
Vision 3 Training Guide Control Panel  ¶ 4-1 

4 Control Panel 

File Maintenance, Security, Event Log, System 
Status, Mail Maintenance 
Version 8, 14 .01 .10   

 

4 CONTROL PANEL 4-1 

What is Control Panel?  4 - 6  
Menu Options  4-8 

Mail Maintenance and Staff Groups switch on  4 - 8  

FILE MAINTENANCE 4-9 

File Maintenance in Control Panel  4 - 9  

Overview of File Ma intenance  4 - 11  
Actions Menu File Maintenance  4-12  
Toolbar in File Maintenance  4-13  

Organisations  4 - 14  
What to set up in Organisations  4-14  

Health Authorities  4-14  
Other External Organisations  4-14  

List existing organisations  4-15  
Categories of Organisations  4-16 

Add TP/HB/CSA -  your main or linked Health Authority/Board  4-18  
Organisation Details  4-19  
Address and Contact Numbers  4-21  

Add a Strategic Health Authority in England, a Local H ealth Board in Wales, or a 

Health Board in Scotland and Northern Ireland  4-22  
Organisation Details  4-24  
Address and Contact Numbers  4-25  

Add Hospital or NHS Trust  4-25  
Organisation Details  4-26  
Identifiers  4-26  
Address and Contact Numbers  4-27  

Add Departments to a Hospital  4-28  
Department Details  4-28  
Address and Contact Numbers  4-29  
Identifiers  4-30  

Add a Consultant to a Hospital Department  4-31  
Person Details  4-31  
Address and Contact Numbers (optional)  4-32  
Identifiers  4-33  



4-2 ¶ Control Panel - 4 Control Panel Vision 3 Training Guide 

Add N ursing Home or Residential Institute  4-33  
Organisation Details  4-34  
Identifiers  4-34  
Address and Contact Numbers  4-35  

Any other organisations I should set up?  4-35  
Organisation Edit  4-36  
Organisation -  Remove or Inactivate  4-36  
Organisation Audit  4-38  

Audit the Organisation Details screen  4-38  
Audit the Organisation address and communications numbers  4-39  

Organisation -  Addresses Tab  4-40  
Contact or Communication Numbers  4-41  
Editing th e main telephone number  4-42  
Entering further addresses  4-42  

Find Persons in Organisations  4-43  

Codes ï Quick Reference  4 - 45  

Practice  4 - 49  
Main Surgery  4-49  
Edit details of the Main Surgery  4-51  
Branch Surgery  4-52  

Staff  4 - 53  
What staff should be entered?  4-53  
Staff Ids (Short Name) and User IDs  4-53  
List existing staff  4-54  
Add GPs and doctors  4-56  

Staff -  Personal t ab  4-56  
Staff -  Address  4-57  
Staff ï Professional ï for a GP  4-58  
Staff Identifiers ï for a GP  4-60  
Other addresses or contact numbers  4-62  
Saving the details and  adding a new user in Security  4-62  

Add Nurses  4-65  
Staff Address and phone number  4-67  
Staff Identifiers ï for a Nurse  4-69  
Save Details and set up Vision access for user  4-69  

Add Supplementary Prescribers  4-71  
Staff employed by the PCT  4-72  

Add other medical staff in the prac tice  4-72  
Add Non -medical staff in the practice  4-73  

Staff Identifiers ï for a Non Clinical Staff Member  4-75  
Save Details and set up Vision access for user  4-75  
Staff Roles  4-77  
NHS Specialities  4-79  

Edit a staff member's details  4-80  
Inactivating a user  4-80  

Staff Groups  4 - 8 2  
What are Staff Groups?  4-82  

Display Changes  4-84  
Maintaining the Groups  4-86  

Add a group  4-87  
Edit a group description  4-87  
Delete a group  4-87  
Add a person(s) to a group  4-88  



Vision 3 Training Guide Control Panel  ¶ 4-3 

Move staff from one group to another  4-89  
Remove a person(s) from a group  4-89  
Add all staff to a group  4-90  
Remove all staff from a group  4-90  
View Staff's Groups  4-91  
Remove a staff name from all groups  4-91  

Staff Configuration Utility  4-92  

DXS Bulk Update  4 - 95  

SECURITY 4-96 

What the Security section is for  4 - 96  
Current users  4-97  

Viewing the Current User list in different ways  4-97  
Current Users  ï right mouse menu  4-100  

Add or Edit User and Passwords  4-101  

Passwords and Logins  4 - 106  
Reset Password ï if user forgets password  4-106  
Manually forcing a password to expire  4-106  
If a user is locked out of the system -  Clear Failed Logins  4-106  

Security Settings  4-106  
Passwo rd  4-106  
Login Retries and Lockout  4-107  

Audit Trail  4-108  

Screensaver  4 - 109  

Groups of Users in Security  4 - 110  
What are Security groups?  4-110  
Add user to group  4-112  
Remove user from Group  4-113  
Add a new gr oup  4-114  
Delete a group  4-114  
Print and Print Preview  4-115  
Save and Exit  4-115  

Vision Functions  4 - 116  
What are Vision Functions?  4-116  

To allow restricted access to Appointments  4-120  
List of Vision Functions and default access  4-120  

Add and remove users and groups from functions  4-124  
Example restricting access to a Vision function  4-125  
Copy rights to another user  4-126  
Security model  4-126  

EVENT LOG AND SYSTEM STATUS 4-129 

Event Log  4 - 129  
Events tab  4-129  
Workstation tab  4-130  
Users  4-130  
Toolbar icons  4-131  

System Status  4 - 132  



4-4 ¶ Control Panel - 4 Control Panel Vision 3 Training Guide 

MAIL MAINTENANCE 4-133 

The purpose of Mail Maintenance  4 - 13 3  

Staff Access  4 - 135  
Right click menu on a staff name  4-136  
Add Access Rights to another user's mail  4-136  
Add Access Rights to Unallocated mail  4-137  
Add Access Rights to another group's mail  4-138  
Right click options on a sub -node  4-139  
To remove the currently selected individual  4-139  
Add access rights to all staff  4-139  
Remove access rights to all staff  4-139  

Actions  4 - 140  
What is an Action?  4-140  
Maintaining Actions  4-141  

To add an action  4-141  
To edit an action  4-142  
To change the patient specific flag  4-142  
Change the list order or Frequent/Additional group  4-143  
To move an action into Additional Actions  4-143  
Discontinue an action  4-143  

Action Status  4 - 144  
What is an Action Status?  4-144  
Maintaining Action Status  4-145  

Add an Action Status  4-145  
Edit an Action Status  4-146  
Change the Completes flag  4-146  
Change the list order of Selectable Action Status  4-146  
Discontinue an Action Status  4-146  

SCI Stores (Scottish Practices only)  4 - 147  
Setting up your login and password for your SCI Store in Control Panel  4-148  

Edit  4-148  
Download  4-149  
Reset Password  4-149  

FAQs  4 - 150  
In File Maintenance, how do I...  4-150  
In Security, how do I ...  4-150  

Abbreviations  4 - 151  

 

 

  



Vision 3 Training Guide Control Panel  ¶ 4-5 

 

Table of Editions and Contents  

 

Date Version Contents Output 

16.07.04  001  DLM 181/182  PDF 

05.10.04  002  New Staff role of 

phlebotomist  

PDF 

11.10.05  003  DLMs 193 and 187  

¶ In File M aintenance -  

Staff, add 

Supplementary 

Prescribers (nurse or 

pharmacist), 

Pharmacist role,  

¶ SCI Stores in Scotland 

for XML messages of 

test reports from 

pathology labs to 

Scottish practices  

¶ DXS Bulk Update in 

Actions, File 
Maintenance  

PDF 

15.02.06  004  Alt G P Review  PDF 

22.03.06  005  Alt GP Review -  In Mail 

Maintenance, inactive users 
no longer display a mailbox  

PDF 

13.02.08  006  Clarification in Security of 

Vision functions -  

Consultation Manager, and 

access rights. Add Nurse 

(Staff, File Maintenance) -  

Inde pendent and 
supplementary prescribers.  

PDF 

10.03.09  00 7 Renamed 04 Control 

panel.doc  

PDF 

14.01.10  008  Rebrand, style change and 
DLM280 and 290 changes  

PDF 

 

Copyright Ò INPS Ltd 20 10  

 

  



4-6 ¶ Control Panel - 4 Control Panel Vision 3 Training Guide 

 

What is Control Panel? 
Control Panel is on the Management Tools  men u of the Vision front menu.  

 
Management Tools menu  

Vision Control Panel brings all the maintenance functions of Vision together in one 

place.   

 
Control Panel before Mail Manager/Maintenance is switched on  

Initially this includes File Maintenance, Secur ity, Eventlog Viewer and System 

Status .   

¶ File Maintenance  -  To enter details of practice staff, practice 

details and organisations such as hospitals, departments, 

consultants, health authorities etc.  A new facility Staff Groups will 

also be available after  Mail Manager is switched on.  

¶ Security  -  To give practice staff the right to use the computer -  

including passwords, defaults, groups, access, screensaver  
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¶ Eventlog Viewer  -  a record of the workstations, users, and events 

such as access to the system, softw are updates, etc.  

¶ System Status  -  Users and workstations  

A fifth option -  Mail Maintenance  -  will be displayed once switched on, after a 

member of your practice has attended a half day's training.  Mail Manager is the XML 

messaging module and it has an asso ciated set -up in Control Panel called Mail 

Maintenance.  

¶ Mail Maintenance  -  A module necessary to set up groups of 

users, actions and status codes for use in the Mail Manager module 

for XML messaging.  Only available after half day's training and 

instruction s how to switch on.  

 

 

Control Panel after Mail Manager/Maintenance is switched on -  new Mail Maintenance module, 
and in File Maintenance, there is an extra section called Staff Groups  

Click on one of the icons in the left -hand column.  When you select one of these 

options, Control Panel takes a moment to build the screen.   

Use  to expand a list in the Tree list view, and click on   to collapse it again.  

Where there is a folder but no data within , the folders have icons which open and 

close when clicked: ,  

The functions within each module are the same as previously.  For more details, see 

the specific details under each module.  

The structure of Control Panel is like a familiar Outlook framework.  Within this, each 

module has a similar interface with a left -hand Tree view, a List view on the right, 

and Details pane underneath.  
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Menu Options 

¶ File  -  Exit  

¶ View  

¶ Mail Maintenance  

¶ File Maintenance  

¶ Eventlog Viewer  

¶ System Status  

¶ Security  

¶ Icon Bar  -  Ticked by default.  If ticked, the left -hand pane displays 

icons, dep ending on the module selected, eg Staff, Practice and 

Organisations in File Maintenance  

¶ Status Bar  -  Ticked by default  

¶ Actions  The options available  depend on the module selected  

 

Mail Maintenance and Staff Groups switch on 
As well as File Maintenance, Sec urity, Eventlog Viewer, and System Status, a fifth 

option -  Mail Maintenance  -  will be displayed once it has been switched on.  First, a 

member of your practice has to attend a half -day's training for the Mail Manager  

module.   

Mail Manager  is the XML messag ing module and its associated set -up in Control 

Panel  is called Mail Maintenance  (see page 133 ).   

There is also an extra option in File Maintenance  called Staff  Groups  (see page 

82 ).  Using these, y ou can set up groups of users to receive mail, add actions and 

status codes for use in the Mail Manager  module.   

 
Staff Access rights in Mail Maintenance  
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File Maintenance 

File Maintenance in Control Panel 
In File Maintenance , the practice details, practi ce staff, and  details of organisations 

such as hospitals, consultants etc, are added.  These need to be set up before any 

clinical or registration data is entered in Vision.  Thereafter, you will only need to use 

File Maintenance occasionally when there are changes or additions.  

To access File Maintenance  from the Vision front menu, click on Management 

Tools , then select Control Panel , then File Maintenance  

This section describes File Maintenance  within Control Panel.  When you first access 

it, it takes a mome nt to build.  

Before Mail Manager/Mail Maintenance is switched on, you have 3 options: Staff, 

Practice, Organisation.  

Once Mail Manager/Maintenance is switched on, there is a fourth option of Staff 

Groups.  

 

Vision Control Panel ï File Maintenance b efore Ma il Manager/Maintenance is switched on  
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Vision Control Panel ïFile Maintenance with  Mail Manager/Maintenance is switched on  

 

¶ You can select one of the four options of Staff, Practice, 

Organisation or Staff Groups (see page 11 )   

¶ either from t he icons in the left -hand pane.  

            

¶ or from the tabs under the blue Active header, or from the View 

menu.   

 

For each individual entry, there are three common tabs on Organisations, Staff and 

Practice:  

¶ an initial Details  screen (N ame, Mnemonic, Valid From),  

¶ an Identifiers  screen where any codes can be entered, such as a 

GP's GMC code,  

¶ an Address  tab, though the Main Address is always added from 

the initial Details screen.  

 

In addition, the Staff module has a Professional tab.   
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Overview of File Maintenance 

 Staff  

¶ GPs -  One GP is entered as the Senior Partner and the others are 

Partners or Salaried Partner, Assistant, Associate, GP Registrar, GP 

Assistant, Sole Practitioner. Must enter each GMC code, GMP code 

and the GP code for  each Health Authority with which there are 

registered patients.  

¶ Nurses  -  Any nurses attached to practice, and including nurses 

that can prescribe from the Nurse Formulary or Extended Nurse 

Formulary or as Supplementary Prescribers.  

¶ Admin staff -  Practice Manager, receptionists etc.  

¶ Other staff attached to the practice -  eg Physiotherapists, 

CPNs. 

Note:  Adding any new staff in Control Panel -  File Maintenance automatically 

leads on to the Security section of Control Panel, where you then need to 

specify if the staff member is a computer user, and if so, to give them a 

login name(s) and password.  

Staff Groups  

¶ Only  available once the Mail Manager / Mail Maintenance features 

are switched on. Prior to that, the Staff Groups tab is hidden. Staff 

Groups are user -defined groups of staff members that can be 

selected on masse, for the purposes of copying or actioning XML 

messages in Mail Manager; for instance, a staff group of 

Receptionists,  or of GPs, or Health Visitors.  

 Practice  

¶ Main surgery details -  (see Practice  on page 49 ). The address of 

the main surgery or the dispensary is printed on computer -printed 

prescriptions. The important entry is the TP/HB/CSA and the 

TP/HB/CSA practice numbers. You should add th e PCT code.  

¶ Branch surgery details  -  If there is a branch surgery, tick the box 

Multiples Sites on the main Practice screen, then add the branch 

surgery address.  

Organisation/Department/Person -  Likely entries include:  

¶ Strategic Health Authorities  (Englan d) and Health Boards  

(Scotland or Northern Ireland) under a heading of TP/HB/CSA 
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(TP is Trading Partner which is the authority to which the 

practice has an electronic link).  

¶ Hospital, clinics, social services  etc to which referrals might be 

made.  

¶ Departmen ts  and staff  in hospitals etc ( e.g.  consultants).  

¶ Primary Care Trust .  

¶ Drug manufacturers  (for batch number entries on personally 

administered medication).  

¶ Residential institutes , such as nursing homes, schools, etc.  

¶ Insurance companies , to record Private M edical Insurance in 

Registration.  

¶ Pharmacies, to record patient's preferences.  

 

View -  Icon bar   

If this is checked (ticked) on the View menu, the left -hand pane shows the icons of 

the Staff, Practice and Organisation; and also Staff Groups o nce this is switched on.  

 

Help  

Click on Help or press F1 to display the on -screen help.   

 

Actions Menu File Maintenance 

¶ Add  -  add a new organisation or staff member.  

¶ Edit  -  amend details of the currently selected organisati on, staff 

member  or practice.  

¶ Audit  -  shows an audit trail of the currently selected organisation, 

staff member  or practice.  

¶ Find Persons  -  When within Organisations, you can enter a 

person's name to see which organisation they are entered under 

(see Find Persons in Organisations  on page 43 ) . 

¶ Refresh  ï Refreshes the screen.  

¶ Staff Config  -  Available to system supervisors only, this tabbed 

screen allows quick updates of GMC and GP codes, in active staff, 

choice of word processor and classic printer profiles for 

prescriptions and drug labels (see Staff Configuration Utility  on 

page 92 ).  

¶ DXS Bulk Update  ï If DXS is loaded this will be an a vailable 

option. It will enable DXS for all staff so should be used with 

caution.  
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Toolbar in File Maintenance 

 

 

 

 

 

 

 

Vision Control Panel ï File Maintenance Toolbar  

 

 

 

   

 

 

 

 

 

 

¶   

 

 

 

  

The Add icon has a picklist with 
options that differ depending on the 
tab you are viewing, for example, if 
you are on Organisations:  Add 
Organisation, Add Department, Add 

Person  

Edit - what is 
currently selected in 
the folder list.  
Disabled unless you 
have highlighted an 

item, eg a hospital 

Audit icon ï 
disabled unless 
you have 

highlighted an item 

Staff Configuration Utility (Staff Maintenance Utility) 
 
This option is available to system supervisors only.   
 
This is a tabbed screen allowing quick updates (see  
 
Staff Configuration Utility on page 92): 
 
-  From lists of staff, you can quickly update the GMC code 
and the GP Code, inactivate or activate staff ï all activities 
normally carried out in File Maintenance ï Staff, per 
member of staff. 
 
-  From a list of workstations, you can quickly update the 
Prescription Printers, Drug Label Printers, and Word 
Processor choice ï all functions from Options ï Setup 
(Vision front menu).   
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Organisations 

What to set up in Organisations 

Health Authorities 

In Organisations, first set up Health Authorities (HAs or SHAs Strategic Health 

Authorities) in England, or Health Boards in Wales, Scotland or in Northern Ireland, 

formerly Central Services Agency.  These are entered under a category of 

TP/HB/CSA  (Tr ading Partner / Health Board / Central Services Agency).  In England 

& Wales, this is the Health Authority agency with which you are electronically linked.  

For TPs (Trading Partners), make sure you enter the Health Link Mailbox number in 

Organisations, Addr ess, Communication Numbers as this links to the address in GP 

Communicator.  See Add TP/HB/CSA -  your main or linked Health Authority/Board  on 

page 18 . 

There is also a Category of HA  which can be entered  optionally, so the Health 

Authority's Q code is recorded on the system and the HA can be added to a patient's 

Registration details. In Practice Details, you must also choose which HA is to be 

printed on prescriptions , or for England & Wales, which PCT.  See also Add a Strategic 

Health Authority in England, a Local Health Board in Wales, or a Health Board in 

Scotland and Northern Ireland  on page 22 . 

 

Other External Organisations 

Then set up all the other external organisations with which the practice is associated, 

including any which might be referred to by the software.  

¶ Vision users with a full clinical system (Consultation Manager) will 

need to enter hospitals, other clin ics, social services etc to which 

patients are referred. See Add Hospital or NHS Trust  on page 25 . 

¶ Each organisation can include Departments  and/or Persons.  An 

Organisation such as a hos pital may have several Departments, 

which themselves have Persons (eg consultants ) attached to that 

Department. See Add Departments to a Hospital  on page 28  and 

Add a Consultant to a Hospital Department  on page 31 . 

¶ Primary Care Trust  -  important for the address on prescriptions . 

¶ Add drug manufacturers  in order to record batch numbers on 

practice administered medication or vaccinations.  

¶ Also add insurance companies  (for a patient's private medical 

insurance) . 

¶ Add residential institutes , such as nursing homes or schools, to 

record these in Registration.  See Add Nursing Home or Residential 

Institute  on page 33 . 

¶ See also Any other organisations I should set up?  on page 35 . 
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List existing organisations 

1.  Click on  the icon or the Organisat ions tab which lists all the 

categories of organisations . 

2.  Any folders where there are records will have a plus sign   which you can 

click on to expand the list.  

 

 
Vision Control Panel ï File Maintenance -  Organisations  

 

3.  Clicking on  an item in the list  brings up the details in the right pane.  

4.  The Edit  and  Audit  icons will now be enabled if you want to make any 

amendments or look at changes.  

5.  Once you click on Add  or Edit , OK  and Cancel  buttons appear.  

The details are listed under thre e tabs: Organisation Details, Identifiers  (codes, 

reference numbers), and Addresses  (including contact numbers).  
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Vision Control Panel ï File Maintenance ï Organisation -  Hospital  

 

Categories of Organisations 

The following is a list of types of organisat ions you can add in File Maintenance -  

Organisation  Details .  The essential ones to enter are in bold :  

¶ Armed Forces  

¶ Commissioning Agency  

¶ Community Unit  

¶ Company  

¶ County Local Authority  

¶ Credit Card Company -  These appear on a picklist in 

Registration - Identifie rs for private patients' credit card 

numbers  

¶ Department of Health  

¶ Directly Managed Unit  

¶ District Health Authority  

¶ Drug Manufacturer  -  Needed for the picklist when entering 

therapy batch numbers for immunisations on Therapy 

screen, Consultation Manager  

¶ Drug  Supplier  

¶ Family Planning Clinic  

¶ General Practitioner Fund Holder  

¶ GP Branch surgery  
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¶ GP Practice  

¶ HA ï Use HA for a Strategic Health Authority in England or 

Local Health Board in Wales, and one with whom you are 

NOT electronically linked (linked HAs are ente red in 

TP/HB/CSA). It is an optional entry on a patient's 

Registration screen.  

¶ Hospital  -  If you select this, tick Provider Unit  as well so 

this hospital appears on the picklist in Referrals -Add, 

Consultation Manager, and in a patient's Registration -  IDs 

(Identifiers) so you can enter the hospital number.  

¶ In Practice Systems Practices  

¶ Insurance organisations for patients -  These can be entered 

on a patient's Registration -  Other.  

¶ NHS Trust  -  Like Hospitals, if the Provider Unit box is 

ticked, they will app ear in  a picklist on  Referrals -Add, 

Consultation Manager, and in a patient's Registration -  IDs 

(Identifiers  

¶ Other Agency  

¶ Parish Local Authority  

¶ Pharmacy -  You can enter the patient's preferred pharmacy 

in Consultation Manager -  Patient Details -  Preferenc es.  

¶ Primary Care Group  

¶ Primary Care Trust -  In England and Wales only, if you 

select your PCT in the File Maintenance -  Practice Details 

screen, then the PCT address will be printed on 

prescriptions.  If unselected, the HA will be printed instead.  

If blank,  the TP is printed.  

¶ Prison Services  

¶ Professional insurance organisations  

¶ Regional Health Authority  

¶ Registered non -NHS Provider  

¶ Residential Institutes  -  The  Residential Institute code is 

entered for nursing home patients and other residential 

institutes, on  a patient's Registration details, for practices 

with electronic links to the HA in England & Wales.  

¶ School -  Schools can be recorded in Child Health 

Surveillance Management Plan, under Schooling, in 

Consultation Manager.  

¶ Self -Help Groups  

¶ Social Services D epartment  

¶ Special Health Authority  

¶ TP/HB/CSA  ï Use this in Scotland or Northern Ireland for 

your Health Board / CSA.  In England and Wales, use this for 

a Health Authority with whom you have an electronic link.  

TP means Trading Partners, the term used in GP  

Communicator to denote an organisation to which there is 
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an electronic  link. An extra field of LINK is enabled on the 

Organisation -  Add screen.  

¶ Unregistered non -NHS Provider  

 

Add TP/HB/CSA - your main or linked Health Authority/Board 

You MUST add all the  Trading Partners or Health Boards (Health Authorities) with 

which you have patients registered before you add any patients.  

No te :  TP stan ds for Trading Partners , which is the agency GP 

Communicator uses for electronic links, in this case a Health Authority for 

Registration Links. This enables three fields: Link , Cipher  and GP 

Abeyance .  

In Scotland and Northern Ireland, these are Health Boar ds.  

1.  In Control Panel, select File Maintenance .  

2.  Click on   or the Organisation tab to list existing organisations.  

3.  To add:  

¶ Either click on the yellow folder by TP/HB/CSA  on the list of 

organisations so that it is opened  then click on the Add   

icon.  This o pens a new screen with TP/HB/CSA  already selected 

in Category .  

¶ Or click on the arrow to the right of the Add  icon,  select Add  

Organisation , and select TP/HB/CSA  in Category .  

¶ Or right click pointing to TP/HB/CSA  and select Add 

Organisation .  

  



Vision 3 Training Guide Control Panel - File Maintenance ¶ 4-19 

 

Organisation Details 

 
TP/HB/CSA in England and Wales -  GP Abeyance is unique to England and Wales  

 

 

TP/HB/CSA in Scotland -  note the Footpath and Water miles  
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TP/HB/CSA in Northern Ireland  

 

4.  Name ï Select from the dropdown list. You can type the first letter to reach  

that part of the picklist (see page 22 ).  

5.  Cipher  fills in automatically once you have selected the name.  This  is a one, 

two or three letter code, for example: in England & Wales, BIR Birmingham ; 

in Scotland, C Argyll & Clyde; In Northern Ireland, NI.   

6.  An extra field called Link  is enabled.  

¶ Answer Yes  if you are linked electronically for Registration Links 

(and IOS) in England and Wales, or for Scottish Partners;   

¶ No  if you are not linked and th ere is no exchange of electronic 

data,  

¶ and Down  if you are usually linked electronically but the Link is not 

currently working  

7.  Valid From and Valid Until -  These date entries are optional. Valid from 

defaults to today's dat e. This is the start date of the association of the 

Organisation with the practice.  If in the future you finish your association with 

the Health Authority, enter a Valid Until date and tick the Inactive box.  Or just 

right click on the Organisation in the t ree view and select Remove 

Organisation -  this does not actually remove it but makes it inactive.  

8.  GP Abeyance  ï In England and Wales, some authorities let you register new 

patients to a GP whose list is in abeyance (ie GP has an End Date entered). 

Check th is box if relevant. Individual Health Authorities will decide whether 
this option is to be made available to Practices under their authority . When 

registering a patient, data validation checks the patientôs date of acceptance 

against the GPôs end date if in existence (The GP end date is entered in File 

Maintenance ï Staff ï [GP]  ï Professional tab ï Date left Practice ).  If GP 

Abeyance has been set to Y, then registration can occur before or after a GPôs 

end date.  If set to N, then registration can only occu r before  a GPôs end date. 

9.  Footpath miles, Water miles  ï If entering a Health Board in Scotland, and 

the practice is allowed to claim rural mileage, check one or both of these 
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boxes if relevant . If left unchecked, then these prompts do not appear on 

patient s' Registration (Other) screens.  

 

Address and Contact Numbers 

10.  Click on Add  under the Main Address .  

11.  You will see a message: Remember to set up GP codes for this TP. Click OK to 

this.  It is reminding you that because you have added a new Health Authority, 

you need, in the Staff -  Identifiers section under each GP, to add a GP code 

for this new TP/HB/CSA.   

 

Reminder to set up GP codes  

¶ Enter free text for House Name  and Number .  Use the Tab key to 

move from field to field (or Shift -Tab to move to a previous ent ry ) .  

¶ In Road , you can type the first letter of the road then click on  and 

select from a picklist of roads already in Vision. If it is not there, 

type it in free text.  

¶ The Town  field must be filled , if you selected a Road name from 

the list it will auto fil l. 

12.  Postcode  is up to 8 characters including the space following a valid postcode 

format.  If you selected a Road name from the list it will auto fill but should be 

checked.  

 
Address entry ï Add screen  
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13.  Click OK  when you have entered the address which then e nables Add 

Contact  Number .  

14.  Click on Add  Contact Number . First type in the contact number, then select 

the Type of Contact Number. Click OK .  

15.  For a TP/HB/CSA with which you have an electronic link, make sure to enter a  

Contact Number of Health Link  Mailbox , 5 alphanumeric characters -  the HA 

or HB cipher followed by 1, 2 or 3 zeros, eg F0LDS for Leeds, which is the link 

to the address in GP Communicato r for HA messages (Reg Links and IOS). 

There is a range of other contact number types which you can enter: phone, 

email, mailbox, fax etc.  Click Close to return to the front Organisation Details 

screen.  

 
Communication Numbers ï Add screen  

16.  Click OK  to save  the details.  

This completes adding the TP/HB/CSA.  

 

Add a Strategic Health Authority in England, a Local Health 
Board in Wales, or a Health Board in Scotland and Northern 
Ireland 

¶ England  -  On a patient's Registration screen, you have to enter 

the TP/HB/CSA  but you can also optionally enter the HA (Health 

Authority) or SHA (Strategic Health Authority) as well.  The SHA can 

be added in Organisations. SHAs oversee the 302 PCTs (Primary 

Care Trusts) and may cover several Trading Partners.  

¶ Wales  ï There are five Local Health Boards (LHBs) (formerly called 

Health Authorities) .  

¶ Scotland  -  The Health Authority is called a Health Board.  

¶ Northern Ireland  -  The Health Authority is called a Health Board 

(and formerly called the CSA).  

1.  In Control Panel , select File Maintenance .  Click on   or the 

Organisation  tab to list existing organisations.  

2.  To add:  
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¶ Either click on the yellow folder by HA on the list of organisations 

so that it is opened  then click on the Add   icon . This opens 

a new screen with HA already selected in Category.  

¶ Or click on the arrow to the right of the Add icon and  select HA in 

Category.  

¶ Or right click point to HA  and select Add Organisation .  

 
Organisation Add screen  
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Organisation Details 

3.  When you select the name, the cipher , a Q code , is filled in automatically.  

 

Cipher and name  

England -  Health 

authorities  
Wales  Scotland  N. Ireland  

Q01,NORFOLK, SUFFOLK 

AND CAMBRIDGESHIRE  

Q02,BEDFORDSHIRE 

AND HERTFORDSHIR E 

Q03,ESSEX  

Q04,NORTH WEST 

LONDON  

Q05,NORTH CENTRAL 

LONDON  

Q06,NORTH EAST 

LONDON  

Q07,SOUTH EAST 

LONDON  

Q08,SOUTH WEST 

LONDON  

Q09,NORTHUMBERLAND, 

TYNE & WEAR  

Q10,COUNTY DURHAM 

AND TEES VALLEY  

Q11,NORTH & EAST 

YORKSHIRE &NORTHERN 

LINCOLNSHIRE  

Q12,WES T YORKSHIRE  

Q13,CUMBRIA AND 

LANCASHIRE  

Q14,GREATER 

MANCHESTER 

Q15,CHESHIRE & 

MERSEYSIDE  

Q16,THAMES VALLEY  

Q17,HAMPSHIRE AND 

ISLE OF WIGHT  

Q18,KENT AND MEDWAY  

Q19,SURREY AND 

SUSSEX  

Q20,AVON, 

GLOUCESTERSHIRE AND 

WILTSHIRE  

Q21,SOUTH WEST 

PENINSULA  

Q22,DORSET AND 

SOMERSET  

Q23,SOUTH YORKSHIRE  

Q24,TRENT  

Q25,LEICESTERSHIRE, 

NORTHAMPTONSHIRE 

QW1 Gwent  

(covers 6C2 

Blaenau Gwent, 

6B2 Caerphilly, 

6A1 

Monmouthshire, 

6B9 Newport, 
6C3 Torfaen)  

QW2 Bro Taf  

(covers 6B8 

Merthyr Tydfil, 

6A9 Rhondda 

Cynon Taff, 6B6 

Vale of 

Glamorgan, 6A8 
Cardiff)  

QW3 Dyfed 

Powys  (covers 

6B7 

Carmarthenshire, 

6A4 Ceredigion, 

6A3 

Pembrokeshi re, 
6C4 Powys)  

QW4 North 

Wales  (covers 

6B1 Anglesey, 

6A7 Conwy, 6C1 

Denbighshire, 

6B5 Flintshire, 

6A2 Gwynedd, 
6B4 Wrexham)  

QW5 Iechyd 

Morgannwg  

(covers 6A6 

Swansea, 6B3 

Bridgend, 6A5 

Neath Port 

Talbot)  

Note that the 

LHB code is a 

five -character 

alphanume ric 

field with the 

first 3 characters 

identifying the 

LHB and the 

C Argyll & 

Clyde  

A Ayrshire & 
Arran  

B Borders  

Y Dumfries & 
Galloway  

F Fife  

V Forth Valley  

N Grampian  

G Greater 
Glasgow  

H Highland  

L Lana rkshire  

S Lothian  

R Orkney  

Z Shetland  

T Tayside  

W Western 
Isles  

 

In Northern 

Ireland, 

although the 

Health Boards 

are indicated 

by the 

following 

standard 

codes, you will 

choose 

Northern 

Ireland from 

the list which 

fills in the 
cipher NI  

 

ZE0 Eastern 

Health and 

Social 

Services 
Board  

ZN0 Northern 

Health and 

Social 

Services 
Board  

ZS0 Southern 

Health and 

Social 

Services 
Board  

ZW0 Western 

Health and 

Social 

Services 
Board  

 



Vision 3 Training Guide Control Panel - File Maintenance ¶ 4-25 

AND RUTLAND  

Q26,SHROPSHIRE AND 

STAFFORDSHIRE  

Q27,BIRMINGHAM AND 

THE BLACK COUNTRY  

Q28,COVENTRY, 

WARWICKSHIRE, 

HEREFORDSHIRE AND 

WORCESTERSHIRE  

fourth and fifth 

characters to be 

filled with zeros.   

 

Address and Contact Numbers 

4.  Click on Add  under the Main Address .  

¶ Enter free text for House  Name and  Number . Use the Tab key to 

move from field to field (or Shift -Tab to move to a previous entry).  

¶ In Road , you can type the first letter of the road then click on and 

select from a picklist of roads already in Vision. If it is not there, 

type it in  free text.  

¶ The Town  field must be filled, if you selected a Road name from 

the list it will auto fill.  

5.  Postcode  is up to 8 characters including the space following a valid postcode 

format.  If you selected a Road name from the list it will auto fill but sh ould be 

checked.  

6.  Click OK when you have entered the address which then enables Add 

Contact  Number .  

7.  Click on Add  Contact Number . There is a range of contact number types 

which you can enter: phone, email, mailbox, fax etc. First type in the contact 

number, then select the Type of Contact Number. Click OK.  

8.  Click Close  to return to the front Organisation Details screen.  

9.  Click OK  to save details.   

This completes adding the HA.  

 

Add Hospital or NHS Trust 

Add any NHS Trusts, hospitals and other local medical serv ices or clinics to which you 

might make a referral. In addition, include their departments ( e.g.  ENT) and 

consultants ( e.g.  Dr Smith) (see Add Department  on page 28 , and Add a Consultant  

on page 31 .  

¶ Any hospitals with the Provider  box ticked will then become a 

picklist on the Referrals - Add  screen in Consultation Manager .  

¶ In Registration , you can also record a patient's hospital number if 

the hospital is added in File Maintenance -  Organisations .   

1.  In Control Panel, select File Maintenance.  

2.  Click on  or the Organ isation tab to list existing organisations.  

3.  To add a hospital:  

¶ Either click on the yellow folder by NHS Trust or Hospital (or 

Community Unit, Directly Managed Unit, Family Planning Clinic) on 
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the list of organisations so that it is opened  then click on th e Add 

icon . This opens a new screen with NHS Trust or Hospital 

(or whatever variant you chose) already selected in Category.  

¶ Or click on the arrow to the right of the Add icon and  select NHS 

Trust or Hospital in Category.  

¶ Or right click point to NHS Trus t or Hospital and select Add 

Organisation.  

 

Organisation Details 

4.  Check in Category  that you have selected one of the following: Hospital, 

Directly Managed Unit, NHS Trust, Family Planning Clinic, Community Unit.  

5.  Name  -  Type in the full name of the NHS Tru st or hospital. eg Bedford 

Hospital NHS Trust.  

6.  Mnemonic  -  Up to 5 characters are available here for a short unique name to 

refer to the organisation, for example, BEDFO for the above NHS Trust.  

7.  Provider Unit  -  This box is ticked by default for a Hospital , but not for an 

NHS Trust .  If ticked, this ensures that:  

¶ The NHS Trust or hospital is shown in the picklist on the Referrals 

Add screen in Consultation Manager.  You can do this for any 

organisation to which y ou make referrals.  

¶ It appears on the picklist in Registration, Identifiers ï Add, when 

adding a hospital number for a patient.  

 
Organisation Add screen  

 

Identifiers 

You must enter an organisation code for the hospital in Identifiers.  
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8.  Click on the Identifi ers tab.  

 

Organisation ï Add ï Identifiers tab  

9.  Click on Add .  

10.  At the Add -  Identifier  screen:  

¶ Reference Number  -  Select from Reference Code, NHS Trust 

Code, Non -  NHS Provider Code, Mail Manager -  Provider, Mail 

Manager -  Related Provider, Mail Manager -  Other.  The Mail 

Manager options are entered if you are running Mail Manager to 

match the hospital identifier which will be on electronic pathology 

results.  

¶ Organisation  -  Disabled if you picked NHS Trust code in Reference 

Number, but enabled for you to selec t the hospital from the picklist.  

¶ Identifier Value  -  Enter a Reference number of the organisation 

code.  For NHS Trusts, the 5 character code begins with R followed 

by  A-9, eg RC1.  The final two digits are either blanks or zeros.  This 

then links with a pati ent's hospital number , and can be entered on 

referral letters.  

11.  Click on OK .  

 
Add ï Identifier screen  

 

Address and Contact Numbers 

12.  From the Organisational Details tab, click on Add  under Main Address .  
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¶ Enter free text for House Name and Number. Use the Tab  key to 

move from field to field (or Shift -Tab to move to a previous entry).  

¶ In Road, you can type the first letter of the road then click on and 

select from a picklist of roads already in Vision. If it is not there, 

type it in free text.  

¶ The Town field mu st be filled, if you selected a Road name from the 

list it will auto fill.  

13.  Postcode is up to 8 characters including the space following a valid postcode 

format.  If you selected a Road name from the list it will auto fill but should be 

checked.  

14.  Type of Addr ess  defaults to Main address.  

15.  Click OK  when you have entered the address which then enables Add 

Contact  Number .  

16.  Click on Add  Contact Number . There is a range of contact number types 

which you can enter: phone, email, mailbox, fax etc. First type in the con tact 

number, then select the Type of Contact Number. Click OK.  

17.  Click Close  to return to the front Organisation Details screen.  

18.  Click OK  to save the details.  

This completes adding the NHS Trust or Hospital.  

Now go on and add the departments and consultants that you may make referrals to.  

See Add Departments to a Hospital . 

 

Add Departments to a Hospital 

Departments  can be added within each Organisation and these d epartments can then 

have staff (Person) such as consultants attached to them. This is particularly relevant 

if hospitals have been entered as Organisations in order to record referrals.  

1.  In Control Panel , select File Maintenance . Click on   or the 

Organisation  tab to list existing organisations.  

2.  Under NHS Trust , or Hospital , highlight the line to which you want to add 

departments, then.  

¶ Either click on the arrow to the right of the  Add  icon  and select Add 

Department.  

¶ Or right click point to NHS Trust or Hosp ital and select Add 

Department.  

 

Hospital with Department set up  

 

Department Details 

3.  On the new Department  screen, the Organisation  is filled in automatically.  
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4.  NHS Speciality  -  Departments within Organisations can also be classified 

according to specialty.  Select from the picklist -  see NHS Specialities  on page 

79 . 

5.  HA Speciality  -  The official list of 17 specia lties is shorter than the NHS 

Speciality list and used for Referral Report purposes:  

Dermatology  

Ear, Nose and 
Throat  

General Medical  

General Surgical  

Genito -Urinary  

Obstetrics  

Ophthalmology  

Orthopaedic  

Other *  

Paediatrics  

Geriatrics  

Gynaecology  

Neurology  

Non- referral 
report *   

Pathology  

Psychiatry  

Rheumatology  

X- ray  

*  A referral to a department where the Department is classed as Non -

Referral Report will not appear on referral statistics on the Referrals Report.  

6.  Name  -  Enter the name of the department in fre e text, for example, 

Cardiology Dept.  Try to make the Department names consistent because on 

Referral Add in Consultation Manager, departments are listed in alphabetical 

order for selection (regardless of order in which they were entered in File 

Maintenanc e).  In Name, either put the department name first (Radiology 

Dept, Orthopaedic Dept); or start them all with Dept of or Dept. of with a full 

stop, but do not mix the two.  

7.  Mnemonic  -  This is a mandatory entry that must be unique.  Try and make  is 

useful, reflecting the name of the department, for example HAEM for 

Haematology.  Up to 5 characters are available here.  

8.  Valid From / Valid Until  -  Optional entry -  This is the start date of the 

association of the Department with the practice.  Entering any end date, if 

relevant, will make the department invalid.  

9.  Inactive  -  Only check this box if the Department is no longer to appear in 

Department lists (eg in Referrals on Consultation Manager).  

 
New Department screen  

 

Address and Contact Numbers 

10.  From th e Organisational Details tab, click on Add  under Main Address .  
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¶ Enter free text for House Name  and Number . Use the Tab key to 

move from field to field (or Shift -Tab to move to a previous entry).  

¶ In Road , you can type the first letter of the road then click on and 

select from a picklist of roads already in Vision. If it is not there, 

type it in free text.  

¶ The Town  field must be filled, if you selected a Road name from 

the list it will auto fill.  

11.  Postcode is up to 8 characters including the space following a v alid postcode 

format.  If you selected a Road name from the list it will auto fill but should be 

checked.  

12.  Type of Address  defaults to Main address.  

13.  Click OK  when you have entered the address which then enables Add 

Contact  Number .  

14.  Click on Add  Contact Number . There is a range of contact number types 

which you can enter: phone, email, mailbox, fax etc. First type in the contact 

number, then select the Type of Contact Number. Click OK.  

15.  Click Close  to return to the front Organisation Details screen.  

16.  Click OK  to save the details.  

 

Identifiers 

17.  Click on the Identifiers  tab.   

18.  Identifier Type  -  The two options are:  

¶ Mail Manager  ï Related Department  

¶ Mail Manager -  Hospital Department  

Note :  It is important t hat any hospital department relaying electronic 

pathology results (eg Haematology, Chemical Pathology) have the correct 

Identifier type and Identifier Value, which will appear on pathology 

messages, in order for these messages to match up.  You may need to 

contact the Path  Lab,  to find out what these codes are.  

19.  Organisation  ï This should default to the organisation that the department 

belongs to.  

20.  Identifier Value  -  Enter here the actual reference number, or code, which 

can be alphanumeric.  

21.  Valid From and Val id To dates  -  Optional dates which can be used for a 

date range that this reference number is valid. Leave blank if required.  

22.  Inactive  -  Only check this box if the currently displayed identifier is inactive.  

23.  Click on OK to save the entry (or Cancel if you want to exit without saving).   

24.  Click OK  on the main Department Details screen.  

 

This completes adding the department to an NHS Trust or Hospital.  

Now go on and add the further departments for that NHS Trust or Hospital.  

You can then add consultants or othe r staff within that department that you may 

make referrals to.  See Add a Consultant to a Hospital Department  on page 31 . 
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Add a Consultant to a Hospital Department 

You can enter a consul tant  attached to a hospital department. This means that 

referral letters can be personalised.   

The sa me principal can be used to enter other medical staff, or non -medical staff, 

attached to an organisation, for example, a social worker attached to Social Services 

organisation.  In fact,  Person can refer to any external people, not directly employed 

by or a ttached to the practice.  

Note:  A Person can also be added directly  to an organisation without a 

Department being added first, though you cannot use this for referrals in 

Consultation Manager, which need a department.  

1.  In Contr ol Panel , select File Maintenance  and click on  or the 

Organisation tab to list existing organisations.  

2.  You can either add a consultant (person) to a department, or directly to an 

organisation.  Click on  by the Hospital or NHS Trust to expand and list 

them.   

3.  Then click on  the Hospital you want, to list its departments.  

4.  Then click on the department where you are going to add a consultant.  

¶ Right click and select Add Person .  

¶ Or use the picklist by the Add icon  and select Add Person  

 
Hospital with Department an d Person set up  

 

Person Details 

5.  The Organisation (Hospital, NHS Trust) and Department  will be filled in 

automatically if you are adding a consultant to a department.  

6.  Role  -  This  is crucial and determines whether their name can be merged 

into a referral let ter or not.  Pick Consultant for a hospital consultant.  

7.  Surname, Forename , and Title  -  Use upper and lower case for the 

names.  All three fields can be merged into a referral letter.  Title is 

mandatory and can be used as a merge field in mail merge referral letters.  

8.  Initials  are mandatory and are used as an identifier.  
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New Person screen  

 

Address and Contact Numbers (optional) 

9.  From the Organisational Details tab, click on Add  under Main Address .  

¶ Enter free text for House Name and Number . Use the Tab key to 

m ove from field to field (or Shift -Tab to move to a previous entry).  

¶ In Road , you can type the first letter of the road then click on and 

select from a picklist of roads already in Vision. If it is not there, 

type it in free text.  

¶ The Town field must be fil led, if you selected a Road name from 

the list it will auto fill.  

10.  Postcode  is up to 8 characters including the space following a valid 

postcode format.  If you selected a Road name from the list it will auto fill 

but should be checked.  

11.  Type of Address  defau lts to Main address.  

12.  Click OK  when you have entered the address which then enables Add 

Contact  Number .  

13.  Click on Add  Contact Number . There is a range of contact number types 

which you can enter: phone, email, mailbox, fax etc. First type in the 

contact numb er, then select the Type of Contact Number. Click OK.  

14.  Click Close  to return to the front Organisation Details screen.  

15.  Click OK  to save the details.  
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Identifiers 

Note :  You should enter a consultant code  for consultants.  If you are 

adding a nurse attached  to a department, you can select their NMC PIN 

number in Identifier Type.  

1.  Click on the Identifiers  tab.   

2.  Click on Add .  

3.  In Identifier Type , select Consultant Code .  In Identifier Value , type 

in the code -  it is 8 characters, six numeric  characters (their GMC code) 

with the addition of the C prefix and a last check digit.  It can used as a 

merge field on referral letters.  Note there are other options which will be 

used in Mail Manager -  Mail Manager -  Consultant, Mail Manager -  Related 

Party (person), and Mail Manager -  Person Performing Test.  

4.  Click on OK .  

5.  Click back on the Person Details  tab  

6.  Click on OK  

 

Add Nursing Home or Residential Institute 

A Residential Institute can be any organisations such as a nursing home, residential 

home, scho ol etc.  

The Residential Institute is an important field for Registration Links in England & 

Wales. O n a patient's Registration record, the RI code  (1 or 2 characters) can be 

recorded as a code.  

The RI code is issued by the PCT -  you don't make it up. You should contact the HA 

or PCT in which the residential institute is based. They will be able to provide the list 

of codes which you will need to add to patients' Registration screens.  

1.  In Control Panel , select File Maintenance .  Click on   or the 

Organisation  tab to list existing organisations.  

2.  To add:  

¶ Either right click while pointing to Residential Institute and select 

Add Organisatio n ;  

¶ Or click on the yellow folder by Residential Institute on the list of 

organisations so that it is opened  then click on the Add  

icon.  This opens a new screen with Residential Institute already 

selected in Category.  

¶ Or click on the arrow to the right of  the Add   icon, select 

Add Organisation, and select Residential Institute in Category.  
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Organisation Details 

3.  Name  ï eg Devon Lodge Nursing Home.  

4.  Mnemonic  -  An unique short name to recognise this Residential Institute, 

eg DEVON for Devon Lodge.  Note the Mn emonic is NOT the same as the RI 

code which you will add later in Identifiers.  

 
New Organisation screen  

Identifiers 

5.  Click on the Identifier  tab.  

6.  Click on Add  for the Add Identifier  screen.  

7.  In Identifier Type , select RI code  (rather than Reference Number).  

8.  In Organisation: Residential Institutes , select the TP/HB/CSA (Health 

Authority).  

9.  In Identifier Value , type in the RI code that the HA or PCT has given 

you.  Note that each Residential Institute should have its own unique RI 

code.  

10.  Click OK  to  return to the  Organisation Details  screen.  

 
Add Identifier screen  
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Address and Contact Numbers 

11.  From the Organisational Details tab, click on Add  under Main Address .  

¶ Enter free text for House Name  and Number . Use the Tab key to 

move from field to field (or Shift -Tab to move to a previous entry).  

¶ In Road , you can type the first letter of the road then click on and 

select from a picklist of roads already in Vision. If it is not there, 

type it in free text.  

¶ The Town  field must be filled, if you selected a Road name from 

the list it will auto fill.  

12.  Postcode is up to 8 characters including the space following a valid 

postcode format.  If you selected a Road name from the list it will auto fill 

but should be checked.  

13.  Type of Address  defaults to Main address.  

14.  Click OK  when you  have entered the address which then enables Add 

Contact  Number .  

15.  Click on Add  Contact Number . There is a range of contact number types 

which you can enter: phone, email, mailbox, fax etc. First type in the 

contact number, then select the Type of Contact Nu mber. Click OK.  

16.  Click Close  to return to the front Organisation Details screen.  

17.  Click OK  to save the details.  

 

Any other organisations I should set up? 

The complete list of organisations is given in Categories of Organisations  on page 16 . 

You might want to consider some of the following which are used in other parts of 

Vision:  

¶ Primary Care Trust  -  Enter your PCT.  In Organisation ï 

Iden tifiers, enter  the PCT code (5 character format beginning with 

5).  Record its address and contact numbers. On the Practice details 

screen, you can select a PCT from a picklist.  The PCT address can 

be printed on prescriptions rather than the HA, in England and 

Wales only (see Main Surgery  on page 49 ).  

¶ Clinics  or Units  -  to whom you may make referrals -  follow the 

instructions in Add Hospital or NHS Trust  on page 25 . 

¶ Drug manufacturers  -  These companies are used when recording 

batch numbers on practice administered therapy items in 

Consul tation Manager.  

¶ HA  -  Use HA for a Strategic Health Authority in England or Local 

Health Board in Wales, and one with whom you are NOT 

electronically linked (linked HAs are entered in TP/HB/CSA). It is an 

optional entry on a patient's Registration screen  

¶ In surance organisations  -  These can be recorded against a 

patient's Registration record (eg BUPA); include any for whom you 

might do insurance reports.  
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¶ Medical Insurance organisations, such as Medical Defence 

Union, which can op tionally be entered on a GP's Professional 

details (File Maintenance ï Staff).  

¶ Residential Institutes -  see Add Nursing Home or Residential 

Institute  on page 33 . 

¶ School -  These can be  in Consultation Manager under Child Health 

Surveillance Management Plan -  School ing.  

¶ Social Services  -  Add Social Service offices and other 

organisations to whom you may make referrals, such as McMillan 

Nurses that supply carers . The Carer can be added as a "Person" 

directly for that organisation.  They will then be available on a 

Carers list from either Registration or Consultation Manager.  Note 

that you c an also add carers, even if they are not patients with 

your practice, within either of these modules.  

¶ Pharmacy  -  Add a list of local pharmacies.  In Consultation 

Manager, you can select a patient's Preferred Pharmacy  in Patient 

Details. This can then be printed on a prescription at the top left, 

though long names may have to be truncated.  

¶ Credit card companies  -  The picklist on Registration - Identifiers 

for a patient will then allow credit c ard numbers to be entered for 

private patients.  

 

Organisation Edit 

1.  In Control Panel , select File Maintenance .  

2.  Click on  or the Organisation  tab to list existing organisations.  

3.  Click on  by the category contain ing the item you want to amend.  

4.  To edit an entry:  

¶ Either right click while pointing to the item to be amended and 

select Edit Organisation ;  

¶ Or click on the item to be amended then click on the Edit  icon 

.  

 

Organisation - Remove or Inactivate 

You cannot r emove an organisation from a list.  Instead you inactivate it.  This 

prevents it appearing on any picklist (for example, hospitals or NHS Trusts, with the 

Provider Unit ticked, appear on picklists in Referral Add in Consultation Manager).  

1.  In Control Panel, select File Maintenance .  

2.  Click on   or the Organisation tab to list existing organisations.  

3.  Expand the category list  containing the orga nisation you want to inactivate 

using . 
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4.  Click on the organisation to be inactivated.  

5.  Click on Edit  or right click and select Edit Organisation .   

6.  On the Organisation Details screen, enter a Valid Until Date.  

7.  Click in the Inactive  box.  

8.  Click on OK .  
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Organisation Audit 

You can monitor the origin al records and any changes for the Organisation Details 

and Addresses.  

Audit the Organisation Details screen 

1.  In Control Panel , select File Maintenance .  

2.  Click on  or the Organisation  tab to list existing orga nisations.  

3.  Click on  by the category containing the organisation you want to audit.  

4.  To audit an entry, click on the organisation to be audited, then click on the 

Audit icon .  

5.  The Organisation Details -  Audit Trail  screen h as details of additions 

and amendments made by staff members to the currently selected 

organisation.  

 

Organisation Details ï Audit Trail screen  

6.  Click on Next or Previous buttons which run through each change; or you 

can click on   to display a list of the dates of the original record:  

Written on [date] at [time] by [user signed on]  and any changes:  

Changed on [date] at [time] by [user signed on]  

7.  As you select a specific entry:  

¶ Any fields where changes or additions have been made w ill be 

displayed in red  as the entry at that time.  

¶ Where an entry is green , this is the current entry for a field where 

there has been a previous change.  

¶ Any fields on white  are the original entry.  

8.  If you click on   to the right of the bottom window, you r each a second 

audit trail which you can scroll down to show all the entries on the 

Organisation Details  screen.  



Vision 3 Training Guide Control Panel - File Maintenance ¶ 4-39 

 
Organisation Details ï Audit Trail showing changes in red  

9.  Click on Close  when finished.  

 

Audit the Organisation address and communications numbers 

You can also audit any changes made to an Organisation's address or communication 

numbers.  

1.  Display the Organisation Details screen.  

2.  Either click on Audit  from the Organisation Detai ls tab, under Main 

Address; or go to the Addresses tab and click on Audit.  

3.  Click on Next  or Previous  buttons which run through each change; or 

click on  the down arrow  to display a list of the dates of the original record 

-  Written  -  and any changes -  Chang ed .  As you select a specific date:  

¶ Any fields where changes or additions have been made will be 

displayed in red as the entry at that time.  

¶ Where an entry is green, this is the current entry for a field where 

there has been a previous change.  

4.  Click on Clos e  when finished.  

 

Address entry ï Audit Trail screen  






























































































































































































