auto Selection.

X
ansu\tatmnTﬁtaTupTQata Emrﬂ’Eatlent Recnr\{Drug ChechanagemeﬁherapyTﬁeneral ]
Automatic Triggering Indexes on Toolbar A
(" Disable Triggeting v Locallndex [+ Local Reports [+ Reports
® Passive Triggering v Prodigy v Prodigy(AtaZ) |v Leaflet{AtoZ) —

" Active Triggering [v Prodigy Hierarchy [v Leaflet Help

Display Options Auto Selection
v Showlocal line indicatars

[v¥ Auto-Select Drug information for patient

[v Trigger clinical data entry when selecting Prodigy guideline

Problem Generation

(" Manual Proklem Generation
& Semi-automatic generation (promptfor problem generation)

(" Fully Automatic Problem Generation

Therapy Management

Association with a problem Applies to the following therapy types

[¥ Select problem when therapy is created [v New Fepeat Masters

(® QOnlyif no open problem [v RepeatMaster Resutharisations

" Always [v Acute Prescriptions

e From List - Default Referrals/Requests, click on the Options

tab, then under RMD Automatic Population Options, click on the
Options button.

Ml Referral and Request Settings g‘
Select Default Options ]

D Autornatic Population Options

K.

Cancel

ik

Help
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The Auto Selection Options screen

On the Auto Selection Options screen, select which data you want to be

¢ If you have a patient record open displaying the Referral Message
Digest screen, you can right click within the RMD and select
Management Options for Auto Selection Options. Note that
any change to Auto Selection via this option during a consultation

will not take effect until the consultation is closed.

automatically included in the Referral Message Digest (or electronic letter as it is
termed on this screen).

The top right pane relates to Choose & Book and the Referral Message Digest. The
bottom right pane relates to the forthcoming National Summary, which is about to be

piloted.

¢ Link to auto selected items - If this is checked, the RMD screen
will be populated with data selected from the left-hand Auto

Selection Criteria list.

If you want to use this option, then tick

those criteria you want included in the left-hand pane, or you can
use Select All to check all the options (and then uncheck those

you do not want). Clear Selections removes all ticks.

are unchecked, then the RMD will be blank.

If all items

e Link to items in the referral's consultation - This will populate

the RMD with the current consultation data as well as those

selected in Auto Selection Criteria.

Click OK to finish.

B o SelECip NS

Auto Selection Critena;

[ Allergies

[w! Current Medication

[w] Active Dizeasze Registers
[w] Active Problems

[w] Medical Higtory - Priority 1
[v] Medical Higtory - Priority 2
7] Medical History - Priority 3
7] Medical History - Priority 4
| Medical History - Priority 5
[T Medical History - Priority &
[T Medical History - Priority 7
[ Medical History - Priority &
7] Medical History - Priority 9
v Mozt Recent Alcahal

v Mozt Recent Height

Mozt Recent Smaoking

[w] Mast Recent Weight

[w] Test Resultz from the last 3 months

LClear Selections

8

Chooze and Book

Lirked iternz will be automatically added to new
electronic letters. When linked items change, the letter
will be updated, providing it iz pending and open.

W Link to auto selected items

W Link ta items in the referal's consultation

Mational Summary

Your local werzion of the summary will be continuouszly
updated as linked itemz change. This includes the
remaval of items that no lanager qualify, unless they
have been explicitly added [e.g wia drag and drop).

W Link to auto selected items

Mote that these changes will not take full effect until the
patient is re-zelected.

K

Cancel

Help

P e
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The Referral Message Digest screen
Start a Choose & Book Referral in the usual way. Check Online Booking, enter the
Urgency and click the eBooking button.

On accepting a CaB referral, the Referral Message Digest (RMD) will automatically
appear as a tab in the consultation pane. If the consultation pane is not already
visible on this initial view of the Patient Record, then it will be made visible.

You can resize the vertical and horizontal boundaries of the RMD.

The RMD screen has four major areas: Status/Control Area, Accompanying (free)
Text, Accompanying Data and Attachments.

Status/Control Area

Cunent Consultation  * Pain in throat

Urgent referral
Statuz: Refemnral Sent

UBRN: 000090019746

Ll

Close |

Accompanying Text:
waertyusol "E$% 8

The Status area appears at the top of the screen and relates back to the Vision
referral record. The referral may have one of the following states:

o Referral Pending - This is the initial state after saving the referral and
indicates that the referral message is yet to be sent.

¢ Referral Sent - The referral message has been sent. Any changes to the
RMD will change the status to Referral Pending indicating that the changes
have yet to be sent.

¢ Awaiting Send - This indicates that a request has been made to send the
message but the messaging engine has not yet processed it.

Accompanying Text

Accompanying T est: Cloze and Send

Thiz patient has been in moderate pain since a fall theee weeks ago. Could you examing him and advise,

Nommmrnmmimiiivm T mba

The minimum amount of data that can be sent with a referral is simply some free
text accompanying it. The free text is optional and not populated by default.
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Accompanying Data

Accompanying Data:

Date | Description I EI
24/01/07 & PANADOL caps 500mg Supply [ 12 ) capsule(s) AS REQUIRED JM

24/01/07 Glssue 1 PROPRANOLOL tabs 40mg Supply ( 28 ) tablets OME THREE TIMES A JM
DaY wWHEN REQUIRED

24/01/07 &£ MORPHINE supp 15mg Supply (12 ] suppositoryfies) AS DIRECTED JM

24/01/07 [E]Repeat PROPRAMNDLOL tabs 40mg Last issued: 24/01/2007 Issued: 1 JM
maximum 93 allowed Supply [ 28 ) tablets OMNE THREE TIMES A DAY WHEN
REQUIRED

19410/05 @, Certain Moderate Allergy No known allergies 5w

24/01/07 @FH: Asthma JM

The Accompanying Data area contains all the structured data to be sent with the
referral (not including the referral record itself and certain patient demographics,
including the UBRN, which are always sent). The initial population of the structured
data area can be modified by changing the selected items on the Management
Options screen which is accessed through the right click menu (see page 15).

To include additional information, drag it from the Journal or other list.

Use the auto populate option - right click within the RMD, select
Management Options and tick the criteria you want (see page 15)

To remove information, do one of the following:
use the right mouse option Remove selected Items,
drag the item to a ‘waste-bin’ area,

select the item and press the Delete key.

Accompanying Documents, Letters and Attachments

Accompanying Documents:

Date | Desciiption ] C.I
24/01/07 BALetter 24/01/2007 Refer for  FH: Congenital heart disease at department of JM
with UBRN: TEST by: DrJohn Mcallister

Help | Ej’ Pendng < | |

Letters and attachments occupy a separate screen area in order to emphasise that
they are treated separately within CaB but the functionality is much the same as for
any other structured data. Any letters or attachments dropped on the structured
data area will be directed automatically to the Accompanying Documents area and
vice versa.
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A maximum of four attachments can be added to an RMD and each attachment is
limited to 745 kilobytes. If you try to add attachments that exceed these limits, an
error message is displayed, stating which attachments could not be added and why.

Attachments must not total more than 5mB.

See "Attachments" on page 23.

Send

In order to enable the Send button:
e You must be online.
e The patient must be synchronised or mismatched.
e The data must be different from the currently saved data.
e You must have rights to edit a C&B referral.
e There must be an open consultation.
The Send button is enabled only if the status is Pending.

Pressing Send will set the status to Referral Awaiting Send and close the RMD
dialog.

Tests | Thetapy Guidelines
dppointments | Patient Select | PatientDetaile | FProblems | Consulations  » Joumal | Fihered | Sur
Jate I Description [ F'licli_l,J1 Ch
3/05/07 @2 Eleclionic Lelter, Status Awailing Send UBRN. 000030015730 AM

Boq Riefier for Pain in throat Action: 29/05/2007 UBRN: 000030013730

Note If you change a 'Sent' message and press Save or Send, this
will set the message back to Referral Pending or Referral Awaiting
Send and activate the Previous button to allow you to view the last
message.

Save
In order to enable the Save button, the RMD must contain at least one item in any of
the areas: Free text, Accompanying Data, Accompanying Documents. In addition:

e The data must be different from the currently saved data.

e You must have rights to edit a C&B referral.

e There must be an open consultation.

Pressing the Save button will save the data, but not close the dialog. The button will
then become disabled (see below for more details on this).

An "Electronic Letter" line is created in the Journal with a status of Referral Pending.

Tests | Therapy |
gintments | PatientSelect | Patient Details | Eroblems | Consulations ¥ Journal
| Description

J07 ,éd Electronic Letter, Status Pending UBRN: 0000300713730
Ped Refer for Pain in throat Action: 23/05/2007 UBRN: 000030013730
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Cancel 7/ Close

Pressing the Cancel button will discard any changes from this session, leave the
status unchanged and close the RMD. If there are any unsaved changes then a dialog
will be shown at this point:

Do you wish to save changes to the RMD?” <Yes> <No><Cancel>

If the data in the list does not differ from the saved selections, then the
cancel button will be renamed Close.

If this is the only tab in the consultation pane, then closing this will result in the
consultation pane being hidden.

If the consultation is closed without taking either action on the RMD, then it will be
saved in its current state with no further prompts.

Closing the consultation and sending the message

Closing a consultation sends the message if it is at 'Referral Awaiting Send’ status.
Reopening the consultation will show the 'Electronic Letter' with a status of 'Sent’

Journal entry

On the Journal entry, the RMD is called an Electronic Letter. Single click on this to
re-display the RMD in order to edit it.

W OTUUTNYO B OB OGE W B TX PN ¥ = e W W
Tests | Thetapy | Guidelines | | Cusrent Consubatior

Appointments | PatientSelect | PatientDetais | Problems | Consuations  » Joumal | Fiteted | Summary/Grid | Utgent refenral
Date I Description ] Primiy[ Clinician ]A Status: Referral
08/05/07 @A Electionic Letter. Status Sent UBRN: 000030019746 AM UBRN: 0000300

Note that both the referral and the electronic letter show the UBRN so it is easy to
relate the two.

Subsequent Actions on RMDs

Having closed an RMD, it can be edited in the normal way by right clicking on the
Journal line and selecting Edit. In addition:

e All pending RMDs will appear in the Alerts pane under the
navigation pane on the left-hand side

¢ On opening a consultation for a patient with pending RMDs, these
will be automatically opened.

I‘ > o

@ &

() Immunisations Due in Ne..
Preumococeal 15t 22/06/2004 ...
Diphtheria/Tet/Peit/Polio/Hae...
MMR 15t 22/05/2005 o/d

¢~ 1 Pending Refenal

24,

ina

A pending referral is shown on the Alerts pane under navigation pane
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Editing an RMD

Any changes to an RMD will automatically change the status to Pending (if it is not
already pending) and enable the Send option. It is possible to send multiple RMDs
for a single referral; each one will replace the previous instance on CaB.

Right clicking on the RMD background displays the following menu options:

| Current Consultation * Pain in Ihloat|
wid | Urgent referral

ET Status: Referral Sent
UBRN: 000090013746

Accompanying Text:

iwqertyl,in"'i%“&"[

Accompanying D ata:

Date Description -~

0B/05/07 SCABASERT  OPtions
tabletfs) T
08/05/07 HPain it 108, oo S e P

08/05/07 Never smoked Mever smoked AM
tobacco

08/05/07 éH.-"D: diug abergy Likely Moderate AM
Allergy to CO-CODAMOL caps
8mg+500mg causing C/0 pelvic pain

01/05/07 & IBUPROFEN mr cap 200mg Supply [ AM
8] capsulefs) TAKE T'W0 MORN.2
MIGHT

Actions

01/05/07 Eﬂepea: ASPIRIM granz 500mg Last A
issued: 08/05/2007 Issued: 2
mavimum 3 allowed Supply [ 10]
sachetfs] TAKE 10R 2AS NEEDED
24/04/07 HgPain in throat qwertyuiop| B E$%"8(_+ AM
08/03/06 BBP 115/ 75 at: 10:03.00 taken FLASH
Sitting Cuff: Standard 0JE - blood
pressue reading

08/03/06 HgF aradism therapy FLASH
08/03/06 Hd!:nngen\tal ahsence of appendix FLASH
08/03/06 HgHay fever - pollens FLASH
MR/NENA HoaTheran ta nenmnte voele Fl agH ¥

Accompanying Documents:
Description |
There is no data to display.

&

Help ] Sent 08/05/2007 _l_l

Discard changes - this button is available on the Pending version of an RMD.
It will reverse all changes made in this session, restoring the referral
status if appropriate.

Revert to this version - Available on Sent versions of the RMD. All
previously sent versions of an RMD are stored within an audit trail on the
record (though in practice it would be unusual to send more than one).
You can review the contents of the previously sent RMDs using the buttons

at the bottom, editing as necessary and then send.

Don't Send RMD yet - Available when the status of the RMD is Awaiting
Send. It resets the status to Pending.
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Previously sent versions

You can review the contents of the previously sent RMDs using the buttons at the

bottom of the screen . These arrows are not enabled until you have one sent
version and have generated a further RMD. The left arrows show the previous sent

version to the current one, and the right arrows the next version.

This allows you to edit the current Pending version and then Send.

You can also display a previously sent version and right click and select Revert to

this version before pressing Send.

Current Consultation] GP Surmmary  » FH: Congenital heart disease

Urgent referral to Community Referrals department of Palliative Care Team
Status: Referral Pending
LUBRN: TEST

Cahcel

i

Accompanying Text:

Please monitar patient.

Accompanying Data:

Date | Description | EI|
24/M/07 ¢ PANADOL caps 500mg Supply [ 12 ) capsulelz] AS REQUIRED JM

24/01/07 [§lssue 1 PROPRANOLOL tabs 40mg Supply [ 28 )tablets OME THREE TIMES JM
A DAY WHEN REQUIRED

24/01/07 4 MORPHIME supp 15mg Supply [ 12 ] suppositoryfies] 4S5 DIRECTED Jh

240107 %Hepeat PROPRAMOLOL tabs 40mg Last issued: 24/01/2007 lzzued: 1 Jh
maximum 99 allowed Supply [ 28 ) tablets OMWE THREE TIMES A DAY 'WHEM
REGQUIRED

19410/05 %Certain Moderate Allergy Ma known allergies Shat

24/01/07 [w] FH: Asthma Jd

Accompanying Documents:

Date | Description | E.|

240 /07 BoqLetter 24/01/2007 Refer for FH: Congenital heart dizeaze at  department of JH
with UBRM: TEST by: Dr John Meallister

Help sem24/m/2007 << | > |

See "Attachments"” on page 23.
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Attachments

Referral Letters

A conventional referral letter can be added from Referral Edit by clicking

on Ed The letter can then be moved into the Accompanying Documents
section of RMD.

Correspondence

All letters added to Vision as correspondence are stored with extension .cli
regardless of what they were originally (.doc, .hed (HiEdit), .txw
(VizEdit)). Now .cli letters that were originally .hed or .txw are converted
to .rtf before sending.

Attachments

If you want to send an attachment with the referral booking, an
attachment will go into a problem in the same way as a data entry - add
your attachment, then right click on the Journal line, select Problems and
allocate it to the relevant problem. Note that there are certain rules:

e Word documents (.doc) are allowed as attachments so you can either
send a referral letter, generated in the usual way on the Referral Add
screen, or send a Word document as an attachment. You can also
write free text notes on Referral Add to make your request or draw
attention to something. Remember that the patient's clinical history is
already on the spine so there is no need to repeat it.

e You can send files formatted as .gif, .tif, .doc, xml, jpg:

Permitted formats for Attachments formats not
attachments for Choose permitted for Choose and
and Book Book

txt mp3 xstt dot

rtf pdf csv tiff
htm xml dat au

gif html giff snd
doc mpe xsl wmyv
ipg mpeg bmp wma
tif mpg png

jpeg

e You can send up to five attachments per referral booking.
¢ Each attachment must be less than 1 mB.

e The total attachments cannot exceed 5 mB.
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Finally, if you initially chose Send Later, finalise the booking by clicking on
Send Now.

Note that when you deselect this patient, you will see on the title bar “Process
Triggered Message.”

Guidelines sent as attachments

Many people attach guidelines with referral letters.

=1
There is an icon _==_ in Guidelines on the toolbar which when pressed lets you save
the currently displayed guideline as a .gif attachment in Attachments - Add.

Attachments - Add E|
Event Date: Clinician: [ Private
|'I'I August 2006 |Dr David Keighley j ¥ InPractice

Type of Attachment:
|DthelAttachment ﬂ v Third Party Attachment _@

Summary: 118
Smoking cessation clinic guideling e

Help

This is especially useful for practices making Choose and Book referrals to which
attachments are added.

Note that it works best in terms of display for guidelines with the standard black or
blue on white background. Coloured guidelines do not display well.

Note too that if the guideline has a category of Report, then it will go straight to the
printer before you can use this attachment icon. Should you wish to attach a report,
make a copy of the report as a Local Guideline: in Select Guidelines, call up the
report, click on Copy, then at the Plan Header - Copy screen, type in a new Guideline
Mnemonic (10 characters), and make sure the Category is Local Guideline. Add it to
the Local Guideline or Report Index. When you select it from the Local Index, it will
be displayed on screen, giving you a chance to save it as an attachment.
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Attaching Vision referrals in web-based Choose and Book

It is best to use Choose and Book through Vision in the fully integrated way. This
maintains the integrity of the Clinical Record and maximises confidentiality.

However, if web-based use of Choose and Book is unavoidable, then the following
method is recommended for practices with local servers. Practices using remote
servers will need to discuss this method with the organisation hosting their data, as
Choose and Book will not find files on the remote server and so access to local drives
will be needed.

Preparation

e A folder should be created on the server, on the global G: drive if
there is one, or else on the P: drive. Name the folder 'Referral
Letters' or something similar.

Attaching

e The referral letter should be produced in Vision in the normal way
and saved as usual.

e After saving, and while still in Word, go to the File menu and use
the 'Save As' option to save a second copy of the file in the folder
you have created for the purpose.

¢ This additional copy should be given a recognisable file name, for
example, the patient's surname, forename and date of birth (eg,
Smith John 20050116)

e Subsequently when using Choose and Book web-based, this
separate copy of the letter can be attached using the Add Referral
Letter button on the Referral Request Summary page of Choose
and Book.

File management

The temporary copy of the referral letter should be deleted once it is known that the
attachment has been successfully lodged with Choose and Book. This minimises the
risk to patient confidentiality and makes best use of disk space.

Update Your Referral Letter

You can update and change the attachments you have sent as referral letters once
you have submitted the original for Directly Bookable Services up until the freeze
time is reached.

Each time you change the referral letter attachments and resend them, they will
appear in the hospital clinician’s worklist for them to review once again.
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If the appointment is booked to an indirectly bookable service, the freeze time is
enforced immediately (ie, once a referral letter has been attached, it cannot be
updated).

Freeze time is the number of days ahead of the appointment after
which no further changes to the referral letter will be accepted. After
that time, the referral is “frozen”. In Referral Letter Details in Choose
and Book, you can define the referral letter lead time and freeze time.
Lead time is the number of days ahead of the appointment time that
the referral letter must be submitted by a referrer.

Open the patient’s record.
Find the referral item.

Right click on the referral and select Edit... This will re-open the referral
entry.

Click OK on the Referral — Add screen.

Click on the letter icon |@| to re-open the referral letter and make any
amendments.

Save and close.

Click OK.

You will be given the choice to Resend.

Click Yes.

. If you want, add or remove any items from the referral message digest
.A message displays warning that the message will Recompile.
.Click OK.

Note All previous Problems, Journal entries etc. will be reset back to
original i.e. you will need to repeat tasks from the first send.
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Troubleshooting online booking

Online Booking check box is disabled on Referral Add

The user has not made a valid successful login with their smart card and PIN.

Patient does not consent to on-line booking

Patients can withhold consent from on-line booking. If you attempt an on-line
booking/referral, the following message is shown if the patient dissents:

This patient has not allowed access to their record for the purpose of
electronic booking. This booking cannot be made online. Consult the
manual or online help for details of consent mechanisms.

You are then returned to the referral form with Online booking unchecked. The
consent status can be changed through tools provided by NASP (details currently
unavailable). If changed, you may try the booking again.

Try and exit from Referral form without making eBooking

If you try to click OK to exit from the Referral form when Online Booking has been
checked, and you have not invoked the booking process, you will be warned and

returned to the Referral form. You must then either uncheck Online Booking or click

on the eBooking button.
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Edit a referral booking

A referral booking may need to be updated by the receptionist:

e if the patient cannot now make the original booking date

e or if the GP does not have time in consultation to complete the
eBooking process, and has selected Send Later when clicking OK on
Referral Add,

e or if the referral was added at an unsecured workstation without
access to Choose and Book.

To edit a referral created by the GP without eBooking:

1.
2.

6.
7.

Select the patient in Consultation Manager.

Open the existing Consultation that the GP used to add the referral. Look
on List - Referrals to find the date of the referral. Close any consultation
that has opened for today (you will first have to uncheck the option
Deselect the patient when closing a consultation, in Consultation -
Options - Setup). Click on Consultation - List consultations. Find the
consultation on the date of the referral. Select Consultation - Open
Existing consultation. Click on the Consultation Line for that date to
expand the entries.

Right click on the referral line on the Journal tab and select Edit.
Tick the Online Booking box.

Click on the eBooking button and when the Choose and Book screen is
displayed, select a relevant appointment, hospital, department,
male/female staff mix etc.

Click on Request.
Click OK on Referral-Update.

The data in that consultation will be included in the referral, together with the list of
data normally included in a referral message: Read Term for Referral Reason, all
active problems, current medication (all acute therapy and repeat issues in last three
months), allergies and intolerances (drug and non-drug), high priority 1 medical
histories, the latest record for smoking, alcohol, height, weight, blood pressure.

Note that if you want to send an attachment with the edited referral booking, this will
overwrite any original attachment sent when the referral booking was made.

If the referral has already been made online:

1.
2.

Select the patient in Consultation Manager.

Open the existing Consultation. Look on List - Referrals to find the date
of the referral. Close any consultation that has opened for today (you will
first have to uncheck the option Deselect the patient when closing a
consultation, in Consultation - Options - Setup). Click on
Consultation - List consultations. Find the consultation on the date of
the referral. Select Consultation - Open Existing consultation. Click
on the Consultation Line for that date to expand the entries.
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3. Right click on the referral line on the Journal tab and select Edit.
Tick the Online Booking box.

5. The eBooking button is enabled and will connect to the eBooking system
using the previously stored UBRN.

List the appointments and book.
Click OK on Referral-Update.

A message asks: Do you wish to send/resend a referral message at the
end of this consultation - Yes/No?

Send referral message

x:;:/ Do vou wish to send a referral message at the end of this consultation?

Yes Mo

9. If you answer Yes, the referral message problem will be created and sent
when you close the consultation.

10. Answer No, if you still want to add further data.

Resend referral message

\;t/ Do vou wish to resend a referral message at the end of this consultation?

Returning to the Choose and Book referral

Choose and Book can also be accessed either through the Patient Links tab on the
Patient Record View in Consultation Manager (using the Links tab, select ‘eBooking
Home’ from the drop down address list); or from Consultation Manager - Add -
External Applications - Launch - Choose and Book.

This takes you to the Choose and Book home page from which patients can be found
using the UBRN, NHS number or demographic details. This can be used to browse
Choose and Book worklists but it is important to remember that one particular
patient record is open. If details of other patients are viewed in Choose and Book,
they must not be confused with the patient open in Consultation Manager.

Appointmentsl F‘alientSaIectI F‘alientDetaiIsl Consultationsl Joumall Filkered ListI Tests I Therapyl Guwdelinesl Problems * Links I

Patient Links Browser] j ﬁ f = 9 ﬁ ® ¥ %

Revive - SOUTH TEES .ﬂ
Revive - LEICESTER ROYAL INFIRMARY
Revive - WEST MIDDLESEX HOSPITAL

Local hospitals by postcode J
Patient Map It access to the world of Medical Information resources on the
Patient Links Browser b

This sample view includes the National Electronic Library for Health toolbar, which is the ideal gateway to NHS approved resources.
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Send an electronic referral letter on behalf of your
GP by admin staff

To write a referral letter, the GP must have completed an appointment request, but

not necessarily have made a booking of date and time. The GP should write the

referral letter or they may have dictated the referral letter for the Practice
Administrator to enter on their behalf.

Building the Referral Letter contents

1. Open the patient record in Vision Consultation Manager.

2. List-

Referrals and find the referral item.

3. Right click on it, selecting Edit.

.ﬁ.ppuintmentsl PatientSeIectI F'atientDetaiIsI Conzultations ¥ Journal | Filkered Lisll Tests |

Date

| Description

15/04/05

o Refer for Cardiclogical referral at The Mew Hospital departrant of Tha Cardiclao T

0502405

14005

& ls3uz 13ASPIRIN disp tab 75mg Supply (28] tablets |~ Tem View

(® EF 165 /90 recall 12/03/2005 O/E - blood pressun -5t

& |ssue 16 OMEPRAZOLE disp tab 20mg Supply [ 28tz Consultation View

H; Medication requested Graph

# lssue 12 BUMETANIDE tabs Tmg Supply [ 2] Pack of  Problems...

) Fepeat SIMVASTATIN tabs 40mg Unti 12/08/2005  Check Condition...

Hd Letter zent to outside agency
Hs Breathless - at rest add. ..

& |z2ue IBISOPROLOL tabs Smg Supply [ 23 | tablet: | pojete,

& lzsue 30 EMALAPRIL tabs 20mg Supply [ 28 ] tablets
&3 Becall on 1240342005 for 0/E - blood pressure reading Audit Trail. ..
H; Blood sample taken Source

& |zsue 20 ENALAPRIL tabs 10mag Supply [ 28 ] tablets Mare...

& lzzue 13 SIMVASTATIM tabs 20ma Supply [ 28 ] tablet Help

& lzzue 29 EMALAPRIL tabs 10mg Supply [ 28 ] tablets e

A o HATANATTTANM bl OO0 - Tl N0 T e

This will re-open the referral entry.

5. You may now create a letter in Vision in the conventional method (Click
Letter B choose template, complete the letter). A red tick displays on

the Letter button &l once the letter has been completed.
Click OK.

Drag the newly created letter from the Journal into Accompanying
Documents on the Referral Message Digest.

8. Press Send on RMD to send the referral.
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Access Choose and Book Home Page and select
patient

The Vision system can be configured in a number of ways, and you can access
Choose and Book through Vision without opening a patient consultation via External
Applications. Otherwise the user can access Choose and Book direct via the Internet.

Access CAB from Consultation Manager using External Applications

You can access Choose and Book home page from Consultation Manager — Add —
External Applications — Launch — Choose and Book without need to select
patient first. This means access to C&B without a consultation or patient needing to
be open.

Before launching for the first time, go into Consultation Manager — Add —
External Applications - Configure and tick the Choose and Book box. Then use
the Launch option.

2641171976 (F) 12B Chapeltown Road, Leeds, LS7 4EE - Copy (2) of Initial View 6

ines BEGEM List  Wiew  Window  Help

Prablem... » Hbd| & B | ... @

Medical Hiskory. ..
Caktegory 4

i

T ] Eiltered] Therap_lg] Management]

S -~ B

Therapy Acute... F4 —
Therapy Repeat. .. F5 | Pricrity
Drug Allergy/Adverse Reaction...

Immunisations, ..

Blood Pressure. ..

Height. ..

\Weight., ..

Alcohol, .,

Smoking...

Test Resulks 4

o
In' = External Applications Launch k Zhoose and Book \Website
Lull

Caonfigure. .. LabelTrace

Advice. .,
Recalls...

A Aim —Fimm Fma i
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Access from Links tab in Consultation Manager

Make sure your Patient Record view has a Links tab. If it does not, create one by
right clicking on any of the tab headers (eg Journal, Therapy, Patient Select) and
select Organise Tabs. Click on Add, and select Patient Links Browser. Move it up
above the Guidelines tab. Click OK. On the Links tab, one of the options will be the e-
Booking home page.

If you have a Choose and Book icon on your desktop

= Double-click on the Choose and Book icon on the desktop to launch Choose
and Book.

= Choose and Book sometimes takes a little while to check your authentication,
and then if you have one Choose and Book Business Function, the home page
will open; if you have more than one Business Function you will go to the Role
Selection screen.

= You have now accessed Choose and Book.

If you do NOT have a Choose and Book icon on your desktop

= Open Internet Explorer from the icon on your desktop.

Inkernet
Explorer

= In the Address Box of the internet screen, type in

https://nww.ebs.ncrs.nhs.uk/Zapp-ebs

= Choose and Book sometimes takes a little while to check your authentication,
and then the Choose and Book Home Page will open showing you the Choose
and Book Business Functions available to you

= You have now accessed Choose and Book using your smartcard

= If you have one Choose and Book Business Function, the home page wiill
open; if you have more than one Business Function, you will go to the Role
Selection screen.

Vision 3 and Choose and Book (18/06/2007) 32



2 Login Role Profile - Microsoft Internet Explorer

Rele Profi; | THE WHITTINGTON HOSPITAL NH TRUST/Service Definer v

&l @ Internet

NOTE: Your Smartcard must remain in the smartcard reader for the
whole time that you are using the system. If you pull your Smartcard
out of the reader, your session will end.

As a GP, within Choose and Book, you will have been given the Business Function
of “Referring Clinician”.

Select Referring Clinician from the pick list and click OK.

e e R

Bl VRS A ]
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Checking the referral message in Mail Manager

Mail Manager is accessed from the Messaging menu from the Vision front menu.
Mail Manager can be used to track referral messages for Choose and Book. In
Control Panel (Management Tools menu) - Mail Maintenance, one user can be
set up to be able to access the mail for all mailboxes (right click on user and select
Add All).

To check a referral message has been sent successfully:
1. Go into Mail Manager.

2. Outgoing Mail messages are listed in Mail Manager within the originators
mailbox. The display can be refreshed using an icon on the toolbar. You
should find the referral under a C&B Referral message type. Different
aspects of the message can be viewed by selecting the message in the list
and using the tabs at the foot of the page.

3. Highlight the message, and click on the Audit tab. The progress of the
message and acknowledgement of it is displayed in the Audit.

4. The Audit Trail should show a Received Acknowledgement (known as ACK)
as the final step in a four-stage: Added to Message Queue, Message ready
for Transmission, Message sent, Sent Awaiting Acknowledgement,
Received Acknowledgement, Complete.

o ji i w2
2. Dr Arun Majumder - Mail Manager EEX]
File Fiter Message Wiew Tools Help

e | = T |

e BN e : Pt | Active  Find  ConMgr  View

Ouigoing Mail =

Action/Subject

Patients | Nocurent Patient |

Stalf [ i eita 426 Au el Rochel £85
e —— e | (R Ct8 Referral 08/05/2007 1210 Majumder, un - Angel,. Rachel EBS
[]  =*Sent awailing acknowiedgem... C1B Referral 08/05/2007 1203 Majumder, Aun Angel, Rachel EES
4 sl (1) ] |=*Sent awailing acknowledgem... eBooking Referial 08/05/2007 11:35  Maiumder, &un Angell, Rachel EBS
-l 'imz'”_g MZ" e (=] “Sent awaiting acknowledgem... C&8 Referral 0B/05/2007 1125 Majumder, Arun Angell Rachel EES
= D"D'""'E:; run [ A\Processingeror eBooking Referral 08/05/2007 1006 Majumder, Ann Angell. Rachel EBS
29 Dikooid el [ [AComplete eBooking Referral 0B/05/2007 (3.4 Majumder, Aun Angel, Rachel EES
% # Maiumder, Arun O 25ent Parent Prescription 08/05/2007 0342 Majumder, & Angell, Rachel National Spine
. [ Parent Prescription - Mo 08/05/2007 09.42  Majumder, Aun - Angell, Rachel National Spine
[ [ AComplete eBooking Referral 04/05/2007 1057 Majumder, un~ Purcell, Tammy EBS 2
<

Navigation

Details Clinician
08,/05/2007 Refer for Pain in throat Action: 23062007

01/05/2007 Attachment queryul e$%°6*

08/03/2008 Urine dipstick for blood

08/03/2006 HOL: LDL ralio 1

_Message [Header | Audt [ HL7 [ intemal

2 weeks. All Mal 5 NUM

ipstat. € & [EH7Tacer
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== D1 J Dromey - Mail Manager [_[=1x]
Eile Fiter Messsgs View Took Hep

T T e R R I

Back  Foward  Refresh Acions  Tiok  Alocae A file Fint  Active Find ConMor View

Outgoing Mail

L
Patierts | Nocunent Petient | [ Status [ sent [ stat [ Patient [Toee [To | =
Staff dcons | |0 Sdsent 6/10/2004 1439 Diomey.d Asherots, Lucias eBosking Feferral EBS
@ ] dent O5A0/2004 1127 Dromey. d Thuthwells, Ahackiess  eBacking Ffenal €8S
ates Al Mal ] &45ent 06/10/200410:00  Dromey, J Thurlvells, Rhodriess  =Baaking Refensl EBS
=23 tncomno vl ] sd5ent 05/10/2004 16:48  Diomey. J Asherofs, Lucias eBooking Refenal 5
‘nj. “"a“”;a“ed Hal O et O510/2004 1624 Dromey. d s eBosking Referral €8S
C D"QD”‘”Q E‘J O &sent 05/10/2004 15:45  Dromey, J eBooking Referral EBS
omey, O =sent 05/10/2004 1515 Dromey.J eBaoking Referral EES
] ssent 05/10/2004 1425 Dromey. J eBosking Referral €8S
] dSent 05/10/20041352 Dremey,d Thuthwell, Ahecliess  eBacking Fifenal €8S
) sent 05/10/2004 1126 Dromey.J Asherolts, Lucias eBaoking Referral €8S
] sdsent 05/10/2004 0900 Dromey. J Asherolts, Lucias eBosking Referral €8S
] © Precsssing ener Q41020041500 Dremey,d Asherolts, Lucias eBosking Referral €8S
[ @ Precessing enor 04/10/2004 1439 Dremey.J Asherots Lucias eBasking Referral €8s
] sdsent 04/10/2004 1403 Dromey. J Asherolts, Lucias eBosking Referral €8S =l
|
Audit Trail
06/10/2004
0 0 GPC Received Acknowledgement
1441.07 2
06/10/2004
0 0 GPC Message sent
144053 B
06/10/2004
hTaD o 0 GPC [Message ready for transmission
06/10/2004
6 B Dr I Dromey  |Added to Message Queue
14:39.59 g e Q
bessage | Header faugi [HLT | intemal
[0l detes. Al Mal [ [CAPS [NUM

Within Mail Manager, Audit trail of a successfully sent referral booking

Choose & Book referral messages will have an extra problems tab which gives details
of the referral message problems.

No acknowledgement from Choose and Book

Sometimes, in Mail Manager, you may find an error has created no acknowledgement
(NACK).

Find the referral under a C&B Referral message type. Highlight the message, and
click on the Audit tab. The Audit Trail will show no Acknowledgement (known as

NACK): Added to Message Queue, Message ready for Transmission, followed by an
error message.

Processing errors

The message has a status of Processing error, rather than Sent. This may arise if
Choose and Book did not like the message for some reason, for example:

e you may have tried to send a file format which is not permitted (.doc,
gif, .tif, .doctxt., xml, jpg are allowed).

e a single attachment may be more than 1 mB (1mB is maximum per
attachment).

¢ the attachments may total more than 5 mB,
¢ the UBRN is invalid (an unlikely scenario).

The Audit Trail should give a clue as to the error, for example:
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"Code - 0x80020009 Code meaning Exception occurred. Source = MCD
Parser.MCD_ PARSER. 1 Description = GP2GP transformation failed.
Reason; Destination Error. The attachment 0005008.rtf exceeds the
maximum size of 1024 kbytes."

Fie Fitsr Message View Iools Help

L B ~ 4 4 B

R - <
Tiek | Alocse Assn Fie Pint  Acive Find ConMa View

Pafients | Mo curent Patient |
Staff | Acions |
i 06/10,2004 1433 Dromey,
(Al daes Albial [ Ssent 08/10/20041127  Dromey, : eBooking Referial €8S
= 01 Incoming [ Ssent 08/10/20041008  Dromey, J Thuwells, Rhodiess  eBaoking Referal €8S
S S—— [ Ssent 05/10/20041624  Dromey. J Asherots, Lucias eBooking Feferl €8S
+ [ Ssent (5020041648 Dromey, J Asherots, Lucias eBooking Feferl €8S
[ Ssent 05/10/20041615  Dremey. J Asherohts, Luciss eBooking Fefenl €85
[ Msent 05/10/20041425  Dromey. J Thusbnells, Rhodiess  sBooking Referal €85
[ Msent 05/10/20041352  Dramey, | Thulels, Rhediisss  cBeoking Fcferal €85
0 "sent 05/10/20041126  Dromey.J Asherots, Lucias eBaoking Referal €8S
[ Ssent 05/10/20040300  Dromey. J Asherots, Lucias eBooking Feferl €8S
[ © Prosessing eror 041020041500 Dromey, J Asherots, Lucias eBaoking Referal €8S
[ @ Processing eror 041020041433 Dromey. J Asherots, Lucias eBooking Feferl €8S
[ Ssent 041020041403 Dromey, J Asherots, Lucias eBooking Feferl €8S
[ Ssent 0471020041248 Dromey, J Asherofts, Lucias eBooking Feferl €85
[ Msent 0471020041130 Dromey, J Ashorofs Lucias eBooking Referl €8S
1 Msent 041020041124 Dromey, ) Ashorofs, Lucias eBooking Referial €85 I
=
Audit Trail
(Code = 0280020009 Code meaning = Exception occurred. Source =
051102004 | b k=g [MCDParser. MCD_PARSER. 1 Description = GP2GP transformation Faled.
16:20:12 [Reason Destination Error: The attachment 000050081t exceeds the mazimum
size of 1024 kbytes
06/10/2004
baamn o 0 GPC [Message ready for transmission
?2/ 113/ 32 04 2 [Dr T Dromey  |Added to Message Queue
H

Message [ Header Audt [HL? ] Intemal

[ detes. Al Mai [ [EaPS [NOM

An unsuccessful referral booking - the attachment was more than 1 mB

1511

File Fitr Message View Tools Help
e

Back  Foward  Refiesh /ciore

ing Ma

= + LS ] s b H

0l Fo Pt Acve Fid Conbar View

el - WED Toors. Treten fiT= T I
Sat ] e | Surtara0 1433 Attt Lok sbockngFetensl 65
ey — o003 Thucle Rhodicss  oBockigRefersl 85
rcoringbial a0 124 beberts s ebockngefensl  EBS
3 Unalocated Wai 30/09/20041135 Asherots, Lucias eBooking Refens! £85
23 DutzingMal Sortarao0d 1134 Attt Lok sbockngFetensl 65
(23 Dromey, | 30/09/200411:37 Asherofts, Luciss eBooking Refenal s
308004 1046 Aehers Lucs ebockngefensl  EBS
30920040847 Thuels Rhudiess  cBookigRefensl 85
Surtarz004 0847 Trubels Rrodiess  eBookigRefensl 55
00040845 Thuucls Rhodicss  oBockigRefersl 85
290041614 beberts s ebockngefensl  EBS
292004 1538 behts s bockngFefensl  EBS
Zaarzo0i 54 bttt Lok sbockngFetensl 65
Jn sz bebrfs Lucs BockingRefersl  £B5
299720041521 bebers Lucss eBookig Peferal
200414 b g F

PR 1813

Thulnels, Rhorkirss  ~Rorking Refenal

29/09/20041318  Cramey,.. Trulels, Rhodizss  eBooking Refenal €85
29/09/20041313  Cramey,.. Trulel, Rhodizss  eBooking Refenal €8S
29/09/20041125  Cramey,. Trulnel, Rhodiizss  eBooking Refenal e85
29/09/2004 1045 Cramy, . Thulnelk, Rhodisss  sBacking Refenl £8s
29/09/20041030  Cramey,.. Trulels, Rhodizss  eBooking Refenial €85
29/09/2004106  Cramey,.. Trulnel, Rhodiss  eBooking Refenal €8S
AU Lromey,. rutlaels, Hhocess  etiooking Helenal [
290820040724 Cramey,. Thulacle, Rhodiicss  cBooking Reforial £8s
29/09/200407.24  Cromey... Trulel. Rhodizss  eBooking Refenal €85
28/09/2004 0813 Cramey,. Trulelk, Rhodiess  eBooking Refenal €8S
28/09/2004 0810 Cramey,.. Trulel, Rhodizss  eBooking Refenal €8S
27M3/200417.08  Cramey,. Trulnel, Rhodiizss  eBooking Refenal e85
2MB0ATEA Cramy, . Thulnelk, Rhodisss  sBacking Refenl £8s
27/9/20041430  Cramey,. Acherols, Lucias eBooking Refensl €85
219/2041428  Cramey,. Acherols, Lucias eBooking Refensl €8S
21/9/2041234  Cramey,. Trulwels, Rhodiss  eBooking Refenal €8S 5

o GeC [Message Rejectec: 09 - Invalic USRN received
0571072004 e
s 5
BEnes u i PC [Message sent
) I |
Message | eater puit [HL7 ] nternd
[Alcats. ATMaT [EP5 [NOW

Another unsuccessful referral booking - this time the Unique booking reference number is
invalid - an unlikely scenario
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